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IT Applications Unit 3 SAC Outcome 1: 

Name: . . . . . . . . . . .
OzTrain College

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) Produce and 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.

· There are a number of attachments at the end that you may use to help you develop your response.

Also included is the Assessment Criteria and Marking Scheme. You should refer to this to ensure that you complete all tasks to the required standard. This Assessment document is on the Common drive.

WARNING: ONLY 20/80 marks (25%) are for the construction of the database!
Scope of Task: 

· Software: MS Access and any of: MS Word, MS Project, MS Visio, MS Excel
· Start date:  
Monday
May 25 2009
· Due date: 

Tuesday 
June 8 2009 
· Time: 

~ 500 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. 

· This document and a number of other support files are available on the Common drive.
· You should also use the Assessment Criteria sheet to ensure that you do the right amount of work – enough but not too much!
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OzTrain College

Bruce Knowall established OzTrain College in the 1990s. The business has grown over time, and now operates as a large training organisation that has a reputation for quality education in Melbourne. 
The company specialises in Business subjects, but there is also a Journalism department. A manager, who reports directly to Bruce, runs each department.  Izza Bright manages the Business department and Ima Dullard, the Journalism department. The Office Manager, Patricia Perfect, is responsible for all financial and academic reporting matters. 

Bruce now concentrates on the strategic and tactical decision making within the organisation while the managers of each section make operational decisions. 

Patricia uses off-the-shelf software products to manage and advertise OzTrain College. She has a stand-alone personal computer that she uses to produce reports for Bruce and department managers. Pass / Fail reports for trainers and students are produced manually. A computer was purchased last year and runs the same operating system and 'office suite' of programs you use at school. Patricia is familiar with word processing and spreadsheet applications, but she has never used database management software before.

All course payments and academic recording is done on a card for each student. Students enrolled in Business units are charged $1000 per subject and those enrolled in Journalism are charged $1200 per subject. Students may enrol in no more than 3 subjects per semester. She records student class details on the card, and from these she produces a page for each trainer with student enrolment details, including contact details. At the end of the semester all enrolment sheets are returned and Patricia records the results – either Pass or Fail - for each student and produces a report for the printer who is contracted to produce Certificates for those who have successfully passed a Unit. She also notes payments by students on the card. She produces a current payments report each month of each semester showing amount owing details for Izza and Ima who are expected to follow up any payments owing.
Patricia produces a current payments summary report for Bruce at the start of each semester with details of enrolments, student fees and payments. Using these reports, Bruce is able to monitor the growth of the company, determine cash flows and make decisions about future initiatives and areas to develop. He is considering whether to take out a lease on the floor above when the current tenant vacates the floor in November. Bruce also wants to monitor more carefully the performance of each section to determine staffing requirements. He is also considering expansion plans, so will use the information produced over the longer term to help him decide whether to move to larger premises. 
Patricia has become frustrated by the amount of time it takes to maintain the card system and produce the various reports. She finds it annoying to have to write or type details out again for different reports. Patricia is very careful with her calculations, and prides herself on not making errors. This extra care, however takes time, and with the demands of her other jobs, she finds it hard to justify the effort she puts into the various reports.

You have been hired by Bruce to develop a solution and information products that overcome the current problems that Patricia is experiencing and provide the documents and reports that will enable the smooth running of the organisation.


Information products needed
A summary report of all enrolments, student fees and payments for Bruce for the current semester.
A report for each department manager, with enrolment details for that department that will be used for recording end of Semester results for the current semester.

A report for each department manager each month, giving details of students who have not paid fees for the current semester. 

A report for the printer to print certificates for each unit passed for the current semester.
Data is to be entered into the system by Patricia, who will also generate the reports. She has asked that your solution involve a simple method to select different parts of the solution.

Sample data 

Appendix A contains typical data to assist in your planning of the database. Some of the data to be used to produce the output is provided in Appendix B. This data contains errors!

You are to create your own additional data to test all aspects of your solution.

Structure of the solution 

A relational database would provide the most efficient solution. Note that the categories of data in the appendices may not be the most appropriate fields for the tables, nor indicate the table structure. Make sure you do not duplicate any data other than fields used for linking the tables. 

Remember that each student can have more than one unit.
Appendices:


A – Typical data providing data type information to allow you to create tables

B – Sample data - you will need to validate this data and add more to ensure that all aspects of the solution are tested and give useful report.

C - Task and Assessment to guide you through the task requirements

D - Useful support structures
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Appendix A - Typical data

A sample of the type of data from Patricia’s cards and word-processed reports is listed below. 

(These are ONLY to give you an idea of the structure of the data. Do not use these records in your database) 

Student Enrolment and payment details

	Student

Number 


	Surname
	First 

Name 


	Address
	Suburb
	Postcode
	Phone

	1036
	Mustard
	Freddy
	131 Neptune Place
	Hawthorn
	3104
	9853 5966

	Course


	Year
	Semester
	Pass/Fail
	Course Payment $


	Paid
	Mobile

	B101
	2008
	2
	Pass
	1000
	Yes
	0434 123 456

	B102
	2009
	1
	
	1000
	Yes
	

	J101
	2009
	1
	
	1200
	No
	


Courses
	Course Code
	Course name
	Department

	B101
	Introduction to Business
	Business

	J101
	Introduction to Journalism
	Journalism


Satisfactory Completion
	Course Code
	Course name
	Student Name

	B101
	Introduction to Business
	Mustard Carol



V
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Appendix B: Sample data 

A sample of data from is listed below. This data needs to be manually validated, then input into the relevant tables via forms. You must create additional test data.

Suspected data errors must be checked with your teacher.
Students
	Student code
	Surname
	First name
	Address
	Suburb
	Postcode
	Phone

	1030
	Black 
	Bob 
	131 Gum Road
	Grrensborough
	3094
	9444 4444

	1031
	Mustard 
	Carol 
	12 Wattle Grove
	Viewbank
	 
	9333 33333

	1032
	Silver 
	Teed
	9 Banksia St
	Grrensborough
	3094
	9444 5555

	1.33
	Green 
	Alice
	0 Grevillea Road
	Montmroency
	3094
	9222 222

	1033
	Grey 
	Jan1ce 
	7 TiTree Gully Raod
	Eltham
	3095
	96666666

	1036
	White 
	Tom 
	10 Palm Avee
	Lower Plnty
	 
	9777 7777

	I034
	Green 
	Dick 
	1/90 Jarrah St
	Eltham
	3099
	9666 5555

	1037
	Brown 
	Harrry 
	8 Pine Cress
	Viewbank
	 
	9333 4444


Courses

	Course Code
	Course name
	Department

	B101
	Introduction to Business
	Business

	J101
	Introduction to Jounalism
	Journalism

	B102
	Marketing
	Business

	B201
	Business Principals
	Business

	J102
	Ehics
	Journalism

	J201
	Cretive writing
	Jurnalism

	J202
	Understanding mediaa
	Journalism


Enrolments – Semester 1 2009

	Student code
	Surname
	First name
	Address
	Suburb
	PCode
	Phone
	Course Code
	Course Code
	Course Code

	1030
	Black 
	Bob 
	131 Gum Road         
	Greensborough
	3098
	9444 4444
	B101
	J101
	B102

	1031
	Mustard 
	Carol 
	12 Wattle Grove
	Viewbank
	 3084
	9333 33333
	J201
	J502
	B102

	1032
	Silver 
	Teed
	9 Banksia St
	Grrensborough
	3094
	9444 5555
	J20S
	B102
	B201

	1.33
	Green 
	Alice
	0 Grevillea Road
	Montmroency
	3094
	9222 222
	J201
	B21
	 

	1033
	Grey 
	Jan1ce 
	7 TiTree Gully Raod
	Eltham
	3095
	96666666
	I202
	J101
	 

	1036
	White 
	Tom 
	10 Palm Avee
	Lower Plnty
	 3093
	9777 7777
	B102
	B102
	B201

	I034
	Green 
	Dick 
	190 Jarrah St
	Eltham
	3099
	9666 5555
	B101
	J201
	B202

	137
	Brown 
	Harrry 
	8 Pine Cress
	Viewbank
	 3084
	9333 4444
	J101
	J102
	J103

	1038
	Silver
	Shirley
	9 Bnksia St
	Greensborough
	3088
	9444 5555
	J201
	J202
	


You must add some data for enrolments for 2008 Semester 1 & 2.

Data must be checked against your teacher’s Master data list.
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Appendix C: Task and Assessment Guide

Problem-solving steps

1. Analysis 

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




  (3)
b) Define the organisation – describe the type, purpose and goals of Ultra-Fix.   (1)
c) Suggest at least three decisions that need to be made by Mr. Block and his employees and then define them as operational, tactical or strategic.        (3+2)
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, or other constraints. 




     (3+2)
e) Prepare a project plan (task analysis table) that identifies tasks, duration, milestones, and dependent tasks. (See Appendix C)

   
     (3+1)
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. The Gantt chart must include all of the information listed in the project plan.




(3)
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)

2. Design a solution by:

a) Determining the data structure (table names, field names, data types). (See Appendix D) 
· Use object naming conventions – tbl, qry, frm and rpt as well as meaningful object names (3+1)
b) Determine Queries, Sorts, Forms and Reports to be produced. 

(2+2)
c) Identify data validation tests. (See Appendix C)




(4)
d) Identify a set of test data to test validation procedures – you will need to create additional test data to that provided to fully test your solution. (See Appendix C)
(4)
e) Design input screen layouts. Produce a fully annotated layout diagram for the input screens. 








(4)
f) Design and justify report layout. Produce fully annotated layout diagrams for any reports to be produced.






(4)

You cannot start the next sections UNTIL you have completed the tasks listed above

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 annotated printouts,

which describes and identifies four validation techniques undertaken. 
(4)

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.


(4)
i. Annotate samples indicating at least four 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 all punctuation – but a space before and after a hypen

· consistency with capitalisation of headings and names 

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

· minimal use of font sizes 

· consistency with dates, eg, 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.  





(4)
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 annotated printouts that describes at least four 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

· Use macros

· Sort records or index on different fields
· Use of calculated fields

· Use linked or lookup tables

· Validate data

· Create a Switchboard
You MUST use either a macro or a Switchboard (1 mark for this).

d) Ensure the solution matches your design and planning documents.

(2+2)


Ensure your solution provides accurate information.

e) File Management (including a backup strategy)



(2+1)
· Name files in a manner that is logical and meaningful

· Files, folders and directories are appropriately named 

· Files and folders are named in a logical and consistent manner

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

· Ensure that file names are unique

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

· Screen dump your file directory and sub-folders for Unit 3 IT

· Store files in their correct folders and directories

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

· Files are stored on your student drive, and a USB memory device or another suitable backup strategy 

4. Testing

a) Conduct various tests using the test data and record and amend problems.
(4)
b) Include user testing. You must design a document to get feedback from users to help you evaluate your solution

You must provide results from two users.




(4)

5. Implementation 
a) Finalise your database product. 

It is NOT required to install the solution on the “user’s” computer

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.
(6)
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 of the solution

x. Future needs of the organisation
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Appendix D Useful support structures
· Some Word tables may be too small to WRITE in – adjust manually before printing.

They will expand automatically to fit text if you TYPE into them.

· Adjust row count as required.

Project plan (task analysis table)

First, you must list all of the tasks involved in the planning, creating, implementing and evaluating the solution. You may use MS Project to do this directly without completing this table.
	Task name
	Description
	Duration

(How long will it take?)
	Resources required

(people, software, hardware, equipment)
	Task milestone


	Dependent tasks

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Error log
	Date
	Description of problem/difficulty
	Cause
	Fix
	Time taken

	 For example:

1/5/08
2/5/08

	Printer wouldn’t print
While using Access, the computer gave an “illegal operation” message and shut down the program
DELETE THESE EXAMPLES BEFORE CONTINUING!
	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 Charts
Table ________________________:          

Table ________________________:

	Field
	Data type
	Field size
	Description
	Validation (if applicable

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Field
	Data type
	Field size
	Description
	Validation (if applicable

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Field
	Data type
	Field size
	Description
	Validation (if applicable

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Table ________________________:









Testing Table
	Element tested
	Method of testing
	Expected result

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


· You must also design queries, forms and reports on paper, BEFORE starting Access. 

Layout Plan (Queries)
	Field
	Table
	Sort
	Show
	Criteria
	Field
	Table
	Sort
	Show
	Criteria

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


	Field
	Table
	Sort
	Show
	Criteria
	Field
	Table
	Sort
	Show
	Criteria

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Layout Plan (one for each Form)
(copy for more than one)




 

Layout Plan (one for each Report) 
(copy for more than one)
The Common drive SAC1 2009 folder has a few resources. This document and the Assessment sheet are also in this folder.
Adapted from VITTA CD 2007 ITA Support & Nelson resource materials by Colin Sutton 2007 + 08/09 
Note spelling:


Enrol or enroll, Enrollments OR Enrolments, Enrolled but NOT enroled





	Other usages please check with your teacher.





	As a guide: be consistent and correct!�






This is a text box – you can type in it!





This is a text box – you can type in it!
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