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COURSE DESCRIPTION:  This course provides s with hands-on experience using database management software.  s will develop skills common to most database management software by developing a wide variety of databases.  Emphasis is on planning, developing, and editing functions associated with database management.
CREDIT HOURS 

Theory

3 credit hours

Lab


0 credit hour

Total


3 credit hours

NOTE: Theory credit hours are a 1:1 contact to credit ratio.  Colleges may schedule lab hours as manipulative (3:1 contact to credit hour ratio) or experimental (2:1 contact to credit hour ratio).

NOTE:  Credit hours changed from 2-1-3 to 3-0-3 effective 9-21-07.

PREREQUISITE COURSES 
Determined by college unless stated otherwise 

CO-REQUISITE COURSES 
Determined by college unless stated otherwise
PROFESSIONAL COMPETENCIES
· Explain the system and hardware associated with database management applications.
· Create a basic database.
· Use tables to organize the database.
· Manage a database.
· Perform database queries.
· Use forms to manage data.
· Create and modify reports.
· Use switchboards when working with a database.
GENERAL INSTRUCTIONAL OBJECTIVES  

· Cognitive: 
Comprehend foundational knowledge of database management software 

· Psychomotor: Apply foundational knowledge of database management software.

· Affective: There are no affective objectives directly associated with this course.
PROFESSIONAL COMPETENCIES/OBJECTIVES
Unless otherwise indicated, evaluation of student’s attainment of objectives is based on knowledge gained from this course.  During performance evaluations, s will be provided necessary tools, equipment, materials, specifications, and any other resources necessary to accomplish the task.  Specifications may be in the form of, but not limited to, manufacturer’s specifications, technical orders, regulations, national and state codes, certification agencies, locally developed lab assignments, or any combination of specifications

	MODULE A – COMPUTER ESSENTIALS

	MODULE DESCRIPTION – This module is intended to ensure students have basic knowledge of computer operation.  This module is foundational for other instruction in this course.

	PROFESSIONAL COMPETENCIES
	 PERFORMANCE OBJECTIVES

	A1.0
Explain the system and hardware associated with database management applications. (B)
	A1.1
This competency is measured cognitively.

	ENABLING OBJECTIVES
	KSA

Indicator

	A1.1.1
Define terms associated with the computer system.

A1.1.2
Explain the function of hardware devices.

A1.1.3
Identify elements of the graphical user interface.

A1.1.4
Explain the process of launching and exiting programs.

A1.1.5
Explain various methods of file management.
	A

B

a

b

b

	MODULE A OUTLINE
· Hardware devices

· Graphical User Interface (GUI)

· Launching and exiting programs

· File Management


	MODULE B – INTRODUCTION TO DATABASE MANAGEMENT SYSTEMS

	MODULE DESCRIPTION – During this module students learn to create a basic database.

	PROFESSIONAL COMPETENCIES
	 PERFORMANCE OBJECTIVES

	B1.0
Create a basic database. (2b) 
	B1.1
Use specified features to create a basic database.

	ENABLING OBJECTIVES
	KSA

Indicator

	B1.1.1
Explain the use of a database.

B1.1.2
Define terms associated with a database.

B1.1.3
Identify parts of the database window.

B1.1.4
Explain the function of objects in a database.

B1.1.5
Explain the importance of planning the database.

B1.1.6
Explain the process of creating and saving a blank database.

B1.1.7
Explain the process of opening an existing database.
	c
A

a

B

B

b

b

	MODULE B OUTLINE
· Terms

· Database Management System Window

· Menus and tool bars

· Customizing tool bars

· Parts of the window

· Objects

· Tables

· Queries

· Forms

· Reports

· Creating a new database

· Planning a database

· Organizing data

· Determine relationship(s) between tables

· Determine potential questions to be asked of the database (queries)

· Design forms needed

· Design reports needed

· Create a blank database

· Opening and closing a database


	MODULE C – TABLES AND DATA

	MODULE DESCRIPTION – During this module students learn to use tables to organize a database.

	PROFESSIONAL COMPETENCIES
	 PERFORMANCE OBJECTIVES

	C1.0
Use tables to organize the database. (2b)
	C1.1
Use specified features to create and modify tables in a database.

	ENABLING OBJECTIVES
	KSA

Indicator

	C1.1.1
Explain the process of creating a table.

C1.1.2
Explain the process of editing an existing table’s structure.

C1.1.3
Explain the process of updating data in an existing table.

C1.1.4
Explain the function of various edit features.

C1.1.5
Explain various processes of sorting records.

C1.1.6
Explain various processes to filter records.

C1.1.7
Explain various processes to add tables to a database.

C1.1.8
Explain the importance of validating data.

C1.1.9
Explain various processes to validate data.

C1.1.10
Explain the process of creating data relationships. 
	b

b

b

B

b

b

b

b

B

b

	MODULE C OUTLINE

· Creating tables

· Defining fields

· Saving a table

· Changing views

· Adding records

· Navigating records in a table

· Preview and print table

· Closing a table

· Editing an existing table’s structure

· Adding a field

· Deleting a field

· Editing a field

· Changing field properties

· Updating data in an existing table

· Importing data from another source

· Copying records from another database

· Editing existing records

· Deleting records

· Edit features

· Spell check

· Undo and redo

· Find and replace

· Cut, copy, and paste

· Drag and drop


	MODULE C OUTLINE (Continued)

	· Sorting records

· Filtering records

· Add a table to a database

· Wizards

· Custom

· Importing tables

· Linking tables

· Data validation

· Terms

· Required fields

· Ranges

· Default values

· Defining rules

· Wizards
· Relationships

· Terms

· Create a relationship between two tables

· Edit a relationship

· Enforce referential integrity


	MODULE D – MANAGING A DATABASE

	MODULE DESCRIPTION – During this module students learn to manage a database.

	PROFESSIONAL COMPETENCIES
	 PERFORMANCE OBJECTIVES

	D1.0
Manage a database. (2b)
	D1.1
Use selected features to manage a database.

	ENABLING OBJECTIVES
	KSA

Indicator

	D1.1.1
Explain the importance of backing up a database. 

D1.1.2
Explain the process of backing up and restoring a database.

D1.1.3
Explain various methods of compacting a database.

D1.1.4
Explain various methods of repairing a database.

D1.1.5
Explain the process of converting a database to another database type or version.

D1.1.6
Explain the process of replicating a database.

D1.1.7
Explain the process of setting database security.

D1.1.8
Explain the process of enhancing database performance.

D1.1.9
Explain the process of documenting a database. 
	B

b

b

b

b

b

b

b

b

	MODULE D OUTLINE
· Backing up and restoring a database

· Compacting and repairing a database

· Compacting a database automatically

· Converting a database to another database type or version

· Replicating a database

· Setting database security

· Database passwords

· User permissions

· Database encryption

· Database performance

· Using a performance analyzer

· Splitting a database

· Documenting a database


	MODULE E – WORKING WITH QUERIES

	MODULE DESCRIPTION – During this module students learn to perform database queries.

	PROFESSIONAL COMPETENCIES
	 PERFORMANCE OBJECTIVES

	E1.0
Perform database queries. (2b)
	E1.1
Use selected features to perform database queries.

	ENABLING OBJECTIVES
	KSA

Indicator

	E1.1.1
Explain the function of queries.

E1.1.2
Explain various processes to create queries.

E1.1.3
Explain criteria for conducting a query.

E1.1.4
Explain sorting.

E1.1.5
Explain calculated fields and functions.

E1.1.6
Explain the process for conducting various types of queries. 
	c
b

B

b

b

b


	· Types of queries

· Summary queries

· Crosstab queries

· Parameter queries

· Update queries

· Make-table queries

· Delete queries

· Append queries


	MODULE F – FORMS

	MODULE DESCRIPTION – During this module students learn to use forms to manage data.

	PROFESSIONAL COMPETENCIES
	 PERFORMANCE OBJECTIVES

	F1.0
Use forms to manage data. (2b)
	F1.1
Use selected features to create and modify forms.

	ENABLING OBJECTIVES
	KSA

Indicator

	F1.1.1
Explain the use of forms.

F1.1.2
Explain various processes to create and save forms.

F1.1.3
Explain various processes to add data using a form.

F1.1.4
Explain various processes for finding and replacing data using a form.

F1.1.5
Explain calculated fields and functions in forms.

F1.1.6
Explain various processes to create and modify a subform.
	c

b

b

b

B

b

	MODULE F OUTLINE
· Create a form

· Custom

· Wizards

· Elements of form design

· Areas of a form

· Form controls

· Type of controls

· Changing properties

· Moving

· Resizing

· Form tools

· Check box

· Combo box

· Command button

· Image

· Label

· Line

· Option button

· Option group

· Page break

· Subform/subreport

· Text box

· Formatting 

· Saving

· Adding data using a form

· Use filters to find and replace data

· Create a main form with a subform

· Modify the form

· Modify the subform


	MODULE  G - REPORTS

	PROFESSIONAL COMPETENCIES
	 PERFORMANCE OBJECTIVES

	G1.0
Create and modify reports. (2b)
	G1.1
Use selected database features to create and modify reports.

	ENABLING OBJECTIVES
	KSA

Indicator

	G1.1.1
Explain the use of reports.

G1.1.2
Explain various processes to create and save reports.

G1.1.3
Explain various processes to create and modify a subreport.

G1.1.4
Explain various processes to sort and group data.

G1.1.5
Explain calculated fields and functions in reports.

G1.1.6
Explain various processes to create mailing labels. 
	c
b

b

b

b

b

	MODULE G OUTLINE
· Create a report

· Custom

· Wizards

· Elements of report design

· Areas of a report

· Report controls

· Type of controls

· Changing properties

· Moving

· Resizing

· Report tools

· Check box

· Image

· Label

· Line

· Page break

· Subform/subreport

· Text box

· Formatting 

· Saving

· Create a main report with a subreport

· Modify the main report

· Modify the subreport

· Sorting and grouping data

· Using statistical functions (aggregate functions)

· Creating mailing labels


	MODULE H – WORKING WITH A SWITCHBOARD

	MODULE DESCRIPTION – During this module students learn to use switchboards when working with a database.

	PROFESSIONAL COMPETENCIES
	 PERFORMANCE OBJECTIVES

	H1.0
Use switchboards when working with a database. (2b)
	H1.1
Use selected database features to create and modify switchboards.

	ENABLING OBJECTIVES
	KSA

Indicator

	H1.1.1
Explain the use of switchboards.

H1.1.2
Explain various processes to create and save switchboards.

H1.1.3
Explain various processes to modify a switchboard page.
	c
b

b

	MODULE H OUTLINE
· Create a switchboard

· Create the main switchboard

· Create switchboard pages

· Test and review switchboard

· Modify switchboard pages

· Add command buttons to a switchboard page

· Setting and modifying startup options


ENABLING Objectives Table of specifications

The table below identifies the percentage of cognitive objectives for each module.  Instructors should develop sufficient numbers of test items at the appropriate level of evaluation.  
	
	Facts/ Nomenclature
	Principles/ Procedures
	Analysis/ Operating Principles
	Evaluation/ Complete Theory

	
	A/a
	B/b
	C/c
	D/d

	Module A
	40%
	60%
	-
	-

	Module B
	29%
	57%
	14%
	-

	Module C
	-
	100%
	-
	-

	Module D
	-
	100%
	-
	-

	Module E
	-
	83%
	17%
	-

	Module F
	-
	83%
	17%
	-

	Module G
	-
	83%
	17%
	-

	Module H
	-
	67%
	33%
	-


	Knowledge, Skills, and Attitudes (KSA) Indicators

	
	Value
	Key Word(s)
	Definition

	Performance 
Ability 
	4
	Highly 

Proficient
	Performs competency quickly and accurately.  Instructs others how to do the competency. 

	
	3
	Proficient
	Performs all parts of the competency.  Needs only a spot check of completed work.

	
	2
	Partially

 Proficient
	Performs most parts of the competency.  Needs help only on hardest parts. 

	
	1
	Limited Proficiency
	Performs simple parts of the competency.  Needs to be told or shown how to do most of the competency. 

	Knowledge of Skills
	d
	Complete

Theory
	Predicts, isolates, and resolves problems about the competency.

	
	c
	Operating Principles
	Identifies why and when the competency must be done and why each step is needed.

	
	b
	Procedures
	Determines step-by-step procedures for doing the competency.

	
	a
	Nomenclature
	Names parts, tools, and simple facts about the competency.

	Knowledge
	D
	Evaluation
	Evaluates conditions and makes proper decisions about the subject.

	
	C
	Analysis
	Analyzes facts and principles and draws conclusions about the subject.

	
	B
	Principles
	Identifies relationship of basic facts and states general principles about the subject.

	
	A
	Facts
	Identifies basic facts and terms about the subject.

	Affective
	*5
	Characterization by Value
	Acting consistently with the new value

	
	*4
	Organization
	Integrating a new value into one's general set of values, giving it some ranking among one's general priorities

	
	*3
	Valuing
	Showing some definite involvement or commitment

	
	*2
	Responding
	Showing some new behaviors as a result of experience

	
	*1
	Receiving
	Being aware of or attending to something in the environment

	Alpha Scale Values - Any item with an upper case letter (A, B, C, D) by itself is taught as general information on a topic.  This information may be related to the competency or encompass multiple competencies.  Examples might include mathematical computations or knowledge of principles such as Ohm’s Law.

A lower case letter indicates a level of ”Knowledge of Skills."  Individuals are taught information pertaining to performing a competency .  These may be indicated alone or in conjunction with a numerical scale value.  A lower case letter by itself indicates the individual is not required to perform the task-just know about the task.  (example: Can state or explain procedures for doing a task).

Numerical Scale Values - The numbers reflect the levels the individual will be able to perform a competency. Number values are always accompanied by lower case letters (i.e. 1a, 2b, 3c...etc.) in order to specify the level of knowledge of skills associated with the competency.   

Example:  An individual with a competency with a scale indicator of 3b has received training of knowledge of skills whereby he or she can determine the correct procedures and perform with limited supervision; only requiring evaluation of the finished product or procedure.

Asterisk items indicate desired affective domain levels and are used to indicate the desired level for a given competency.   They may be used independently or with other indicators (i.e.   1a-*1, 2c-*3).  If used with another indicator, separate with a hyphen.

NOTE:  Codes indicate terminal values.
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