OCR National Level 2 (ICT)

JOHN OSBORN
EXEMPLAR

UNIT 1: ICT SKILLS FOR BUSINESS

TASK 6: Update and use a database to search for and present information for a business

purpose.
ASSESSMENT CHECK LIST

TASK Student | Teacher
PASS: Show evidence that you have added some records into a database. JO
PASS: Show evidence that you have edited some existing records in a database. JO
PASS: Show evidence that you have deleted some records from a database. JO
PASS: Show evidence that you have made 1 database query using at least 1 search JO
criterion.

Show evidence that you have made 1 database query that uses 1 search JO
criterion and sorts data on at least 1 field.

Show evidence that you have created a report in your database and have printed JO
it out.
DISTINCTION: Show evidence that you have made 1 database query that uses 2 search JO
criteria and sorts data on at least 1 field.
DISTINCTION: Show evidence that you have created an address label report and have JO
printed it out.
DISTINCTION: Explain why database reports would be useful to a business person. JO

OVERALL GRADE FOR AO6 - DISTINCTION

Press Ctrl + Home to return to Assessment Check List
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1. Entering Data dPl)

Database before entering data

| Comment [p1]: Well done on this task

you are heading for a distinction! JO

I have entered a new record (F1300 which has been added to the database. | took care to ensure that the spelling
for each of the fields was accurate to prevent problems with queries and reporting later on. | also made sure that

the updated database was saved..

Press Ctrl + Home to return to Assessment Check List

Oo) 9~ )¢ Table Tools | Hosts : Database (Access 2007) - Microsoft Acc -
= | Home | Creste  EdernalData  DatsbaseTools  Acobat  Datasheet
Y % cut oo = "‘@ =tew  ETotais |3l Y 7 Selection - 25 Replace
—— 3 Copy =Hsave  Fspeling | £} Vo) Advanced ~ = GoTo~
Miew || Paste # Format Painter Loy K Delete - B More~ || 4 P Toogle Fiter | Ly select -
Al 7 ag
Views Clipboard ] Font | Rich Text Records Sort & Filter Find
All Tables ) <
Hosts & Surname Address. District
3 Hosts: Table Fl011 Faucher 39, rue Léon Dierx Islands Paris France 2 Traditional
F1098 Mrs Amabella Descoteaux 50, rue Léon Dierx Temple Paris France 4 Traditional
| |Fu01 Mrs Eulalie Breton 57, Rue Bonnet Montparnasse Paris France 1 Vegetarian
| |F1105 Mrs Henriette Monjeau 83, rue de Raymond Poincaré Bercy Paris France 2 Vegetarian
| |F1218 Mr Thiery Marcoux 32, rue des Nations Unies Temple Paris France 1 Traditional
| |F1242 Mr Bellamy Latourelle 21, rue Lenotre Montparnasse Paris France 1 Vegetarian
| |F1282 Mrs Elodie Talon 79, rue Descartes Islands Paris France 1 Traditional
| | Fl283 Mr Medoro Jomphe 53, rue de Penthiévre Islands Paris France 1 Kosher
| |F1312 Mr Carolos Marois 54, rue Pierre De Coubertin Belleville Paris France 1 Traditional
| | Fle67 Mrs. Marjolaine Savoie 7, rue de Raymond Poincaré Garde du Nord Paris. France 3 Kosher
F1678 Mr Royce Parizeau 50, rue Pierre Motte Islands Paris France 2 Vegetarian
| |F1829 Mr Javier Poirier 40, place Maurice-Charretier Temple Paris France 1 Traditional
| |F1503 Mrs Felicien Fecteau 16, quai Saint-Nicolas Bercy Paris France 3 Traditional
F1950 Mr Peppin Sciverit 72, rue de la Boétie Latin Quarter Paris France 2 Asian
[*
Database after entering data
Vi O-&- )= Table Tools | Hosts: Database (Access 2007) - Microsoft Access - = x
S ttome |crestel extemai a0 etanase toor ) Aanailll | Dotasneet @
% ¥ cut == ST - |L/ H@ = New Y U Selection - [ﬁ 2, Replace
43 Copy =8 Save ¥ Advanced - = GoTo™
View ™| peste F Format Painter Ri\:rff" X Detete ~ Hmore~ || 45 PR 7 Toggle itter | l3 setect~
Views Clipboard = Font | Rich Text Records Sort & Filter Find
All Tables ~ | «|| I Hosts
Hosts. £ Host Refere First Name Surname Address City Country Guests
T Hosts: Table | |F1011 Mrs Pénélope Faucher 39, rue Léon Dierx Islands Paris France 2 Traditional
| |F1os8 Mrs Amabella Descoteaux 50, rue Léon Dierx Temple Paris France 4 Traditional
| |F1101 Mrs Eulalie Breton 57, Rue Bonnet Montparnasse Paris France 1 Vegetarian
| |F1105 Mrs Henriette Monjeau 83, rue de Raymond Poincaré Bercy Paris France 2 Vegetarian
| |F1218 Mr Thiery Marcoux 32, rue des Nations Unies Temple Paris France 1 Traditional
| |F1242 Mr Bellamy Latourelle 21, rue Lenotre Montparnasse Paris France 1 Vegetarian
| |F1282 Mrs Elodie Talon 79, rue Descartes Islands Paris France 1 Traditional
| |F1289 Mr Medoro Jomphe: 53, rue de Penthiévre Islands Paris France 1 Kosher
| |F1312 Mr Carolos Marois 54, rue Pierre De Coubertin Belleville Paris France 1 Traditional
| |F1667 Mrs Marjolaine Savoi 7, rue de Raymond Poincaré Garde du Nord Paris France 3 Kosher
| |F1678 Mr Royce Parizeau 50, rue Pierre Motte Islands Paris France 2 Vegetarian
| |F1823 Mr Javier Poirier 40, place Maurice-Charr Temple Paris France 1 Traditional
| |F1309 Mrs Felicien Fecteau 16, quai Saint-Nicolas Bercy Paris France 3 Traditional
| |F19s0 Mr Peppin Sciverit 72, rue de la Boétie Latin Quarter  Paris France 2 Asian
|.# F1300 Mrs Emmanuelle Lebrun 69, rue de Carats St Germain Paris France 2 Vegetarian
*
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2. Editing Data (P)

Database before editing data

) Table Tools Hosts : Database (Access 2007) - Microsoft Access -
< | Home | Create  EBdemaiData  DatsbaseTools  Acrobst  Datasheet
% j %ﬁ cut Catiori = "@ = New X Totals %} L? 7 Selection © 23 Replace
143 Copy =Hsave  Fspeling | £} Vo) Advanced ~ = GoTo~
Wiew || Faste -/ Format Painter R:.'.'fh X Delete - = More - fiter Toggle Filter Find I3 select -
Records Sort & Filter Find
All Tables =)«
Hosts a rst Name - Surname Address District city Country
T Hosts : Table | |Fo721 Mr Soren Dupuis 73, Square de la Couronne Bercy Paris France 1 Vegan
| |Fo7ss Mr Alexandrin  Boucher 24, rue Pierre Motte Montparnasse Paris France 2 Vegetarian
FO790 Mr Hardouin Plouffe 58, rue Petite Fusterie Bastille Paris France 3 Vegetarian
: Fo824 Mr Noél D'Aubigné 40, rue de la Hulotais Vaugirard Paris France 2| Traditional
| |FO873 Mr Sébastien Aupry 73, rue Pierre De Coubertin Belleville Paris France 2 Chinese
| |F0984 Mrs Heloise Léveillé 38, rue Beauvau Belleville Paris France 2| Traditional
| |Flo11 Mrs Pénélope Faucher 39, rue Léon Dierx Islands Paris. France 2 Traditional
F1098 Mrs Amabella Descoteaux 50, rue Léon Dierx Temple Paris France 4 Traditional
F1101 Mrs Eulalie Breton 57, Rue Bonnet Montparnasse Paris France 1 Vegetarian
F1105 Mrs Henriette Monjeau 83, rue de Raymond Poincaré Bercy Paris France 2 Vegetarian
: F1218 Mr Thiery Marcoux 32, rue des Nations Unies Temple Paris France 1 Traditional
| |F1242 Mr Bellamy Latourelle 21, rue Lenotre Montparnasse Paris France 1 Vegetarian
| |F1282 Mrs Elodie Talon 79, rue Descartes Islands Paris France 1 Traditional
| |Fl2s3 Mr Medoro Jomphe 53, rue de Penthiévre Islands Paris. France 1 Kosher
| |F1312 Mr Carolos Marois 54, rue Pierre De Coubertin Belleville Paris France 1 Traditional
| | Fle67 Mrs. Marjolaine Savoie 7, rue de Raymond Poincaré Garde du Nord Paris. France 3 Kosher
F1678 Mr Royce Parizeau 50, rue Pierre Motte Islands Paris France 2 Vegetarian
BEES Mr Javier Poirier 40, place Maurice-Charratier Temple Paris France 1 Traditional
I Tr1ana Mrs Felicien Fecteau 16. auai Saint-Nicalas Bercy Paris France 2 Traditional
Database after editing data
\E9 - ) Table Tools Hosts : Database (Access 2007) - Microsoft Access -
| Home | Create  EdemalData  DatabaseTools  Acobat  Datasheet
==K Cut =T S = MNew X Totals 2l "7 Selection ~ 2, Replace
43 Copy =Hsave 7 speling | § ) Advanced - = GoTo~
> e - Format Painter X Delete ~ 5 More - e Toggle Filter Find I3 select -

Clipboard Rich Text Records. Sort & Filter

All Tables v«

Hosts A Host Refere -1 First Name - Surname District - City -

T3 Hosts : Table FO721 Mr Soren Dupuis 73, Square de la Couronne Bercy Paris
FO788 Mr Alexandrin  Boucher 24, rue Pierre Motte Montparnasse Paris
FO790 Mr Hardouin Plouffe 58, rue Petite Fusterie Bastille Paris
Fo824 Mr Noél D'Aubigné 40, rue de la Hulotais Vaugirard Paris
FO873 Mr Sébastien Aupry 73, rue Pierre De Coubertin Belleville Paris
FO984 Mrs Heloise Léveillé 38, rue Beauvau Belleville Paris
F1011 Mrs. Pénélope Faucher 39, rue Léon Dierx Islands: Paris
F1098 Mrs Amabella Descoteaux 50, rue Léon Dierx Temple Paris
F1101 Mrs. Eulalie Breton 57, Rue Bonnet Montparnasse Paris
F1105 Mrs Henriette Monjeau 83, rue de Raymond Poincaré Bercy Paris
F1218 Mr Thiery Marcoux 32, rue des Nations Unies Temple Paris
F1242 Mr Bellamy Latourelle 21, rue Lenotre Montparnasse Paris
F1282 Mrs Elodie Talon 79, rue Descartes Islands Paris

France
France
France
France
France
France
France
France
France
France
France
France
France

Country -

Find

Cuisine
1 Vegan

2 Vegetarian
3 Vegetarian
2| Traditional
2 Chinese

2| Traditional
2 Traditional
4 Traditional
b2 vegetarian
2 Vegetarian
1 Traditional
1 Vegetarian
1 Traditional

| changed the number of guests for the host entry F1101 from 1 to 2. | ensured that this change was saved.

Press Ctrl + Home to return to Assessment Check List
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3. Deleting data (P)

Database before deleting data

) Table Tools  Hosts : Database (Access 2007) - Microsoft Access - x
< | Home | Create  EBdemaiData  DatsbaseTools  Acrobst  Datasheet @
% j aﬁ cut Carior B "‘@ = New X Totals %} { 7 Selection © iﬁ 23 Replace
143 Copy =Hsave  Fspeling | £} Vo) Advanced ~ = GoTo~
Miew || Paste # Format Painter LEE X Delete - Hmore~ || 4 P Toogle Fitter | Ly select -
. — £ ealid
| views || Clipboard ] | Rich Text Records | Sort & Filter Find
All Tables v « || wosts
Hosts 2 rstName - Surname Address District City Country
£ Hosts: Table | |Fioss Mrs Amabella Descoteaux 50, rue Léon Dierx Temple Paris France 4 Traditional
| |F1101 Mrs Eulalie Breton 57, Rue Bonnet Montparnasse Paris France 2 Vegetarian
| |Fl105 Mrs Henriette Monjeau 83, rue de Raymond Poincaré Bercy Paris France 2 Vegetarian
| |F1218 Mr Thiery Marcoux 32, rue des Nations Unies Temple Paris France 1 Traditional
| |Fl242 Mr Bellamy Latourelle 21, rue Lenotre Montparnasse Paris France 1 Vegetarian
| |F1282 Mrs Eladie Talon 79, rue Descartes Islands Paris France 1 Traditional
| |F1289 Mr Medoro Jomphe 53, rue de Penthiévre Islands Paris France 1 Kosher
| |Fi312 Mr Carolos Marois 54, rue Pierre De Coubertin Belleville Paris France 1 Traditional
| |F1667 Mrs Marjolaine  Savoie 7, rue de Raymond Poincaré Garde du Nord Paris France 3 Kosher
| |Fi678 Mr Royce Parizeau 50, rue Pierre Motte Islands Paris France 2 Vegetarian
F1829 Mr Javier Pairier 40, place Maurice-Charretier Temple Paris France 1 Traditional
F1909 Mrs Felicien Fecteau 16, quai Saint-Nicolas Bercy Paris France 3 Traditional
| |F1gs0 Mr Peppin Sciverit 72, rue de la Boétie Latin Quarter Paris France 2 Asian
F1300 Mrs Emmanuelle  Lebrun 69, rue de Carats StGermain  Paris France 2 Vegetarian
*
Database after deleting data
NWH9-®-)- Table Tools  Hosts : Database (Access 2007) - Microsoft Access - x
| Home | Creste  BdemnalData  DatabaseTools  Acrobst  Datasheet @

% i’] ,)5 Cut it A "’@ = New X Totals | %) f "7 Selection ~ iﬁ 25, Replace
153 Copy =Hsave W speing | ) ] Advanced - X = GoTo~
| View ” fee  Format Painter ‘ R:',r,'fh X Detete ~ = more ~ H 7] e 7 Togale Filter H Find g select =
Views Clipboard i) Recards Sort & Filter J Find
All Tables ~| « || T Hosts
Hosts 2 rst Name - Surname Address City Country
= Hosts: Table | |Flos8 Mrs Amabella Descoteaux 50, rue Léon Dierx Temple Paris. France
| |F1101 Mrs Eulalie Breton 57, Rue Bonnet Montparnasse Paris France
| | Flios Mrs. Henriette Monjeau 83, rue de Raymond Poincaré Bercy Paris France
F1218 Mr Thiery Marcoux 32, rue des Nations Unies Temple Paris France
: F1242 Mr Bellamy Latourelle 21, rue Lenotre Montparnasse Paris France
F1282 Mrs Elodie Talon 79, rue Descartes Islands Paris France
: F1289 Mr Medoro Jomphe 53, rue de Penthiévre Islands Paris France
| |F1312 Mr Carolos Marois 54, rue Pierre De Coubertin Belleville Paris France
| |F1667 Mrs Marjolais Savoie 7, rue de Raymond Poincaré Garde du Nord Paris France
| |F1678 Mr Royce Parizeau 50, rue Pierre Motte Islands Paris. France
F1829 Mr Javier Poirier 40, place Maurice-Charretier Temple Paris France
F1990 Mr Peppin Sciverit 72, rue de la Boétie Latin Quarter Paris France
| | F1300 Mrs Emmanuelle  Lebrun 69, rue de Carats St Germain Paris France
*

4 Traditional
2 Vegetarian
2 Vegetarian
1 Traditional
1 Vegetarian
1 Traditional
1 Kosher

1 Traditional
3/ Kosher

2 Vegetarian
1 Traditional
2 Asian

2 Vegetarian

| have deleted the record F1990 from the database. | took care to ensure the correct record was deleted and that

the database was saved following the change.

Press Ctrl + Home to return to Assessment Check List
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4. Database Query (P) (V1)

Query design 1

o\ H2-e- )= QueryTools | Hosts-Modified : Database (Access 2007) - Microsoft Access
B | |
Home Create External Data Database Tools Atrobat Design
E ' %’ 'ﬁl' /' % X' @D Union % S=InsertRows 7 Insert Columns 2 (5F Property Sheet
¢ * Loml * Pass Through S Delete Rows ' Delete Columns ) Table Names
&
View Run | |[Select| Make Append Update Crosstab Delste Show _, Totals 5
= Table 1, Data Definition | Taple 5% Builder 3 Return: |All sl Parameters
Results Query Type Query Setup ShowyHide
WEE——
Hosts A
E Hosts: Table Hosts
I anExcellentrating % Host Reference
Title
First Name
Surname
Address
District
City
Country
Guests
Cuisine.
Own Children
Rating
English Spoken
1
Field: | Host Reference District Guests Rating
Table: |Hosts Hosts Hosts Hosts
Sort: Ascending
Show:
Criteria: “Excellent”
or: |
Results of query 1
AN R R Hosts-Modified : Database (Access 2007) - Microsoft Access
(i) P
| Home | Creste  ExtemalData  DatabaseTools  Acrobat
g = = A 78 B ah
% % cut i < . B H@ = New X Totals 2l Y €; selection Eﬁ 21, Replace
23 Copy =Hsave W speling | %] V] Advanced ~ = GoTor
View Paste - - - ||E3 - =llE Refresh Filter Find
- F Format Painter ‘B = HA Hﬁ “ ‘ —H = | A~ | X Delete - S More - | 4 7 Togagle Filter lg select -
Views Clipboard 5 Fant )| Rich Text Records Sort & Filter Find
All Tables - <[22 Hosts | 1 anvexcellentRating
Hosts 2 HostRefere - | District - | Guests -| Rating -
Z Hosts: Table L Belleville 4 Excellent
1 anExcellentRating F1678 Islands 2 Excellent
F0232 Latin Quarter 3 Excellent
F1101 Montparnasse 2 Excellent
F1300 St Germain 2 Excellent
F0333 Temple 1 Excellent

| created a query that displays the host reference, district, number of guests and their rating. The query has a
criteria that only selects hosts with an excellent rating. The results are sorted in ascending alphabetical order
based on the district name.

Press Ctrl + Home to return to Assessment Check List
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Query design 2 (D)

= AR s QueryTools  Hosts-Modified : Database (Access 2007) - Microsoft Access - 8 X
Home eaie  ExdemalData  DatabaseTools  Acobat | Design @
E @‘ %’ = A % ) @ umon % Zainsert Rows 5" Insert Columns b (& Property sheet
° e e Fe ® @ Passhrough 2 Detete Rows S Detete Columns i
View Run | |Select| Make Append Update Crosstab Delete Show Totals
, Lo W2, Data Definition || agie SN Suilder 38 Return: [An B 3 Parameters
Results Query Type Query Setup Show/Hide
All Tables < |[ 20 Hosts [ 31 anscelienthating | 51 anyCuisine
Hosts % -~
[ Hosts: Table e =
& ancusine  Host Reference
3 anExcellentRating Title
First Name
Surname
Address
District
City
Country
Guests
Cuisine
©Own Children
Rating
English Spaken
‘ »
Field: |Title First Name Surname Address District city Country Cuisine Guests
Tablei |Hosts Hosts Hosts Hosts Hosts Hosts Hosts Hosts Hosts
Sort: B =l
Show:
Criteria: “Vegetarian
or “Vegan®
“Halal”
PN Hosts-Modified : Database (Access 2007) - Microsoft Access - 7 x
| Home | Creste  EdemoiDats  DatabaseTools  Amobat @
2 = A 7 - ab |
% & cut on S = H@ = New E Totals £ L/ Selection 3 Replace |
53 Copy \—/h Hsave 9 speting | % Vol Advanced - = GoTo~
Vi Pasts - - a Refresh Filte Find
e || P omat painter | (B2 L[S J27 ) el | o oetete + Bimore= | 45 | ™ 7 roggtepier || ™ Iy setea-
Views Clipboard 0 Font 0 Rich Text Records Sort & Filter Find
All Tables -+ «|| 2 Hosts | 5 anexcelientrating | 51 arycuisine
Hosts S HostRefere |  Title - | FirstName -| Surname - Address | District -| City | Country -| Cuisine «-| Guests -
3 Hosts: Table Mr Roux Marcoux 54, Avenue De Marlioz Trocadero Paris. France Vegetarian 1
£ ancuisine Mrs Aubine Fongemie 54, rue de Beauchesne Latin Quarter  Paris France Vegetarian 1
T ayeeieninaing || F1242 Mr Bellamy Latourelle 21, rue Lenotre Montparnasse Paris France Vegetarian 1
F0333 Mrs Adrien Souplet 97, Cours Marechal-loffre  Temple Paris France Halal 1
Fo721 Mr soren Dupuis 73, Square de la Couronne  Bercy Paris France Vegan 1
F0340 Mr Denis Arpin 40, rue des Lacs Garde du Nord Paris France Vegetarian 2
F0433 Mr Harcourt Cuillerier 95, rue des Lacs Bastille Paris France Halal 2
Fodaa Mr Alaine Emond 24, Place Charles de Gaulle  Montpamasse Paris France Vegan 2
FO019 Mrs Charlot Giroux 89, rue Banaudon Champs Elysee Paris France Vegan 2
FO718 Mr Roger Plourde 64, rue Victor Hugo Bercy Paris France Halal 2
F1300 Mrs Emmanuelle  Lebrun 69, rue de Carats St Germain Paris France Vegetarian 2
F0788 Mr Alexandrin  Boucher 24, rue Pierre Motte Montparnasse Paris France Vegetarian 2
F1101 Mrs Eulalie Breton 57, Rue Bonnet Montparnasse Paris France Vegetarian 2
F1105 Mrs Henriette  Monjeau 83, rue de Raymond Poincaré Bercy Paris France Vegetarian 2
F1678 Mr Royce Parizeau 50, rue Pierre Motte Islands Paris France Vegetarian 2
F0679 Mrs Georgette  Bellemare 42, Rue de la Pomme Latin Quarter _ Paris France Halal 2
F0503 Mr Arthur Arnoux 63, avenue Jean Portalis Temple Paris France Vegetarian 3
F0790 Mr Hardouin  Plouffe 58, rue Petite Fusterie Bastille Paris France Vegetarian 3
FO111 Mr Manville Artois 40, avenue Voltaire Belleville Paris France Vegetarian 4
*

| designed a query that shows the full contact details Title, firs
all the hosts that provide Vegetarian, Vegan or Halal cuisine. | have sorted the results in ascending numerical by

t name, last name, address, district, city, country) of

the number of guests that can be accommodated. | will use this query to create address labels.

Press Ctrl + Home to return to Assessment Check List



OCR National Level 2 (ICT)

5. Reports

a. Simple Report (V1)
Design of report 1

Do) H9-®- )= Report Design Tools Hosts-Modified : Database (Access 2007) - Microsoft Access
ey = .
Home | Creste  ExternalData  DatabaseTools  Acrobat | Design  Arange  Page Setup

= AT B = ot = a B NCAdE = B i
B s e e 3| B0 Aa b=l S O SR r
- &

MFN S fE Hide Detals

View Conditional || Group Gridlines Loge Text  Label Button . ..
- 4 E= & Sort - B box H@e s@0 /&
Views Font Grouping & Totals Gridlines Controls
e [ 5 sV @ s
Hosts S O R R R SRR AR EY SRR R R R R R R TN DS AN D KRY: TRRE R
I3 Hosts: Table || # Report Header
B ancuisine : [ =gate(]
 quExcellentRating | |1 —| = | =Timeg)]
- N . .
| miosas || Y [A Hosts|with an ExXcellent Ratin
mptexcelientRating ||| < Our Schoaol
| [
H ——
||| # Page Header
_ || Host Reference District Rating Guests ‘ | 1
||l# etair |

osbmds | | | Jiwwed [ [ [ [Jofwe [ [ [ [ e [ ]

|| Page Footer
[T =Pee" &pazel " or" fpaed | [ [

[ ——— ———
el LL LI L L L L] L] [ [ | |

||l Report Foater

Print preview of report 1

Vil - s Hosts-Modified : Database (Access 2007) - Microsoft Access

B ——
| Print Preview | Acrobat

B [] show Margins eaz| xp Word B3
Al (A [ 2 -
lj !‘jﬂ Q I Print Data Only 31 G S - [7p Text File
Fint || Size |Portrait|Landscape Margin Page | Zoom | One | Two More | Refresh | Excel SharePoint PDF Close Print
~ - Columns Setup ~ | Page | Pages Pages~ I Lst  orxps rMore~ Preview
Print Page Layout i} Zoom Data Close Preview|
All Tables (=)
Hosts
T Hosts: Table
£ ancuisine
25 quExcellentRating I 210
11:36:12
rptExcellentRating
A Hosts with an Excellent Rating
Dur School
Host Reference District Rating Guests
Fo111 Belleville Excellent 4
Fo232 Latin Quarter Excellent 3
F0333 Temple Excellent 1
F1101 Montparnasse Excellent 2
F1678 Islands Excellent 2
F1300 St Germain Excellent 2
5

| have created a simple report that shows the results of my first query of host with an excellent rating. | have
added our school logo and used appropriate formatting to give the report a more professional look and feel.

Press Ctrl + Home to return to Assessment Check List
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b. Address Label Report (D)

Design of address label report
Do) H9 - ™ s Report Design Tools. Hosts-Modified
Home Create External Data Database Tools Acrobat Design Arrange Page Setup

:i: E‘g‘ ):tha\s @ ’_}QE WAHE

= {5 Hide Details

o]
View = Conditional || Group Gridlines Loge Text  Label Button _
- = =) & So = B Box E
Views Font Grouping & Totals Gridlines cor
PO (e [ D cwsne |
Hosts A W E e e BB T e
T Hosts: Table # Report Header
& ancusine # Page Header
# Detail
. T
rptAddressCuisine ||| -
1A v
|| |
2
- |:Tnm([Tme] &" " & [First Name] & " "
5 HAddress -
- || District
+ [fCity M
N |Cuumry
5 T T T

T
|||  Page Footer
||| #Report Footer

Print Preview of address label report

(n} H9- o ¥ Hosts-Modified : Database (Access 2007) - Microsoft Access
(Bpy = 2T
| prnt preview | Acropat

& D) ® 0 5o ) 8

2l E‘E‘, 3‘ Eg:::ne E

Print. Size |Portrait|Landscape Margins __ Page Zoom | One Two  More Refresh Excel SharePoint PDF Close Print
- ES Columns Setup - | Page | Pages Pages~ | Al st orxps D More - Preview

Print | Page Layout & Zoom Data Close Preview

All Tables + «|[ 23 Hosts (5] anexcetientrating |51 ancuisine |15 rptexcelientiating

Hosts A

0 Hosts: Table
qryCuisine

rptAddressCuisine

B quExcellentRating

rptExcellentRating

Bur School BurSchool

Mr Roux Marcoux Mrs Aubine Fongemie
54, Avenue De Marlioz 54, rue de Beauchesne
Trocadero Latin Quarter

Paris Paris
France France

mr\&n‘ml Bur School

Mr Bellamy Latourelle Mrs Adrien Souplet

21, rue Lenotre 97, Cours Marechal-Joffre

Montparnasse Temple

Paris Paris
France

Wi No Filker
Ready
—

| have used the label wizard to create a report that could be used to print a series of address labels based on my

second database query into cuisine. | have added our school logo and changed the font style and size to make the
labels look more professional.

Press Ctrl + Home to return to Assessment Check List
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c. Using Business Reports (D)

Reports allow business people to see the database data clearly. Sometimes seeing all the data in a
database can be confusing. Reports let us to focus on particular areas of the data, allowing us to spot
trends or extract particular information. Reports turn data into information which helps business people

make better decisions

Press Ctrl + Home to return to Assessment Check List



