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COURSE DESCRIPTION     

This is the third in a series of courses for non-computer majors, or an extra course for GCO130 students who wish to learn more about databases.  Creating a database, queries, forms and reports are discussed in detail.  Applications are taken from business situations.  This course is also recommended for students who have taken GCO138 and are Data Communications majors.

COURSE/DEPARTMENTAL OBJECTIVES   

The student will be able to:

· Understand basic database terminology

· Comprehend what a table is

· Learn how to create a query

· Understand how to create and use forms and subforms

· Comprehend how to create and generate a report

· Learn how to use Report Wizard

· Understand how to create Access macros

· Understand how to create complex reports

· Learn how to work with database objects

COURSE/INSTITUTIONAL OBJECTIVES 

COURSE CONTENT

· Getting Started with Access 2000

· Creating and Managing Data

· Creating a Form

· Creating a Report

· Modifying a Database Structure

· Creating Multiple Table Queries

· Developing Forms with Subforms

· Creating Complex Reports

· Sharing Access Information with Other Office Programs

· Creating Advanced Queries

· Adding Complex Objects to a Form

· Managing Database Objects

· Creating Macros

HARDWARE/SOFTWARE/MATERIALS  REQUIREMENTS

· Windows ’98 or  higher

· Microsoft  Access 2000

· For section I of the text  – MS Excel and MS word 

· No special hardware is required.

COURSE REQUIREMENTS

· All students are expected to maintain regular  attendance throughout the course.         

· Students are expected to complete substantially all lab assignments, and homework.

· A first quarter and third  quarter test should be given.
· The  final exam should cover the entire semester’s work and all of the lab exercises. 

· All exams must be closed book.

· A  project should be included in the course.

· This course runs for 3 hours/week. It is primarily a hands-on, lab oriented class.
· All students must bring the course text(s) to class every day, or risk failing the course.  All SGS students must purchase the textbook.

GRADING GUIDELINES
Students are expected to complete substantially all assigned projects.

Students must complete midterm and final exams.

Grades should be assigned  on the basis of  performance on exams and completed assignments.  

METHODOLOGY

Lectures should be enhanced using the big monitor and the white board.  When using the big monitor to review a software application, also use the white board to emphasize any commands that are introduced or reviewed.  

Handouts should be given out when the text book coverage is deemed insufficient,

or time does not permit sufficient class coverage. 

This is a hands-on course, for  a substantial part students should be performing the actions on their

computers.

Students should work through the end of section projects.
COURSE TEXT
Title:
Microsoft Access 2000 - Illustrated Complete

Author:
Author: Lisa Friedrichsen, Elizabeth Eisner Reding

Pub. Date:
1999 

Publisher:
Course Technology

ISBN #:
 076006072X
BIBLIOGRAPHY

Title:
Office 2000 Professional Fast & Easy, Six-Pack Edition
Author:
Faithe Wempen(Editor), et al

Pub. Date:
1999

Publisher:
Prima Publishing 

ISBN #:
0761520325

Title:
Special Edition Using Microsoft Office 2000, Special Edition        

                        Using Series.

Author:
Leonhard, Woody , Bott, Ed

Pub. Date:
1999

Publisher:
Que

ISBN #:
0789718421

Title:
Microsoft Access 2000 Comprehensive Concepts and Techniques                                     
Author:
Gary B. Shelly, Thomas J. Cashman, Phillip J. Pratt

Pub. Date:
1999

Publisher:       
Course Technology
ISBN #:
0789556103
Title:
Performing With Microsoft Office XP Introductory Course

Professional Version
Author:
Blanco, Vento

Pub. Date:
2001
Publisher:
Course Technology

ISBN #:
0619058536

INSTRUCTOR RESOURCE MATERIAL

An instructor's resource kit is available for faculty from Course Technology at www.course.com. This contains additional chapter  notes and solutions to the end of chapter exercises.

A course test manager is also available.



 INSTRUCTOR'S RESPONSIBILITIES:

1. Instructors must be in class 5 minutes before class actually begins.  If 

      possible call ahead if you are going to be substantially late.

2. Instructors must notify  administration if they are going to be absent.

3. If a class is cancelled by the instructor, then the instructor must make up the class with 

     the students.



4. Instructors must create a course outline, to be handed out the first day of class.

                        A sample outline is given at the end of this document. Instructor must put percentages on

                        all criteria for marks i.e. midterm, final, quizzes, class work, projects and home work

                        assignments.  

5. The course outline must follow the course syllabus.  This is not optional.

6. Multimedia should be used  to enhance the lesson where appropriate, in 

     particular use of the large screen is strongly advised. 

7. Attendance must be taken every class.

8. Your name, course name, date and class topic should be written in the corner 

      of the board  at the beginning of the class. 

TOPIC ANALYSIS

Students should already be familiar with the material in the introductory Windows

sections.  These sections should only be reviewed if necessary.

1. Getting Started with Access 2000                                       Unit A

· Understanding Database Software

· Database Terminology

· Opening a Database

· Navigating Records

· Entering Records

· Editing Records

· Previewing Datasheet

· Getting Help

2. Creating and Managing Data                                              Unit B

· Creating  a Table

· Using Table Design View

· Formatting a datasheet

· Sorting records and finding data

· Filtering records

· Creating simple query

· Using query design view

3. Using Forms                                                                       Unit C

· Creating a form with and without autoform

· Moving and resizing controls

· Modifying Labels

· Working with text boxes

· Setting tab order

· Entering and editing data

· Inserting images

4. Working with Reports                                                         Unit D

· Creating a report from a query

· Grouping records

· Changing sort order

· Modifying an expression

· Aligning and formatting controls

· Creating  Mailing Labels

5. Modifying Database Structure                                            Unit E

· Creating Related Tables

· Key Fields

· Linked and imported tables

· Defining text field properties

· Number and Currency field properties

· Specifying Field validation rules

· Enforcing Referential Integrity

6.  Creating Multiple Table Queries                                        Unit F   pp F1-F9

· Select queries using Multiple tables

· Sorting on multiple fields

· Developing AND  queries

· Developing  OR queries

· Exam  1

7.  Creating Multiple Table Queries                                        Unit F  pp F10 - F17

· Creating Calculated Fields

· Working with aggregate queries

· Creating crosstab queries

· Modifying crosstab queries

8.  Developing Forms with Subforms                                      Unit G 

· Understanding Form/Subform  Relationship

· Using form wizard to create Form/Subform

· Linking form and subform

· Modifying subform

· Adding ComboBox, Option Button, Command controls

· Adding records using Form/Subform

9.  Building Complex Reports                                                 Unit H                           

· Using Database and Lookup wizards

· Importing Data

· Creating Report from Parameter query

· Conditional Formatting

· Adding lines and rectangles

· Displaying only summary reports

· Inserting images

10. Sharing Access Information with other Office Programs  Unit I

· Importing Data from Excel

· Linking Data with excel

· Creating Hyperlinks

· Analyzing Data with Excel

· Copying Data to Word

· Exporting Data

11. Creating Advanced Queries                                              Unit K   pp K1-K7

· Querying for Top Values

· Creating Advanced Parameter Query

· Modifying Query properties

· Optimizing Queries

· Exam II

12.  Creating Advanced Queries                                             Unit K  pp K8-K17

· Creating Update Query

· Creating Make Table Query      

· Creating Append Query

· Creating Delete Query

· Specifying Join Properties

13.   Creating Advanced Forms                                               Unit L

· Adding Check Boxes and Toggle Buttons

· Using Conditional Formatting

· Adding Tab Controls

· Adding Charts

· Adding Subreport Controls

· Modifying Section Properties

14.   Managing Database Objects                                           Unit M

· Working with objects and Name AutoCorrect

· Using Documenter

· Grouping Objects, and working with Groups

· Creating Dialogs

· Creating Pop-Up forms

· Creating and modifying Switchboards

15.  Creating Macros                                                               Unit N

· Understanding Macros

· Creating Macros

· Modifying Actions and Arguments

· Macro Groups

· Assigning Macros to Events and Command Buttons

· Customizing Macros

· Macro Troubleshooting

16.   Final Examination 

Sample Course Outline
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Semester:

DATABASE APPLICATIONS 

INSTRUCTOR:

    -------------------

COURSE TITLE:

    DATABASE APPLICATIONS 

COURSE NUMBER:
    GCO254

COURSE TEXT(S):

Microsoft Access 2000 - Illustrated Complete

         



Author: Lisa Friedrichsen, Elizabeth Eisner Reding

       



Course Technology

         



ISBN: 076006072X

SCHEDULE:



1st day of class:




days of the week:




lecture time:




lab time:




room #
:





last day of class:




holidays/no class:










test date:




final test date: 


ATTENDANCE POLICY:

GRADING POLICY:



Your Final Grade will be calculated as follows:



Class participation



Homework





Midterm test





Final Exam


COURSE OUTLINE:

LESSON
CHAPTER
TOPIC
1
A
Getting Started with Access 2000

2
B
Creating and Managing Data

3
C
Creating a Form

4
D
Creating a Report

5
E
Modifying a Database Structure

6
F
Creating Multiple Level Queries/Exam I

7
F
Creating Multiple Level Queries

8
G
Developing Forms with Subforms

9
H
Creating Complex Reports

10
I
Sharing Access Informaton



with Other Office Programs

11
K
Creating Advanced Queries/EXAM II

12
K
Creating Advanced Queries

13
L
Adding Complex Objects to a Form

14
M
Managing Database Objects

15
N
Creating Macros

16

Final Exam

