MSU – Bottineau

Course Syllabus

BOTE 257—Database Management
Instructor:  
Mr. Russ Gagnon
Class Time:
Tuesday & Thursday at 8:00 to 9:20

Office: 
Admin 152
Office Hours:
By appointment please
Phone: 
858-4340, home: 852-3463 before 9 p.m.
E-mail:
gagnon@minotstateu.edu
Course Description: 

This course is a complete overview of Microsoft Access 2002. In these sixteen units, you will learn how to plan and create databases which includes using and designing tables, queries, forms, and reports.  You’ll also work with data import and export features as well as data access pages, Web pages that can be used to enter or report dynamic information from an Access database.  You'll be introduced to relational database concepts, and you'll build and modify table relationships.  In the second half of the class you'll work with relational databases and the first five Access object types (tables, queries, forms, reports, and pages) at a deeper level.  You'll also be introduced to macros which are used to automate repetitive actions, and modules which are used to store VBA (Visual Basic for Applications) programming code.  The course concludes with a unit on database management activities that affect database security and performance.

Text/Materials:

Text: Lisa Friedrichsen, Microsoft Access 2002 - Illustrated Complete, Course Technology, 2002.

Software: Microsoft Access 2002.

Teaching Methods:

1. Lectures/Demonstrations: The first half of each class will be used to highlight the important material within each unit using interactive discussions, group work, handouts, and computer demos. 

2. Labs: The last half of each class is dedicated to hands-on learning, facilitated by the instructor. You will work at your own pace during this portion of the class to solidify the lesson material or to begin work on the weekly projects.

3. Projects: Each project consists of four parts: the Concepts Review, Skills Review, one Independent Challenge, and the Visual Workshop from the end of the unit discussed during that week. Eight (8) projects that correlate to Units A-P will be assigned throughout the course.

4. Quizzes: Unannounced quizzes will not be available to be made up.
Grading:  Assignments, quizzes, and tests are computed for total points.  Grading scale is:
90-100= A
80-89=B
75-79=C
65-74=D
below 65=F

Course Policies:

Missed Classes: Attendance is expected.  Unannounced quizzes and class projects can be made-up only when students are excused by the instructor prior to class.  You are responsible for the activities of each class period.  If you know of a conflict ahead of time, you are welcome to submit projects early.  
Assignments: All assignments are due at the beginning of class on the date due unless specified prior.  Late assignments receive one-half credit minus errors and must be turned in before the final.

Academic Dishonesty: Plagiarism and cheating are serious offenses and may be punished by failure on exam, paper or project; failure in course; and/or expulsion from the university. For more information, refer to the "Academic Dishonesty" policy in the university catalog.

Need for Assistance: If you have any condition, such as a physical or learning disability, for which you need extra assistance, please see me immediately. If you have already met with Student Services, please provide me with information regarding your special needs as soon as possible so that appropriate accommodations can be made.
Weekly Schedule

	Reading
	Discussion Topics

	Unit A 

Getting Started with Access 2002
	· Define database software

· Learn database terminology

· Start Access and open a database

· View the database window

· Navigate records

· Enter records

· Edit records

· Preview and print a datasheet

· Get Help and exit Access

	Unit B 

Tables and Queries
	· Plan a database

· Create a table

· Modify a table

· Format a datasheet

· Understand sorting, filtering, and finding

· Sort records and find data

· Filter records

· Create a query

· Modify a query

	Unit C

Forms
	· Plan a form

· Create a form

· Move and resize controls

· Modify labels

· Modify text boxes

· Modify tab order

· Enter and edit records

· Insert an image

	Unit D

Reports
	· Plan a report

· Create a report

· Group records

· Change the sort order

· Add a calculation

· Align controls

· Format controls

· Create mailing labels

	Unit E

Modifying a Database Structure
	· Examine relational databases

· Plan related tables

· Create related tables

· Define Text fields

· Define Number and Currency fields

· Define Date/Time and Yes/No fields

· Define field validation properties

· Create one-to-many relationships

· Create lookups

	Unit F

Create Multiple Table Queries
	· Create select queries

· Sort a query on multiple fields

· Develop AND queries

· Develop OR queries

· Create calculated fields

· Build summary queries

· Create crosstab queries

· Create PivotTables and PivotCharts

	Unit G

Developing Forms and Subforms
	· Understand the form/subform relationship

· Create subforms using the Form Wizard

· Create subforms using queries

· Modify subforms

· Add combo boxes

· Add an option group

· Add command buttons

· Add an ActiveX control

	Unit H

Sharing Information and Improving Reports
	· Use the Database Wizard

· Import data

· Use conditional formatting in a report

· Add lines

· Use the Format Painter and AutoFormats

· Create a Web page

· Export data

· Compact and repair

	Unit I

Sharing Access Information with Other Office Programs
	· Examine Access objects

· Examine relationships

· Import XML data

· Link data

· Publish data to Word

· Analyze data with Excel

· Merge data with Word

· Export data to XML

· Use SQL Server

	Unit J

Creating Data Access Pages
	· Understand the World Wide Web

· Create Hyperlink fields

· Create pages for interactive reporting

· Create pages for data entry

· Create pages for data analysis

· Work in Page Design View

· Add hyperlinks

· Publish Web pages to Web servers

	Unit K

Creating Advanced Queries
	· Query for top values

· Create a parameter query

· Modify query properties

· Create an update query

· Create a make-table query

· Create an append query

· Create a delete query

· Specify join properties

	Unit L

Creating Advanced Forms and Reports
	· Add check boxes and toggle buttons

· Use conditional formatting in a form

· Create custom Help

· Add tab controls

· Add charts

· Modify charts

· Add subreport controls

· Modify section properties


	Unit M

Managing Database Objects
	· Work with objects

· Use the Documenter

· Group objects

· Modify shortcuts and groups

· Create a dialog box

· Create a pop-up form

· Create a switchboard

· Modify a switchboard

	Unit N

Creating Macros
	· Understand macros

· Create a macro

· Modify actions and arguments

· Create a macro group

· Set conditional expressions

· Work with events

· Customize toolbars

· Troubleshoot macros

	Unit O

Creating Modules
	· Understand modules

· Compare macros and modules

· Create functions

· Use If statements

· Document procedures

· Examine class modules

· Create sub procedures

· Troubleshoot modules

	Unit P

Managing the Database
	· Convert a database

· Set passwords

· Change startup options

· Encrypt a database

· Analyze performance

· Split a database

· Replicate using the Briefcase

· Synchronize using the Briefcase


