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National Corporate Training

	Unit
	Number
	Title
	Study Time

	1
	BSBCMN201A 
	Work effectively in a business environment
	20

	2
	BSBCMN202A 
	Organize and complete daily work activities
	15

	3
	BSBCMN203A 
	Communicate in the workplace
	30

	4
	BSBCMN204A 
	Work effectively with others
	20

	5
	BSBCMN205A 
	Use business technology
	30

	6
	BSBCMN211A 
	Participate in workplace safety procedures 
	15

	7
	BSBCMN213A 
	Produce simple word processed documents
	40

	8
	BSBCMN214A 
	Create and use simple spreadsheets
	20

	9
	BSBCMN108A 
	Develop keyboard skills
	40

	10
	BSBCMN107A 
	Operate a Personal Computer
	20

	11
	ICAITU013C 
	Integrate Commercial computer packages
	30

	12
	ICAITU012C 
	Design Organizational Documents using computer 
	50

	
	
	TOTAL
	



12_04  Database
Overview:

· Create new database, Import Accounts Table into database, delete fields from database Rename Table in Database, Establish Primary key in new table.

· Create new Table in Database, assign appropriate attributes to the new table, Create Primary key for new table, Create relationship between the two tables created in tasks one and two.

· Create a new form for Populating Database, Add header to form, Insert graphic in form, Add footer in form, Add Drop Down List or Combo Box to form, Format for useability, Populate with data supplied using Form.

· Query Database, using Calculated Fields to return criteria specified, Create Report based on this query.

· Query Database, using Calculated Fields to combine first and surname to return criteria specified, Create Report based on criteria specified sorting report based on field specified.

You are employed as a database developer for Distinct Data Base Services.  Your supervisor has sent you the following e-mail.  

“Please create a small database for Fred’s Pest Services.  They have an existing database that they use to create mail outs.  This database also contains information on past account details.  They do not want to alter the existing database because they need it for their account keeping records for the last financial year.  You will need to import this table into a new database and modify it to ensure it works functionally in the new database design.”

Part 1:
· Create a new Database called CUSTOMERS. 

· IMPORT Accounts table from database CLIENTS 

· Delete the last two fields from the Accounts table, ie CostofJob and Date. 

· Rename the table Customer Details.  

· Establish a primary key for linking.

Part 2:
· Create another table called Jobs in the CUSTOMERS database to detail each job carried out for a client. Include the following 7 fields:

Job-Id
Client-Id 

Cost
Job-date

Paid (Yes/No Text field)
Treatment Type



Comments field  

· Add appropriate field attributes. Include a Primary key. Create a relationship between the two tables. Customers can have several jobs done.

Part 3:
· Create a FORM based on Jobs table to allow for data entry of job details. 

· Add a Form Header, use firm’s name and add an appropriate graphic in the header. 

· Add a footer as follows: Database Administrator: <your name>.

· Add a drop down list or combo box on treatment type to minimize typing. Add the following data: Termite treatment, Spider treatment, Full pest service, Yearly service, and Cockroach Fumigation.  

· Format for staff use, for example, make sure the font is large enough for readability. 

· Use the form to enter the following records into the Jobs table.  

	Job-Id


	Client-Id
	Cost
	Date
	Paid
	Treatment Type
	Comments

	0203JM01
	JM01
	$150.00
	03-Feb-97
	Yes
	Yearly service
	Knock on front door, large dog 

	1904MW01
	MW01
	$220.00
	19-Apr-97
	No
	Spider Treatment
	Call after 4.00pm

	2001KM01
	KM01
	$250.00
	20-Jan-97
	Yes
	Termite Treatment
	Service due in 12 months

	2101FJ01
	FJ01
	$150.00
	21-Jan-97
	No
	Spider Treatment
	Ring when next specials on

	2201LM01
	LM01
	$300.00
	22-Jan-97
	No
	Full pest service
	

	2208LN01
	LN01
	$200.00
	22-Aug-97
	Yes
	Cockroach Fumigation
	

	2302FJ01
	FJ01
	$190.00
	23-Feb-97
	No
	Spider Treatment
	

	2503LM01
	LM01
	$200.00
	25-Mar-97
	No
	Spider Treatment
	Ring before calling


Part 4:

Create the following two reports in landscape with currency figures formatted and other formatting to make the report usable.  Add your name in footer as database administrator.  

Report 1 












· Create a Query for customers who have had jobs done that cost over $100 and have not yet paid their account. Include the following fields:

Name
Address
Suburb 
Date
Cost
Over due fee $
Total cost

· These customers have to pay an extra 5% overdue fee. Add two calculated fields to the query. One calculated field (named Overdue Fee) will calculate the overdue amount, which is a 5% charge of the original cost. The other calculated field, Total Cost is the sum of the Cost and Overdue Fee. Save query as Overdue.

· Use this query to create a report. Group the report by Surname as some customers had more than one job done. It should include a Grand Total of the Total Costs at the bottom of the report. Save as Overdue Accounts.

Report 2












Create a report (Yearly Service) that lists customers who have had a termite or spider treatment done.  Use a calculated field to combine the first and surname so that the full name will be listed. The report should be similar to the one below. Sort in ascending order of date job performed.

YEARLY SERVICE LIST

Name
Address
Suburb

Postcode
Treatment type

Date

· file.

Test 3: Database Review

Answer these questions to test your knowledge of Databases as you have in the previous activities.

1. What do the following terms mean when you are talking about databases? 

· attribute 

· field 

· record 

2. What is a primary key and why is it useful? 

3. Explain how a data entry Form is better than entering raw data into a table. 

4. What is the relationship between the following terms; query, find and filter? 

5. What advantage do Reports have over printed Forms? 

	Student Name:
	Date submitted:

	I declare this evidence to have been produced by me the undersigned.

Candidate’s signature:

	Title of Portfolio evidence presented (include Unit No and section  i.e. 03.05)

:-

	□
Outcomes from learning programs (including self-learning and online learning)

□
Assessment feedback (from a trainer or assessor)

□
Observation checklists (from a workplace supervisor or assessor)

□
Written statements or references (including workplace supervisors, community leaders)

□
Job descriptions

□
Work journal

□
Work samples

□
Finished products

□
Product descriptions or specifications (supporting the product samples included) 

□
Statutory declarations

□
List others (or delete any from above not provided)

· All work submitted to be word processed and spell checked.

· There must be at least two samples of evidence for each 

Element within the Unit of Competency.                 This is sample    1 / 2

· All work submitted must be of a high quality and meet the 

requirements of the Unit of Competency.

	Other evidence (List each piece):

	Assessor to complete

Evidence is     Valid     Sufficient     Authentic    Current


       □
    □
    □      □
Assessor signature: _________________________________Date: _____________

Peter Faulks,  BA Soc Sci, Grad Dip Ed, Cert IV AWT
Certificate II in Business     assessor/teacher

	Assessor to complete

Student is declared                       Competent    Not Yet Competent 

                                 □         □
Keep a copy of this report with your file for evidence
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