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116936 practical logbook
Case Study

You have been asked to create a database for a college who wants to keep track of its students. 

1. Open Access.  
2. Create a database called STUDENTS and save it on the hard drive in My documents.  
3. Create a table with the following fields: 
	Name
	Type
	Description
	Properties

	Student No
	Text
	
	length – 4, required –yes, set as Primary Key

	Surname
	Text
	Student’s Surname
	length – 35

	First Name
	Text
	Student’s First Name
	length – 35

	Course Code
	Text
	Course the student is enrolled on
	length – 45, indexed – Yes (Duplicates OK)

	Street/Box No
	Text
	Street or Box Number
	length – 30

	Town
	Text
	Town
	length – 30

	Post Code
	Text
	Postal Code
	length – 4

	Enrolment Date
	date
	Date of Enrolment
	medium format

	Date of Birth
	date
	Birth Date
	medium format

	Course Price
	currency
	
	format – fixed

	Paid
	yes/no
	
	


4. Move the field called Course Code above the field called Surname.  
5. Insert a text field (size 14) called Phone No below the field called Post Code. 
6. Change the length of the field called Course Code to 5  
7. Add the following details: 
	Surname
	Name
	Course code
	Street/Box No
	Town
	Post Code
	Enrol-ment Date
	Date of Birth
	Course Price
	Paid

	Marais
	Jacobus
	1091 Business Manage-ment
	212 7th Avenue Orange Grove
	Johannesburg
	2000
	17 Jan 05
	17 Dec 1985
	R7600
	No

	Botha
	Antoinette
	1092 Human Resources Manage-ment
	87 Eeufees Street Centurion
	Pretoria
	1000
	17 Jan 05
	27 Feb 1984
	R7600
	Yes

	Nkosi
	Msizi
	1091 Business Manage-ment
	4874 Voortrekker

street 
	Krugers-dorp
	
	17 Jan 05
	18 Mar 1986
	R7600
	No

	White
	Jean
	1093 Marketing Manage-ment
	26 Jorrisen Street Braamfon-tein
	Johannesburg
	
	17 Jan 05
	20 Sep 83
	R8150
	No

	Donahue
	Carl
	1093 Marketing Manage-ment
	2134 Church Street 
	Benoni
	
	17 Jan 05
	25 Jul 85
	R8150
	Yes


8. Msizi Nkosi has since paid his course fees. Update the database.  
9. Jacobus Marais has withdrawn from the course, delete his record.  
10. Close the Students database.  
11. Open the database called STUDENTS.  
12. Print the details of the table.  
13. Find the course code MA112 and replace it with the code MA539.  
14. In a Datasheet View, add 5 more records, using the same course codes but making up the rest of the details.  
Observation Sheet

	Did the learner
	Yes
	No
	Comments

	1. Find the following record: Anne Smith.  
	
	
	

	2. Create a filter that will find all those students who have not paid.  
	
	
	

	3. Print the data that is displayed.  
	
	
	

	4. Remove the filter.  
	
	
	

	5. Sort the students into ascending order according to Surname.  
	
	
	

	6. In Help, look up how to display a toolbar.  
	
	
	

	7. Minimise the main switchboard.  
	
	
	

	8. Open and close the Web toolbar.  
	
	
	

	
	

	Learner signature
	Assessor signature

	
	

	Date
	Date


Project

1. Develop a simple database for your work or for your own use.

2. Explain the purpose of your database and what advantages it will have

3. Explain the following as it relates to your database: Field, Record, Table, Index, Field Property, Data type
4. Explain the following parts of the MS Access window and how it assists you in working in Access: Menu Bar, Toolbar, Status Bar, scroll bar, Object Bar
5. Enter data into your database – at least 5 records must be entered

6. Save the database using a name that will tell you what the database is about

7. Develop a table for your database.  The table must contain at least 5 fields

8. Included the following data types in your table: text, numeric, date, currency
9. Save your database to an external storage device and give to your facilitator to assess
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