[image: image1.jpg]% INTRODUCTION




[image: image9.jpg]G E O RG IA PEACH STATE PATHWAYS

Career, Technical, & Agricultural Education







PATHWAY: 

Administrative/Information Support
COURSE:  

Computer Applications 2
UNIT 7: 

Database Tables and Forms
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Annotation: 
In this unit, students will examine relational databases, design related tables, create relationships, create lookup fields, modify text fields, modify numbers and currency fields, and create attachment fields.  

Grade(s):  
	X
	9th

	X
	10th

	X
	11th

	X
	12th


Time: 
Eight 50 minute periods
Author: 
Dawn Squires
Students with Disabilities:

For students with disabilities, the instructor should refer to the student's IEP to be sure that the accommodations specified are being provided. Having a copy of the students’ testing accommodations effectively informs the teacher of needed changes for students with disabilities effectively informs the teacher of needed changes for all tests.  Instructors should also familiarize themselves with the provisions of Behavior Intervention Plans that may be part of a student's IEP. Frequent consultation with a student's special education instructor will be beneficial in providing appropriate differentiation.
Reducing, shortening, or modifying assignments due to disability issues will be determined on a case by case basis.  Individual assistance opportunities will be provided as needed.   

Individual assistance opportunities provided as needed.  Students will learn to develop and plan independent of note skill techniques.  Students are required to be creative and descriptive in problem-solving skills.
All learners will be provided the strategies to maximize their learning potential.  Students who are gifted in areas will be challenged to stretch their thought processes.  Students with disabilities will be challenged and assisted to develop and expand skills as well.

Students will be provided guided practice, independent practice and peer support.  Order of problem resolution skills:  Refer to text, utilize Help button, ask a neighbor, ask the instructor.  When administering peer tutoring, do not touch your neighbor’s mouse.
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GPS Focus Standards: 
BCS-CA2-1
Students will use technology as a tool to increase productivity in completing a variety of input technologies to create, edit, and publish industry appropriate documents.
b)
Demonstrate appropriate handling and use of supplies and equipment. 

c)
Apply appropriate use of editing tools, e.g. spell check, thesaurus, find and replace, grammar, and hyphenation. 

d)
Demonstrate the use, movement, and display of a variety of icons, toolbars, and the task pane. 

e)
Demonstrate effective time-management to complete tasks in allotted time. 

f)
Utilize print options. 
BCS-CA2-4
Students will use database software to create, edit, and publish industry appropriate files. 
a)
Plan, create, and modify multiple database tables in different views. 

b)
Utilize advanced property features such as input mask and lookup. 

c)
Import/export data to a new table or database or other software. 

d)
Compact, repair, and encrypt/decrypt database. 

e)
Design, create, and modify data forms utilizing advanced features, i.e. sub-forms. 

f)
Utilize Toolbox features when creating forms, e.g. combo boxes, radio buttons, dropdown boxes, yes/no boxes. 

g)
Create and use macros and switchboards. 
GPS Academic Standards:
ELA11W2

The student demonstrates competence in a variety of genres. 
MM3P3 

Students will communicate mathematically.
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Enduring Understandings: 
•
Prior to structuring a database, consideration should be given to the types of information that will need to be generated from the database, i.e., reports, forms, queries, etc.

•
When planning a database, plan for ways to minimize repetition in the database; develop relationships to facilitate this process.
Essential Questions: 
•
What are advantages of creating relationships between tables?

•
How do I design and create related tables?
•
How do I modify fields in a table?
•
What are validation rules and how are they created?
•
How do I create attachment fields?

•
What is the purpose of forms and how are they created?

Knowledge from this Unit:  
Students should be able to: 
•
Discuss the various uses of databases in order to increase productivity.

•
Define terms related to creating and using databases.
•
Compare and contrast forms and sub-forms.

•
Explain the use of one-to-many relationships.
Skills from this Unit: 
Students will be able to: 

•
Import/export data from text files, Excel spreadsheets, etc.
•
Create input masks.

•
Create lookups.
•
Compact, repair, and encrypt/decrypt databases.
•
Create forms with advanced features, i.e., sub-forms, combo boxes, radio buttons, dropdown boxes, yes/no boxes.
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Assessment Method Type: 
	X
	Pre-test

	X
	Objective assessment - multiple-choice, true- false, etc.

	
	__ Quizzes/Tests

_x_ Unit test

	
	Group project

	X
	Individual project

	X
	Self-assessment - May include practice quizzes, games, simulations, checklists, etc.

	
	__ Self-check rubrics   

__ Self-check during writing/planning process

x__ Journal reflections on concepts, personal experiences and impact on one’s life

_x_ Reflect on evaluations of work from teachers, business partners, and competition judges

__ Academic prompts

__ Practice quizzes/tests

	X
	Subjective assessment/Informal observations

	
	__ Essay tests

_x_ Observe students working with partners

__ Observe students role playing

	X
	Peer-assessment  

	
	__ Peer editing & commentary of products/projects/presentations using rubrics

__ Peer editing and/or critiquing

	
	Dialogue and Discussion

	
	_x_ Student/teacher conferences
_x_ Partner and small group discussions

_x_ Whole group discussions
_x_ Interaction with/feedback from community members/speakers and business partners

	x
	Constructed Responses

	
	__ Chart good reading/writing/listening/speaking habits

_x_ Application of skills to real-life situations/scenarios

	X
	Post-test


Assessment Attachments and / or Directions: 
Tables and Forms Pre-Test – Word 
Tables and Forms Pre-Test – Exam View

Unit 1 Exam – Word – Objective Exam in Word format
Unit 1 Exam – Exam View – Objective Exam in Exam View
Unit Exam:  Access Relational Databases – Performance Assessment
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•
LESSON 1:  INTRODUCTION TO ADVANCED DATABASES and CREATION OF DATABASES

1.
Identify the standards. Standards should be posted in the classroom.
BCS-CA2-1
Students will use technology as a tool to increase productivity in completing a variety of input technologies to create, edit, and publish industry appropriate documents.

b)
Demonstrate appropriate handling and use of supplies and equipment. 

c)
Apply appropriate use of editing tools, e.g. spell check, thesaurus, find and replace, grammar, and hyphenation. 

d)
Demonstrate the use, movement, and display of a variety of icons, toolbars, and the task pane. 

e)
Demonstrate effective time-management to complete tasks in allotted time. 

f)
Utilize print options. 

BCS-CA2-4
Students will use database software to create, edit, and publish industry appropriate files. 
a)
Plan, create, and modify multiple database tables in different views. 

b)
Utilize advanced property features such as input mask and lookup. 

c)
Import/export data to a new table or database or other software. 

d)
Compact, repair, and encrypt/decrypt database. 

e)
Design, create, and modify data forms utilizing advanced features, i.e. sub-forms. 

f)
Utilize Toolbox features when creating forms, e.g. combo boxes, radio buttons, dropdown boxes, yes/no boxes. 

g)
Create and use macros and switchboards. 

2.
Review Essential Questions. Post Essential Questions in the classroom. 



•
What are databases, and how do I create databases and tables?
3. Identify and review the unit vocabulary. Terms should be posted on word wall.
	Database
	Objects
	Records

	Fields
	Look-up Wizard
	Validation Rules

	Input Masks
	Drop-down Boxes
	Sub-forms

	Combo Boxes
	Radio Buttons
	Yes/no Boxes

	One-to-Many Relationships
	Form Header Section
	Detail Section

	Form Footer Section
	Bound Controls
	Unbound Controls

	Calculated Controls
	Control Layout
	Stacked Layout

	Tabular Layout
	Switchboard
	Macros




See attachment – Vocabulary for definitions.
3a.
Might want to consider bringing in a Certified Nursing Assistant to talk with students about the in-service education hours they are required to have.  Maybe even bring in an Administrative Assistant to from a nursing facility to talk with students about how they keep up with the educational requirements of employees.
4. 
Give students the pre-test – Tables and Forms Pre-Test – Word or Tables and Forms Pre-Test Exam View (if Exam View is available).

5. 
Briefly review the pre-test.

6.
Preview PowerPoints -  Advanced Databases Introduction and Relational Databases.
7.
Interest Approach – Mental Set

•
Students are administrative assistants/managers at a nursing home and are responsible for maintaining data to keep the nursing home in compliance with state and federal regulations.  Numerous calls are received each day asking for employment verification of employees seeking loans, other employment, etc.  To maintain licenses, Certified Nursing Assistants are required to complete 18 hours of training each year.  LPNs and RNs are required to complete 18 hours of training every two years to maintain their nursing licenses.  Fortunately for us, our nursing home provides this training to our employees and maintains records to show compliance with state regulations.  
•
Students will be creating a database that will be utilized throughout the unit that will include relational tables and forms with advanced features.  It is important that students complete any missing assignments in order to have accurate data in their database.
8.
Create a blank database named:  ‘Nursing home’.

9.
We will create three tables:  Employees, In-services (a listing of our training classes that we offer), and Inservice_Attendance (a record of those employees who have attended the training classes).

a.  
Import Nursing Home Data table into the database; name the table ‘Employees-First and Last Name’.
b.  
Convert InserviceClasses word document into a plain text file and import into nursing home database as ‘In-services – First & Last Name’.
10.  
Create a table for ‘In-service Attendance –First & Last Name’ with the following fields:


a.  
Auto Number (primary Field)


b.
Employee Number – text (5 characters)


c.
InserviceClassNo. – text (5 characters)

11.  Students will practice these concepts by completing the three practice projects (Lesson 2).  
12.  
Summarizing Activity:  

Each student will be given a Post-It note and instructed to write one thing that was “as clear as mud” (something they didn’t understand) to them.  Students do not have to write their names on the Post-It note. Then they should stick the Post-It note to a “mud puddle” (a poster, etc.) located next to the door.  If they understood everything crystal clear, they should write “crystal clear” on the note and put it in the mud puddle as well.  Students often feel much freer to ask questions in this manner.
•
LESSON 2:  CREATION AND DESIGNING RELATED TABLES

1.
Review Essential Questions. Post Essential Questions in the classroom. 


•
How do I design and create related databases?
1a.
Reflect with students about items from previous day that were as clear as “mud”.  Have students conduct the review.  

2.
Lead a review of the purposes of databases, methods of importing data into a database, key terms, etc. 


Assist students with the completion of project databases as a means of an assessment. The teacher should observe student progress during the completion of the database projects.  Projects to be completed:  
1. Project1-Practice Exercise Instructions 

1a. Project1 –  Client Data


1b. Project1 – Technician Data
2. Project2

2a. Project2 – Owner Names


2b. Project2 – Rental Names


2c. Project2 – Resort Vacation Instructions
3. Project 3 Restaurant Database – Rubric Included
•
LESSON 3:  MODIFYING THE STRUCTURE OF A TABLE

1.
Review Essential Questions. Post Essential Questions in the classroom. 

•
How do I modify fields in a table and why would I modify fields?
2.
Explain to students that for data to be included in arithmetic calculations, the data type must be classified as a number or currency.  This is one important aspect to consider when classifying the data fields.   Another important aspect is that the fields default to 255 characters in size.  If the field doesn’t require 255 characters, the database will consume a lot of space on the hard drive that will be wasted.  Additionally, we will create input masks to assist with making data uniform in appearance.  Discuss how numbers are made up (0-9) (real numbers).  Relate it to their cell phones and the numbers on their cell phones.  All numbers are positive (no negative numbers on their cell phones).  

Also lead a discussion about validation rules – see attached PowerPoint – Validation Rules
3. 
Add a field to the Employee Table for Employee ID Number, move the Employee ID Number field to the top of the fields list.  In Design View, modify the fields of the tables that were imported into the nursing home database as follows:

Employee Table:  

a. EmployeeIDNo:  Auto Number; Caption:  Employee ID No; Data Type:  Autonumber

b. SocialSecurityNo:  Data Type:  Text; 15 characters; Caption:  Social Security No; Input mask:  social security number with hyphens.  Set field to “required.”  
c. First Name:  Text:  50 characters, Caption:  First Name; Set field to “required.”
d. Last Name:  Text, 50 characters; Caption:  Last Name; Set field to “required.”

e. Street Address:  Text, 50 characters; Caption: Street Address; Set field to “required.”

f. City:  Text; 25 characters; Caption:  City; Set field to “required.”
g. State:  Text, 3 characters, Caption:  State – set format to “>” so that letters will always be capitalized.  Set field to “required.”

h. Zip:  Text; Characters:  12; use an input mask for the zip code.  Set field to “required.”

i. DateOfBirth:  Data Type:  Date/Time; set field to 15 characters; Caption:  Date of Birth; use an input mask for date – 00/00/0000; 
j. HireDate:  Data Type:  Date/Time; set field to 12 characters; Caption:  Hire Date; Set field to Required; use an input mask for date – 00/00/0000.
k. TerminationDate:  Data Type:  Date/Time; set field to 16 characters; caption:  Termination Date; Input mask for date – 00/00/0000.  NOTE:  DO NOT MAKE THIS FIELD REQUIRED.

l. EligibleForRehire:  Caption:  Eligible for Rehire; Data Type:  Yes/No.

m. Title:  Caption:  Title; Field Size:  5; Data Type:  Text; Format:  All CAPS (>); create a lookup containing these titles:  CNA, LPN and RN.
n. LicenseExpirationDate:  Caption:  License Expiration Date; Data Type:  Date/Time; Inupt Mask:  00/00/0000

o. CriminalBackground:  Caption:  Criminal Background; Data Type:  OLE (later we will attach criminal background check data)
p. Status:  Caption:  Status; Field Size:  6; Data Type:  Look up wizard for these:  PT (part time), FT (full time), PRN (as needed), and TERM (terminated).

q. Salary:  Caption:  Salary; Data Type:  Currency; Field Size:  6; Required field.

While creating the look-up wizards, etc., have students complete the Step By Step graphic organizer – Step by Step GO.


Also, frequently have students refer to the datasheet view.


Students will use files provided that give field properties for In-services table and In-service Attendance table.  This will be the assessment for these learned skills. 


To include math in the curriculum, when changing the Field Size of Text DataType, have students calculate the percentage the new field size is of 255.  In other words, if we change the field size to 5, have students find what percent 5 is of 255, etc.
4. 
Summarizing Activity Project 1 Validation Rules-Input Mask Instructions and Resort Rentals Validation Project Instructions and Rubric, attached.
•
LESSON 4:  INPUTTING DATA WITH THE USE OF FORMS. 

1.
Review Essential Questions. Post Essential Questions in the classroom and relate them to the standard. 


•
What is the purpose of forms and how do I create them?
2.
Explain to students what forms are and how they are used. Give a demonstration of creating an auto form for inputting data.  Remind students that data can be input directly into the table by using forms.  
•
Have students create a form. The educational development department just held an in-service on ‘Safety in the Workplace’.  It was session No. 1.  Of course, none of the employees remember their employee ID number when signing the attendance sheet.  Therefore, we will have to look up that information in our employee table.
•
Input data into the ‘In-service Attendance’ table via form.

•
Create an auto form on the employee table.
•
Using the find command, locate the employee ID number for each of the staff members who attended the in-service, write the employee ID number on the staff sign-in sheet next to their name.

•
Once you’ve located all of the employee ID numbers, we need to input that data in the ‘In-service attendance’ table.  Again, create an auto form to facilitate this task. 

•
To be able to see the number of in-services that each employee has attended, create a sub form by following these steps:

· Create a form based on the main table.

· Create a form based on the “sub” table containing the fields desired.

· Open the form based on the main table, switch to layout view, click and drag the secondary form beneath the main form.

· When you switch fields, if the data in the sub form isn’t reflecting the correct data for the employee shown in the main form, click in the sub form; click the 4 headed arrow to select the entire table; open the properties sheet for the sub form; on the data tab, click the link master fields build button.  Access suggests two options for you.  Click the drop down arrow to change to the correct fields, i.e. make sure that the ID numbers for the employees in each table are selected.  Click okay, and your form and sub form should work “together.”
· Frequently remind students of the purpose of our nursing home database.  
3. 
Have students practice creating forms for their project databases by following the instructions in Resort Rentals Database – Day2 Instructions.

4.  Summarizing activity:  Mud Puddle – Students write on a sticky note anything that was as clear as mud.  Those concepts will be re-taught by teacher or designated student.
•
LESSON 5:  CREATING FORMS IN FORM VIEW AND IN LAYOUT VIEW AND CREATING ADVANCE FILTERS AND SORTING


1.
Essential Question:  How do I create forms with advanced features?  Review the essential question with students.  Explain that forms are used to input and view data.   Forms make it easier to make sense of data because one only sees one record at the time.
2.
We previously used forms to look-up data.  We will not use advanced features to create a form.  Follow the steps in PowerPoint Creating Forms.  This PowerPoint will walk you through the steps needed to create a form with advanced features.
3.
The practice assignments are included in the PowerPoint.

•
LESSON 6:  CREATING A SUBFORM 

1.  Essential Question:  

▪
What is a sub form, and how do I create one?

2.
View the PowerPoint What Are Sub Forms and How Do I Create Them.  This PowerPoint walks you through the steps and rational for creating sub forms.

3. Summarizing Assessment – Mud Puddle (explained in previous lessons)
•
LESSON 7:  TESTING/PERFORMANCE ASSESSMENT 

1. Objective Test
2. Performance Assessment
•
ATTACHMENTS FOR LESSON PLANS

▪  
Vocabulary
▪
Advanced Databases Introduction
▪  
Relational Databases

▪  
Nursing Home Data

▪  
InserviceClasses

▪  
Project1-Practice Exercise Instructions

▪
Project1 – Practice Exercises - Client Data

▪
Project1 – Practice Exercises – Technician Data

▪  
Project2 – Owner Names


▪
Project2 – Rental Names

▪
Project2 – Resort Vacation Instructions

▪  
Project 3 Restaurant Database – Rubric Included

▪  
Validation Rules

▪  
Project 1 Validation Rules-Input Mask Instructions

▪  
Resort Rentals Validation Project Instructions and Rubric

▪  
Resort Rentals Database – Day2 Instructions
▪  
Creating Forms

▪  
What Are Sub Forms and How Do I Create Them

▪
Step by Step GO
▪
Sportsmanship
•
NOTES & REFLECTION:
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Culminating Unit Performance Task Title: 
Creating Forms and Sub forms – Use the Database Depot.
Unit 1 Exam – Word

Unit 1 Exam – Exam View

(Objective Test is included in Exam View format and in plain text format.)
Culminating Unit Performance Task Description/Directions/Differentiated Instruction: 
Students will be provided with data in which they must create forms and create a sub form. 
Attachments for Culminating Performance Task: 
•
Sportsmanship
•
Instructions for completing the tasks –Performance Assessment Instructions
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Web Resources:
•
Video demonstrating creation of a sub form:  http://office.microsoft.com/en-us/access/HA102774091033.aspx?pid=CH100739911033
Materials & Equipment: 
•
Computer with Microsoft Word.
21st Century Technology Used: 
	x
	Slide Show Software
	
	Graphing Software
	x
	Audio File(s)

	
	Interactive Whiteboard
	
	Calculator
	x
	Graphic Organizer

	
	Student Response System
	
	Desktop Publishing 
	
	Image File(s)

	
	Web Design Software
	
	Blog
	
	Video

	
	Animation Software
	
	Wiki
	x
	Electronic Game or Puzzle Maker

	
	Email
	x
	Website
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