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Outcome: Propose and apply project management and problem-solving strategies to produce an information product, using database management software, which meets the decision-making needs of a specific audience. 

Nature of Task:  

a) Information product in response to a design brief. Students annotate the information product to indicate how the identified decision-making needs are met.

b) A project management report that includes the management plan and a record of progress.

.

Scope of Task: 

· Software: Microsoft Access and Microsoft Word 

· Date: 
· Time: 360-400 minutes

Key skills 

· analyse current information-processing practices in order to identify the nature of the problems, the constraints and the requirements of the information products in order to meet the identified decision-making needs; 

· select and apply appropriate design tools to represent the input requirements, the processing steps and the output requirements;

· prepare project management plans and monitor the progress of the projects;

· use database management software and apply suitable functions, formats, conventions, data validation and testing techniques to efficiently process data and produce effective output;

· evaluate how the efficiency of the solutions and the effectiveness of the output meet identified decision-making needs. 

The Organisation

The Merrie sailing club started back in the late 1950’s when a group of old school chums started making regular fishing trips to Corio Bay. Back then things were fairly primitive and so accommodation was usually found near the sea in camping tents.
As the years went by things gradually improved. A bed and breakfast was finished by the mid 1960’s, yet membership was low so any member of the club could be accommodated without booking on any weekend in the summer. Children weren't a problem because no one had any. Overheads were low so new members were not needed and were not sought. These were the golden years!
Come the 80’s the members were older and wealthier. Having the right connections most became barristers or Collins St. specialists. Until then the sailing club had been run by a small committee, which initially organised working bees for maintenance, but recently got tradesmen to do it. The club was awash with money so they decided to buy properties around the bay. By 1992 they had bought bed and breakfasts at Corio, Geelong, Clifton Springs and Port Arlington.
Many of the members now had adult children who wanted to go sailing independently of their parents so by the end of the nineties, things had changed significantly. In addition, due to the growing popularity of the Bay, the council put up the rates and charges on the properties, and also insisted that the club open up their bed and breakfasts to the paying public. The golden years were well and truly over!
Age, and all of these changes, forced a number of the original members to retire. The children who inherited their parents' memberships now run the club and others have bought memberships over the years. The club is currently run by an elected committee consisting of a:

· President, who chairs meeting, represents the club in public and ensures everyone else does their job.

· Vice President, who deputises for and helps the President

· Secretary, who handles correspondence and minutes the meetings

· Treasurer, who authorises and oversees all aspects of the club's finances

· Booking Officer, who takes bookings over the phone and informs the bed and breakfast caretakers who they can expect each week.

· Property Manager, who arranges and oversees any maintenance, renovations and improvements by employing tradesmen to do the work

· Member-without-Portfolio, who undertakes special projects at the direction of the committee.
In addition the club employs part-time caretakers at each bed and breakfast. Their job is to manage the arrival and departure of guests. The Booking Officer rings through a list of who is coming on the Thursday prior to their arrival on the Friday night. The caretaker allocates rooms and beds, which are posted on doors or beds in the dormitory. The caretaker also supervises the cleaners who come in on a Friday and ensures that consumables like toilet paper are always topped up. In return they receive a small remuneration and free accommodation.
The goals of the club are to efficiently provide cheap accommodation on the beaches in the bay for members and to provide a structure to allow members to socialise and network. To enable the members' rate to remain low the bed and breakfasts are available for the general public to use at higher rates.

Present Practices

If someone wishes to use any of the bed and breakfasts they need to ring the booking officer, preferably by Wednesday night. Members are guaranteed priority if they book by the previous Sunday night. The booking officer records the details on a sheet of paper and gives a rough estimate of the cost. On Thursday night the booking officer sits down with the sheets of paper for the upcoming week and sorts out who's going up and if there is enough room. If there isn't enough room for all the bookings, some people have to be quickly rung and told there isn't enough room. After this the booking officer rings the bookings through to the lodges and then calculates what each booking owes. An invoice is then sent as soon as possible.
This takes a lot of time to do and so booking officer is a job that changes regularly. Some bookings made early in the year have been lost which leads to abusive phone calls and a new booking officer. There have also been cases of people arriving late on a Friday night only to discover that their booking hadn't gone through. The general public also become annoyed when the booking officer is unable to quote the total cost of their booking over the phone.

What's Needed Now

What the club needs is something that will allow the booking officer to record all details of a booking accurately and quickly. They should be able to print this out as an invoice, which can be posted to the booking. The booking should then be capable of being transferred to a list containing all the bookings for that week. This list should allow the booking officer to quickly judge who can be accommodated and who can't. Finally the list needs to be capable of being quickly communicated to the relevant caretaker.

Sample Data

Current accommodation costs and arrangements are as follows:

	Bed and Breakfast
	Adult cost 
per night
	For all B&Bs

	Corio
	$ 200
	Children cost 75% of an adult

	Geelong
	$ 220
	Members receive a 25% discount for themselves and family

	Port Arlington
	$ 250
	For a week long booking the seventh day is free

	Clifton Springs
	$ 220
	


Here are the bookings of a typical week as taken down by the booking officer for the Corio and Geelong bed and breakfasts.

	First name
	Jerry
	Hayley
	Carla
	Ben
	Domenic

	Surname
	McAdams
	O’Shannessy
	Sedia
	Barista
	Sarakis

	Member?
	No
	Yes
	No
	No
	Yes

	Address
	23 Groens Road
	1/115 Bongy Gv.
	"Alpine View"
Lot 2 Flat St
	Post Office Box 45
	35 Howards Way

	Suburb
	Healesville
	Carrum
	Lyndhurst
	South Werribee
	Kangaroo Ground

	Postcode
	377
	3197
	3970
	3030
	3097

	Phone No.
	03-56784904
	03-9756432
	03-93652738
	03-593746092
	97108963

	B&B required
	Corio
	Corio
	Geelong
	Geelong
	Corio

	Arrival Date
	7/7/07
	7/7/07
	7/7/07
	7/7/07
	6/7/07

	Departure
	9/7/07
	14/6/07
	14/7/07
	14/7/07
	9/7/07

	No. of Adults
	1
	2
	2
	1
	2

	No. of Children
	2
	4
	3
	0
	0


Of course you are aware that to properly test your system you will need to make up some test data.
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Problem-solving steps

1. Analysis 

a) Define the problem – rewrite the problem in your own words by providing a succinct and logical problem statement.

b) Define the organisation – describe the type, purpose and goals of Merrie Sailing Club.
c) Suggest at least three decisions that need to be made by employees of the club and then define them as operational, tactical or strategic.  

d) Analyse the problem by describing input and output requirements using an IPO chart and determine any constraints. In the Input column of the IPO chart list all input data and graphics that will be used. In the Processing column ensure that you include all manipulation of data that will take place. The constraints should identify any restrictions on the solution – these might include the software or hardware to be used, how often the information needs to be produced, other.
e) Prepare a project plan (task analysis table) that identifies tasks, duration, milestones, and dependent tasks. (See attached)

i. List and describe the tasks that need to be completed in order to solve the organisational problem

ii. Order the tasks into a logical sequence 

iii. Establish milestones (achievement of a significant stage in the project with zero time duration; markers of a task completed and are not tasks themselves). You may use the following headings to help categorise the tasks and their milestones -

· work out exactly what the problem is (analyse)

· plan a solution that will work (design)

· create the designed solution (develop)

· check that the solution works in every case (test)

· start using the solution (implement)

· check that the solution meets expectations (evaluate)

iv. Estimate the time required to complete each task

v. Define the person/s responsible for each task

vi. Identify dependent tasks (the other task/s that must be completed before this task can be commenced)

f) Create a Gantt chart for the whole project. Use MS Excel or MS Word. The Gantt chart must include all of the information listed in the project plan.

g) Keep a project management diary or error log that records the tasks you have completed, problems you encountered and how you fixed those problems. Do this on the table attached.

2. Design a solution by:

a) Determining the data structure (table names, field names, data types). (See attached)

b) Determine Queries, Sorts, Forms and Reports to be produced.

c) Identify data validation tests. (See attached)

d) Identify a set of test data to test validation procedures. (See attached)

e) Design input screen layout. Produce a fully annotated layout diagram for the input screen. 

f) Design and justify report layout. Produce fully annotated layout diagrams for any reports to be produced.

3. Development

Develop solution and monitor progress. Apply suitable functions, formats, conventions and data validation techniques to efficiently process data and produce effective output

a) Ensure data quality by using both manual and electronic validation techniques.

i. Annotate the solution to illustrate the techniques and procedures used to validate the solution and/or output: i.e., submit one annotated printout, which describes and identifies two validation techniques undertaken. Hence you need to:

· check spelling and grammar electronically and manually

· check data quality of information produced – i.e., accuracy, reasonableness, reliability, relevance, flexibility of access and timeliness of data

· check calculations using a calculator

· check that validation techniques operate as expected

b) Use appropriate formatting and software conventions.

i. Annotate one sample indicating at least two formatting conventions that were used. Formats and conventions are specified below:

General Reporting and Input screen conventions

· All pages of a report are numbered except the title page 

· Consistent application of a heading hierarchy

· Identify the name of the form and its purpose

· Keep forms simple and preferably no bigger than the screen

· Keep the appearance between screens consistent

· When a form is first opened, ensure focus in set to the object the user will most likely use first

· Use icons that are meaningful

· If data is being entered from a printed form, organise the fields in the order they appear on the printed form. 

Text

· one space after a full stop 

· one space after all punctuation 

· consistency with capitalisation of headings and names 

· consistency with margin widths, page numbering, column spacing, indention 

· minimal use of font sizes 

· consistency with dates, for example, 27 April 2001. Note: no punctuation; date/month/year in full 

· use a serif font (has small strokes at the end of the character) for paragraph text 

· use a sans-serif font for headings, tables and diagrams. 

Numeric Information 

· money values usually have two decimal places or none 

· numbers are right-aligned in columns

· align decimal points (within a column and in totals) 

· numbers that appear in text use a space or comma to separate number of 10,000

· numbers that appear in text and are less than 10 are written out in full 

· percentages in columns appear at the top of the columns, for example, % 


c) Use efficient software functions.  
i. Depict a range of functions, techniques and procedures used to process data, i.e., use a range of functions to produce a solution that meets current and future organisation needs. Annotate the solution to illustrate the techniques and functions used to process data – i.e., submit one annotated printout that describes at least two of the functions used to produce the output. Examples of functions that should be employed are:

· Add/edit/delete records

· Create and edit tables

· Create and edit forms

· Create and edit queries

· Create and edit a range of formatted reports

· Use a range of data types

· Format fields

· Import/export of data

· Macros

· Sort records or index on different fields

· Use of calculated fields

· Use linked or lookup tables

· Validate data

d) File Management 

i. Name files in a manner that is logical and meaningful

ii. Files, folders and directories are appropriately named 

iii. Files and folders are named in a logical and consistent manner

iv. Include author’s initials, date of production and relevant title in the file name

v. Ensure that file names are unique

vi. Use correct file name extensions so that the software type is apparent

vii. Screen dump your file directory for Unit 3 IT

viii. Store files in their correct folders and directories

ix. Back-up copies of files have been made as a disaster-recovery strategy procedure 

x. Files are stored on your student drive, and a USB memory device

xi. Add the full directory pathway as part of the footer in any hard copy output

4. Testing

a) Conduct various tests using the test data and record and amend problems.

b) Include user testing.

5. Implementation

a) Finalise your database product.

6. Evaluation

a) Write a report that evaluates the efficiency of the solution and the effectiveness of the reports in meeting the identified decision-making needs of the organisation. Create a report that comments upon: 

i. How the solution saves time in the organisation

ii. How the solution saves money in the organisation

iii. The ease of use of the solution

iv. The accuracy of the output

v. The completeness of the output

vi. How the solution meets the decision-makers’ needs in the organisation

vii. Accessibility of the solution

viii. Functionality of the solution

ix. Reliability

x. Future needs of the organisation

Attachments

Project plan (task analysis table)

First, you must list all of the tasks involved in the planning, creating, implementing and evaluating the solution.

	Task name
	Description
	Duration

(How long will it take?)
	Resources required

(people, software, hardware, equipment)
	Task milestone


	Dependent tasks

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Project Management Diary or ‘Error log’  

	Date
	Description of problem/difficulty
	Cause
	Fix
	Time taken

	 For example:
1/8/03

2/8/03


	Printer wouldn’t print

While using Access, the computer gave an “illegal operation” message and shut down the program
	The paper tray of the printer was empty

Not sure – sometimes the computers in the room do this if they haven’t been switched off after being used by several different users


	Put paper into printer

 I shut down Windows and restarted the computer
	5 minutes

4 minutes


Data Structure Chart

Table ________________________:

	Field
	Data type
	Field size
	Description
	Validation (if applicable

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Table ________________________:

	Field
	Data type
	Field size
	Description
	Validation (if applicable

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Table ________________________:

	Field
	Data type
	Field size
	Description
	Validation (if applicable

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Testing Table

	Element tested
	Method of testing
	Expected result
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