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Instructor’s Notes

Data file notes:
The Brief Data File databases build from Tutorial 1 through Tutorial 4, the Intro Data Files databases build from Tutorial 5 through Tutorial 8.  To deter students from using the starting Tutorial 5 Data Files databases as their ending Tutorial 4 databases, there have been changes made to the ending Tutorial 4 databases to make the starting Tutorial 5 databases.  Please see the document titled “Databases Differences from Tutorial 4 to 5.doc” in the Additional Faculty Files folder of your Instructor Resources CD for a description of these differences.
The Comprehensive Data Files databases build from Tutorial 9 through Tutorial 12. To deter students from using the starting Tutorial 9 Data Disk databases as their ending T8 databases, changes have been made to the ending Tutorial 8 databases to make the starting Tutorial 9 databases. Please see the document titled “Databases Differences from Tutorial 8 to 9.doc” in the Additional Faculty Files folder of your Instructor Resources CD for a description of these differences.

Guidelines for Designing Databases
It is sometimes difficult to get students to slow down and consider the design techniques discussed in the book.  Try to stress that if they spend adequate time designing their databases, they will save valuable time later on.

The first step in designing a database is to think of all the fields of data you might want to store. Explain to students that for a large database, this step is often done in a group who will “brainstorm” all the data items that will be needed in a database.  The next step is to group the fields into tables. Each table will contain a group of related fields. A field will be selected in each table to become the primary key for that table. 

The primary key is a field in the table that can uniquely identify a record in the table. When tables will be related to one another, you need to include a common field in the two tables that will be used to form the relationship. For each field, you will need to specify the properties for that field. Field properties include their data type, field sizes, and an optional description of the field.

When assigning a name to any object in Access, carefully select a name that will indicate what is stored there. There are some naming conventions described in your book. Students should try to conform to those conventions, especially if they intend to work with other database developers.

Use Figure 2-3 to illustrate an incorrect database design with data redundancy.  Help students understand the problems that can arise from this type of redundancy.  Ask students to consider how this redundancy can be eliminated (by removing the Employer Name field from the Positions table).

Guidelines for Setting Field Properties
When selecting a field size, students should make sure the size is big enough to hold the largest piece of data to be stored there. However, the field should not be larger than necessary because this will result in wasted space.

You should point out to students that database design is a very complicated and intricate process.  It takes much practice and experience to become a good database designer.  The concepts presented in the book are meant to get the student to start thinking about design issues.  Students, however, should know that there is much more to learn about database design.

Be sure to go over the names rules AND the naming conventions.  Point out that most experienced database developers adhere very closely to the naming conventions.  

Go over each of the data types listed in figure 2-4.  As you go through this list, be sure to give examples of when you would use each type.  

Classroom Activity

Have students divide into groups of five (larger groups to allow for more brainstorming).  Tell the students to consider that they need to set up a database for a softball league.  Have students consider that they will need to maintain information about each of the players and also about each of the teams.  Allow students to brainstorm about what fields of information will be needed for each player and for each team.  As they consider the required fields, have students also determine each field’s properties.  Finally have students determine how these two tables will be related, what type of relationship (one-to-many?), the common field(s) that form the relationship, and any other specifications that might be important.  Have the groups draw out their design similar to Figure 2-3.  When they are all finished have the groups swap their design with another group.  Now have the groups critique the design that has been passed to them by another group. 
Creating a New Database

A new database can be created by using a Database Wizard or by creating a new blank database. When the students create a new database, they will need to create all the tables, queries, forms, and reports for the database. This approach is more flexible than having the wizard create them.

.

The steps for creating a new database (from scratch) are as follows:

1. Start Access.

2. Click “Blank Database” in the task pane.

3. On the dialog box, navigate to the location where you will save your database.

4. Enter the name of the database in the “File name” text box.

5. Click the “Create” button.

Remind the students at this point that Access saves its records as they are entered.  Therefore, the location at which they are saving their database must be accessible throughout the time they are working with the database.  If they are saving their database on a diskette they MUST leave the diskette in the drive throughout the time they are working with the database.

Also, consider whether you will have the students work off of a diskette or the hard drive.  The database will operate much more slowly on a diskette.  If the student has access to a hard drive or network drive, the database will run faster and will be more convenient.

Creating a Table
When students create a table, they will name the fields and define the properties for the fields. They will also specify the primary key for each table and save the table structure. The table structure is set up and modified in Design View. In design view they will define each field that will be included in the table. When all the fields have been defined, they will then specify which field(s) will be the primary key. When the table has been fully defined, they will save the table structure.
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Use Figure 2-7 to help you discuss the elements in the Table window in Design view.  Be sure to point out the “Help for current property” down in the lower right corner of the window.  Also make sure they understand that they get more help by pressing the F1 key.

Although it is not required to enter a description for the fields, it is advisable to do so. The description is used to notate how a particular field will be used.  You might consider “exaggerating” this activity by requiring that students enter a description for each field.  This will help to emphasize the use of the descriptions column.  Tell students that this is like “writing a note to themselves” about how this particular field will be used.

Students should always select a field(s) as the primary key. Although Access does not require that you do so, there are several advantages to selecting a primary key. These advantages are described in the tutorial. To establish the primary key field, place your cursor on the selected field(s) in design view, then click the “Primary Key” button on the toolbar. This is a toggle button. Therefore, if students want to change the primary key, they should just place the cursor on the field marked as the primary key and press the “Primary Key” button again. This will remove the primary key symbol from the table design.

Quick Quiz

1. The _____ allows values that contain digits, a decimal point, commas, a plus sign, and a minus sign.  (Answer: c)
a. Currency

b. AutoNumber

c. Number

d. Yes/No

2. The ____ field size property for numbers stores whole numbers from -32-768 to 32,767.  (Answer:  Integer)
3. True/False:  Pressing the F6 will display more complete Help on the currently selected property.   (Answer:  False)
Adding Records to a Table

When a table is created, the table structure is established. Once the table has been created, students will then need to add records to the table. In this tutorial, students will enter data into the table in the datasheet view. In a later tutorial, they will learn how to add records in other ways. As they enter records, they will be placed in the table in the order in which they were entered. However, when you close the table and open it again, the records will be ordered according to the primary key order. The navigation bar at the bottom of the datasheet view will indicate how many records are in the table and what the current record is (i.e., the record on which the cursor currently rests).

Modifying the Structure of an Access Table

There will be times when students will want to modify the structure of a table. They can delete a field in the table's design view simply by right-clicking on it and then clicking “Delete Rows” on the dropdown menu.  If they want to move a field, they do this also in the table's design view. Students should click on the field they want to move, and while holding the mouse button down, move the field to the desired location. 

To add a field in design view, right click the field where they want to insert the new field and then click “Insert Rows” on the dropdown menu.

Whenever a database object, such as a table, is modified, Access will ask if you want to save the modification.  It is only the structure of the table that must be saved.  Records, on the other hand, are automatically stored as they are entered.

Changing Field Properties

Additional modifications can be made to the structure of a table by changing the properties of the table's fields.  A list of all formats is available in the table design view. Encourage students to view other options besides those that are presented in the book.  Explain that as they progress through the text, they will learn how to make additional changes to the properties of the fields in their tables.

In this tutorial, students will change just one of the properties. However, consider having students spend some time looking at some of the other property options available in the design window. Each data type has a separate set of options available in the Field Properties portion of the table design window. 

Be sure to point out that the list of properties in the Properties pane will be different depending on the data type selected for a field.  Also, you might want to use the list of data types as a point of discussion.  Have students think of examples of when they would use each of the data types.  Be sure to listen carefully when they make suggestions.  For example, students often think, at first, that a phone number should be a number data type.  Have them think of the “special characters” that are often included in a phone number.  If they chose to make a phone field a number, they would be unable to store the parentheses and dashes that are usually used in a phone number.  Another example of the same concept is Social Security Number.  

Quick Quiz

1. To add a record to a table, you should click the _____ button on the Table Datasheet toolbar.  (Answer: c)
a. First record

b. Last record

c. New Record

d. Edit Record

2. To add a new record into a table, you must first create a new ___ in the table.  (Answer: row)
3. True/False: When you delete a field in a table, you also delete all the value for the field from the table.  (Answer: True)
Obtaining Data from Another Access Database
If students want to use data that already exists in another Access database, they can copy the records into their database. This can be done with a “cut and paste” method. First open the database that contains the records to be copied. Next, select the records to copy and then press the “Copy” button on the toolbar. This places the records on the Windows clipboard. Open the database to which the record will be copied and then open the desired table. Place the cursor on the next available row in the table and press the “Paste” button. Be sure to explain that the reason they have to take these steps is that Access does not allow you to have two databases open at the same time.  You have to close one before you can work with another.
Importing is a different process altogether.  An entire table, including its structure, can be imported by clicking “File”, “Get External Data”, and then “Import”. Here the database is selected and then the table is imported.  If you want an entire table and all of its contents, this method is much easier then the copy and past method (above).  
When copying records from one table to another, it is very important to first determine that the two tables have the exact same data structure. If the two data structures differ in any way, the copy will cause an error.

However, when you import, you are importing an entire table including its data and its structure. This is a good way to include a table in your database that was previously designed in a different database. 

Explain that in a corporate setting, there may be several people working on a database at one time.  The ability to copy records into a table or importing an entire table allows for the transfer of data in a collaborative effort.  Of course, someone within the corporation must maintain the integrity of the data.

Classroom Activity

In groups of two or three, have students consider the following situation.  An organization has several departments and up to this point, each department has been creating and maintaining their own database that pertains to their particular needs.  However, the organization has decided that they could reduce redundancy and improve data integrity by pulling all the data into a single database.  Have students discuss how this process might be done and what kinds of problems could arise.  Ask students to consider that each department had maintained a customer database.  Now, that the data is going to be pulled together, what if the table structures don’t match?  How will they import all this data and end up with a single customer database?   

Updating a Database
There will be times when students will want to delete and/or change a record(s). To easily delete records, simply place the cursor on the record(s) to be deleted and then click on the “Delete Record” button. If you want to change a record, place the cursor on the record and then the field to be changed. Then you can replace any of the field's value that you wish. You can switch from navigation mode to editing mode depending on what you want to do at the time.

Be sure students understand that when they delete a record from a table, there is no way to get it back.  As is true anytime they delete something, they should carefully consider whether that is really what you want to do.  

Quick Quiz

1. ______ a database is the process of adding, changing, and deleting records in database tables to keep them current and accurate.  (Answer: a)
a. Updating

b. Creating

c. Deleting

d. Transforming

2. The _____ key is a toggle that you use to switch between navigation mode and editing mode.  (Answer : F2)
3. Deleting a record is not permanent as it is can be retrieved from the Recycle Bin.  (Answer:  False)
Tutorial Discussion Questions

1. Imagine that you work in an IS (Information Systems) department at a very large corporation.  You work with a team of five database developers.  The first step in designing a database is to determine what fields will be needed to produce the required information.  What techniques might the team use to determine what will be needed in the database?  (i.e., brainstorming, lists, etc.)  What documents might already exist in a corporation that would help you determine what fields might be needed in the database?

2. Consider the process of determining a primary key for a table.  Imagine a database that contains data about customers.  The fields consist of Last Name, First Name, Address, and Phone.  Do any of these fields represent a unique value that could serve as the primary key? If not, what can you do to provide a field that has a unique value for each record?  If you decide to create a field, how will you go about this?  What will be the data type of the primary key?  Who will assign the value?  How will you make sure that there are no duplicates in this field?

3. Consider that a large organization has a very large database of information.  What kinds of controls do you think will need to be in place for the entering of data?  Do you think anyone in the corporation should be able to update data?  Why or Why not?  

4. Consider again a large organization and its large database.  Consider the different fields of information about employees.  These would include non-sensitive information such as name, address, phone, etc.  But the database would also contain sensitive information like salary, evaluations, etc.  What kinds of controls do you think need to be placed on the updating and even viewing of this data?  Who should decide these things?  Who should enforce them?


Find Additional Cases from New Perspectives on Microsoft Access 2002 Comprehensive on www.course.com to use with New Perspectives on Microsoft Access 2003.
Key Terms
	Term
	Definition

	Byte (type)
	Stores whole number from 0 to 255

	Caption Property
	Specifies how a field name will appear in the table datasheet and in other database objects, such as forms or reports

	Composite Key
	A primary key that is made up of two or more fields

	Data type
	Determines that type of data that can be entered into a field

	Database Wizard
	A wizard that guides you through the database creation process and provides the necessary tables, forms, and reports for the type of database you choose

	Decimal (type)
	Stores positive and negative numbers to precisely 28 decimal places

	Design View
	A view that allows you to define or modify a table structure or the properties of the fields in a table

	Double (type)
	Stores positive and negative number to precisely 15 decimal places

	Entity integrity
	When a primary key has been specified, Access forces you to enter a value for the primary key field in every record in the table

	F1 key
	When pressed, displays complete Help Information about the current property

	Field Size Property
	Defines field value’s maximum storage size for text, number, and AutoNumber fields only

	Import
	Placing a copy of an Access table from one database to another

	Integer (type)
	Stores whole numbers from -32,767 to 32,767

	Long Integer (type)
	Stores whole numbers from -2,147,483,648 to 2,147,483,647

	Null value
	A field that contains no value

	Properties
	The characteristics of a field

	Replication ID (type)
	Establishes a unique identifier for replication of tables, records, and other objects 

	Single (type)
	Stores positive and negative numbers to seven decimal places

	Updating (maintaining)
	The process of adding, changing, and deleting records in database tables
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