IT2000
Database exercise:Address book


Setting up a database

The process of creating a database varies quite a lot between programs - and even between versions of the same program!  Separate notes should be available to cover the particular program you are using.  Whatever the program, however, you will find your data being stored on something pretty similar to a spreadsheet.

There will be fields - the column headings, and records - the rows of information.

In this exercise you will create a list of names and addresses. Once your address book is ready the information can be used for sorting into various orders, selecting certain parts, preparing address labels and personalising invitations, certificates etc.  It is important to break up your data into useful fields.  Those suggested are as shown below - you may wish to change the field names or add your own.

Fields

	Title


	First name
	Surname


	Address line 1
	Address line 2
	Town


	County


	Postcode


	Birthday




Records

Enter your data in the appropriate columns or fields.  You may not need all the columns for everyone but there should be no completely blank rows or records.

Save your work!

It doesn't matter what the sheet or forms look like at this stage.  Naturally some entries will be larger than can be easily displayed.  The important thing is to save the file on your disk.

A better display

Once the data is safely stored the next step is to change the way it is displayed on screen and in print outs so that it is easier to work with.

In Excel make a copy of all the data onto a second sheet.  Use this sheet to widen columns, add lines, change font styles, sizes etc.

In Works you will need to create a report first, then work on that.  It's awkward because you can't see the data when designing the form so you have to switch between the report and print preview as you go.

The techniques for changing column widths, alignment, fonts etc. are the same as for spreadsheets.  Ideally you will want to have all the data on a single sheet or, if you have a lot of records, to have all the columns fitting on a single sheet so that one page will follow on from another.  Check the presentation before printing.

The two most common problems are long address lines which simply don't fit easily and simply getting everything onto a page.  Try wrapping text in boxes (use Format / Alignment) for long lines and, in Excel, there is a fit to page(s) feature in Print preview / Set up / Page.

Save you work once a satisfactory display has been achieved and print a copy.
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