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Read the email message below before starting your unit assessment.
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Email instructions






Database instructions (attachment)
1) Make a copy of Jasmine’s unfinished database into My Documents and open it.

2) Set up a word processing document, and type in your name at the top. Save the    document as 7.5 Unit assessment.

3) Open the table named Contacts and add the following fields:

· Email

· Birthday

· Birth month
(You will need to make sure that you are in ‘Design View’, not ‘Datasheet View’, and that you choose the correct data types.)

4) When you have done this, take a screenshot showing Field Names and Data Types and paste this into your word processing document.

5) Now enter your data into the database. You will need to save the table first then change the view to ‘Datasheet View’.

Enter the following records:
	Name
	Phone
	Email
	Birthday
	Birth month

	Kaylie 


	01724 788889
	kyc@yipee.com
	23rd 
	August

	Brad


	01709 672211
	brad@buzz.com
	2nd 
	August

	Maria


	01709 564889
	mazza@myworld.co.uk
	9th 
	January

	Sam


	07988 112345
	sam@yeeha.co.uk
	18th 
	March


6) Take a screenshot showing the data that you have entered and paste it into the word‑processing document.

7) Make a query that will allow Jasmine to find all her friends whose birthdays are in a certain month. You need to add all the fields to the query. Take a screenshot of the query in ‘Design View’ before you run it.

8) Now run the query, and enter August in the search box. Save the query as birth month query.

9) Make a report of friends whose birthdays are in August, based on the birth month query. Take a screenshot of this and paste it into your word-processing document.

10) Finally, annotate your screenshots to explain what you did at each stage, and why

you did it.

Dear Data entry team





I was wondering if you could help me? I have loads of friends and I am finding it hard to keep track of their names and addresses. I also keep forgetting their birthdays, which means that soon I probably won’t have ANY friends at all! I’ve got a computer, and I would really like an electronic method of storing and searching for these. 





My brother started to create a database for me, but at the moment he has so much homework to do that he doesn’t have time to finish it. I was hoping that you would be able to finish building the database for me, and also start to put some of my friends’ information into it.





The database is called ‘Friends’, and my brother has written some instructions to go with it so you can see what you need to do. I have attached the instructions to this email.





I look forward to seeing the end result!





Thanks 





Jasmine








Now read the email attachment on the next page carefully, because it tells 


you exactly what Jasmine wants you to do.
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