Brian K Toren
Assignment 5 Exercises 
ICS 120


Assignment 5 due date: 06/10/2012: Not accepted after 06/17/2012
Seven Points deducted if received between 06/10/2012  & 06/17/2012

Final review sent 06/17/2012, earlier if requested.

Final sent 06/25/2012 

Final Due 07/01/2012 – Not accepted after 07/02/2012

If you want final early, you can request review first.

The Final must be taken to pass this course. This a half semester course and is over on 07/08/2012. If you finish early you can request the review and the final early, Email me and I will send it to you. It is due six days after you receive it

There are three exercises and two extra credit exercises for this assignment. Exercise one is worth 25 points. Exercise 2 is worth 10 points and Exercise 3 is worth 15 points. The extra credit exercises are worth 10 points each. 

It is important to read this assignment sheet in its entirety before you start the exercises. Read exercises carefully to make sure you understand them. If you do not understand the exercise, ask me in class, or e-mail me with any question.

Before starting these exercises, read”

The Access Help file on my web site. This will cover those items missing form the Office 2010 Manual. 

Columns – Adding, Deleting, Moving, Change Name

Reports - Mailing Labels, AutoReports

Office 2010 Manual

Creating Your First Database, pages 687-710

Assignment 5 Exercises

Before doing any of the Access Exercises, click on Help on my Web page and download and read the Access Help Document.

Saving and emailing Access data is quite different from Word Excel and PowerPoint, so be sure you understand this section. If done right all of the exercises will be in the same Access Database File
Assignment 5 Exercise 1: Creating a Database - 25 points
1. First Open Access and create a new database. Title this database “ICS120 Class 6 Assignments” and save it. 

2. Next, create an Address Book database for your friends, students, and family. Select the table button and use the “Create a table by entering data” selection to create the database table. Title it “ICS120 Address Book.” This name will appear in the “Table” database set. It will not appear as a separate item when other buttons are selected, such as “Form” or “Record.” You will only be able to access it by selecting the Table Button and opening the “ICS120 Address Book File.

3. Put in at least ten entries, mixing by alternating between friends, students, and family. If you can’t think of ten, make some up. Make sure at least three of the entries are relation and fill in the “Category” field and describe them as "Relation." The following fields (columns) should be created for each data entry (rows): 

· Last Name

· First Name

· Street 

· Apt No

· City

· State

· Country

· Zip Code

· Telephone

· Category – Here you can make entries like Relation, Friend, Fellow Student, Business, etc. These can then be filtered. So only the category chosen will appear.

Saving 

Save this File as “Ex 1 Address Book” to differentiate it from the next exercise. It will appear in the side bar to the Left. This save does not create another database, it merely stores the Address Book fileyou just created in this database.

Assignment 5 Exercise 2: Manipulating Columns – 10 points
Read the “Excel Help” section on “Columns and Records –, Adding, Naming, Moving and Deleting.”

To the Ex 1 database, 

1. Open the first table Exercise 1 you created and do a “Save As.” Save this table as “Ex 2 Address Book Mods.” It too will appear in the left side bar. This will be saved as a second table in your database file. Now make sure this new table is open and perform the following modifications:
2. Add a column headed "Company,” after the column headed "First Name.”

3. Change the name of the column called “Street” to "Address.”

4. Delete the column titled “Apt No.”
Assignment 5 Exercise 3: Creating a Report (Mailing Label example) – 15 points
Read “Access Help” section on "Mailing Labels” then, create Mailing Labels for the individuals you have in the Address Book. When a line is complete click the entry key to go to the next line

· Line 1: First name Last name 

· Line 2: Address 

· Line 3: City, State, Zip Code.

Assignment 5 Exercise 4: Create an AutoReport – 10 points

Create an AutoReport for the data file you created in this exercise.
Spaces between entries, commas etc can be added as normal when creating a return address.

When finished the Mailing Labels will appear as a report in the left side bar along with your address files.



1 of 3

