Part I.  Database Setup

You will be setting up a new database file to keep track of employee information.  All of the data have been stored in two sheets in an Excel workbook file named Personnel Data.xls.

· The Personal & Payroll sheet contains all data concerning employees – their name, address, hire date, hours, health plan, etc.

· The Project Assignments sheet lists the employees with the projects they’re assigned to.

Notice that employees are assigned to work on multiple projects, and each project has multiple employees working on it.

You want to bring all of this information into Access, and plan to create a new database to hold it.  You need to do the following:

1. Create a new Access database named Janis Employees.  

2. Looking at the Excel data, decide how you need to divide the data into different tables of the database, so that all of your tables are fully normalized.

Make all of the necessary and appropriate changes to the Excel file in order to be able to transfer the data to Access.

Import the entire contents of both Excel sheets of the Personnel.xls file to your database, creating as many tables as you feel are necessary to accommodate all of the information.  All tables must be fully normalized.

3. Using the Leszynski Naming Convention, rename all objects and fields appropriately.

4. Add short, meaningful captions to all fields so that the Leszynski prefix is omitted in the column headings.

5. Make sure all Zip Codes have 5 digits.

6. Make sure all Currency data are displayed with a dollar sign and 2 decimal places.

7. Make sure all data are fully displayed without making fields excessively large.

8. Once the tables have been set up, populated and changed, define all of the relationships that you think you’ll need for this database to do what you want it to do.  You should not enforce Referential Integrity for any of the relationships.

Your essential objectives are (among other things) to be able to do the following:

· When you click the plus sign next to each employee name, you want to see all of the projects that the employee is working on.  You also want to see the employee’s personal information as you’re viewing their payroll information.

· When you click the plus sign next to each health plan, you want to see all of the employees who have that plan.

· In queries and reports, you plan to list employees with their name, address, city, state, and ZIP Code, along with their hours, pay rate, and health plan name.

NOTE:  You do not need to create this query.  This is being mentioned simply so you can be sure your tables and relationships are set up correctly.

This is all you have to do for this database.  No queries, forms or reports are to be set up.

Part II.  Existing Database Manipulation

A. Overview of the file
Open the file named COMPANY.MDB.  This is the file to which you will make all of the changes indicated below.

This database file contains 7 tables:

· tblAddresses contains the employee ID number, address, city, state, ZIP code, and phone number for 50 employees.

· tblDepartments contains two fields for the Department Code and Department Name for the 12 departments.

· tblEquipment contains all of the information on the equipment that has been purchased (serial number, description, category, and warranty period).

· tblEquipmentPurchases contains the information on which department ordered what, with the purchase date, quantity and price for each order.

· tblManagers contains the names, ID numbers, and department codes of the managers of each of the 12 departments.

· tblNewPayrollRecords contains 10 records and the same fields as those in tblPayrollData.  In one of the required activities, you will transfer the 10 records from this table to tblPayrollData.

· tblPayrollData contains personal information for the same 50 employees as those listed in tblAddresses.

The Leszynski Naming Convention has been used for all object names.

B. What needs to be done to / with this database?

1. In tblPayrollData, add a new field for the Record Entry Date.  Define the field so that when a new record is added to the table, the current date is automatically entered in the field.

2. Display the data in this new Record Entry Date field with just the month, day and year, without the time.

3. In tblPayrollData, ensure that no dates after today’s date can be entered in the Hire Date field.  (Today’s date may be entered.)  If the user inadvertently enters a date after today’s date, the following message should be displayed:

The hire date must be today or before.

4. Make a backup copy of the tblPayrollData table, with all fields and records.  Name the copy tblPayrollDataBackup.  Use this table if anything happens to your tblPayrollData table.  [Do not use this new table for any of the following exercises.]

5. Transfer all 10 records from the tblNewPayrollRecords table into the tblPayrollData table, so that tblPayrollData ends up with 60 records.

6. In the tblDepartments table, the subdatasheets currently display the Manager of each department.  Change this so that the subdatasheet displays the order number, item serial number, purchase date, quantity, and price of all of the equipment purchased by each department.

7. In tblPayrollData, convert the Department field to a drop-down list that displays the 12 department codes, so that the user can simply select a code from the list.

You want the drop-down list to reflect the contents of the table named tblDeptLookup, which is in the database file named FINAL SOURCE.MDB.  You also want the list to be dynamic, so that as items are changed, added or deleted in the tblDeptLookup table of FINAL SOURCE.MDB, the contents of the drop-down list in the tblPayrollData table will automatically change, as well.

8. Create a form named frmEquipmentOrdered, with the following characteristics:

a) Include the following fields in the form:

Item Serial #

Item Description

Purchase Category

Warranty Period (Months)

Order#

Purchase Date

Quantity

Price

Dept Ordered By

Dept Name

b) Use any background style you like for the form.

c) Design the form so it looks as follows:
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d) When designing the form, make sure of the following:

· You’re able to enter new records in the form.

· All data are fully displayed.

· The Warranty Period (Months) label appears on two lines, as in the above graphic.

· The left edges of all of the fields (with the exception of strDeptName) are aligned.

e) Add the label of Equipment Ordered (in 14 point bold) and the current date (in 12 point bold) to the form so that they appear at the top of every page of the form when displayed on screen and when printed.

f) Add page numbers with the total number of pages (as variables) to the bottom center of every page.

g) Add a calendar so the user can select the Purchase Date there, instead of entering it manually in the field.  Place the calendar to the right of the dtmPurchaseDate field.

h) Calculate the cost of each item purchased (by multiplying the Quantity by the Price).

Format the calculation result to display with dollar signs and 2 decimal places, and add the label of Total Cost to the calculation.

i) Control the Order # and Total Cost fields so the highlight doesn’t stop there when you’re tabbing through the fields on the form.

j) Control the form so the Order # field (which is defined as an AutoNumber field) doesn’t print.

k) Change the order in which the highlight moves from field to field, as follows:

Item Serial #

Item Description

Category

Warranty Period

Dept Ordered By

Dept Name

Purchase Date

Quantity

Price

l) Control the form so that only one record will print on each page.

m) Add a group of Option buttons for the initials of the person who approves each order.  Let’s assume there are 4 people who can potentially approve an order:

jrm

pmv

kom

mso

You therefore want your buttons to look as follows:
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Make sure you are able to select one of the initial options for each record.

n) Control the form so that if a value greater than 1000 is entered into the curPrice field, an Alert Box will automatically be displayed informing the user that they need special approval for this purchase.

o) In the lower portion of the form, add a subform that reflects the information on the department manager who is making the purchase.  Your form should look as follows:
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p) Lock the Purchase Date field so the user can’t enter dates in that field manually.  (You want the user to use the calendar for entering that date.)

q) Add a command button to the top of the form which, when clicked, will take the user to the frmEmpPayrollData form.

Display the text See Employee Payroll Information on the button.

Make sure the button is visible on every record (that is, page) in Form View.

9. Create a query called qryRecentMKAndHREmployees that does the following:

a) Displays only the Employee Last Name and First Name, Social Security number, Hours, Hourly Rate, City, State, the name of their department, and their Gross Pay.

b) Sorts by State, then by City, then by Last Name, then by First Name in Ascending order.

c) Calculates the Gross Pay for each employee, formatted with dollar signs and 2 decimal places.

d) Includes in the dynaset only those employees who were hired from June 30, 2000 to June 30, 2002 and who are in the MK and HR departments.

10. Create a query called qryTotalGrossPayByDept that does the following:

a) Includes just the Department Code and the Gross Pay fields.

b) Groups by the Department Code field and sums the Gross Pay for each department.  Each department should be listed only once.

11. Create a query called qryEquipmentPurchase that does the following:

a) Includes the following fields:

Dept Code

Manager Last Name and First Name (displayed as Last Name, First Name in a single field - For example, Smith, John).

Equipment Item Description

Serial #

Purchase Date

Purchase Category

b) When run, the query asks the user to specify the purchase category, and then displays only the records for the specified category in the dynaset.

12. Through a query, locate all of the non 401-K participants in the tblPayrollData table, and create a new table to hold all of the fields and records.

13. Create a report named rptEmpHours that lists the following fields, with the records grouped by department name:

Dept Name

Employee Last Name

Employee First Name

Hire Date

Hours

Include the following in the report:

a) The average number of hours in each group of departments.  Place this average below each group. 

b) The total number of hours for all employees.  Place this total at the end of the report (i.e., on the last page of the report).

c) Format the average and total values to display one decimal place.

d) Sort the contents of each group by Employee last Name, then by Employee First Name in Ascending order.

e) Prevent any single group of departments from being split between pages.

14. Create a Switchboard for this database that does the following:

a) Automatically displays when the database is opened. 

b) Is automatically maximized when displayed.

c) On the primary Switchboard page, provides two buttons:

· One to run the qryPayroll query.

· One to access reports, on a secondary Switchboard page.

d) On the secondary Switchboard page, provide two buttons:

· One to preview the rptEmployees report.

· One to return to the primary Switchboard page.
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