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Database Task (1)

Collect the necessary information and then create a database containing details of your colleagues’ birthdays.

In order to meet the requirements of your NVQ, ensure you cover all of the points in the table on the following page.

	Points to be covered
	Evidence
	S & T

References

	Create a table in Microsoft Access. Create fields for:

Title

Surname

First Name

Department

DOB

Notes

Now print screen, ensuring you copy all the details of your design and print a hard copy.
	Table design

(screen grab)
	1a

	Print screen of the DOB field in long format then change to new format and print screen again,


	(screen grabs)
	2a

	Complete the table with details for your colleagues.

Check your table for accuracy and print a copy.


	Print out of completed table.
	

	Design a query which searches for birthdays in the month of ‘x’

Print screen before you run the query.


	(screen grab)
	5a

	Print a report of the query - include a header and footer.


	Print out of the report.
	3b

	Perform a sort to put the records in date order.


	Print the table before and after the sort.


	4a, 4b
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