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Creale and use
stylas for section
and paragraph
headings. Then you
wilf be able to
automatically
generate a table of
contents. 12pt
Times Romarn, used

good choice for body
text.

You must include an
introduction,
Background
infarmation about
the business or
organisalion can be
described if refevant.
Then give an
overview of whal the
project is about.

Section 1 - Analysis

1. Introduction

A.B.Frames is a small privately-run business owned and run by Mr
and Mrs Daniels. They specialise in selling works of art such as
paintings and prints by local artists, and restoring and framing
pictures, photographs, tapestries and so on. They have built up a
large customer base and this is increasing every year.

Sales are boosted by holding regular exhibitions of paintings by
various artists to which regular customers are invited as well as being
advertised locally. Although the Daniels do hold a list of customers
on a DOS-based filing system, they have no means of targetting
customers who are likely to be interested in a particular exhibition,
and automatically sending them invitations.

Mr and Mrs Daniels have decided to invest in a comprehensive
customer information system to hold details of who their customers
are, what orders or purchases they have made in the past, what their
particular interests are and whether they attend exhibitions, so that
they can offer their customers a better and more personalised service,
save money on unproductive mailshots to the wrong customers, and
boost sales by sending details of special offers, exhibitions etc. to
carefully selected customers.

2. The investigation

Preparing for the interview

An interview with Mrs Daniels was arranged and a list of topics for
discussion drawn up prior to the interview. These included:

e the precise objectives of the new system.

¢ the problems or weaknesses in the current DOS system and the
manual system.

s the methods currently used to record data.
e the information that needs to be kept on each customer.
e the required output.

e the volume of data (e.g. number of existing customers, number of
new customers each month/year).

e any hardware or software constraints - e.g. did they already have
hardware or software which they proposed to use.

You are not
encouragad fo
include an actual
transcript of the
intarview, just give &
summary of the
information you
gained.

I your project,
inciude sample input
and output
documents from the
current system in an
Appendix.

Section 1 - Analysis

Summary of the interview

A number of weaknesses in the current manual system and DOS file
system came to light during the interview, and some new objectives
were stated. These are discussed below.

Mrs Daniels has recently purchased a Pentium PC running Windows
95 and a laser printer. She has also purchased, on the recommendation
of a friend, the Microsoft Office suite including MS Access. Her
original idea was that she should learn how to use Access and develop
the system herself, but having spent some time with an Access
textbook realised that the task is more complex than she at first
realised and would be simply too time-consuming.

There are about 500 regular customers on the old DOS system, with
about 30 new customers being added every year.

3. Problems with the current system

i) Tracing previous orders placed by a customer

Each time a customer comes in to buy something or have a painting
framed or restored, a job sheet is completed. The customer is given
one copy, and the other copy is filed. An example is shown in Part 1,
Figure 2.1. Frequently, a customer will come back several months
later and ask, for example, for another tapestry to be framed *using
the same sort of frame as last time’. This means a lengthy search
through hundreds of job sheets, and often the relevant one cannot be
located.

ii) Inability to send targetted mailshots

The current DOS filing system does not hold any details on
customners’ particular interests or what past purchases they have.
Currently it is not possible to send out a mailshot only to selected
customers, although labels can be printed to all customers in the
database, With the number of customers increasing every year, this is
impractical and expensive.

ii) Lack of information about customer base

There is a general lack of information about who the most frequent
customers are, who has not made any purchases for the past few
years, what the most popular items are, ctc. Access to summarised
information of this kind could be useful for planning future stock
purchases, marketing campaigns and so on.
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e s 4. Obfectives of the new system
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paragraphs in the . " . L N
report! If you identify The objectives may be stated in both quantitative and qualitative |

and stale the . A
Chfoctiios ciia: terms. A data flow diagram of the proposed system is shown below:

the design and .
appraisal will be very 1. It should take less than 30 seconds to establish whether a

much easier. customer is already on file. Customer details, Customer ID,

Order details nm_.__nnw.., name, address

2. It should be possible to go directly from the Customer Details | Customer Mn_nm —» Customer det:
screen to the entry of a job for that customer, without having to re- | %_WH._ =
enter the customer’s name, etc.

3. Data entry should be as fast and easy as possible, particularly as b Customer
there are several hundred existing customers and jobs to be i details
entered when the system is first installed.

4. It should take less than one minute to trace any past job for a

Enter job Job 1D and details

customer. .
of Job details

Send to
- customers

details

5. There must be provision for multi-item jobs; for example a job
could consist of the restoration and framing of a picture. ,

N— . . . . . o |
6. The new system is required to provide the following information | —
e alist of all business customers :
o alist of all customers interested in a given artist or given *
subject matter, or who are classified as ‘Tapestry’, Advertising,
‘Restoration’ ‘Framing’ or ‘Exhibition’ customers | invitations to Select Cuslomer ame,
| xhibiti address, interests
| exnibitions customens
s alist of all customers whose total jobs exceed a given value.
7. 1t should be possible to send a standard letter to selected |
customers, using criteria mentioned above. |
_ Customer name,
8. The user must be able to create new letters whenever needed and addbess
perform a mail merge to selected customers. |
9. The main menu should be displayed automatically when the | Mail merge Print Customer name,
database is loaded, and the whole system should be menu-driven. L letter lettars address, letter ID
letters < amd b reports
| ol

reports

Customer name, address,
letter 1D, date sent

1 Owner
of A.B.
Frames
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Specify the details of
the hardware and
software that will be
used both for
development and by
the user: including
the Version number

The user's LT, skilis
may be a relevant
factor in the dasign
of the system

6. Constraints and limitations

System boundaries (scope of proposed system)

The system to be developed is a customer information system, and is
intended to enhance rather than replace the current system of
recording jobs. If this proves successful, it will be possible at a future
date to replace the current method of recording jobs so that the details
are typed directly into the computer and the required copies printed
out. This could then be extended to link into a computerised accounts
system.

Software

The customer has requested that the system be developed using MS
Access 7, so unless a good reason transpires for using an alternative
program or package, Access will be the first choice of software.

Hardware

In order to run Access 7 and be able to perform a mail merge using
Word, a PC 486 or Pentium with a minimum of 8Mb, and preferably
16Mb, will be required. A fast processor such as a P120 will be
needed if the system is not going to appear slow in switching between
screens,

The user has a Pentium P200 with 16Mb, which will be perfectly
suitable, and similar machines are available for development work at
the College.

User’s level of information technology skills

Mrs Daniels is familiar with Word and has good keyboard skills, so
should have no problem entering data and learning how to use the
system. She would like to improve her knowledge of Access so that
she can in the future perform new queries and reports as the need
drises.

Section 1 - Analysis

Assessment

This project involves the candidate in addressing and reporting on a
problem associated with a real user. There is evidence of
investigation, and data flows have been ascertained. Constraints on
the hardware and software to be used have been identified.

Objectives have been ascertained and clearly stated, although the
project does not seem to be a particularly demanding one, being a
fairly standard database type of problem. However scope for further
development has been noted.

Mark: Performance level 4: 10 out of 12. (Extensive investigation of a
_%Emsaum open-ended problem showing very good appreciation of
system requirements and demonstrating a high level of perception and
consideration of a real user’s needs. Clear and comprehensive set of
system objectives.)
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Check your sylabus
carefully; the AEB
requires A level
candidales, but not
AS candidates, fo
assess the feas
of potential solutions
and justify the
chosen one.

An entity-relationship
diagram such as this
one is essenfial as
part of the database
design.

Section 2 - Design

1. Cousideration g\ E&MSN solutions

A database package will be ideal for implementing the system for
A.B.Frames, and as Mrs Daniels has requested that it be done in
Access 7 this is the package that must be used. It would probably be
possible to implement the system using Visual Basic or another
programming language but it would take a lot longer and would
involve the owners having to buy more software which is not really
necessary, as Access has all the capabilities required.

[ already have some experience of Access 7 and it is available both at

home and at College for development,
Using this package it will be possible to

® sel up the necessary tables and relationships

e produce customised input screens, using Visual Basic to automate

data entry wherever possible and to perform various validations

¢ use Visual Basic modules to enable fast searches foe a particular
customer and past jobs

o design reports as needed

¢ make and save queries to select certain customers for a mail
merge

e link with MS Word to enable new letters to be composed and to
perform mail merges to selected customers

e implement a customised menu system

2. Database m&.&:

The database contains three entities, CUSTOMER, JOB and ITEM.

These are related as follows:
|

orders consists of
CUSTOMER JOB / ITEM

— L

Tables will be created for each of these entities.

3-10

Document the type
and length of each
attribute carefully,
BEFORE you start
work in Access.
Discrapancies in the
type and length of
foreign key fields in
diffarent tables can
cause major
problams later on

3. D%E.:.% aﬂ data requirenents

The tables will contain the following data:

Section 2 - Design

CUSTOMER DETAILS
Attribute Name Comments Data Type | Validation
and Length
CustomerlD* Automatically | Long Unique primary
incremented Integer key
Title Text (4)
Surname Text (25)
Initials Automatically | Text(3)
converted to
uppercase
Street Text (30)
Village Text (30)
Town Text (30) Default to
Ipswich
County Text (20) Default to Suffolk
PostCode Automatically | Text(10)
converted to
uppercase
HomeTelephone Text(15)
WorkTelephone Text (20)
SalesCustomer Yes/No
FramingCustomer Yes/No
RestorationCustomer Yes/No
TapestryCustomer Yes/No
ExhibitionCustomer Yes/No
BusinessCustomer Yes/No
Business Name Skipped if not | Text
Business
Customer
CustomerNotes Memo
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JOB DETAILS
Attribute Name Comnients Data Type | Validation
JobNo* Long Unique primary
Integer key
CustomerID Integer Must exist on
CUSTOMER
DETAILS table
Orderdate Date Must be a valid
date
JobValue Total of Currency (Automatically
individual item calculated)
values
[temsInJob The number of | Integer (Automatically
items on this calculated)
Job sheet
: JobNotes Memo
ITEM
Artribute Name Comments Data Type | Validation
and length
ItemNo* 1,2 etc for items | Long Must be numeric
in Job Integer and unique
JobNo* ItemNo and Integer Must exist on
JobNo constitute JOB DETAILS
the unique table
primary key
ItemType Will cause Text (11) Must be one of
Check box on Sales, Framing,
Customer Exhibition,
Details form to Tapestry or
be automatically Restoration
set (Selected from list
box)
ArtistName Text (20) Selected from
combo box
SubjectMatter Description of Text (20) selected from
painting sold, combo box
e.g. Dogs,
Portrait, Suffolk
Landscape
ItemValue Price charged for | Currency
Sale/Job
ItemDescription Text (30)
Frame Type and/or Text (20)
colour of frame

Look at any
specimean input
documents to see if
cerfain default
values would be
appropriate.

Section 2 - Design

4. Design &ﬂ it ?:a

Two data entry forms are needed.

1. Customer Details

This form will be used for several purposes so it needs facilities to
o check to see whether a customer is already on the database

e add a new customer

e move to the Job sheet form to enter a new job for the current
customer

e look through all the existing jobs for the current customer and
bring up more details if necessary

Validations will be performed automatically. The Customer ID field
will be an integer field and will automatically increment when a new
customer is added, to ensure a unique ID without the user having to
know what the last ID used was. Wherever possible default values
will be inserted automatically (e.g. most customers are from Ipswich,
Suffolk so the relevant fields will default to those values). Tab order
will also be used to speed data entry; e.g. if Business Customer is not
checked, the field for Business Name will be automatically skipped.

In order to look up details for a particular job, the Job Number field in
the subform can be double-clicked to automatically bring up the Job
Sheet.

The Customer Details form will be as shown on the next page.

2. Joh Details

This form will be accessible only from the Customer Details form
when the Add Job button is pressed, or a Job ID on the Customer
Details form is double-clicked as explained above.

The Job Details form will be as shown on the next page,

3-13
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show a hand-drawn
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lay out every
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show what headings
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data will appear and
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Emphasise user
invelvement
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Section 2 - Design

5. Report m&@:

The format of all the reports will be similar. The layout of the
Business Customer report is shown below:

A.B Frames Ltd
Customer Database

Business Customer Report

ID Name Address Home Telephone
Work Telephone
16 MrD Grieves 19 Church St 567890
Ipswich 453210
Suffolk
IP7 5GF
576 Mrs P Mason 34 Kipling St 745221
Ipswich 01728-998766
Suffolk
IP6 4ER

6. Mail merge

The Mail Merge option will allow the user to load up Word directly
from Access, and specify which of several queries is to be used as the
source of the data. The user is given the option to use an existing
letter or create a new letter. This feature is not to be totally automated
as the users wish to have the flexibility to create new letters
themselves, and possibly even to create new queries when they
become more confident in the use of the system.

When Mail Merge is selected on the menu, instructions on how to
proceed will appear on screen.

After discussion with the user it was decided not to produce mailing
labels, as there was less work involved in using window envelopes.

In order to keep a record of which customers have been mailed and
when, reports have been designed using the same queries as those
used in the mail merge, so that a list can be printed out and filed after
performing a mail merge.

3-15
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7. Queries

Queries which pick out various categories of customer will be created

and saved, as follows:

ArtistName Query

BusinessCustomer
Query
ExhibitionCustomer
Query

FramingCustomer
Query
JobValue Query

RestorationCustomer
Query

SalesCustomer Query

SubjectMatter Query

TapestryCustomer
Query

Allows user to specify an artist’s name, then
selects all customers who have purchased a
painting by that artist

Selects all Business Customers

Selects all customers who have attended
exhibitions

Selects all customers who have had a
framing job done

Allows user to specify a currency amount
and then selects all customers who have had
total jobs exceeding that amount

Selects all customers who have had
restoration work done

Selects all customers who have bought
paintings etc.

Allows user to type in a specific subject
matter and selects all customers who have
had jobs specifying that subject matter

Selects all customers who have had work
done on Tapestries

8. Memi design

The menu structure is as follows:

_?ri: Zn:c_

_ 1
Customers Reports Mail Merge Close
/Orders Menu Database
1
Artist {Other
Customers report reports)

Section 2 - Design

9. Systems ?ﬁ?;

Customer
details

Kevi Customer
syn details

Order ;
details Yepin
A 4

Job details Make Selected

E—
queries Customers

Print letters
and reports

Customer
details
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10. Module ma@:

Visual Basic modules will be used to automate many aspects of data
entry and updating of customer records. Complete listings of the code
for all buttons, events etc. in the two data entry forms are given in the
Systems Maintenance Section.

Entering a job for a new or existing customer

The design is expressed in the following pseudocode.

Select Add Customer/Order from Main Menu
For each Job Sheet:
Use Find button to check if customer already on file
If not found,
Click Add Customer button to add customer details
New Customer 1D displayed in empty form
Add customer details
Endif
Click Add Job butten to add job details
Job Sheet opens with customer details displayed
Enter job details
For each item:
Enter ltem details including Item type, cost
Customer record updated automatically
Next item
Click Job total cost and No. of items in job to update automatically
Return to Customer Details form
Next Job Sheet

Mail merge

The other main function of the database is to be able to select
customers matching certain criteria and either view or print a report
listing them, send them a new or existing letter, or both. The
procedure for the Mail Merge will be:

Select Mail Merge from Main Menu
(On-screen instructions appear)
Follow instructions to
Open database window
Select appropriate query )
Select Office Links tool from Toolbar and select the Mail Merge option
(Ward opens automatically)
If new letter required
Then
Write new letter, inserting merge fields
Save letter
Else
Open existing letter
Make any modifications required
Endif

Show how the
design is influenced
by the user’s
requirements or feve!
of L.T. skiils

You must describe
an appropriate test
strategy in the
Design section. Put
the delalled test plan
and test resulls in
the Testing section.

Section 2 - Design

Select Tools, Mail Merge from menu to perform the Mail Merge
Close Word to return to Access
Select Reports from Main Menu
Print report to have hard copy listing of which customers mailed

Although it would be possible for the system to incorporate a basic
letter corresponding to each query (for a particular selection of
customers) the user opted to have a less automated mail merge as the
situation will inevitably arise when they want to make a new query
and create a new letter. This will be much easier for them if they have
already got used to the procedure for performing a mail merge from
scratch.

11. mmmiq

A password will be attached to the database so that it is only
accessible to someone who knows the password. Different access
levels are not needed as Mr and Mrs Daniels are the only people who
will be using the database.

12. Test M:ag

The test strategy will include five different types of testing as
described below.

Logical testing

This will be used to test every aspect of each form, report and query
as soon as it is implemented, using valid, invalid and extreme data.
Test data will be added to test each code module and results compared
with the expected results. Sufficient data will be added to ensure that
there is at least one customer in each category (e.g. ‘Tapestry
Customer’). The test data that will be added initially is shown in
Appendix 1. Subsequent tests will often involve adding new data
which will then be deleted when the test works satisfactorily.

Functional testing

Each menu item will be tested in turn to ensure that no function has
been missed out.

System testing

When the system is complete, the whole range of tests will be carried
out again to ensure that no errors have been introduced.

3-18
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Recovery testing

The computer will be re-booted while the database is open to ensure
that data is not lost or corrupted in the event of a power failure.

Acceptance testing

The user will then be involved and asked to test all the capabilities of
the program to ensure that all required functions are present and
working in the manner expected. This testing may result in further
refinements.

Section 3 - Testing

Section 3 - Testing

1. Test \am:

Test
No.

Test

Expected result

1

Test password

Only “ABF" accepted. Main
menu opens automatically.

Assessment

The choice of Access to implement the system has been satisfactorily
justified, both on the grounds that this is a package the users have
already purchased and would like to use, and on the grounds that it is
very suitable for this system and has all the required facilities.

The database has been correctly normalised, with three entities
defined and the correct relationships between them specified. The
data to be held has been suitably defined, with validations, default
values and data entry shortcuts such as combo boxes, automatic
conversion to uppercase etc. specified. There appears to be a
weakness in that a job with ID 0 can inadvertently be added if the user
chooses to return to the Customer Details form without entering a job.

The user interface design and the method of data entry have been
carefully designed to overcome the problem of not being able to
locate past jobs for a customer. Visual Basic modules have been used
to update automatically details on a customer according to the type
and value of items on the job sheet. The Mail Merge has not been
totally automated but a reasonable justification has been given for the
approach taken.

The report layout for Business customers looks neat and shows the
required information.

The discussion on security is brief but satisfactory for this particular
system.

The test strategy is well described and backed up by a comprehensive
test plan shown in the Testing section.

Mark: Performance Level 4: 10 out of 12. (Very good design well
| fitted to the situation and incorporating all appropriate aspects.)

ha

Test Main menu option
Customer/Orders

Customer Details form opens

Enter first customer

Automatically given Customer ID
1. Default values correctly
inserted

Enter customers 2 to 15

Customer ID incremented
automatically, but can be changed
by the user if required

Initials and Post code capitalised
automatically.

Business name skipped if not
Umeﬁnmm customer

Tab order correct throughout form

Use Find Customer
button to find Belles

Belles P located and displayed

Use the Next button to
find next customer
named Belles

Belles FR located and displayed

Press Next button again

Text on button changes to ‘No
More’

Press Add Customer,
then Add Job before
entering customer name

Customised error message
appears: ‘Enter customer details
before entering job’. Customer
form remains open.

Press Add Customer,
enter customer name,
then press Add Job
button

Job Sheet opens with customer
name displayed. Job can be
entered.

Press ‘Retum to
Customer Details’

Customer form opens showing the
same customer and in the
subform, the job that was just

added.

3-21
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it's a good idea to
test for the
‘millenium bug'~ i.e.
is 00 interprated as
1800 or 20007

Test | Test Expected result
No.

11 | For customer 23 (Zelter) | ‘Restoration’ category
Add Job 31, 1 item, type | automatically checked on
‘Restoration’ Customer Details, Job appears in

; subform.

12 | For customer 23 Add Job | ‘Framing’ category automatically
33, 1 item, type checked on Customer Details, Job
‘Framing’ appears in subform.

13 | For customer 23 Add Job | ‘Tapestry’ category automatically
34, 1 item, type checked on Customer Details, Job
‘Tapestry’ appears in subform.

14 | For customer 23 Add Job | ‘Exhibition’ category
35, 1 item, type automatically checked on
‘Exhibition’ Customer Details, Job appears in

subform.

15 | For customer 23 Add Job | “Sales’ category automatically
36, 1 item, type ‘Sales’ checked on Customer Details, Job

appears in subform,

16 | For customer 2, add job Job total and Number of items
17 with 2 items Framing | correctly calculated, Customer
(£50) and Sales (£75), Details form correctly refreshed
total value £125

17 | Add Job 777 for Date recorded as 02/03/2000
Customer 1 (L.P.

Heathcote), date 2/3/00
to test ‘millenium bug’

18 | Attempt to add another Error message: Job ID must be
job 777 unique

19 | Attempt to leave Job Job ID 0 is saved on file
form without entering a
job for Customer 1

20 | Repeat previous test Error message: Duplicate Job ID

(because 2 jobs with ID 0)

21 | In Customer Details form | Job deleted
locate Customer 1 and
highlight and delete Job
1D O

22 | Double-click Job ID 777 | Job form opens with details on
in Customer details form | screen
with Customer 1
(L.P.Heathcote) on

L screen

About 30 lests
should be sufficieni,
dont go overboard
in a project with a
fimit on the
recommended size.

Section 3 - Testing

Test | Test Expected result
No.

3 | Change Item 2 price Total job price updated on Job
from £0 to £20, and click | Form and on Customer Details
in Total Price field form

24 | Print report of all All business customers appear on
business customers report
25 | Print Artist report, All customers who have bought a
entering artist work by Constable should appear
‘Constable’ for artist on report
nare e
26 | Print Artist report, Message displayed saying that
entering artist ‘Reynolds’ | there are no customers fitting this
for whom there arc no category
jobs o
27 | Print Job Value report, All customers with over £50 in
specifying job value of | jobs appear on report
£350
28 | Select Mail merge option | Mail merge instructions appear
29 | Test Mail Merge for Letters to L.P.Heathcote, Hallett,
Exhibition customers, Thomas and Williams
creating a new letter, by
following Mail Merge
instructions
30 | Test Mail Merge for Letters to L.P.Heathcote and
Customers whose jobs O.H.Head
total over £1000, using
existing letter
31 | Test Reports Menu Reports correctly printed
option, then each
submenu option
32 | Test Return to Main Main Menu appears
Menu button on
Customer Details form
33 | Select Close Database Access closes down
34 | Test ‘recovery’ after Only current changes lost

power failure
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You can include test
resuits in an
Appendix. it is not
necessary to put
them info a word-
procassed
document. Use hand
annotation and
highlighter pen lo
draw the reader’s
attention to the
important points in
the screenshot.

Custovmar 1D
n&._‘ﬁvh._..u set

o |

2. Test results

The test results for the final test run are shown below. Errors which came to
light during earlier test runs were corrected and all tests gave expected
results.

Test 1: test password

Password Requited

Enter database password:

[+
Ok _ Caricel _

When the correct password was entered, the database opened. Otherwise,
the following message was displayed:

Microsoft Access

Mot a valid password.

| CUSTOMERDETAILSEORM] r~orimr [ =1 AtCuen | iy

Mest | adddob | Nior

JobNates

Section 3 - Testing

Test 3: Enter customers 2 to 15

Customer details entered. All different options, defuults and fields were
tested during data entry. The tests resulted in some minor changes to field
arder, tab order, and default values to make data entry as smooth as
possible. During user testing, the addition of a 'Delete Customer' button
was discussed but rejected as the user is quite at ease with using the built-in
Access '‘Delete’ button on the toolbar.

Test 4: Use Find Customer button to find Belles

»

CumomeiD
Tee

Streml

TagmuyCustomae 1
SemCumomey [ BusinanCiusome =

JohNates

TN LA AT

B R AR TR =|

Test 8: Attempt to add job before entering customer details

1) 918017 sflel 1 s 0l Wb nmE
ETATSEDRR came [ Aot | fmot

Net  |[ Addin | Meew

Stedl | FramingCustomer [ FaslosborCuiomer [

Vs TapestnCuntcrer I~ Eddborlisionas [

Town [ Ssusiomes [ Burezistovsr [

; I EY A B Franes Customes D alabase: H
Customeilole - Enles customes rltmation befae ntering ich

Homal sephore

\wigekT slachore _.lli!rv!

_._._E.o OrdoiDate | JobValus | ha

omment; This test _:.:_:_35 _.Ez_,x:_ in the Job form opening with no
] wve left a fob on the file for an
iced that they had forgotten 1o

»appears if the surname
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Test 9: Add customer name only, and then press Add Job
- i Relills) hapdErl JRVBTE dRell) LS|
=lalx]

[ Fe Edl View lpust fomal fecuds Jock Wodow Ho

| ey smlel o 4RI YET A  Zladx
q@i@dﬂﬂ.} _lmﬁa@ Retisn o Custonas Detads | Delete Hecord |

i b o e e ey

Seet | dadbiokes _

L e ————
st _ll. A Town
Sumane Caunty b wﬁu_ﬂs_aﬁ__uq_kr TUSTOMER DETALS' weth ey rtichrg
Iralisde Pesteor
fis s

[ membo [JobMo emTypa | AnisiName [SubjectMarier] MemValun [temQescripicn]  Frame

i

Comint
saved b

¥ @ 8aly| ymle] | | il Yafv b olad]

| .._O@Um.ﬂ\m:!m;mwaﬁulmwm- Return o Custonst Delsls | Dol Aocand |
4 o) 41 Sirest Jobhoies
ouete mﬂ Viage m‘

Sunars  [Fadnad Canty  [Sulok
Tita Mr

| Hombo [JobNo| tamTyps | ArtistHamo |SubjscitMatier] WemValus [hemDescripton]  Frame
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In cases where it is
difficult to show
evidence that the
test worked
correctly, you could
ask your
teacherfecturer to
perform the test and
sign it off.

Section 3 - Testing

Test 10: Press ‘Return to Customer’ button

Comument: Initially this had the effect of returning to the Customer form but
always showing Record number | instead of the customer for whom the job
was added. The reason for this was that the Requery command was used
unnecessarily on the Afier Update event property of the Job form. (See
systems documentation)

The code was removed and the test worked satisfactorily.

Teacher’s signature:
1R

Test 25: Print Artist report

Enter Parameter Value

Please enter Astist Name
_Du: stable|

oK _ Cancel _

. AB.FRAMESLTD
ArtistName Report Cichice Tl
Arlidt Name: Constable
e HomeTelephane
0.  Namy WorkTelphone
1 M LP Heatheols 11 Bullen lane 423 17645
== Bramfond 754865
[pswich
Suffolk
B340
1 M OH Heud 43 MasIntgrs Bd 3865
fpswich
Suflolk:
9 TH
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This output would
look more authentic
if it was NOT pasted
into @ word-
processed
document. Aim at
authenticity rather
than neatness in
your evidence of
testing.

Comments on test
results can be added
by hand. You should
also comment on
significant test
results in the
Systems
Maintenance
section.

Test 29: Mail Merge for Exhibition Customers

Mrs C A Hallet
St Helens Street
Ipswich

Suffolk FG4 UY7

Dear Mrs Hallet

We have pleasure in inviting you to the Private View of an exhibition
of recent East Anglian landscapes in watercolour from the studio of

the well known artist Michael Nolan at the A.B.Frames Gallery on
Thursday 21st August 1997,

Etc etc

Comment; The test allowed the user to create a new letter for Exhibition
customers, which is automatically stored in the "My Documents” directory.

This is convenient for the end user but for test purposes at school/college

had to be changed.

There was no “village' in the above address and by selecting the option to

suppress blank lines in the mail merge dialogue box, no unsightly spaces
are left.

{In the project write-up, other tests would be shown as above)

[Assessment

A good volume of test data has been used, sufficient to demonstrate
all aspects of the program. Annotated test output has been shown for
each test, with comments where necessary, and the test strategy
includes testing of exceptional cases and invalid actions and data. The
system appeared robust when tested in class by the teacher, who
attempted to provoke system failure.

Mark: Performance Level 4: 5 out of 6. (All significant aspects
thoroughly tested using appropriate data designed to provoke failure.)
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This section should
give sufficient
information o enable
& programmer or
someone reasonably
expert in the
software (e.g.
Access in this case)
to maintain your
systern

Section 4 - Systerm Maintenance

Section 4 - System
Maintenance

1. ch.HNE overview

This Customer Information system is designed to keep records of
customer profiles and their past orders. It is designed to run alongside
the current manual system of recording orders, rather than replacing
it. The computer will be in the shop and the owner can use it to check
whether a customer who comes in is already on the database, or to
check on past orders.

New data will be added to the database at a convenient time, possibly
at the end of the week. The procedure that the user will follow is
deseribed in the Design Section,

2. Tables and m%mea@h

Tables and relationships were set up as specified in the Design
Section. An extra table ITEM TYPE was set up to be used as the
source for the Item Type list box in the Item subform of the Job
Sheet. It has only one field, specifying different types of item such as
Framing, Tapestry etc.

3. Forms

The menu structure was set up as specified in the Design Section.
Forms were used as follows:

1. AB Main Menu (see user manual for screenshot)

This is specified as the startup form (using Tools, Startup) and loads
automatically when the database is opened.

All buttons either opening other forms or reports, or quitting the
database, were placed using wizards.

Macros/Modules used:

On Open event uses a custom-made macro named Maximise, which
maximises the form.
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Draw the readers
attention to code
given in an
Appendix.

There is no need to
repeal pseudocode
given in the Design
section, but you
could refer the
reader o it.

2. AB Reports Menu (see User Manual for screenshot)

All buttons placed using wizards. Maximise macro runs on opening
form.

3. Input forms (see User Manual for screenshots)

All buttons and many fields have code modules attached. Listings
are shown in Appendix 2,

The Customer Details form has a combo box (Findlt) displaying
customer surnames so that the user can look up the record for any
customer. The record source for this box is a query as follows:

SELECT DISTINCT [CUSTOMER DETAILS].Surname
FROM [CUSTOMER DETAILS]

WHERE ((([CUSTOMER DETAILS].Surname) Is Not Null))
ORDER BY [CUSTOMER DETAILS].Surname;,

When a surname is selected, a macro named FindCustomer is
executed to find and display the first record with the selected
surname.

4. MailMergeHelp form (see user manual for screenshot)

There are no modules attached to this form.

3. Queries

Queries for reports are as listed in the Design Section. The other
query named CustomerJob Query is used as the source for the Job
Sheet, and combines all the Job sheet fields with the name and
address fields for the customer so that these can be displayed on the
Job Sheet.

4. m%&w

These are as described in the User manual. All reports were created
using wizards and then tailored to produce a more appropriate layout.

5. Mail merge letters

A sample letter named Exhibition letter was created and placed in the
My Documents directory, which is the default directory for Word
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You can print ouf the
test data that you
use directly from
Access, either by

!
report or by printing
the tables. Do this
regularfy as you add
new tests, so that
you can easily see
what output to
expect from various
queries and reports.

Section 4 - System Maintenance

documents in Windows 95. The user may choose to save new letters
in a different directory.

6. Macros and %EEM modules

All listings are shown in Appendix 2.
Module name: Misc,
(General Declarations)

Purpose: To declare two global variables used in the Customer Details
form and Job Sheet forms.

(Function IsOpen)

Purpose: To check whether a form is open. The function uses the
Visual Basic SysCmd function, which returns the state of a specified
database object to indicate whether the object is open, a new object,
or has been changed but not saved.

Module name: Maximise

Purpose: To maximise all forms on opening

7. Discussion Q test results

Two extra reports named Customer Details Test Data and Jobs Test
Data were generated using wizards to give a hard copy of all test data
used during testing. This greatly simplified the process of determining
the expected output for many of the tests, and what data to use for
new tests when new modules were added. The two reports are printed
in Appendix 1.

The tests threw up several minor errors which have been corrected.
The following points were noted:

e ifthe user enters a Job ID that already exists, he/she is not
informed of the error until an attempt is made to leave the form,
either to enter the Item subform, delete the record or return to the
Customer form. Solution: display a message on leaving the field.

s if the user has inadvertently left 0 in the Job ID field and then
attempts to return to the Customer Details form, a Job with ID 0
will be saved the first time. The second time, a *Duplicate ID"
error message will be displayed. The user will have to enter a
different ID and then delete the record. Solution: As above; display
a message on leaving field, (*Job ID must be entered’)
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e If Word is already open when the user starts the Mail Merge from
Access, a second version of Word is automaticall y opened, which
could cause ‘Out of Memory”* problems. Solution: Educate the user
to close Word first, or perform the Mai Merge directly from
Word.

The complete system occupied over 7 Mb of hard disk space. In order
to transfer it to the user’s machine it was zipped onto 2 floppy disks.
The following problems arose on the user’s PC;

e The screen was an older model, of lower resolution, which meant
that some of the text on the forms did not fit on the screen. The
forms were adjusted for the user’s screen.

e The procedure for splitting the database into separate files for Data
and Application (using Tools, Add-ins, Database Splitter) resulted
in a message ‘Not available’ so this could not be done. This means
that when a backup is done, the application as well as the data has
to be backed up. It also means that it is not possible to hold on the
owner’s machine, a separate file of test data for use in the event of
any problems arising.

|Assessment

The system overview gives a clear overall picture of the methods used
/in the application. There has been extensive use of Visual Basic to |
_,,m:n.a the system to the user’s requirements and the listings are
adequately documented to enable another programmer to make
modifications if required. All the objects used in the database have
been described.

| Significant test results have been discussed satisfactorily.

Mark: Performance Level 4: 5 out of 6 (Very good system design.
Very good, clear and comprehensive illustration and description of
| features of the package used including the tailoring.)

Relate your
appraisal to the
objectives listed in
the Analysis section.

Note that the AEB
only allocales 5% of
the total marks fo the
Appraisal, whereas
other Boards may
allocate up to 20% to
this section.

Section 5 - User Documentation

Section 5 - User
Documentation

See separate section at the end of the Project documentation.

Assessment

| The user manual is well presented, with screenshots to help the user,
|and all aspects of the program including backup are carefully |
nw_u_mmnna, .

Mark: Performance Level 4: 5 out of 6 (Well presented,
comprehensive documentation for a substantial project at a level
appropriate for the prospective user.)

Section 6 - Appraisal

The system has been completed and installed on the user’s PC. It was
completed in the manner originally designed and agreed with the user,
and is straightforward to use.

Referring to the original objectives listed in the Analysis section:

I. It takes only a few seconds to establish whether a customer is on
file with the 50 or so records on file at the moment.

I

It is easy to go from the Customer Details form to the Job Sheet
using a command button, and details are automatically displayed
in the Job Sheet.

3. Mrs Daniels had some problems initially with data entry,
confusing Jobs and Items, as this aspect works a little differently
from the manual system. However she has now entered data for
over 100 customers and has no problems to report.

Particular attention has been paid to default values, tab order,
automatic capitalisation of Initials and Post Code. One problem
which has come to light is that only 4 characters were allowed for
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You should ask the
user to write you a
fetter realistically
evaluating the
strengths and
weaknesses of your
system from their
point of view. This
MUST be authentic
to be of any value.

The AEB mark
scheme specifies the
inclusion of
‘significant feedback
from a real user’ for
full marks in this
section.

‘Title’, and sometimes Mrs Daniels would like to enter ‘Mr and
Mrs’. This can easily be adjusted.

4. All jobs for a particular customer are displayed in a subform, so it
is a matter of a few seconds to double-click on a particular job to
bring up the details. However, the system does not allow the user
to easily look up a job from the job number (JobNo); a job can
only be located by first looking up the customer, and then double-
clicking the job number in the subform. It would be a good idea to
add this look-up facility to the Job sheet, and it would be quite
simple to add a button to do so.

5. Multi-item jobs are provided for by using a subform in the Job
Sheet.

6. Allreports are implemented as specified.

7. The user has found the mail merge quite complex to perform, and
in retrospect it may have been a good idea to set up sample letters
to match each data source query, as it would then be possible to
automate this aspect of the program more fully. However some of
the problems are more to do with the user's unfamiliarity with the
process of changing directories in Windows 95, and remembering
where letters have been stored, than with weaknesses in the
customer database.

8. Sec 7 above. When Mrs Daniels has completed the data entry of
existing customers, I plan to go aver with her the steps involved in
writing a new letter and performing the mail merge, using her
computer.

9. The menus work as planned.

Some other minor problems have been noted in the *Discussion of
Test Results’ in the Systems Maintenance section,

The next stage in computerisation could very well be to integrate this
database with an Accounts system, since all orders are stored together
with the order values.

|Assessment i_

_EE_F, Performance Level 3: 2 out of 3. (Good appraisal relating to a ‘

{substantial project, with achievements related to objectives, and
|analysis of improvements needed with indication of how these could _

__u_u incorporated.) [

-—_— L -

Section 6 - Appraisal

HWmmmmBmzn of Technical Solution _

(The user manual gives a good picture of how the final system works, |
but the assessor will need to see a demonstration to assess the 7
implementation, and will note down any good and bad points on the |
assessment sheet which is sent to the moderator.) |

._.:n.:.oaw_mns_Qmoz:m:E&cmmnnman_,_._:w_m.uou.oaa:S:mnim
requirements, with Visual Basic code behind many of the fields to 7
automate or validate data entry where possible. Individual customers
can quickly be located using the Find Customer button and all a
customer’s past jobs are summarised in a subform. Details ofajob |
{can be accessed by double-clicking the appropriate job number. |

The Mail Merge, which is an important part of the user’s
requirements (as a means of keeping in touch with customers) is only
partially automated, with the user following instructions to
|automatically load Word and either create a new letter or use an

_ existing one, selecting the appropriate data source and inserting the
merge fields.

Testing by the class teacher revealed no errors and only one or two

| minor weaknesses (c.g. Item number defaults to 1 but could |
mm:.o:E:au:v_ increment to 2, 3 ete. for subsequent items for the same |
:cw.u All parts of the system were easy and convenient to use. |

{Mark: Performance Level 4: 10 out of 12 (Very good use of the
appropriate features of the package tailored to produce a robust, fully
working solution.)

ibmmmmm_dm:n of Quality of Language

|In general the report is well written with no obvious mistakes of
spelling or grammar,

Mark: Performance Level 1: 3 out of 3. (Clearly and logically
|presented. Grammar, punctuation and spelling of an acceptable
| standard with few and minor errors.)
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This report is
approximately 6000
words, excluding
user manual, test
data and module
Histings. This is the
recommendad limit
for an AEB A Level
project,

Overall grade

Overall grade for this project: Analysis 10 outof 12

Total

Design 10 outof 12
Technical solution 10 outof 12
System Testing 5 outof
System Maintenance 5 out of
User Manual 5 outof
Appraisal 2 outof

Quality of Language 3 out of
52 out of 60 = 87% (Grade A)
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U M Statwit an Introduction
m m —- m 3 : m intreduction so the
_..?wﬂﬁ_—a__dﬂ_}._m
i S This Customer Information system is designed to help you with two
Your user manual Table of Contents aposk main tasks:
should contain a
Mwnwm‘wm table of *  keep track of all customer jobs so that you can easily look up a
. past job if required, or find out who your best customers are
Introduction .........occcvrvrrin T |

e keep track of all your customers and their major interests, such as
particular artists or subjects, having tapestries framed, etc. so that
you can send letters to carefully selected customers informing
them of exhibitions, special offers and so on.

Initial Set-up...

Menu options..

E e The system has been designed in Access 7 running under Windows
ntering Customers and JObs .........cooivivivvvrrnnnnn 37 95. You will need a PC with at least 16Mb of memory, and 12Mb of
a : free space on your hard disk to use the system effectively.
- Looking up Customer Details . *

Initial Set-iiy

Reports.. A R T

Printing a report.. SO ) Pasiwsids

Mail Merge ..ovuueeeeeemensooeo .42 To remove or change the current password required to enter the
database, you must choose Unset Database Password from the Tools

Backing Up the System... PN . > Security menu at the top of the screen. If you then wish to add a
new password, go again to the Tools menu and the option should now

Restoring from Backup Disks .................co..o.ooo...... .45 have changed to Ser Database Password. Select this option, and then

type in and verify the new password when asked. Note: the
password is case sensitive, e.g. if the password is “AB”, it will not
allow access if you type in “ab™.

Meni options

The Main Menu w
database.

automatically appear when you open the

Include screenshots
of all the important 1
scroens |

Main Menu

A.B.Framas Ltd
63 Ragent Stroot
Ipswich £l Customersirders

__ IP6 2DE

Reports Manu

| \ .| MaiMarga

7 - _| Closa Database

3-38 3-39




Part 3 - Specimen Project (Grade A)

Give the user
guidance on data
entry where
necessary

Entering Custoriters and jobs

Adding a Customer

To enter a new customer you select Customers/Orders from the Main
Menu to open the Customer Details form. Click the Add Customer
Button, and the CustomeriD will automatically increment its value.
You can then enter all other details.

&1 CUSTOMER DETAILS

I...m._l M| Pt Customar  [Fesz ] Add Curtomer Aetam o

Naal Add Job _ —-"—!

Memmen [ X
Tte Nirs Indtisty m H Suranm mnlm
Stet 43 Maclren B FiamingCusiomes 7 RestoiorOmtomes [

Figure 2: The Customer Details form

Notes on the Customer Details Form:

® Ipswich is the default town, and Suffolk the default County but
you can of course change these entries

¢ Ifyou enter Customer Initials or Postcode in lower case letters,
they will automatically change to upper case on leaving the field

* Ifyou do not specify that the customer is a business customer,
when you tab out of the BusinessCustomer (Yes/No) field the
BusinessName ficld will be skipped.

User Manual

Adding a job

In order to add a job for a customer you must first have that
customer’s details up on the Customer Details form (this will already
be the case if you have just entered the customer). You can find any
customer’s record by clicking the arrow in the Find Customer box at
the top of the form, and selecting the surname of the customer you are
looking for. Alternatively you can type in the surname you are
looking for in the box. If the details that appear have the correct
surname but it is not the correct customer, clicking the Next button
will take you to the next customer with that surname.

When you have the correct details on screen, select the Add Job
button. This will take you to the Job Details form, and the Customer
ID, name and address should automatically appear in the top right of
the form. You can then enter the Job No and Order date, followed by
the rest of the Job Details.

When this is complete, return to the Customer Details form by
clicking the Rewurn to Customer Details form button at the top right of
the form. On return to the Customer Details form you will see that
the Job details you have just entered are in the box at the bottom of
the form, along with all other previous jobs.

- | |
OrdeDats [ Vilge
CustomeslD [ 7 Town
Sumame  [Head Counly
s IR Fastcods
Thia Mis

ltamHo [JobNo| Subjectdatier| ltamValua

EIersT] 0N | —— T O
Jotvae [ OO0 [T ——

Fecot 1| o f[7 % 2 [vilee] of 4[FRoed

Figure 3: The Job Details form

Notes on the Job Details form

o After entering the items, when you tab into the Job Value and
Items In Job ficlds, they will be automatically calculated and
displayed.
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®  You should not leave JobNo as 0, ev
about entering a new Jjob for this customer. Instead, press the

Un_mqmmmoo& gﬁosi_ .
,. ,d_n:s.___apwm i
1t will then be safe to exit the form. SHeag Pk

en if you change your mind

Changing Job Details

M_“_Mwﬂmﬁ_wo m:ﬂs,m_“a details of a job, you must have the relevant
§ detalls up on the Customer Detail i
s form. F job 1
the box at the bottom of the form, and double-¢ iy

o and lick on the Job No of
sl ange, and this will take you to the Job Details

H_u?,.w: want to m,_nhm:w the job altogether, You can do this in the
n%mﬁ omer Um.m:m wo:d. by simply highlighting the royw which
ntains the job you wish to delete, and pressing Delere on the

keyboard, Deleting can 1 i
it g also be done using the Delete button on the

Q%@ Hp Customer Details

Looking up previous Jobs for a customer

relevant customer usin ;
g the Find Customer b X /e
You can then see the summa i

. ry of each job the cust

H,E_ﬂ .ao:m in ,En box at __.ﬂ bottom of the screen. In o&m_._wocmﬁw MH_”mm
i ‘_oﬁ.u nn.ﬁm:m. double-click on the Jo No of the job you w. .
and this will take you to the Job Details form. w attosee

Find the
butto
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User Manual

When you sclect Reports Menu from the main menu, a second menu

appears:

63 Reg
Ipawich
IP6 2D

“um Vew

A.B.Framas Ltd

Reports menu

ant Streat

Restoration Customer report
Framing Customer report
Sales Customer raport

Ad

|

-

|

-

_| Business Customer report
O

=

=

o

E

FRatum 1o Main Menu

Exhibition Customear raport
Tapestry Customor report

Artist Name repart
Subject Matter report
JobValue report -

Figure 4 The Reports menu

Summary of Each Report

Report Name

Exhibition
Customer
report

Tapestry
Customer
report

Restoration
Customer
report

Framing
Customer
report

tomer
repoit

What It Does

Produces a list of every customer
who has bought something at an
exhibition, or is selected on the
Customer Details Form as being
an exhibition Customer.

Produces a list of every customer
who has had a tapestry framed, or
who is selected on the Customer
Devails Form as being a Tapestry
Customer

Produces a list of every customer
who has had something restored
or who is selected on the
Crustomer Details Form as being a
restoration Customer

Produces a list of every customer
who has had something framed,
or who is selected on the
Customer Details form as being a
framing Customer

Produces a list of every customer
who has bought some
who is selected on the Custor
a Sales

Query it is Based on

ExhibitionCustomer
query

TapestryCustomer
query

RestorationCustomer
query

FramingCustomer
query

SalesCustomer query
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Artist Name Produces a list of every customer  ArtistName query
report who has bought a certain artist's

work, either as a normal sale or in

an exhibition

Business Produces a list of every customer BusinessCustomer
Customer who is selected on the Customer query
report Details Form as being a Business

Customer. [t will include the

business Names
Subject Produces a list of every customer SubjectMatter query
Matterreport  who has bought a picture

containing certain Subject Matter
JobVa Produces a list of every customer  JobValue query
report who has spent more than the

amount you type in

Viewing a report on screen

In the Reports Menu, click the report you want to view. If the report
requires information, a dialogue box will appear asking you to type in
a word or value, The report will then appear on screen for you to
view. Ifthe report is more than one page long, you can get to the
other pages by using the navigation buttons at the bottom of the
screen as shown below:

Print Icon

. A1 Frames Cuslomes Dalabase .
o £ Vew frest Fymd Todh Windm Hep

S 8BE[m Jou B
A Bl Ao gty
Exhibition Customer Report 872,
D Name Adirem ﬂ..u_..u_n_“”””
I Mr LF Hesthoote 11 Bullen lame 117645
Bram Faed &754388
Tpswich .z
Suffel
IFz a0
13 M QA Hale Bt Halems Seent anng
’ . . s
Navigation Buttons Ipeich
Bulfols
/+ Faauy)
/ 2 Ma Ten
T | S YRR ST o wte L S H
] s

Figure 5: Viewing a report before printing it

User Manual

Em:mﬁ a &%2

To print a report you first view it on screen as above, then click the
print icon at the top of the screen, shown above.

Mail Merge

For each query that you will want to use as the basis of a mail merge
you will need a different merge letter, which you will create yourself
as the need arises, and save in the My Documents directory using a
meaningful name (e.g. Sales letter Sep 97.doc for a letter sent to all

Sales customers in September 1997),

To perform a mail merge. you can select the Mail Merge option from
the main menu to bring up further instructions, as shown below. Once
vou get used to the process, you can skip the menu option and open
the database window directly.

Fle Edt Vaw |nset Foimal Recods Tools Window Help

2 | SRIY| el
"I MailMerge Instructions Close_|

Open the Database Window, by pressing the icon pictured lefl in the toolbar near the
top right of the screen

Go to the Quenies list, and highlight the query that will select the addresses that will
appear in the mail mergs, o.g. if you want to madl only Tapestry Customers, highlight
the T spestryCustomer query.

@N_ ._.o.wu&..:.wug»ug:nﬂ.n_.,.nxn:n_ni:.__u.uiwugonm?nnﬁ_mommnuﬁsw;::un
(shown left) end from the pop-up menu select "Merge It"

Youwill then he given two optisns:
& Link your data o an existing Microsoft Wrd document

If you have already created or edited the letter which you wenl io attach the
addresses o, gelect this oplien

& Create anew document and then link the datato it

If you want to wnile & new lelter, then attach the addsesses to this letter, select this

option

Foumn View S T . 519 e B Gt ol

Figure 6: Instructions for the Mail Merge
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The steps in the Mail Merge are as follows:

1. From the database window, click the Queries tab and click

BusinessCustomer Query to select it. This will be the source of
names and addresses for the mail merge.

1. Press the down arrow to the right of the OfficeLinks
tool. Select Merge it from the pop-up menu. %

OfficeL inks

2. The Microsoft Word Mai Merge Wizard dialogue box
opens. If you want to create a new letter, select the second
option: Create a new document and then link the data to it.

3. Word opens ready to create the standard letter. Press Enter
about 6 times to leave some space at the top of the letter for a
standard letterhead, inserting the date, etc.

4. Click the Insert Merge Field in the menu bar. The field list is
displayed.

Insert Merge Fie
_- CustomeilD

' Sumame
Initiale

| Title

| Street

__ Vilage
“ Town
|

County

Paostcode
HomeT elephone
WorkTelephone

Figure 7. Inserting merge fields

6. Click Title. The field <<Title>> is placed in your letter, Place
the other fields for name and address, leaving spaces and
pressing Enter for each new line. The actual text of the letter

will be altered by the user. Your letter should appear something
like Figure 8,
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i Business Customers letter.doc

«Titlew wlnitialsw «Sumemen
) | witreetn

-l «Villagen

21 «Towns

| «County» «Postcoden

tear « T itlew eBumamen
sar

% PLACE YOURLETTER TEXT HERE!

Telnls

3
EEEd | ]

Figure 8: The mail merge letter for the selected customers

S

7. Select Tools, Mail Merge and click Step 3: Merge.
8. In the next dialogue box, click Merge.

9. A letter appears for each selected customer, which can be
printed.

10.  Close without saving - you do not need to keep the ﬂm:m;,w ”
which are distinct from the master letter where the merge fields
were placed. Save this document as “Business ﬂ:ﬁoﬂaa
Letter” or some other suitable title, in a convenient directory
e.g. My Documents.

If you have a merge letter for the query you wish to use, onm_.w :M
that letter so you have it on screen, and Emwm any changes you sm_u to
it, such as changing the date, and the main letter. The merge fields
should not need to be changed.

1 Go to Tools, Mail Merge, then Option 3: Merge. Select Merge
from the next menu.

[}

Go to File, Print, Current Page to check the letters.

3 If the letter is satisfactory, print all the letters by going to File,
Print, All.

4 Close the actual merge document without saving. Access will
have given it a name such as Form Lettersl.
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You should include a
paragraph on
backup procedures

You can also
include your name
and lelephone
number as the
‘Help-line number’
to contact in the
event of any
problems arising.

Keeping a record of who was mailed

1f you would like to keep a record of who you have mailed, you
should print a report straight after you have done the mail merge. For
example, if you have mailed al tapestry customers using a merge
based on the TapestryCustomer query, then go to the reports menu
and click Tapestry Customer Report, and then print the report by
pressing the print icon as explained earlier. The list of customers on
the report will be exactly the same customers as those who are in the
mail merge.

Backing up the Systern

If you are backing up for the first time, have 2 formatted 1.4Mb
diskettes, labelled #1, #2;

12 Close down the database

2. Insert disk #1

3. Select Start>>Programs>>MS-DOS Prompt, or double-click
the MSDOS Prompt icon from the main Windows screen.

4. Typein CD\ZIP in the DOS Prompt

5. Typein BAKMF. The system may request a second disk, if so
just insert disk #2,

6. Type EXIT and you will be returned to Windows.
(BAKMF BAT has the command line
PKUNZIP -& A:\ABFRAME. ZIP CAABDB\ABFRAME MDB )

Restorinyg from Backup Disks
[['you lose data for any reason and need to restore the database from
your backup disks, follow the following steps:

1. Select Start>>Programs>>MS-DOS Prompt, or double-click
the MSDOS Prompt icon from the main Windows screen.

2. Typein CD\ZIP at the DOS prompt
Type PKUNZIP A:\ABFRAME.ZIP C:\ABDB

(")

4. Type EXIT and you will be returned to Windows,

The existing file will be overwritten,

Appendix 1

Test Data
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CUSTOMER DETAILS

ID Title Surname  Init
1 Mr Heathcote LP
2 Mrs  Head OH
3 Ms James S.J
4 Mrs Belles P
5 Mr  Jaynes PE
6 Mr  Belles FR
7 Mr  Cladon RB
9 Mrs Heathcote PM
10 Mr  Blair T
11 Mr Feavyour JA
12 Mrs  Smith AS
13 Mrs  Hallet CA
14 Mrs  Cooper cs
15 Ms Thomas PJ
16 Mr  James ER
17 Mrs  Williams GH
18 Mrs  Morgan CT
19 Mrs Golding D
20 Miss Johns

Street

11 Bullen lane

43 Maclintyre Rd
57 Orchard Close
7 Walnut Close
34Hervey Street
78 The Street

16 Chiltern Ave
78 Christchurch St
10 Downing Street
29 Hervey Street

33 Northgate Street Ipswich

St Helens Street
99 Wimble Street
56 Rosecroft Rd
25 Roman Road
12 Burlington Rd

10 St Mathews Stre Ipswich

13 Bullen Lane
21 Benacre Road

ID T|tle Sumame lnil‘_

21 Mrs Weeden d
22 Miss Heathcote FR

23 Mr Zelter VA
24 Mr  Ferdinand T
25 Mr Honeycut BJ
26 Mr  Pierce HK
27 Mrs  Donchue K
28 Ms  Jones B
29 Mr  Colguhoun L
30 Cmd Chumley S
31 Mr Honeycut W
32 Col

Street

Chalet, Church Rd
56 Withipoll Street
The White House

Back Road
13 High St
Wisteria Rise

Hill House

Moby Dock
Tide Mill

Carruthers JP Alamein Close

Town County Postcode Sares Frammg Rest Tapestry Exhlb Bus - I?u§inessName
lpswich  Suffolk | 1P8 4D M 1o~ W T =) B
lpswich ~ Sufiolk IP97HJ M W o o o 0O
Ipswich  Suffolk 1P159T [ [ M O O ™  soles
Bury  Suffolk Fa32y [ W M O U ™ DavriesLtd
Sudbury Suffolk IP87TH [ W ] vi |5 I i
Ipswich  Suffolk 1ps2d [ ™ 0o ™ o 0O
Ipswich  Suffolk 1IP74w M [ o 0O B O
lpswich  Suffolk IP42D M M M | o O
London 54Y5H M M ] ) 0O 0
Ipswich  Suffolk ER3RT [0  [J O 0O O 0
Suffolk GH3T WM [ O ), O od
lpswich suffolk Fe4u [0 [0 O 7 8 0O
Ealing  London wi2s [1 [ O O By |
Ipswich  Suffolk o o O 0 MO
Colchest Essex cogvy [ [ = O o 0O
Ipswich  Suffolk 0o 0O | ] 1% |
Suffolk O 0O O O O 0O
lpswich  Suffolk IP84JD M W O O O 0O
Ipswich  Suffolk b ™ 0 (] 0o o
Town _Colinky ‘Postobtle. Sales Framing Rest_Tapeety BXOD Bus  _Businasshiame
pswich  Suffolk Ll & 5y : i s
lpswich  Suffok P43s M M L L v L
Offord  Suffolk O & 0O ™ o o
; 0o ™ o o 0o oo
Ipswich  Suffolk ' ' _ - ) L
Porking Suffolk IP4sF [ ™ oo b
Litte Sno Suffol P72y O O U ¥ D p‘
sufok Pess O O ¥ O 0O M
Wutherin Norfolk NN 8D (1 [ booo - ';
Dublin  Eire elosm 1 [ O o g [vf_'
Suffolk P73k W [ o O [.J I;_J
Woodbrid Suffolk 1P236 [ [l O ™ 0 ™
Aldershot Hants HAazoH O 0O & 0O B

(v 8pesg) yoefoig uswads — ¢ yey

| xipuaddy
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JOBS

lé{l:)l

Ié Igl

17
31
33
34
35
36
43
45
76
76
123
299
299

ElENE

I_t_e.m!\_@“l!g_@]'_y’pe ArtistName §_Hpi§e.ti§Mauer HemVaIL_t_el Cus:orrlerID Ordf.-_rpf_t_g“
1 Sales Constable £150.00 2 23/05/97
1 Framing £50.00 2 12/05/97
2 Sales James Harvey dogs £75.00 2 12/05/97
1 Restoration £55.00 23
1 Framing £300.00 23
1 Tapestry £760.00 23
1 Exhibition £3,000.00 2 01/01/2002
1 £2,500.00 1 01/01/2000
1 Framing £17.00 24 01/09/97
1 Sales £23.00 5
1 Sales £44.00 02/03/97
2 sales £3.00 7 02/03/97
1 sales £73.00 5 02/02/97

1 Restoration £55.00 4 03/09/97
2 £60.00 4 03/09/97

ki oL 1Ié?)l}!lII'IIIIIIIllllllllll’lllIIIIIIIIIEII!.IIIIIIIIIIIlIIIII.IIIIIIII.HIIIIllIIIlIIIIII'I!lIlIIlIIIIIIII!II!III#;]IE,IEIIrgriI

JobNo ltemNo ItemType ArtistName Subject_li\la"tter
599 1 framing
599 2 sales
677 1 Sales
777 1 framing
777 2 sales Andrew Foster  flowers
777 3 sales Mondrian cubes
778 1 Sales Andrew Foster dogs
778 2 Framing cats
911 1 Sales James Harvey  dogs
3337 1 Sales flowers
3337 2 Framing
3337 3 Restoration
3337 4 Seles
3337 5 Restoration
5098 1 Framing
5099 1 Framing
5656 1 Sales Andrew Foster  dogs
5656 2 Framing

nmnmnm
ctober 1

ItemValue CustomerlD

OrderDate
03/06/97
03/06/97
01/01/97

02/03/2000

02/03/2000

02/03/2000
03/05/97
03/05/97
09/07/97
03/09/97

03/09/97
03/09/97
03/09/97
03/09/97
01/09/95
05/09/95
05/07/97
05/07/97

&5?llIlllllllIIIIII!II!IIIIINIIIII!lI!llllll.lllll!!llll'llllIIIIQIIIIilIllIIlItlIIlllllllllllllItlllllllllsfalg'ellylolrﬁl

—r

s anmaa .

| xjpueddy
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Appendix 2

MODULE LISTINGS

1. Global Module

>—Q—UQ=QUA 2 Name: MISC

EOQC_Q _I-m_”m_‘._@m Purpose: To declare global variables

To define global function IsOpen

Option Compare Database iz .
Public DisplayJob As Boolean Us ed wn ,“G Shee
Public JobNum As Long d re M‘S\PT\PS

Option Explicit

Annotale your Public Function IsOpen{ByVal SuFormName As String) As Boolean

fistings by hand. ' Retumns true if the specified form is open in form view
Make clear which
modules YOU wrote,
and which code was
created
automatically by
wizards.

: _uo_.qzuhmiqcnzz..__znvﬁ.cz,.. View <> conDesignView Then
[sOpen = True
End If

End If Wu\wﬁ.?rhﬁ 0 & rr\Cn

End Function .Whh.ah\ ?%l

2. Customer Details form (see User Manual for screenshot)

All buttons and many fields have code modules attached. Listings are
shown below.

Option Compare Database
Option Explicit

Private Sub BusinessCustomer_Exit(Cancel As Integer)
'Skip the Business Name control if not a business customer
If BusinessCustomer = True Then
E essName.SetFocus
Else
CustomerNotes.SetFocus

Er
End Sub
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Private Sub FindNext_Click() i
‘This module runs when the Find Next button is presssed. m
‘It finds the next customer with the same surname as the current record,

‘If there are no more matching customers, the button caption changes to "No More'

Dim CR As String
CR. = CustomerID
Surname.SetFocus

DoCmd.FindRecord (Surname), , , , , , False
FindNext.SetFocus -/

If CustomerID = CR Then
FindNext.Caption = "No more" ?* Mﬁm\* _ﬁrﬁ _D\.L.
. End If Tﬁ.\, _wm .*H m
nd Sub gf@ﬁw\k

Private Sub FindNext_LostFocus() et -1
FindNext.Caption = "Next" shack on cadroct
End Sub

Private Sub Form_Current()

"This ensures that the surname in the combe box matches the current record
FindIt = Sumame
End Sub

Sub AddCustomer_Click()
"This module runs when the Add Customer button is clicked

Dim CustID As Long ‘variable type Long Integer
On Error GoTo Err_AddCustomer_Click  'built-in error routine

DoCmd.GoToRecord , , acLast

CustlD = CustomerID 'save the value of CustomerID
If CustID = 0 Then ‘allow for the very first record
CustomerID = |
Else
DoCmd.GoToRecord , , acNext 'g0 to a new record
CustomerID = CustID + 1 'increment the Customer ID
End If
Title.SetFocus 'move cursor to Title control

Exit_AddCustomer_Click: rﬂﬁ(s H Dm
Exit Sub i
ZI0 TP bice MA !.\..\.M\.rw
Err_AddCustomer_Click:

MsgBox Err.Description \:S.P et nnies &
Resume Exit_AddCustomer_Click
4 i Q\S e r

End Sub

Appendix 2

Private Sub Initials_Exit{Cancel As Integer)
'Change Initials to uppercase

Initials = UCase(Initials)
End Sub

Private Sub Postcode_Exit(Cancel As Integer)
'Change Post Code to Uppercase
Postcode = UCase(Postcode)

End Sub

Sub AddJob_Click()
On Error GoTo Err_AddJob_Click
'‘Chicking the Add Job button causes this module to be run

Dim stDocName As String
Dim stLinkCriteria As String

"The form must be refreshed before opening the Job sheet
'in order to save the customer record

Me.Refresh
If IsNull{Me![Surname]) Then o
MsgBox "Enter customer information before entering job"
Else . .
'DisplayJob is a global variable defined in Kan
‘and tested in Job Sheet On Open to determine what

‘event opened the Job Sheet, pressing the Add Job button
'or double-clicking a Job ID in the subform.

DisplayJob = False
stDocName = "Job Sheet"

stLinkCriteria = "[CustomerID]=" & Me![CustomerID] ) Tis code w .

DoCmd.OpenForm stDocName, , , stLinkCriteria T
End If ceeated Pc,\*u.lhnpﬂhhn._
Exit_AddJob_Click:

Exit Sub e wTrnP = ]
Err_AddJob_Click: & Tizi.r

MsgBox Err Description V.\\Q‘Llu.r.. 2 th\rl

Resume Exit_AddJob_Click

End Sub
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Sub Menu_Click()
“This runs when the Return to Main Menu button is clicked
On Error GoTo Err Menu_Click

Dim stDocName As String

Dim stLinkCriteria As String Connany bolln.
stDocName = "AB Main Menu"
DoCmd.OpenForm stDocName, , , stLinkCriteria Codle Oﬂnbrmm.bo(

Exit_Menu_Click: ??.‘éc_
Exit Sub

Err_Menu_Click:
MsgBox Err.Description
Resume Exit_Menu_Click

End Sub

3. Jobs (Subform)

,_,Em.m:_u?zd of the customer form displays a summary of all the
previous jobs for the current customer. Details of any job can be
obtained by double-clicking a Job ID.

The Double-click event module is shown below.

Private Sub JobNO_DblClick(Cancel As Integer)

‘DisplayJob and JobNum are public variables declared in the module Misc,
‘Displaylob is is set to TRUE here

'to indicate that the user has double-clicked JobNo.

‘It will be tested in the Open event of the Job Sheet form.

‘JobNum will also be used in the Open event of the Job Sheet form.

'to enable the correct Job Sheet to be found and displayed.

DisplayJob = True
JobNum = JobNo 1\/
DoCmd.OpenForm "Job Sheet" &
End Sub Correct uLb aiatbet
seved it~ FobNun~

Appendix 2

4. Job Sheet (see user manual for screenshot)

The Job sheet is opened directly from the Customer Details form.
Modules attached to various events are shown below:

Private Sub Form_A fterUpdate()
If 1sOpen("Customer Details Form") Then
'Requery the subform in the Customer Details form to show new job
' Forms'[Customer Details Form] Requery

‘Note: Testing showed that this code was not necessary and caused
'the customer form to open at the first record instead of the current record.

Else
MsgBox "Customer Form not open"
End If

End Sub m.utl.\@rﬁ\c Wvoqum(r 5
%\TL% b m\rrl
Private Sub Form_Open(Cancel As Integer) \

S\fq\ﬂb\.\\ok\ C
If IsOpen("Customer Details form") Then HLS

‘DisplayJob is set to TRUE in the Job (Subform) of the Customer Details form
‘when a user double-clicks JobNo.
'DisplayJob is set to FALSE if the user clicks the AddJob button.
If DisplayJob = False Then
DoCmd.GoToRecord , , acLast
If Not IsNull(Me![JobNo]) Then
DoCmd.GoToRecord , , acNext

End If

Forms![Job Sheet]![Customer]D] = Forms![Customer Details
form]![CustomerlD]

Else
‘user wants to display a job whose number was stored in JobNum

'in the Double-click event code in Jobs (Subform)
'so look for that job and display it

JobNo.SetFocus
DoCmd FindRecord jobNum
End If
Else
MsgBox "The Customer Details form must be open before you can enter a job"
DoCmd.Close acForm, "Job Sheet"

End If

End Sub
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