Homework Assignment Three
This assignment must be done in Microsoft Access. If you do not own Access, feel free to use the UMUC computer lab. 

You will create one Access file that will consist of two databases. The file will be called home3. The databases will be called Sales Reps and Customer File.

I.
Creating the database file and creating the structure of the Sales Rep and Customer File Databases:

1. Start Access

2. Choose Creating a New Database Using Blank database, O.K.

3. Type in the filename home3, Create

4. In the Table tab area, click on New

5. Choose Design View, O.K.

6. Enter the field names as shown in the Sales Reps table below, pressing the Tab key to move to the next column (Shift Tab moves you backwards, F6 moves from the upper to lower window pane and back)

7. Click on the gray square box to the left of the words REP-ID (This will select the row)

8. Click on the key icon from the tool bar (This will make the REP-ID field the primary or key field)

9. Click on the close button to close the window

10. When asked, Do you want to save?, click on Yes. Save the database as Sales Reps

11. Repeat steps 4 - 10 to create the structure for the Customer File. Use the data shown below from the Customer File table. The primary key is REP-ID. The database will be saved as Customer File.
Sales Reps Table

	Field Name
	Data Type
	Properties
	Description

	REP-ID
	Text
	Field Size = 3
	None required

	LNAME
	Text
	Field Size = 15
	None required

	FNAME
	Text
	Field Size = 15
	None required

	REGION
	Text
	Field Size = 2
	Regions handled by sales reps

	HDATE
	Date/Time
	Format = Short Date
	None required

	PHONE
	Text
	Field Size = 14
	None required


Customer File Table

	Field Name
	Data Type
	Properties
	Description

	CUST-NO
	Text
	Field Size = 4
	None required

	CNAME
	Text
	Field Size = 25
	None required

	CITY
	Text
	Field Size = 15
	None required

	REP-ID
	Text
	Field Size = 3
	Sales rep who handles account


Notes:

The date in the Sales Rep Table must use the correct Date/Time format!

You need to change the field widths to the correct width as shown.

II.
Entering the records for the Sales Rep and Customer File Databases:

1. Either double click on the Customer File icon or click once to choose it and then click on Open

2. Enter the data as shown on page 6 of this assignment, pressing the Tab key to move to the next column (Shift Tab moves you backwards)

3. After entering the data, widen or make narrower each column as needed.

4. Edit data if needed. (Click in the data entry box to get to edit mode).

5. Print the Customer File database (Printout #1).

6. Click the close button, say Yes to save if asked.

Notes:

Do not type the record information in all capital letters!

To insert a record, move to the record below where you want the new record and right click the mouse. Choose New Record.


Spelling is found under Tools. Make sure that you proofread.


To widen a column, point to the border between field names and double click for "best fit". You can also drag the column to the width you would like.


To make a column narrower, point to the border between field names and double click for "best fit"

The program will automatically sort the database by the REP-ID

7. Repeat steps 1 - 7 for the Sales Reps database. (Printout #2) The Sales Reps data is shown on page 6 of these instructions.

8. Print the Sales Reps database.

Notes:
Enter the phone number as it appears. You must type the parenthesis.

The program will automatically sort the database by the REP-ID

III. Creating a Report Using the Report Wizard

Reports allow one to choose which fields to view or print

1. Click the Reports Tab

2. Click on New

3. Choose Report Wizard

4. Click the down arrow to select the Sales Rep database, O.K.

5. Click on the field LNAME and then on the button that has the > symbol on it (this adds the field to the selection)

6. Add the fields FNAME and PHONE

7. Click on Next

8. When it asks Do you want to add any grouping levels?, just click on Next

9. When it asks, What sort order do you want for your records?, click the down button to choose LNAME in box 1 and FNAME in box 2, Next

10. When it asks, How would you like to lay out your report?, choose Tabular, Portrait, and Adjust the field width is checked, Next

11. When it asks, What style would you like?, choose Corporate, Next

12. When it asks, What title do you want for your report?, enter Sales Representative Phone Numbers

13. Preview the report should be checked, click on Finish

14. When you are finished looking at the report, click on the close button to close it.

Note: Changes to the original database(s) used in the report will automatically change in the report.

15. Go to the Sales Rep database.

16. Add one more record: 100 Higgins Alice SW 9/15/92 (602) 555-1515
17. Add one more record: 201 Your last name Your first name SW 11/24/90 (432) 123-1234
18. Now go back to the Report and choose Preview. Notice that Alice Higgins is on the report in the proper position. Notice that your record is on the report in the proper position.
19. Print the report. (Printout #3)
20. Click on the close button to close it.

Important Note: Some of you might see a problem with your report. That problem is that the entire date does not show. This is an Access glitch and is computer specific. Most of you will not have this problem. However, since missing a digit for a phone number would make the report useless, do look to see that your phone number is showing as it should. If you do see the problem, here is how to fix it.

a. While on the report, go to Design View
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b. Click on right sizing handle on the phone graphic box under the Page Header section. Drag it to the right a bit.
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c. Go to the phone graphic box under the Detail section and drag it to the right the same distance.

d. Click the close button.

e. Go to view your report; it should be fine now.

IV. Creating a Form Using the Form Wizard & Adding a Record

Forms allow one to view one record at a time

1. Click the Forms Tab

2. Click on New

3. Choose Form Wizard

4. Click the down arrow to select the Customer file database, O.K.

5. Click on the button that has the >> symbol on it (this adds all of the fields to the selection), Next

6. When it asks What layout would you like for your form?, just click on Next (columnar)

7. When it asks What style would you like?, choose any design you would like to use, Next.

8. When it asks What title do you want for your form and Do you want to open the form or modify the form's design?, just click on Finish (Customer file is the title and you don't want to modify the form design)

9. Maximize the window to see the form clearly.

10. To move to the next record, press the Page Down key or click the right arrow key on the bottom of the screen

11. To move back up to the previous record, press the Page Up key or click the left arrow key on the bottom of the screen

Adding a Record

12. Move to the end of the records (to the first empty record)

13. Enter the following data, pressing Enter after each data item entry.

1111 Network Solutions Seattle 100

14. Make sure that you are on the new record.

15. Go to the Edit Menu. Choose Select Record.
16. Go to File, Print. Choose print selected record (to print only the one record). (Printout #4)
17. Go up one record so that you are not on an empty record. Close the form screen.

V.
Creating a Simple Query

A query is a report asking to see certain data based on particular criteria. 

1. Click the Query tab, New button

2. Design View, OK

3. Choose Customer File database, click Add Button, click Close button

4. In the top pane, double click on the first field, CUST NO (It will show up in the first column of the lower pane)

5. Double click on the second field name, CNAME, and it will show up in the second column of the lower pane.

6. Continue to double click on the fields until you have chosen them all

7. Move to the cell in the column holding the CITY field in the row that is labeled Criteria

8. Type "Seattle" (Do type the quotes. This says show me all customers from Seattle)

9. Click on the red exclamation point found on the tool bar at the top of the screen. (Run the query)

10. If you have done your database correctly, you will have two records.

11. Close the query window. When the program asks, Do you want to save the changes to the design of query 'Query1'?, click on Yes. Call it Seattle.

12. Right click on the query called Seattle and choose Print to print the query. (Printout #5)
Note: If your query produces NO records, you have a typo or incorrect data in Customer File.

VI. Creating a Query Using Two Tables

1. Repeat steps one and two.

2. Choose Customer File database, click Add Button

3. Choose Sales Rep database, click Add Button. Click Close button (notice that Access links the two databases by REP-ID)

4. In the top pane, double click on the field, CNAME in Customer File 

5. Double click on the field name, CITY in Customer File

6. Double click on the field, LNAME in Sales Rep

7. Double click on the field, FNAME in Sales Rep

8. Double click on the field, HDATE in Sales Rep (Scroll down to see it)

9. Move to the cell in the column holding the HDATE field in the row that is labeled Sort

10. Click the down arrow to select Ascending (This says show this field in ascending sort order)

11. Move to the cell in the column holding the HDATE field in the row that is labeled Criteria

12. Type >#1/1/1990# (Do type the pound signs. This says show me the customer name, the last name, and the first name of the dales reps who were hired after January 1, 1990)

13. Click on the red exclamation point found on the tool bar at the top of the screen. (Run the query)

14. If you have done your database correctly, you will have four records.

15. Close the query window. When the program asks, Do you want to save the changes to the design of query 'Query1'?, click on Yes. Call it Hire Dates.

16. Right click on the query called Hire Dates and choose Print to print the query. (Printout #6)
When you save your file, it should have the two tables, the report, the form, the simple query, and the query using two tables. 

To Submit the Assignment
You will have one database (the two tables, the report, the form, the simple query, and the query using two tables are all within the one file called home3).

To submit the work, please go to the Assignments area, Homework Three and chose Type a title (you can type the words Homework Three here.) Type anything into the text box. Attach the file you created (home3). Then, click on Submit.

Customer Data

	CUST-NO
	CNAME
	CITY
	REP-ID

	9876
	Computing Solutions
	Tucson
	114

	4987
	Laser Systems
	Atlanta
	159

	3007
	Computer City
	Miami
	230

	2934
	Ballard Computer
	Seattle
	349

	8987
	Varner User Systems
	Naperville
	386


Sales Reps data

	REP-ID
	LNAME
	FNAME
	REGION
	HDATE
	PHONE

	114
	Abele
	Lori
	SW
	10/15/1986
	(602) 624-9384

	159
	Higgins
	Heatheryn
	SE
	12/16/1991
	(404) 524-8472

	230
	Sullivan
	Pat
	SE
	2/21/1988
	(305) 734-2987

	349
	Demaree
	Donn
	NW
	7/10/1993
	(206) 634-1955

	386
	Speed
	Kristen
	NW
	6/14/1990
	(708) 823-8222


On Report
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