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Database Task (2)

Think about what materials or resources you use as part of your job role. There will be many items that you use as part of your daily tasks. 

It may benefit you to list all the resources or materials you use and find out where you can get these in case you run out and need to order them. Once you have listed all the items, you need to research where you can buy these so that you can create a database of useful suppliers.

Once you have collected information for all your useful suppliers, create a database to store this information. 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. Fields that need to be created: 

Supplier I.D. (Autonumber field, set this field as your Primary Key)

Supplier Name (choose appropriate data types and field properties)

Contact Title (choose appropriate data types and field properties)
Contact First Name (choose appropriate data types and field properties)
Contact Surname (choose appropriate data types and field properties)
Address 1 (choose appropriate data types and field properties)
Address 2 (choose appropriate data types and field properties)
Town/City (choose appropriate data types and field properties)
Postcode (choose appropriate data types and field properties)
Phone No. (choose appropriate data types and field properties)
Email Address (choose appropriate data types and field properties)
Website (choose appropriate data types and field properties)
Account (Yes/No field)

Account Balance (Currency field)

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


	table design (screen grab)
	1a, 3a

	Complete the table with details for your suppliers. 

Check your table for accuracy and print a copy.


	Print out of completed table
	1a

	Sort your table so that the suppliers’ names are in alphabetical order and print a copy. 
	Print out of alphabetically sorted table
	1a, 4a

	Create a query showing suppliers in town X who you hold an account with. 

Print screen in design view and print a hard copy.


	Query design (screen grab)
	5a

	Create a report showing the results of your query. 

Include an appropriate header in your report and a footer which includes your name, file name and document location. If the report is more than one page long, include page numbers in the footer. 

Check your report for accuracy using the spell checker and by proof reading. 

Check the report is formatted and laid out appropriately before printing a copy.


	Query report
	3b, 4a, 4b, 6a

	Plan and produce another report from either one of your databases. 

Print a copy of this report and write a few sentences stating how you produced the report, why you designed it the way you did and who in your workplace may benefit from this information.


	Database report

Written statement
	6a
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