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To the instructor: The notes below are provided for you to demonstrate to your students the skills they will practice when they create Project 13A. Although the skills and approach are identical to Project 13A, the content is different from the actual text. As necessary, refer to the steps in the text and goaio_1e_13A_script_solution as your guides as you demonstrate.

	Activity Name
	Demonstration Notes

	Objective 1: Identify Good Database Design

	13.01	Using Good Design Techniques to Plan a Database
	· Define data, information, and database. Give examples of flat databases. Explain that Access is a relational database management system (DBMS).
· Explain that tables are the foundation of a database, and the table structure is like an Excel worksheet. Define record (each row) and field (each column).
· Review the two principles of good database design. Explain that tables can be linked or joined using a common field.

	Objective 2: Create a Table and Define Fields in a New Database

	13.02	Starting with a New Database
	· Start Access. Discuss the parts of the Microsoft Access window. On the right side under Blank database, click the Browse button. Create a folder named Chapter 13 All In One Name the database Lastname_Firstname_13A_SECC_Students Click the Create button. Discuss the parts of the window.

	13.03	Assigning the Data Type and Name to Fields
	· Point out the blank table in Datasheet view. In the field names row, click Click to Add. Select the Text data type. Type Last Name and press Enter. For the third field name, select Text. Type First Name and press Enter. For the fourth field name, select Text. Type Middle Initial and press Enter.
· Create the rest of the field names. All of the fields below are Text type except Amount Owed, which is Currency.
Address | City | State/Region | ZIP/Postal Code | 
Phone Number | E‑mail | Faculty Advisor ID | Amount Owed
Close the Navigation Pane. Scroll to the left if needed.

	13.04	Renaming Fields and Changing Data Types in a Table
	· Click on ID. On the Fields tab, in the Properties group, click the Name & Caption button. In the Enter Field Properties dialog box, in the Name box, change ID to Student ID and then click OK. Explain the purpose of the Caption property. In the Formatting group, set the Data Type to Text.

	13.05	Adding a Record to a Table
	· In the new record row, click in the Student ID field. Type 123765 Point out the pencil icon in the record selector box. In the Last Name field, type Brooks Type the remaining fields:
James | K. | 5500 Lowell St | Lincoln | NE | 68506 | 
(402) 555-6966 | jbrooks@secc.edu | FAC-228 | 150
· Save the table as Lastname_Firstname_13A_Students 

	13.06	Adding Additional Records to a Table
	· Point out the table name on the table tab. Enter the following for Record 2: 234677 | Cook | Fay | K. | 675 Green St | Lincoln | NE | 68506 | (308) 555-2222 | fcook@secc.edu | FAC-237 | 0

	13.07	Importing Data from an Excel Workbook into an Existing Access Table
	· Close the 13A Students table. Click the External Data tab. In the Import & Link group, click Excel and then click Browse. Open goaio_1e_13A_script_data1. Explain the three import options. Select the Append a copy of the records to the table option. Point out the list of available tables. Close the table list. Click OK. Click Next. Click Finish. Click Close. 
· Open the Navigation Pane. Widen the pane to display the complete table name. Open 13A Students in Datasheet view. 
· Point out the navigation area and show there are 25 records.

	Objective 3: Change the Structure of Tables and Add a Second Table

	13.08	Deleting a Table Field in Design View
	· Switch to Design view. Explain the purpose of this view.
· In the Field Name column, to the left of Middle Initial, point to the row selector box and click once to select the entire row. In the Tools group, click Delete Rows. Click Yes.

	13.09	Modifying a Field Size and Adding a Description
	· In the Field Name column, click anywhere in the State/Region field name. In the Field Properties section, click the Field Size box and change 255 to 2 Explain the purpose of this change.
· In the field list at the top, click in the Description box for State/Region. Type Two-letter state abbreviation Explain that a description will appear in the status bar in Datasheet view.
· Click in the Student ID field name. Set the Field Size to 7 For the Description, type Seven-character student ID Click Save. Explain the message. Click Yes.

	13.10	Viewing a Primary Key in Design View
	· By the Student ID field name, show and explain the primary key icon. Click the View button to switch to Datasheet view.

	13.11	Adding a Second Table to a Database by Importing an Excel Spreadsheet
	· On the External Data tab, in the Import & Link group, click Excel and then click Browse. Select goaio_1e_13A_script_data2 and click Open. Verify that the Import the source data into a new table in the current database option is selected. Click OK. 
· In the Import Spreadsheet Wizard, select the First Row Contains Column Headings check box. Click Next. Explain that this screen can be used to change fields and types. Click Next. Select Choose my own primary key. Verify Faculty ID appears. Click Next. Type Lastname_Firstname_13A_Faculty Click Finish and then click Close.
· Open the 13A Faculty table. Click anywhere in the ZIP/Postal Code field. Click the Fields tab. In the Formatting group, change the Data Type to Text. 

	13.12	Adjusting Column Widths
	· Click the object tab for 13A Students. Point to the right edge of the Address field name, and double-click to apply Best Fit. Right-click the Phone Number field, and click Field Width. Click the Best Fit button. Point to the E‑mail field name. Drag to the right to select the last three columns. Apply Best Fit to the selected columns and then to the rest of the fields. 
· Repeat the Best Fit process to 13A Faculty. Save.

	13.13	Printing a Table
	· Display Backstage view. Click the Print tab, and click Print Preview. In the navigation area, click the Next Page button twice. Click the top of the previewed page to zoom in. In the Zoom group, click the Zoom button arrow and click Fit to Window.
· On the Print Preview tab, in the Print group, click the Print button. In the Print dialog box, under Print Range, Verify that the All option button is selected. Under Copies, verify that the Number of Copies is 1.
· In the Page Layout group, click the Landscape button. In the navigation area, click the Previous Page button to display Page 1. Explain that you cannot add or edit the information in headers and footers of tables and queries. Close both tables. 

	Objective 4: Create and Use a Query, Form, and Report

	13.14	Using the Simple Query Wizard to Create a Query
	· Click the Create tab. In the Queries group, click Query Wizard and click OK to select the Simple Query Wizard. Under Tables/Queries, select 13A Students. Under Available fields, click Student ID and click Add Field. Double-click the Last Name field. Add these fields: First Name, Address, City, State/Region, and ZIP/Postal Code. Click Next. Edit the name by typing All and pressing spacebar once before Students Query. Click Finish. 

	13.15	Creating and Printing a Form
	· Open the 13A Students table. On the Create tab, in the Forms group, click the Form button. Point out Access displays a simple top-to-bottom format and displays the form in Layout view. Click the Form View button. Click the Next record button three times to display the fourth record. Save the form, accept the default form name, and close the form.

	13.16	Creating, Modifying, and Printing a Report
	· Open the 13A Faculty table. Click the Create tab. In the Reports group, click the Report button. Click the Faculty ID field name. Click the Arrange tab. In the Rows & Columns group, click the Select Column button and then press the Delete key. Use this technique to delete the Rank field.
· Click the Address field. Press the Shift key and click the Mobile Phone field to select all field names from Address through Mobile Phone. In the Rows & Columns group, click the Select Column button and then press the Delete key.
· Drag the right edge of the E‑mail field to display Quade-Andersen’s e-mail on one line.
· Click the Last Name field. Click the Home tab. In the Sort & Filter group, click the Ascending button. Point out that tables are sorted by default in ascending order by the primary key. Click Save. At the end of the suggested name, add Report Click OK.
· Print Preview the report. In the Zoom group, click Two Pages. Point out a second page with no data and only colored bars will print. In the Page Layout group, click Columns. Change the Width to 8 and click OK. In the Zoom group, click One Page. Save the report’s design. Close Print Preview. Right-click any object tab, and select Close All.

	Objective 5: Save and Close a Database

	13.17	Closing and Saving a Database
	· Point out the icons for each object type in the Navigation Pane. Close the database. Exit Access.
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