Unit 9: Database Software - Tasks
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Preamble

Remember, you must:

· Meet all the requirements of the Ps to achieve a Pass grade for this unit.

· Meet all the requirements of the Ms to achieve a Merit grade for this unit.

· Meet all the requirements of the Ds to achieve a Distinction grade for this unit.
Background

You have recently joined Fantastik Records as an office junior in the Administration Department. The Head of Department is Stella Miles (who is Executive Director – Administration) and you have been working for Rowan Evans, the Administrative Assistant. You will be working in this Department as part of your induction into the company. Later on you may spend time in other departments to find out more about the work that they do.
At a recent Board Meeting it was decided to employ some additional staff. One of these new employees – Nigel Watson – has become the company’s new ICT coordinator. He has joined the Administration Department, and his job is to coordinate all the ICT used by Fantastik Records. You have been sent to help him.
Information about the Administration Department

It is responsible for overseeing and co-ordinating the work of the other departments.

This means that the Administration Department has to liaise with all the other departments in the company.

Although the day-to-day business of the Department is under the control of Stella Miles, both Frank Ryan (Chairman and Chief Executive) and Brian Hatcher (Deputy Chairman and Assistant Chief Executive) have input into the work done by this Department.

The Department is based in the Company Headquarters (Fantastik House, Wensley Close, Eltham, London, SE9 1XX).
Task 1

It has been suggested that Fantastik Records should buy a new computerised telephone and email system. This would work mean that staff can be reached either by telephone or email wherever they are.
The new system will need to store data about the staff, the department where they work, their telephone extension, and their email address. At present the Administration Department prepares a printed staff list that shows staff names, their job title, their department, and their telephone extension. Rowan Evans, the Administrative Assistant who currently prepares the list, has suggested that he produces a new list that will have the necessary additional data. However Nigel Watson, the ICT Coordinator, has proposed that a database be created that can be installed on the Company’s new computer system. This would make it easier for staff to use emails and would mean that the list could be automatically updated.

To support his proposal Nigel has asked you to look at the advantages and disadvantages of computerised databases and to prepare a memo that summarises your findings. This is to be sent to Brian Hatcher (Deputy Chairman and Assistant Chief Executive) who will make the decision.
Things you need to do:
Using examples, describe the advantages and disadvantages of computerised databases. (P1)

Guidance:

Make sure that you present your findings clearly, and that you include both the advantages and disadvantages of computerised databases.

Use bullet points to emphasise important information.
Task 2

Brian Hatcher (Deputy Chairman and Assistant Chief Executive) has decided in favour of the computerised database proposal, and Nigel Watson has asked you to do the preliminary design work. This will include:
· A data table design (including the fieldnames, field lengths/properties, field descriptions, the primary key, and data types [text, numeric, date/time, Yes/No] you will include).
· Designs for at least two data entry forms.

· An indication of the data validation and range checks that will be incorporated.

· A shortcut.

Things you need to do:
Design, create and check a single table database that meets a defined user need, using at least three data types. (P2)

Produce technical documentation for a database. (P5)

Explain the choice of fields, data types and primary key in a database. (M1)

Explain the importance of data integrity and how it can be maintained with reference to a particular database. (M2)

Guidance:

Make sure that your paper designs show all the information necessary for someone else to use them to create the database.

Include at least three different data types (text, numeric, date/time, Yes/No) in your data table design. Explain the reasons for your choices of particular data types.

Make sure that the data table design includes a field that is an identifiable primary key, and explain why you have selected that particular field to fulfil this function.

Explain why data needs to be validated. Explain the methods you have chosen to ensure that data that will be entered onto the database will be accurate and consistent, and the reasons how and why it can be maintained. Make sure that your explanation refers to the database you are designing.
Task 3
Your design has been approved by Nigel Watson and Brian Hatcher, and you have been told to implement your design. In order to help anyone who might need to amend your design in the future, you must document the work you do to show how you have implemented your design. This document will then be stored so that it can be referred to if necessary.
Once the database has been created it must be tested, and Nigel Watson has given you the existing staff list so that the data on it can be entered. Once entered this data must be checked (e.g. visual checks, spell checks) to ensure that there are no obvious mistakes.

Things you need to do:
Design, create and check a single table database that meets a defined user need, using at least three data types. (P2)

Create and use data entry forms. (P4)

Guidance:

Use annotated screen shots of each stage of the implementation of your design to show how you created the database.

Show how data was added to the database using a data entry form.

Show how the data was checked.
Task 4
Now that the database has been tested further information needs to be added before it can be used. Donna Wright (Executive Director – Human Resources) has sent a memo to you that contains information about new staff and the names of those that have left. The database must be updated to incorporate this new information.
At the same time Nigel Watson has finished setting up the email addresses of all the staff, and this information also needs to be added to the database. Each member of staff will have an email address that is laid out as follows:
<initial.surname>@fantastik.co.uk

Things you need to do:
Show how the new data was added to the database and the old data removed using a data entry form. (P4)

Guidance:

Use annotated screen shots to show how the existing data held on the database was amended.

Show how the new data was checked.
Task 5
Tracey Jones (Executive Director – Accounts) has discussed the database with the members of her Department, and would like a printout of all the staff employed by Fantastik Records. The list must be in alphabetical order by surname, and should include first names, gender, whether or not they are full-time or part-time employees, and the department where each individual works.
Ivan Longworth (Executive Director – Sales) has heard that you can produce lists of information using the database and has asked you to produce a list on staff employed in the Sales, Production, and Distribution Departments. The list must be in alphabetical order by department and surname, and must include first names, telephone extension, and email address.
Key things you need to do:
Produce reports based on database queries to meet a defined need. (P3)

Guidance:

Produce queries that produce the data that has been requested. Use annotated screen shots to show how this was done.

Use the results of the queries to produce reports that can be sent to Tracey Jones and Ivan Longworth.
Task 6

Now that your database is fully functioning Nigel Watson has been asked by Brian Hatcher (Deputy Chairman and Assistant Chief Executive) to make suggestions as to how it could be improved. As you are the designer Nigel has asked you to make recommendations as to how and why the database could be improved.
Things you need to do:
Recommend and justify improvements that could be made to a database. (D1)

Guidance:

Make sure that the improvements you identify are justifiable (i.e. they are achievable and would not require a massive redesign of the database).
Notes

Throughout the work you have done for the tasks in Unit 9 you should have been regularly checking that words have been spelt correctly (using a spellchecker) and that your grammar has been checked (using a grammar checker). You should also have proof-read your work and corrected any mistakes that you found. It is important that you show evidence that you have done this.
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