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Instructor’s Notes

Note: In order to keep students from running out of disk space if they are working off a floppy, remind students to delete the files they create in the exercises (both Review Assignments and Case Problems) at the end of Tutorial 1.
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.
Introduction to Database Concepts
At the beginning of each tutorial, it is a good idea to go over the case presented at the beginning of the tutorial.  These cases are designed to help students understand concepts in relation to a “real world” situation.  The case is referred to often throughout the tutorial which is helpful to help student relate each concept to the running case.
Defining Terms

Be sure students understand that a relational database is a collection of tables that are related to one another based on a common field. The tables within the database contain a collection of records. The records within the table contain a collection of fields. Each field in the table represents a particular characteristic of the data. 

A field, or a collection of fields, is designated as the primary key. The primary key uniquely identifies a record in the table. When the primary key of one table is represented in a second table to form a relationship, it is called a foreign key.  This may not be clear when you first say it; however, students seem to understand the concept easily when you show them an example such as that shown in the text.

Consider presenting an example of data with which the students are quite familiar.  For example, say you are going to store information about students.  Have the students suggest various fields (characteristics) that would be stored about each student.  Guide them towards selecting a field that would uniquely identify a student (usually student ID).  Explain why the student’s name would not be a good choice for Primary Key (i.e., because it might not be unique).  Next have them “fill in” the data for a particular student and explain that this collection of values is considered a record (information about one particular student).  You can keep this example going throughout the course.  As you present concepts about relations between tables you can use a table for students and one for advisors to help you illustrate these concepts.

The figures in this section of the tutorial are very useful for reinforcing these concepts.  Be sure students understand Figures 1-1, 1-2, and 1-3.  Students might wonder if there are other kinds of databases besides Relational Databases.  Explain that, while there are different types of databases, the relational database is the most popular type of database today.  This is mainly because it is the easiest type of database to learn and to use.

Classroom Activity
To reemphasize the importance of a good database design, have students design a database of their own.  Have students divide into groups of 2 or 3.  In their groups have students design tables that will contain information about students.  Tell students to use Figure 1-2 as a guide.  The groups should decide on all the fields they would need to maintain student records.  Suggest that they have a table for Students and another table for Clubs (or extracurricular activities, sports, etc.).  When students have selected what the second table will be, have them determine the required fields.  Most importantly have the groups decide on the common filed that will link these tables in a relational database.
Opening an Existing Database

To open an existing database, students must first start Access. When Access is launched explain that they will see the Access window. Try to get students to differentiate between the Access window and the database window.  A good way to illustrate this is to open and close a database.  The Access window will still be open.  Now, open the database again but, this time, close the Access window.  This will illustrate that there are actually two separate windows and that the database window “floats” within the Access window.  You could also illustrate the same concepts by maximizing and minimizing windows.

On the right side of the window is the task pane. The task pane contains a list of “recently opened databases”.  This list consists of the last four databases that were opened using this particular installation of Access.  You will want to explain that each student’s list of “recently opened” databases will be different depending on what database(s) were opened recently on that computer.  Explain that they can select from this list, or they can select “more files” to choose a database that already exists. If they choose “more files” they will need to browse to the correct location of your database, click on it, and then click on “open” to open the database.  

Some students may need some explanations about folders and files.  Consider using Windows Explorer to help you explain the concepts of file structure, folders, and files.  Since students will need to navigate to the stored file, they will need to understand the disk storage structure in order to find their file.  Be prepared to tell student where you want them to save their files.  If you plan to use the diskette for storage, make sure students understand that the diskette must be in the drive at all times.
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Identifying the Components of the Access and Database Windows

The Access window contains a menu bar, a toolbar, a task pane, and a status bar. In the Access window, the task pane is used to either create a new database or open an existing database. To create a new database, you would make a selection from the new section of the task pane. To open an existing database, students can either select from the list of “recently opened” databases or from the “more files” option, which will allow them to “browse” for the desired database. 

The database window contains a menu bar, an objects bar, and a groups bar. The objects bar lists all the objects available in the database. The list of objects consists of tables, queries, forms, reports, pages, macros, and modules. In the database window, students can click on any of the objects in the objects bar to obtain a list of objects of that type. For example, clicking on the Queries object will display a list of queries in the currently opened database.  You might want to explain that, until students get to the advanced tutorials of the Access book, their attention will center on the four objects: tables, queries, forms, and reports. 

Review Figure 1-5 thoroughly and make sure students know what each part of the window represents. It is important that they know how to get to the different lists of objects in the database window. Make sure students understand that when they want to see a list of tables, they should click “Tables” on the objects bar.   If, however, they want to see a list of queries, they should click “Queries” on the objects bar. 

Explain that the objects bar represents the seven different types of object available in Access.  The Modules and Macros objects are discussed only in the advanced versions of Access texts.  
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Opening an Access Table
To open a table, first a database must be open. In the database window, select “Tables” on the objects bar. In the list of tables, select the table to be opened and click on the Open button (alternately, you could double-click on the table). When a table is open it is said to be in “datasheet view” which shows the table's data as a collection of rows and columns. Each row in the datasheet view represents a record in the table.  It is likely that students will need to scroll their screen to the right to view all the fields in a table.

Records can be navigated by using the navigation buttons displayed at the bottom of the datasheet view window. The navigation bar includes buttons to go to the first record, previous record, next record, last record, or to a new record (sometimes called an append record).  The center box shows the current record, which is the record where the cursor currently resides. The buttons surrounding the center box allows the user to navigate the table’s records. Placing the mouse over any of these buttons will display a brief description of what the button will do (called a tooltip).  You will also want to point out that to the right of the navigation buttons is a number that indicates the total number of records.

Consider having students click on the view button to change to design view.  Then have them click it again to return to datasheet view.  This allows students to see that they can toggle back and forth from the datasheet view to the design view.  This is helpful because students sometimes accidentally press on the view button and then don’t know how to return to the previous view.  If you have already had them toggle between the views, they will be well acquainted with how to move back and forth between these two views.
Saving a Database
Students need to understand that saving in Access is quite different from what they are probably familiar with in other applications.  The “Save” button in Access differs from the Save buttons on other Windows programs. When you press the Save button in Access, you are saving the design of the Access object and not the data itself. Rather, Access saves data as it is entered. For this reason, the location at which you are storing your database must always be accessible while working with a particular database. For example, if the database is located on a diskette, the diskette must be in the diskette drive at all times while working with this particular database.

You might ask students when a document is saved while using Word or Excel.  The answer, of course, is “when you press the save button”.  Explain that the difference in Access is that the data is continually being saved throughout the time they are using Access.  If they are entering a new record into a table, the new record is actually placed on the disk as soon as they move from that record.  However, they will still need to specify when they want a structure saved.  Access will prompt the student whenever it is necessary to save the database structure.

Quick Quiz

1. In database terms, a _____ is a single characteristic or attribute of a person, place, object, event or idea. (Answer: c)
a. Table

b. Record

c. Field

d. Field value

2. A(n) _____ is a collection of fields that describe a person, place, object, event, or idea.  (Answer:  table)
3. In a relational database, you connect records in separate tables through a common field that appears in both tables.  (Answer: True)
Working with Queries
Help students to understand that creating a query is essentially asking a question of the database.  “Who are all the customers in New York?” or “Who are all my customers who have unpaid balances?” 

If you have been using the student data example (mentioned earlier in this manual), you might have them think of questions they might want to ask about the student data.  For example, “Who are all the students who are Accounting majors?” or “Who are all the students with a GPA greater than 3.0?”  Tell them they could design a query to yield these results.  

Clicking “Queries” on the objects bar and then selecting the desired query will open an existing query in datasheet view. New queries are created by clicking “New” on the database window. Explain that using the “Simple Query Wizard” can create a query. The wizard will “talk you through” the selections for the query. 
Sorting the datasheet in either ascending or descending order can then reorganize the results of the query. The datasheet can navigate through the records by using the navigations button on the navigations toolbar.

Often, you want a query that will display only selected fields from a table. In the query design grid, fields can be selected to be included in the query. Explain that you can move all the fields into the “Selected Fields” box or they can move them one at a time. Explain that they can also move fields OUT of the “Selected Fields” box by pressing one of the remove buttons. Once they have made their selections, they will press “Next” to move to the next dialog box in the wizard. Tell students that later they will learn how to be more specific about what fields and data they want displayed in a query.

Quick Quiz

1. When you create a query, you tell Access which ___ you want and what ____ Access should use to select the records.  (Answer: b)
a. Tables, values

b. Fields, criteria

c. Query, constants

d. Records, fields

2. The ____ is the easiest way to create a quick query.  (Answer:  Simple Query Wizard)
3. True or False: When you create a query, data is displayed in different ways and the table is altered according to the query criteria.  (Answer:  False)
Classroom Activity

In the section on queries, students view and create queries in the Seasonal Database; in this activity they will brainstorm about what additional queries might be useful.  Divide the class into groups of two or three and have them discuss possibilities for additional queries.  Tell students that they will not enter their suggestions; rather they are just to come up with a list of possible queries.  Their list should include a name for the queries, what fields should be included, and what criteria will specify the query.  You might also have them include who (in the organization) might want to see the results of the queries list and how they would use that information.  After ten minutes, have the groups report their list of queries to the rest of the class.
Creating and Navigating a Form

In the datasheet view, several records are viewed at one time.  However, a form allows the user to view data one record at a time. Explain that forms are useful for maintaining, viewing, and printing records in a database. Students can create their own form in the forms design window or they can use the Forms Wizard to create a form. The easiest way to create a form is to use the AutoForm wizard. The AutoForm wizard will use the table (or query) you have selected as the basis of the form to create a form that displays all the fields of the table (or query). Once a form has been created, records can be viewed one record at a time. Point out that the form has a navigation bar just like the navigation bar seen on the datasheet view. 

Remind students that, if they place their mouse over each button, they will see a tooltip that indicates how that button is used.

Explain that in this section they create a very simple form.  Later they will learn how to make more design decisions about the appearance of the form.  Explain also that they can use the AutoForm wizard to create the initial form and then, later, they can change the way the form looks.  This process of changing the design of the form will all be explained in a later tutorial.
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Creating, Previewing, and Navigating a Report

Students should understand that printed output of the database is a very important part of database usage.  A printed version of the data can be formatted according to specifications. The data in the printout can consist of data from a single table or multiple tables. Just as Access has a Forms Wizard to easily create forms, there is also a Reports Wizard that allows you to easily create a report. The easiest way to create a report is to use the AutoReport wizard. The report can be based on a table(s) or it can be based on a query. If the report is based on a query, it will contain the same fields that were selected for the query.

Explain that the normal procedure in database development is to first develop tables and queries.  Then, usually, they will create forms and reports based on the tables and/or queries.  This may be a bit unclear at this point but tell them they will have opportunity to see how this works in later tutorials.

Guide the students through a discussion of the design of the report presented in the book (Figure 1-16).   Explain that it is good idea to do a design before actually creating the report.  The design should specify which fields should be included on the report and how the report should be laid out.  Students will often resist the design part of working with a database.  Explain to them that doing this activity will save them time in the long term because they won’t have to make so many changes later.  In this tutorial, they are using all the defaults for their report.  Later they will learn how to layout the fields as they choose, specify colors, format the data, etc.

When a report has been created, it can be previewed on the screen. The report can be navigated by using the navigation buttons at the bottom of the print preview screen.  MACROBUTTON ATI_Comment<--Comment-->

Explain that it is a good idea to do a preview before printing to see if the report is just as they would like for it to be. Later they will learn how to make changes to the report.  Explain that doing a preview will save paper, as they will be able to make changes before printing.   

Quick Quiz
1. A _____ is an object you use to maintain, view, and print records in a database.  (answer: D)
a. Query

b. Report

c. Macro

d. Form

2. A form includes a set of _____ buttons that allow you to move from record to record.  (Answer:  navigation)
3. True/False: A report displays the contents of one table only.  (Answer:  False)

Managing a Database
Be sure to include a thorough discussion of why backup is so important.  Depending on the value of the data to their organization, a backup can be a critical asset.  Particular backup tools are not presented in this chapter; however, you might want to do an Internet search on “backup tools” so that students can see examples of these tools.  Microsoft has its own backup tool but there are many others available (some for free).  To restore the database from the backup, they would need to use the same backup tool according to the instructions associated with that tool. Because of the wide variety of backup tools, the process is not described in the book.

Explain that simply making a copy of the database and storing that copy in a different location is an easy way to create a backup.  The backup should be stored on a different disk/diskette so that if there is a problem with the disk/diskette, the data on the backup storage medium will be safe.  Explain that many organizations create a backup of all their data on a regular basis (sometimes daily or even hourly).

As you work in Access, data is continually being updated. It is a good idea to periodically compact and repair a database to recover wasted space created by adding, deleting, and modifying records. Explain that when you delete records from the database, the space that the record had been placed is not immediately recovered.  Rather that space is made inaccessible and, thus, is still wasting space.  Access has a “compact and repair” feature that can be used for the purpose of recovering this wasted space. 

Some users choose to always compact their database when they close it.  To do this when a database is open, click on Tools and then Options. On the options menu, select “Compact on Close.”   Selecting this option will cause the database to be compacted and repaired every time you close it. 

Access 2003 saves its files in an Access 2000 format.  Therefore, databases are interchangeable between those three (2000, 2002, and 2003) versions.  However, students may find that they must share their database with users of previous versions of Access.  Users can change the file format in the Tools Menu of Access.  The database that is to be converted must be closed prior to selecting the “Convert Database” tool.  This process actually creates a new database so the students must be prepared to supply a new name for the database.  

Be sure to caution students that when they save a Access 2003 database to an Access 97 file (or earlier version) they may lose some of the functionality (i.e., not all the features of Access 2002 are included in Access 97).  
Find Additional Cases from New Perspectives on Microsoft Access 2002 Comprehensive on www.course.com to use with New Perspectives on Microsoft Access 2003.
Tutorial Discussion Questions

1. Microsoft is continually upgrading and enhancing their software.  At the Web site http://www.microsoft.com/office/access you will find information on what was new in Access 2002.  Read this material and be prepared to discuss the main enhancements to Access 2002.  Next, search the Microsoft Site for information on the newest version of Access (Access 2003).  Be prepared to discuss the enhancements that were added to Access 2003.  Search the internet for Access 2003 to see if there are some articles written about this new upgrade.  This will help you be prepared for the discussion.

2. Give some thought as to what kind of information you might want to store in a database.  Think about how you, personally, could benefit from a database.  Usually the focus is on how a database can be used in business, however, many users find many uses for storing information to support their own lives.  For example, a family loves to attend concerts.  At every concert, they purchase at least one CD.  They would like to record, in a database, every CD they have and every song on the CD.  This way they can easily print a report of every CD they have or every CD by a certain artist.  They can also easily search their database for a particular song and easily determine which CD the song is on.  Now, think of an example in your own personal for which you could use a database.

3. Have students discuss the importance of saving their work.  Likely there will be students in the class who can share stories of a time when they have lost some work due to not saving it regularly.  Include in the discussion that Access saves database values as they are added eliminating the need for them to save every time a record is added, edited, or deleted.
Key Terms
	Term
	Definition

	Access window
	The program window that appears when you start the program

	AutoForm Wizard
	A wizard that places all the fields of a table (or query) on a form automatically and then displays the form on the screen

	Backing up
	The process of making a copy of the database file to protect your database against loss or damage

	Column selector
	A control that selects a field

	Common field
	A field that appears in two tables and connects those tables

	Compacting
	The process of rearranging the data and object in a database to decrease its file size

	Current record symbol
	A symbol that identifies the currently selected record

	Database
	A collection of related tables

	Database Management System (DBMS)
	A software program that lets you create databases and then manipulate data in them

	Database view
	A view of the database that shows the data as a datasheet

	Database window
	The window that appears when you open a database and is the main control center for working with an open Access database

	Datasheet
	Database data displayed as rows and columns, similar to a spreadsheet

	Field
	A single characteristic or attribute of a person, place, object, event, or idea

	Field selector
	A controls that selects a single field

	Field Value
	The content (specific value) of a field

	Foreign key
	A primary key from one table that appears as a field in another table

	Form Wizard
	A wizard that guides you through the steps to create a form

	Groups bar
	A set of tools that allows you to organize different types of database objects into groups

	Navigation buttons
	A collection of buttons that allows you to navigate the records in a table

	Object bar
	A container for the major object groups – such as tables, queries, forms, and reports – in an Access database

	Primary key
	A field, or a collection of fields, whose values uniquely identify each record in a table

	Query Wizard
	A wizard that guides you through the steps to create a query

	Record
	The set of field values about a specific person, place, object, event, or idea

	Record selector (or row selector)
	A control used to select an entire column or row for the purpose of manipulating it

	Relational Database Management System (RDBMS)
	A database where data is organized as a collection or related tables

	Report Wizard
	A wizard that guides you through the steps to create a report

	Specific Record Box
	A button that appears between the navigation buttons and displays the current record number

	Table
	A collection of fields that describe a person, place, object, event, or idea
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