HIBBING COMMUNITY COLLEGE

COURSE OUTLINE
COURSE TITLE & NUMBER:   Database: CAPP 1530 (Formerly BUS 171 or ACCT 2833) 

CREDITS:  1  (Lecture Hours  0 / Lab Hours  32  per Semester)

PREREQUISITES:  None
CATALOG DESCRIPTION:  

Database introduces database concepts using either Microsoft Access or dBASE software in a guided independent study laboratory setting. The course is intended for administrative support staff and other computer users who wish to acquire or update electronic filing system skills.

OUTLINE OF MAJOR CONTENT AREAS:

LISTNUM 1 \l 1
Introduction to database management concepts

LISTNUM 2 \l 2
Database system terminology

LISTNUM 2 \l 2
Database system design

LISTNUM 2 \l 2
Getting started with Access

LISTNUM 2 \l 2
Access database window

LISTNUM 2 \l 2
Access objects

LISTNUM 2 \l 2
Important Access toolbar buttons

LISTNUM 2 \l 2
Access help methods

LISTNUM 2 \l 2
Closing a database

LISTNUM 2 \l 2
Leaving Access

II.
Building a table

LISTNUM 2 \l 2 \s 1
Creating a new database

LISTNUM 2 \l 2
Working with the table window

LISTNUM 2 \l 2
Types of data fields

LISTNUM 2 \l 2
Creating a new table

LISTNUM 2 \l 2
Adding and editing data

LISTNUM 2 \l 2
Changing the table’s appearance

LISTNUM 2 \l 2
Printing the data from a table

LISTNUM 2 \l 2
Using table wizard

LISTNUM 2 \l 2
Access database wizard

III.
Building a query

LISTNUM 2 \l 2 \s 1
Query basics

LISTNUM 2 \l 2
Building a select query

LISTNUM 2 \l 2
Access expressions and built-in functions

LISTNUM 2 \l 2
Sorting records in a query

LISTNUM 2 \l 2
Making changes to the query

LISTNUM 2 \l 2
Totals for groups of records

LISTNUM 2 \l 2
Printing a query

IV.
Building a form

LISTNUM 2 \l 2 \s 1
Form basics

LISTNUM 2 \l 2
Designing a form

LISTNUM 2 \l 2
Using the form wizard

LISTNUM 2 \l 2
Form design view

LISTNUM 2 \l 2
Viewing and editing data with a form

LISTNUM 2 \l 2
Printing a form

V.
Building a report

LISTNUM 2 \l 2 \s 1
Report basics

LISTNUM 2 \l 2
Designing a report

LISTNUM 2 \l 2
Using the report wizard

LISTNUM 2 \l 2
Report design view

LISTNUM 2 \l 2
Creating a mailing labels report

VI.
Finding data, applying filters, and sorting

LISTNUM 2 \l 2 \s 1
Using the find command of locate data

LISTNUM 2 \l 2
Using the replace command

LISTNUM 2 \l 2
Access filters

VII.
Relational database concepts and advanced queries

LISTNUM 2 \l 2 \s 1
Relational database concepts

LISTNUM 2 \l 2
Joining multiple tables with a query

LISTNUM 2 \l 2
Defining table relationships

LISTNUM 2 \l 2
Building action queries

LISTNUM 2 \l 2
Using a parameter query

LISTNUM 2 \l 2
Creating a crosstab query

LISTNUM 2 \l 2
SQL:  structured query language

COURSE GOALS/OBJECTIVES/OUTCOMES:

The student will 

LISTNUM 3 \l 1 \s 1
define database management terms.

LISTNUM 3 \l 1
create a database system.

LISTNUM 3 \l 1
identify basic database structures.

LISTNUM 3 \l 1
use the toolbar buttons.

LISTNUM 3 \l 1
explore various help systems.

LISTNUM 3 \l 1
design a simple database system on paper.

LISTNUM 3 \l 1
start Access and open a database.

LISTNUM 3 \l 1
use the Access window.

LISTNUM 3 \l 1
close databases and exit from Access.

LISTNUM 3 \l 1
explore eight data types used in Access.

LISTNUM 3 \l 1
identify features of datasheet view and design view.

LISTNUM 3 \l 1
appraise the various components of the table window.

LISTNUM 3 \l 1
open an existing database and create a new database.

LISTNUM 3 \l 1
make changes to the table definition.

LISTNUM 3 \l 1
add data to a table and make changes to the contents.

LISTNUM 3 \l 1
resize the columns and rows in a datasheet.

LISTNUM 3 \l 1
print the contents of a datasheet.

LISTNUM 3 \l 1
use the table wizard to create a new table.

LISTNUM 3 \l 1
use the database wizard to create a complete database application.

LISTNUM 3 \l 1
identify the types of queries available in Access.

LISTNUM 3 \l 1
analyze the kinds of expressions and functions used in queries.

LISTNUM 3 \l 1
create a simple select query.

LISTNUM 3 \l 1
build a criteria expression for selecting records.

LISTNUM 3 \l 1
sort records and prepare group totals for the datasheet.

LISTNUM 3 \l 1
print the query results.

LISTNUM 3 \l 1
identify various types of forms used in Access.

LISTNUM 3 \l 1
compare the advantages of using a form to display data.

LISTNUM 3 \l 1
create a form using the form wizard.

LISTNUM 3 \l 1
explore using a form to display data from a table.

LISTNUM 3 \l 1
add data using a form.

LISTNUM 3 \l 1
print data using a form.

LISTNUM 3 \l 1
create a group report with the report wizard.

LISTNUM 3 \l 1
apply minor modifications to the report design.

LISTNUM 3 \l 1
build a sorted report.

LISTNUM 3 \l 1
create a mailing labels report.

LISTNUM 3 \l 1
demonstrate the use of the find command to find data that matches specified values.

LISTNUM 3 \l 1
identify wildcards in find and replace expressions.

LISTNUM 3 \l 1
replace data in several places at once with a new value.

LISTNUM 3 \l 1
create an Access filter.

LISTNUM 3 \l 1
save a filter as a query.

LISTNUM 3 \l 1
convert a query into a filter.

LISTNUM 3 \l 1
analyze the concept of a relational database.

LISTNUM 3 \l 1
explore how Access queries can join multiple tables.

LISTNUM 3 \l 1
identify the use of crosstab queries.

LISTNUM 3 \l 1
join tables with a query.

LISTNUM 3 \l 1
create an updated query to make changes to a group of records.

LISTNUM 3 \l 1
identify how to delete a query.

HCC COMPETENCIES MET:
STUDENT CONTRIBUTIONS:

Students are expected to attend all class sessions, complete assignments on time, request assistance when needed, and contribute to a productive learning environment. Students should spend at least four to six hours per week in the computer lab. 

To request disability accommodations, please contact

Bonnie Olson, Central campus, 218-262-7246.

Students are encouraged to discuss their individual needs with the instructor.
METHODS FOR EVALUATING STUDENT LEARNING:

The grade will be determined by scores obtained on labs turned in and assessment tests.
SPECIAL INFORMATION:  (SPECIAL FEES, DIRECTIVES ON HAZARDOUS MATERIALS, TEXTBOOK USED, ETC.)

Text:  Understanding and Using Microsoft Access for Windows 95, by McLaren
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