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Preface

THE SUCCEEDING IN BUSINESS™ SERIES
Because you’re ready for more.

Increasingly students are coming into the classroom with stronger computer skills. As a
result, they are ready to move beyond “point and click™ skills and learn to use these tools
in a way that will assist them in the business world.

You’ve told us you and your students want more: more of a business focus, more realistic
case problems, more emphasis on application of software skills, and more problem-
solving. For this reason, we created the Succeeding in Business Series.

The Succeeding in Business Series is the first of its kind designed to prepare the
technology-savvy student for life after college. In the business world, your students’ ability
to usc available tools to analyze data and solve problems is one of the most important
factors in determining their success. The books in this series engage students who have
mastered basic computer and applications skills by challenging them to think critically and
find effective solutions to realistic business problems.

We’re excited about the new classroom opportunities this new approach affords, and we
-
hope you are too. We look forward to hearing about your successes!

The Succeeding in Business Team
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The Succeeding in Business Series Instructor Resources

A unique approach requires unique instructor support; and we have you covered. We
take the next step in providing you with outstanding Instructor Resources—developed
by educators and experts and tested through our rigorous Quality Assurance process.
Whether you use one resource or all the resources provided, our goal is to make the
teaching and learning experience in your classroom the best it can be. With Cengage
Learning’s resources, you’ll spend less time preparing, and more time teaching.

To access any of the items mentioned below, go to www.cengage.com/login.

Instructor’s Manual

The instructor’s manual offers guidance through each level of each chapter. You will find
lecture notes that provide an overview of the chapter content along with background
information and teaching tips. Also included are classroom activities and discussion
questions that will get your students thinking about the business scenarios and decisions
presented in the book.

Test Bank

ExamView features a user-friendly testing environment that allows you to not only publish
traditional paper and LAN-based tests, but also Web-deliverable exams. In addition to
the traditional multiple-choice, true/false, completion, short answer, and essay questions,
the Succeeding in Business series emphasizes new critical thinking questions. Like the
textbook, these questions challenge vour students by going beyvond defining key terms
and focusing more on the real-world decision-making process they will face in business,
while keeping the convenience of automatic grading for you.

Preface
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Student Data Files and Solution Files

All student data files necessary to complete the hands-on portion of each level and the
end-of chapter material are provided along with the solutions files.

Annotated Solution Files and Rubrics

Challenging your students shouldn’t make it more difficult to set grading criteria. Each
student assignment in your textbook will have a correlating Annotated Solution File that
highlights what to look for in your students’ submissions. Grading Rubrics list these
criteria in an auto-calculating table that can be customized to fit the needs of your class.
The electronic file format of both of these tools offers the flexibility of online or paper-
based grading. This complete grading solution will save you time and effort on grading.

PowerPoint Presentations

The PowerPoint presentations deliver visually impressive lectures filled with the business
and application concepts and skills introduced in the text. Use these to engage your
students in discussion regarding the content covered in each chapter. You can also
distribute or post these files for your students to use as an additional study aid.

Figure Files
Every figure in the text is provided in an easy to use file format. Use these to customize
your PowerPoint Presentations, create overheads, and to enhance your course.

Sample Syllabus

A sample syllabus is provided to help you get your course started. Provided in a Word
docunfent, you can use the syllabus as is or modify it for your own course.
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Succeeding in Business Series Walk-Through

The Succeeding in Business approach is unique. It

moves bevond point-and-click exercises to

give your students more real-world problem-solving skills that they can apply in business. In
the following pages, step through Succeeding in Business with Microsoft Access 2013 to learn
more about the series pedagogy, features, design, and reinforcement exercises.

Thoughtprovoking quotes at the
beginning of each chapter set the
stage for the concepts to be presented.

The Learning Objectives provide
a quick reference for topics
covered in the chapter.

Information Systems: Creating, Populating
Relating, and Maintaining the Tables

Building the Database

in a Database

the Antwmn."

Level 1

Review

Level 2

Import
Wark w

Create

Preparing to A

Chapter Introduction

Level 3

This chapier details the process thar wild fe

first step, the discovery phase, includes gathering all ex
incomplete data, and tatking with users about their d.

in the process include purtis

data into g

tor ¢ach record in those tables; and desipr

It is then imperative to test the new database prior 1
database requires knowledge of database concepts, wiy
Figure 1.1 llustrates the step€Tollowed i the databas
first step, the discovery phase

Database security
Datasheet view
Figure 1.1: Database design process: the discovery phd DR,
1. Gather existing dots Import Spreadsheet Wizard
2 Research missing/mcomplote doto
3. Talk 10 users cboul the desired output Input Mask Wizard
Lookup Wizard

Subdatasheet

s is only the farmer who faithfully plants sceds in the Spring, wha reaps a barvess in

LEARNING OBJECTIVES

Create t

Wark in Design view
Create addinonal 1ables tor the darabase

one-tomany and many te-many relationships betwveen tables

Use 4 st

Learn abaut the role of the database administrator
Compac
calle Document the database design using the Darabase Documenier
Secure the darabase from unauthorized use

TOOLS COVERED IN THIS CHAPTER

Database Documenter

Relationships window

Microsolt product screanshots used with permission fram Micrasolt Carperaian

—Bertic Charles “BC” Forbes

the databasc design
he database tables using the database design

data o the darabase ables

ith primary and forcign kevs

ibdatasheet 1o view relared reconds

t, repase, and back up a database
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» Case Scenario

Creating 2 database i a significant undertaking that requires careful planning
arganization, and management. I many cases, it takes several weeks or even months
to identify the data that an organization needs o collecr and then determine how
managers and employees will enter and use thar data to assist thenvin the organizaton’s
dayto-day aperations and long-term planning. 4Corners Pharmacy 1s an- existing
business, and vou have already learned that Vingent Ferrino®s system for managing the

prescription, inventory, emplovee, and orher data for the pharmacy is facki

w in several
respects. Paul Ferrino’s vision for the pharmacy, which he now ow

s 10 convert
P

s, such as more aceurate and consistens data and the ability to track
ymer buving habits

all of the exis

aper and spreadshieet sstems to 4 database. By doir

will

realize many bend

myentory and

This listing offers quick reference

to the skills that students will be
introduced to in the chapter.

e R e AT e ek SN
A business case about a pharmacy

is used throughout the Access fext,
placing the concepts covered in a

real-life context.

n
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Chapter 1 Preparing lo Automate Data Management

T T S M ST [ 5 :

Examining E ng and Missing Sources of Data

Discovering and Evaluating Sources of Existing Data

o s s ks o ereatings o diibives: Tt (et the: iNirmsdion: i At Chapters contain three levels of
organization needs 1o manage and organize. This task might rake several days to several com p|e><ll’y The levels ﬁrsf inlroduce
weeks and might involve interviewing department heads and other key employees S

to understand the dara they collect and the way they use it You might find thar some an Qpphcqhon concep'l then |80d
departments manage their data in paper files or in computerized: records. 1n larger d h h bl fit
organizaricnss, dats might bie stared fi different eomputerized systems, Regardiesy ofthe students though a problem-solving
cur

et data storage method, it 15 important 1o take the time to understand nor only what exercise using the software. With
data is collected, but also how that data s used. 3

each level, the complexity of

the material increases, while the
patterns that indicate how 1o vrganize the dara. For example, you might see that the ;
urganization manages data abous customers, employees, and produces, Ditferens exercises become less structured.

departments might use this data in different ways and employees might need different

As vau colleet information from the organization’s kev plavers, vou might begin to see

levels of access to this data, depending on the departments in which they work and
their positions in the company. For example, a manager of an Order Department needs
information abour produers and customers, but nor about employees: a human resourees
manager tieeds information about employees, but not about producrs, a customer
service representarive needs information about praducts and orders, but nor about
emplayees: and so on, In addition 1o needing different kinds of data, some emplovees
might n
Department might need a list of employees working 1 the organization, but only the
human resources manager should be able o view their salaries

o more detailed information than others, An asssstant in the Homan Resourdes

You can use a darabase management syseem, or DEMS, to manage data. There are
several DBMSs, including Oracle. MySQLL, and Microsoft Access, Each of these DBMS
programs has specific advantages that benefi difterent ¢

nizations, depending on the

type and amount of dara they store. For example, very large «

rganizations will berehit

from the power of Oracle to manag

arge amounts of data on a nerwork or on a Web

site, Other businesses might choose MySQL. an open source pro

ram. A open source
program permits licensed users 10 use, change, improve, and rediseribute the software in
moditied or inmodificd formats. This tvpe of software is called *“free™ software, in which
the term free typically ret fom that the license software might
ormight not be available at no charge. MySQL, however, requires programming expertise

Vs LIsers

Large, clear figures provide a visual

in Structured Query Language (SQL), the language used by most DBMSs, Oracle and a|d to the concepfs presgrﬂed/ moking
MySQL are conceprually equivalent. Both are server based., both scale 1o large amounts of ” F d F “ I
data, and both require knowledge of SQL. You will learn about SQL. in Chapter 3 it easy for students to follow along.

Chapter 1 Preparing to Automate Dota Management

32

Figure 1.2: Customer information form used by 4Corners Pharmacy

CUSTOMER INFORMATION
Thank you for choosing 4Cormers Pharmacy. Please Fill aut this form so that we can assist you
pramplly

Name | Rirth Date:

Address

Soeial Security Numbe:

Hame Phane Muinbet 1’\.,. Mumber

Email Addrass

" ) Marital Stalas (¢lrele e
e ol e Single Married Widowed Divorced
Oteupalion
Primary Care Physician Physician s Phone Number
Emergency Contotct Relafianship o
Emergency Contact's Phane Number Spouse’s Name
Allergies
Prefer childproaf caps? Y N
HEAD OF HOUSEHOLD
(Camplete this section orly il someate vther than the customet is finaneally responsible
Name Sicial Secarity Number
Adtlress
Hame Phone Nimbar | Wark Phaine Number
INSURANCE INFORMATION
insurance Plare
Insurarice Plan Phone Number (isurence (D Number
Siibseriber's Nama Suberibars Empleyes
| authorize the releass of any medical Infarmaticn necessary fo process my claim and paymant

ol benefits 16 4Corners Pharmacy.

Sig of C R ible Party Date
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Best Proctice

‘povibie 1o inchce: lega, tox, and vesimant da in the DBMS. Don informs Poul hot while it
s possible to do this, it would require & great deol more work, b vigniicantly mare sxpamive,
ond Hla outiide the scope of the original project, which is creofing o dotbose fo manags
dipdordoy sioce opeeiins. Ae-a reiull, Paul unid Dor mgree on fhe scope and deliverobles.
of the projoct— managing <ustomer and prascription data, menoging panenel dota, tracking
buying behavios, and evaluating inventory, The sxoct specifications of he project-—haw much
1 cost, when i is deiiered, and what exact oviput s expected-—wil be nagotiared before

Dan starts the dotabose design process During the planning phase, 1 Is impoeniunt to manage.
wu&wﬂmumw‘mwu,mw:mduu Otharwise, tha progect
<on laod o scope creep and becoms unmanogeoble. Scope creep ccrun when the onginal
guoject igmcificoions change o are increased olfer the peoect hoa sarted.

1t peoplo 1o get the right 5
best tor sk questions stich 35 *What el weiold vy ke tis
" and Silarly worded Inguiries You might A a0 employees
et 10 ke certain thies about et tiat the eurrent systeny <ot preside

Inieummersarianswith emplyypes, Dy armed e
DIMS e et il wanage. He ab
e

as

How To boxes offer a quick reference fo the
steps needed to complete certain tasks.
-

o 3 Burkting e Dt

Changs o Fieid's Copfion Property

1. Chonge 22 Design vew, ond than sabect he faskd hat you want 1 changs.
2. Clck the Coption bax in the Field Propetias pase

3, Type e copfion. An cxmyple i thown i Figwe 2,18

&, Scve the toble design

Figure 2.18: Caption property thanged CoatD id

[Ermy—

ver after

field names
descrprinm

Figure 2.19: Datashest with new coptions and resized columns

[ Caprom

Best Practice boxes offer tips to help students become
more efficient users of the application.

Steps to Success activities within each level
offer students the opportunity to apply the
skills they have learned before moving to
the next level.

Fuigm e L e ey ee——

Figure 1.29: Delete coscodes 1o related records

The rucord for PN 366 1

e Dnlre Rakod Recards cgnon
delren il teching facoscs i Kx

b= 5100 To Success: Level 2

You have learmed & great deal abowt database objests, conceprs, and sable refatioaships,
all requisive knowledgs for planning » relational database 0
which database objects are required for the 4Comers Pharmacy database and how 10
relate the tables

On a piece of paper, complete the follwing

duxtuses, citics, expleoyees, b titkes, and rausmg sames. Given thas table, dawnbe
e qucrcs, e form,and e seporsthe magoes e pharsay sughe come

dav tu-cay operation.

g workshesss iwicad of & database that

" s have
isorsh s sarmphify 1he work you needed ¢

3. Whar prumary keyw niight you assign 10 1abics thar store dara sbout the following
ennties: customers, prescriptions, drugs, docton, o
training classes? Deescribe why and

i, employees, job tithes, and
w you chose the primary key for cach table

A, Suppee that 1bIDoctor (ncludes. the fields Doctorll), Doctarkinst, Doctorlast,

and Phone; and tICHC includes the fieldy ClinelD, ClineName, Address, Ciry,
'hooe. Is there 3 common ficld! B there a foresgn key? Whar kind of
ght you rete betweer thexe twi tables!

» TROUBLESHOOTING: I urdct ny successflly complere this sask, begi by
b

wing the table, an then decide which fcids can b relared berwee the rbie
fiekt wihins the %0 that they can b rebate

Troubleshooting paragraphs offer tips and hints to
help students work more efficiently and avoid errors
as they work through the steps.
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Collecting Data with Well-Designed Forms Chapler 4

13. Add a command buttan to open frmCustomer in case the pharmacists need more
i about ather prescriptions for a customer.

14. Add the HudsonBay.jpg logo from the Chapter 4\Level 3 STS tolder ro frmEmployee
Size it and make sure you can see the entire image. | The Chopter Summory provides
a brief review of the lessons in

the chapter.

15. Closc the Hudson.accdb database and Acc

Chapter Summary < _

This chaprer presenred many rechniques for creating forms thar can be used i data entry and

cditing. Although data can be directly entered in tables, forms are especially useful when the
relationships berween tables are complex and users need o have access to data from several

related tables ata ime. In Level |, you learned about the Form toals to create forms. You also

tound our how ta use theme background colors, theme font colors, and themes. You leamed
about the importance of a consistent user interface and how it is best achieved. You also
examined properties of forms and ways o create your owneustonmstyle and format tor forms

Level 2 moved into coverage of forms that use data from more than one table. You learned
how to modify the layout of forms and how to add subtorms ro an existng form. You also
learned abour user views created with only portions of the data for specific applications
You learned how command butrons can pertorm many actions and how they help with
user navigation, Inaddition, properties of forms and printing options were discussed

Level 3 expanded the discussion of how torms might be involved in automating and
streamlining business processes for the primary activities of a business by focusing on the
usability and funcnionality of forms. You learned how 1o add calculations o forms You
saw how multitable forms eould be created using multiple subforms. You dlso learned that
vou could add subforms to a main form using tab controls

Conceptual Review questions provide

Conceptual Review i SEESE a brief review of key concepts
covered throughout the chapter.

1. Why is it important to test your database before beginning the process of developing
forms and reports?

2. When is it more appropriate to enter data i Data

3. Whatare the ditferences beeween forms creared with Preparing to Automate Data Management Chapter |

4. What is the reason for working to have o consi

14, Which of the following pairs of entities would require @ one-to-one, one to-many.
command buttons?

and manv-to-many relationship? Describe your answer
e pla he ditfere: ¢ berwed PO cONLrol o
5. Explain the difference berween a bound control a « Basmmesindontes

« What is a user view and why would you create on
= B S PRI o e atRie b, Stares and state capitals

7. Name two ways to locate a record rather than jusy ;
e College students and classes

8. Why would you create a calculated field on a form ) )
15. What is entirv integrity? What is referential integrity? Should vou enforee referential
integrity in a database all the time? Why ar why not?

16. Name and describe the three types of anomalies that can occur in a database

17. What is the goal of normalization? Name and describe the three normal forms

- 18. What is a determinant? A parrial dependency? A transitive dependency?
)Cuse Problems

Level 1 - Creating the Database Design for NHD Development

Group Inc.
Businessfocused case problems R T .

; ) . } evelopment Group Inc. builds, leases, and manages shopping centers, convenience
prov|de cddmono| procnce for the stores, and other ventures throughout the country. Last year, NHD purchased several g
bl Ivi d skill antique malls in the southeastern United States. The antique malls have shown potential — information

problem-solving concepts anad skills for a good financial retun over time. Tioy Richards is the chief information officer for  Syses
presented in each level. NHD. Tim's responsibility is to provide information to the board of directors so it can

make strategic decisions about future development ventures

Maost of the antique malls do their bookkeeping on paper, and Tim is concerned that the
data he needs trom the antique malls will not be easy 1o obtan. Because of the paper
based systems, Tim expects 1w be ditheulr 1o obram irems such as roral sales, roral
commissions, dealer sales, and statf expenses such as salaries. Tim believes that by creating
aspecialized database tor the antique mall managers to use. he can ensure that the data he
needs will be easy for managers to create and maintain, The antigue malls will be able 1a
use the darabase to create the reports he needs so he can easily demonstrate the inancial
health of the malls to the board

The antigue malls are housed in large buildings thar are owned by the parent company,
NHD. The buildings are divided into booths that are rented to dealers, whe then fill the
booths with fnventory that is sold o customers. A dealer might be a

all company or an
individual . Tt is cach dealer’s responsibility to manage its own inventory: the mall does not
maintain an inventory list for the dealers, As the dealer selly items from its inventory, the
mall records the dealer number and the price of each trem using the informanon on the
iten’s price rag. At the end of the month, the mall generates a list of toral sales for cach

93

Each case problem focuses on a specific business discipline, such as
accounting, information systems, marketing, sales, and operations
management. Marginal icons representing each discipline make it easy
to see which disciplines are covered in each case problem.
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