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RECOGNISING ACHIEVEMENT

OCR GCSE IN APPLIED ICT (DOUBLE AWARD) 1494
UNIT 2: BUSINESS SYSTEMS PORTFOLIO

CANDIDATE T - EXEMPLAR MATERIALS

This collection of exemplar work is designed to accompany Unit 2 of the OCR GCSE specification
Applied ICT for teaching from September 2002.

First certification will be available in June 2004 and every January and June thereafter.

This document aims to demonstrate the relationship between candidates’ work and the
assessment criteria statements. The examples provided represent just a few approaches from a
small number of candidates and are not intended to be comprehensive or interpreted
prescriptively.

The examples exemplify different standards of work. Some of the examples demonstrate a
consistent approach across the objectives, whereas others demonstrate a different standard of
achievement for each objective.

Teachers are referred to Section 2.3 of the Teacher Guide (Determining a Candidate’s Mark) to
further assist their marking.
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Unit Recording Sheet for Unit 2: Business Systems Portfolio

Please read the instructions printed at the end of this form. One of these sheets, suitably completed, should be attached to the assessed work of each candidate. ‘

RECOGNISING ACHIEVEMENT

. Unit :
Specification Code 1494 Code 4873 Session Jan / June Year 2| 0| 0] 4
Centre Name Centre Number
Candidate Name Candidate T Candidate Number
Evidence: A report of an investigation of two different organisations' use of ICT together with original documents for different business purposes and an ICT system for a
given situation for one of the organisations.
Criteria Teacher Comment Location | Mark
al ldentify how the organisations use a2 Describe how the organisations use | a3 Explain why the organisations use Candidate has recognised and explained some
ICT, the information requirements of ICT, the information requirements of ICT and how the hardware and of the needs of Halton Hospital and the
some systems and the hardware and most major systems and the hardware application software used meet the Brooker Centre in using ICT to communicate Section
application software used. and application software used. organisations' needs and help them to effectively but there is insufficient depth for A
communicate and function effectively. the award of marks in band 3.
01234 56 78
bl Describe the content and layout of b2 Make informed suggestions about b3 Draw logical conclusions about the The content and layout of several documents
documents used by the organisations. the writing and presentation styles standards for business documents and have been compared. Purposes and target Section
used by the organisations in their use these when producing your own audiences have been identified and conclusions B
0123 | documents. 45 | documents. 6 | about standards have been applied.
cl Produce straightforward business c2 Produce more complex business c3 Use what you have learned from Candidate has produced a newsletter, a
documents that match their purpose documents that use appropriate studying organisations' documents, and | business card, a letter with mail merge, a
and the target audience by making writing, presentation and layout styles the full range of software facilities to website and a presentation all evidencing a Section
basic use of word processing, by making use of more features of produce business documents that meet house style. There are some errors and no c
publication and presentation software. word processing, publication and their intended purpose, are appropriate table of source data for the mail merge but the
presentation software. for the target audience and that are documents do fit the purpose and audience
01234 567 | accurate, clear and consistent. 89 | stated.
dl With help, identify the information | d2 Investigate the information flows d3 Analyse the information flows in a Candidate has analysed information flow in a
flows in a simple system and produce a | in a system and produce a dataflow system and produce a comprehensive booking system and produced a clear though Section
dataflow diagram. diagram. dataflow diagram. inaccurate diagram. D
0123 4 56
el Produce a basic design e2 Produce a detailed design €3 Produce a comprehensive design A detailed design specification which clearly Section
specification for a system. specification for a system. specification for a system. states user requirements, sources, input, E
012 3 4 process and output and includes mail merge.
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Criteria Teacher Comment Location | Mark
f1 Produce brief records of the f2 Produce clear records of the f3 Produce comprehensive records of Records cover all aspects of implementation
implementation of the system. implementation of the system. the implementation of the system. and are clearly explained but do not give Section 5
sufficient detail in all areas to enable someone F
012 34 56 else to recreate the system.
gl Carry out simple tests to check that | g2 Test the system under a range of g3 Carry out a detailed evaluation of Printouts show the system has been fully
the system meets the design conditions to ensure that user the system, which checks the outcomes tested and although the evaluation lacks Section
specification. requirements are met. against user requirements, and produce detail some modifications and improvements G 5
records of any modifications and have been suggested.
012 34 | improvements made. 56
h1l Produce a basic user guide to the h2 Produce a detailed user guide to h3 Produce a comprehensive user Guide uses non technical language and
system. the system. guide to the system that would allow a annotated screen prints to give detailed Section
novice user to use the system instructions on opening software, inputting, H 5
012 34 | efficiently. 5 obtaining and printing data, saving and
exiting.
The candidate has produced an excellent portfolio worth 42 marks, which represents a piece of good quality work. Total/50 42

Please note: This form may be updated on an annual basis. The current version of this form will be sent out automatically by OCR to the Examinations Officer in the Centre upon receipt of provisional entries.
You may also refer to OCR website (www.ocr.org.uk) for current version.

Authentication

Teachers should ensure that an OCR Declaration Sheet is completed for every candidate and sent with the portfolio to the moderator.

Guidance on Completion of this Form

1
2
3
4

One sheet should be used for each candidate.

Please ensure that the appropriate boxes at the top of the form are completed.

Circle the mark awarded for each strand of the marking criteria in the appropriate box and also enter the circled mark in the final column.

Add the marks for the strands together to give a total out of 50. Enter this total in the relevant box.
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VGCSE ICT — Unit 2 Portfolio of Business Documents

In this project I will analyse documents from a large organisation (Halton
Hospital) and note the documents good points and bad, 1 will then take
this information and change the document to make its appearance better.
I will then do the same with a smaller organisation (The Brooker Centre).
I expect do have to do more with these documents because smaller
organisations tend not to make their documents iook as professional.

Business

Type of Business

~ Whychoose Business

Hall'ton Hospital

A Hospital

My Mum works their 5o
it will be easy to get the
documents and to ask
any questions

The Brooker centre

A Mental Hospital

Both organisations are
physically linked which
made it easier to collect
the documents and to
fill in guestionnaires.

The aim of both businesses is to help people get better (one is for
physically ill people and the other is for mentally ill people) and they are
government run organisations, the hospital is extremely large and the
brooker centre is much smaller. The hospital has a chief executive and
then various managers and departments below that. The same type of
hierarchy is displayed in the brooker centre just on a much smaller scale.

Halton hospital contains many computers that are linked with 2 local area
network. Also ink-jet printers, laser printers, scanners and photocopiers
are regularly used. To back up the daily information a CD copier and tape
drives are used to do this. They use Microsoft Office this includes word,
excel, access, outlook and PowerPoint all of these are imperative for the
daily running of a hospital. The hospital has many more clerical staff all
needing computers and printers. In the brooker centre has a much
smaller day —to-day operation. The brooker centre has a local area
network which is separate from the hospitals. It toc contains many
computers that are linked together using a Local Area Network. It has
many Ink-jet printers, laser printers (inkjet printers are in personal offices

- -

© OCR 2004

GCSE in Applied ICT (Double Award)

4

Oxford, Cambridge and RSA Examinations



and laser jet printer in main offices were a lot of people are work).
Photocopiers are a necessity to the hospital. They use Microsoft windows
and Microsoft Office as their main software. To communicate internally
across departments and e-mail would be sent. To communicate externally
a formal letter would be sent to patients and to suppliers an order form

would be filled in.
The documents these two organisations use are:-

» Formal letter/ letter head (see example 4) — These are sent to
patients entailing appointments or any other required information.
This is used for external communication.

» Leaflet (see example 1) — These are used to give information to
people in a less formal manner. They include pictures and text
usually arranged in a photographic arrangement. E.g. a map.

= Minutes — These are regularly used in both organisations at
meetings. This is an internal document.

« Invoice — To be sent from suppliers to the organisations when
goods have been sent. This is used as an external document.

« Agenda — This is a series of events used in a meeting. This is an
internal document.

» Memo — These are used for internal communication by peopie in
the same departments and those people who do not have access to
e-mail facilities.

» Sales orders — these are used for external communication to
suppliers to order products from other companies and
organisations.

* E-mail — the majority of people use e-mail for internal
communication because it is fast and efficient.
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Section A Unit 2: Business systems Portfolio

Halton Hospital — North Cheshire Hospitals

Why Halton Hospital use ICT?

This organisation has quite an extensive use of ICT. The majority of
their daily functions are implicated using ICT. Halton Hospital uses
ICT for document production, databases and spreadsheets. Also ICT
is used for statistical Purposes/activity monitoring and patient
demographics (D.0.B., address etc.) and records, including inpatient
and outpatient activity also called PAS (Patient Administration
System). All these systems are vital for the daily running of halton
hospital. All of these reasons are why halton hospitaluses ICT.

=5
How the hardware and applications software meet Halton Hospitals o
needs? ' s

The hardware and software applications meet Halton Hospitals needs
by being fully integrated. There are computers on each ward and
many more computers on the clerical side of the hospital and they are
centrally linked to/by a server. Every computer is on the intranet so
the internal communication is done by e-mail using Microsoft
Outlook Express. Halton Hospital has its own server which is linked
to all of the computers in the hospital by a local area network.. The
hardware meets the needs of Halton Hospital, because computers do
the functions that humans find tedious and patient records can be
stored on a hard drive instead of being manually stored in a room.
This saves a lot of space, searches can be used to quickly find a
certain patients records and more than one person on the network can
view the file at the same time. The hospital has many specialist
software which is integrated with the many operating systems.
The operating systems that they use are Windows 98, Windows NT
Server, Unix and Novell. These operating systems all have pacific
jobs, windows is mainly used and is the main network. Unix and
Novell are used for the specialist software. The specialist software
that the hospital uses are:-

o Patient Administration system (PAS)

o Patient welfare Banking System (Trojan)

o Firewall (Cisco secure server firewall)
Microsoft Office is on nearly all of the computers in the hospital
because it is the best piece of software on the market that incorporates

© OCR 2004 GCSE in Applied ICT (Double Award) 6
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word processors, spreadsheets, databases etc. All of this software and
hardware is vital to halton Hospital and this therefore meets the
organisations needs

How ICT helps Halton Hospital communicate effectively? o>

Halton hospital uses ICT to communicate internally and externally.
Internally e-mail is used between individuals and departments an
intranet is what the ¢-mail is ran through. The software used for the e-
mail i1s Microsoft Outlook Express. To communicate with suppliers
invoices and letters can be e-mailed so that the they can instantly be
sent to the suppliers. Other manual methods of communication are
also used such as telephone and the postal service.

R
&..’"--,_ -

How ICT helps Halton Hospital function effectively?

ICT has replaced many manual jobs that know can be easily done by a
computer. This saves money for hospital which can be spent on
patient care. The records department has been put on to computer this
enables searches to be performed. This saves a lot of time, because a
computer can instantly find the exact record that you are looking for.
This only requires one information manager instead of half a dozen
people working in the records departments. Using the internet allows
e-mails to be instantly sent and received to/from colleagues and
suppliers.
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Section A Unit 2: Business svstems Portfolio

The Brooker centre — 5 boroughs partnership

Why the Brooker Centre use ICT?

The Brocker centre uses ICT to automate the daily systems/operations
used In the Brooker centre such as booking systems, records, pay roll,
patient welfare, admissions etc. Another main use of ICT is for the
production of documents. Computers are used to produce all of the
Brooker centres documents, databases and spreadsheets. This is vital
to the daily running of the Brooker centre.

How the hardware and applications software meet Brooker Centre

needs?

The hardware in the Brooker centre is full integrated with its software.
The operating systems used in the Brooker centre are Windows NT
and Window 98. These work together because they were both made
by Microsoft. Windows NT is a specialist networking operating
system which is on the servers inside the Brooker centre and
Windows 98 is used on the networked workstations. The specialist
software used in the Brooker centre is

O
O
Q
O
o}

McAfee virus scanner

3com firewall

Citrix

Trojan (Patient welfare banking system)
PAS (Paticnt Administration System)

To produce documents Microsoft Office 95-2000 is used the versions
vary because of age and compatibility of computers. In the Brooker
centre there is a local area network which links every workstation to
the server. This allows an intranet to be functional. So internal e-mail
is extremely simple. This also means that money can be saved by not
needing as modem in each machine. There are about 30 fully
integrated computers in the brooker centre including ink jet printers,
laser printers and WY SE terminals

How ICT helps Brooker Centre communicate effectively?

ICT helps the Brooker centre communicate internally and externally.
E-mail is the main form of internal communication between
individuals and departments an intranet the e-mail is used via a local
intranet. To communicate externally with suppliers invoices and
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H

letters can be e-mailed so that the they can instantly be sent to the
suppliers and instantly receive feed back. The software used for the e-
mail 1s Microsoft Outlook Express and NHS web

How ICT helps Brooker Centre function effectively?

All of the patient records are stored on a computer which saves a lot
of space because the manual storing of records takes up alot of filing
cabinets and can be very tedious to find records especially if they have
been miss filed. On a computer these files can be easily filed in
alphabetical order and searches can be performed to find any pacific
file. Also files can be updated on the computer this prevents a lot of

paper pushing.
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Section B Unit 2: Business systems portfolio

The organisations that I have collected documents from are Halton
Hospital (North Cheshire hospitals), the Brooker Centre (5 borough
partnership), Priory design (Technical Recruitment consuitant) and MDA
(Technical Personnel)

Organisations — Priory Design and MDA
Document 1 — Facsimile Message

Both documents are practically identical. The titles are bold and in v o
uppercase, they then have the address, telephone and fax numbers and

the e-mail and web address centred just below the title. Then there is alt

the necessary information e.g. No of sheets, From, Fax, Date, Transmittal

To and For Attn of. Both then contain about 2/3 Of a page to be written

on. Both then contain a caption at the bottom,

This document is used for external communication. This is visual
document that is sent via the phone lines. It is like an email but it is sent
to a machine that then prints out an exact copy of it. A fax can contain
any information that needs to be physically and instantly sent to
somebody requiring certain information. The documents’ target audience
for this document are clients and customers. This must be professional
because it is a for front for advertising the company. The document is laid
out professionally and in a formal manner.

N s .
. MDA TECHNICAL FERSONNEL u:ml:flﬂu-)i{'t .ﬂfzbl(‘fi\; et
TECHNICAL RECRUITMENT CONAILTANTS T e i mac

Tha Bomrm. Maie Sarwe , Fradibesm, Chadra, WAL TAX
T e I TS Fan Mo 1 DR

' FACSTMILE TRAMNSMGSSION
FACSIMILE MESSAGE

COMPANY: MATE: TRANSMETTAL F0; - ‘ FROM;

ATTENTHON: w08 SHEETS: ; FORATTS BF P

FRaA: N U KRR FSa BATE:

PROPEITOAL ENGINLERING & TRECUNICAL EMPLOVATNT sLaynces

l_rnumnom ENGINIRRING § TECHMKCAL ESFLOYMICTT SERVICTS
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Document 2 - Letterhead

Both documents are nearly the same. They have a coloured logo in the
centre-top of the page. It then contains the address, telephone and fax P
numbers and the e-mail and web address centred just below the loge. At 7
the bottom the documents contain three iogos evenly spaced.

This document is used externally. The purpose of the document is 8
to is to inform clients and customers about necessary information. The bo
documents contain logos, address, telephone, fax, e-mait and-web
address, The target audience for the documents are clients and
customers. The overall design is eye catching and looks very professional.

The layout could be improved to add more effect although this layout
makes the page look symmetrical.

P 3 PRIORY DES!}

3t
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Document 3 — Time sheet

These documents both have a logo in the top left hand corner. Also they
contain a column which is used for a job description. These also have
daily columns to show the hours they have worked. Also these contain a
space for an employees name and signature.

This document is used externally. The purpose of a time sheet is so
that an employee can be paid for the hours that they have worked. The
document contains very little actual information because the employee fills
in the majority of the space. This document contains name, address,
postcode, telephone number and fax. The overall design is good: the
overall design is very good. The overall layout of the document is also
professional but it could be improved.

" pt PRIORY DESIG

Tt NG Reen e
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Organisations — Halton Hospital and The Brogker Centre

Document 4 - forms

Both contain uppercase boring logos/tities, with no real pictures or colour.
They also contain space to fili in details of what is required. Both forms
contain space for the employee to name and sign.

The forms are used internally. The purpose of the document to

collect information from employees so that they can receive a-certain "
internal service. The document contains Name, Address, Date time,
Signature etc. The target audience for this document is.are employees of
the hospital. The overall presentation of the documents is quite poor. The
writing style is also relatively formal. The document is laid out well and
everything fits an the page well.
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—_— WO D My T Opg
No_ Colouc Ne  \ooe Aoy 6f @ Jonm
S m& oy : (A '
Please.compiete in bl_ej:_k-ink =7 B Bdé | 1 2
MENT CONTROL FORM B cap

REQUEST FOR:  VARIATION TO EXISTING POST/REPLACEMENT POST/NEW POST/ W\M\m
TEMPORARY OR PERMANENT CHANGE (Delste as appropriate) .

HALTON GENERAL HOSPITAL NHS TRUST ESTABLISH

IBTIE s @& apwel 5 GRADE:
LGCATION OF POST. _ _
FULL TIME/PART TIME EXISTING POSTHOLDER/PREVIOUS POSTHOLGER{SMNEW |

HOURS PER WEEK

FULL STATEMENT OF CASE AND ALTERNATIVES CONSIDERED, WITH COST iMPLICATl'O'NS:'

' WILL POSTHOLDER HAVE S_UB_SIANTIAL.ACC_ESS Tp-:r;'ﬂ'lmReu?._ .. ¥ESINO

CAN NEW DEAL APPLICANTS BE CONSIDERED FOR THIS POST? YES/MNO
IF NO PLEASE GIVE REASONS: '

ADVERTISEMENT REQUIRED: YES/NO
(If yes, updated Job Description and Person Specification attached) Suggest Main Pomts to be included

in Advertisement /Draft Advertisement attached

Qualifications/Experience Required

A
Suggested Joummsfwewspapemow
‘ Suggested Closing Datz

! Days per week — ~ Hours of duty, piease s‘!aie rofa:
Signed : 'Demgnation

i Date _
FINANCE DEPARTMENT DIRECTOR OF HUMAN RESOURCES & O.D.
FUNDING CONFIRMED/NGT CONFIRMED AGREED/NOT AGREED
Signed: Signed:
Date: __ Déted:
PERSONNEL DEPARTMENT
Date Manager informed of DecnsnonlCopy of Svgned Form to Finance:
Job Reference Review Date
AQ 32000
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Ng  Use. OF Coour No  logo i
Arphcation Form SRS Lot v

§ Boroughs Partnership.

NORTH CHESHIRE HOSPITALS NHS TRUST - HALTON GENERAL HOSPITAL,
CAR PARK ACCESS PERMIT APPLICATION.

O he 6™ March 1995, Haiton General Hospital will operate a contiolled car parking scheme, including the use of pay-ang-

display charges Separate areas for staff based at Haiton General Hospitat will be provided, and these are free of charge to

permit holders. Permits will be issued following application. A depesit of £20.00 will be required with the permit application

which is refundable on cessation of employment with Halton General Hospital as long as the permit is returned to the
/aciliﬂes Department. Please complete the form and retum t?eneml Office willscomect payment, where you will he

1

ssued with a receipt, \\‘%\_\\\ S\\Qa ] W\Pﬂ‘tﬁﬂk

YOU MUST INFORM FACILITIES, (EXTN. 3472) IF YOU CHANGE YOUR VEHICLE.

yundashreng of wpottanE  facks

PLEASE USE BLOCK CAPITALS -
19 o 5‘?‘3%% !
-

Impor rane

. Sumame. . . ... ... S Mr/ D/ Miss { Mrs / MRS S s
Firsl Name . ..... .. . R JOD TIRE. oo o eee et eee e et et
Extensicn No- ... BleepNo ... . ... Dept/Wati ... . ...

Hospital  Organigation

MAIL ADDRESS (Plsase state exact location} ... .. e e e s e

DETAILS OF FIRST VERICLE.

Make: . . . e e Model: ... ORI
Registration No: Colour: . .. ...
Signed: ~ L N Date: .......
. DETAILS OF SECOND VEHRICLE (if applicable).
Make: ' Model
Registration No: Colour:
. Date:

Signed:

SiZe. oF S:P"SCO- (OU\\L o€ C\%rnnd'\@r ot LA

PAYMENT. |
PAYMENL. | | | ﬁm\a be \é\m%

| enclose paymenl of £20 00 deposit. (Please make cheques payable to North Cheshire Hospitals NHS Trust).

PLEASE TAKE / SEND PAYMENT ALONG WITH THIS FORM TO GENERAL OFFICE.
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"~ Document 5 — information/arfangement sheet

These documents contain black logos which would be much more
impressive if it was colourful. They also contain all of the same features
that a information sheets contain.

These documents are used internally. The purpose of them
document is arrange and inform. The information contained in this
document is the Date, to and from and tick boxes. The target audience for -
the documents is employees of the hospital. The overall design of the
document is original and how I expect the document should look. The
layout of the document is formal and professional.

§ Borougha Parnershin (R
. e
O R w—
o

VAR TR TIRANIY YT
{momarear
|

In studying these documents I have identified the common
features of these documents. I have also found out the
expected standards of these business documents and I can
now use this information whilst improving them. When
producing the documents I must keep a house style to maintain
professionally looking documents. In a hospital it is vital to
make these documents appear professional because hospitals
are trusted part of the community. If these are found to be
unprofessional the hospital may get a poor reputation.

General Standard of the documents produced

The following general standards are important:-
1. An understandable font e.g. Times new roman, Arial or
Tahoma
2. All documents must contain a house style including logo,
Address, Header and footer.
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3. Font size must be size 12 or 14 so that it can be easily
read and so that it looks professional.

The documents that I have collected were of a very good
standard although there were aspects of these documents
which I feel could have been improved such as better spacing
out of the documents and littie bit of colour where necessary.

In studying the documents I have learned have a logo at the
top of the document seems to be at the top of every of the 4
organisations documents. Also they use easily read fonts such
as Times New Roman. Pictures are rarely used in these
documents and the pictures that are used are carefully thought
out. In knowing this I have produced the documents to the
same house style as is used in the brooker centre.

© OCR 2004 GCSE in Applied ICT (Double Award) 22
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Section C

In studying the documents I have learned have a logo at the
top of the document seems to be at the top of every of the 4
organisations documents. Also they use easily read fonts such
as Times New Roman. Pictures are rarely used in these
documents and the pictures that are used are carefully thought
out. In knowing this I have produced the documents to the
same house style as is used in the brooker centre.

The documents that I have produced are appropriate for the
target audience. The target audience for these documents are
mainly for hospital employees which is why technical terms can
be used because employees are trained in these fields. My
PowerPoint presentation has un-technical language and quite
basic English because patient can read because it is on display
in the entrance.

My documents meet their intended purpose, I know this/
because:-

o My mail merge letters’ intended purpose is to mass
produced appointments letters. It meets its intended
purpose because it is accurate, professional and can be
used quickly and easily.

o My newsletters’ intended purpose is to inform patients
and staff about the goings on inside the hospital. It meets
its intended purpose because it looks professional,
accurate and is easily read.

o My PowerPoint presentations’ purpose is to inform
anybody entering the hospital about background
information about the Brooker centre. It meets its
intended purpose because it can be quickly and easity (-
read. Also it looks professional and has adopted a house
style.

o My websites’ intended purpose is to inform people about
goings on inside the hospital and to allow people to log
on and view information they require. It meets its
intended purpose because it is very professional and
keeps a house style.

© OCR 2004 GCSE in Applied ICT (Double Award) 24
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o My business cards’ intended purpose is to hold details
such as telephone number on a small piece of paper. It
meets its intended purpose because its easily understood
and locks professional.

I have used a full range of software such as:-
o Word2000 - to produce the mail merge letter and the
newsletter 2
o Powerpoint2000 — to produce the presentation
o Dreamweaver3 - to produce the website
o Publisher - to produce the business cards

The software facilities that I have used are:-
- Mail merge

3 Tiw Brber Ceatras - #cse ull sl .

CPe GR Ywe. pewt fent Jee T Whdw fab
e RAR G T T wemedde.
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- Animation in Powerpoint
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Newsletter — 13—02 2003 Issue 1

Welcome to the 5 Boroughs Partnership NHS Trusts monthly newsletter

We are a specialist NHS Trust providing the mental health, including drug and alcohol
services, child and adolescent mental health and specialist learning disabilities services
for people living in the boroughs of Haiton (including Frodsham and Helsby),
Knowsley, St Helens, Warrington and Wigan & Leigh. We wark in partnership with the
Local Authorities in each of the five boroughs to ensure local delivery of services and

Staff receive royal award

Dr. June Tunstall (the Chief Medical
Officer) and John Srith (both of
whom were working for St Helens
Health Authority at the time), first
decided to tackle a problem in health
care in local children’s homes they
could Bhave imagined that nationat
recognition would come their way.

The service they created now helps
some of the most deprived young
people in the country with some of
the most complex health and social
needs. Working in a network of local
homes, (some with secure facilities),
it is designed to give the residents a
chance to overcome their difficulties
and find happier lives as more
successful members of society.

Jobs
To find up to date job vacancies and
information log on to the internet at

www.5boroughspartnership.rnhs.uk
Or e-rail your CV to

jobs@ Sboroughsparnership. nhs.uk

their development in accordance with nationai guidance and local needs.

Launch of Learning Aca&emy
- Qver.250 visitors from all over the 5

Boroughs celebrated the launch of
the Learning Founda_tron at Wigan
Investment Centre on:24/07/02.

The second conférnice in the Trust's
"Values in Action". programme was
taken over by the launch, There were
delegates from all the stakeholder
groups and there was a particularly
strong attendance from service users
and carers. :

Welcoming them to the event, John
Gartside, (Chair of:the 5 Boroughs
Partnership Trust), commended the
principles of the: Learnlng Foundation
and urged all thoe: invol towards
action to achieve its:aim

ROV G L
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Newsletter — 13-02-2003

5 Boroughs Partnership NHS

Issue 1

New Chief executive

Mrs Laura McMurtrie has been
appointed Chief Executive Designate
of the Commission for Patient and
Public Involvement in Health a new
independent body that will ensure
that patients and the public have a
greater role in decision-making in the
NHS.

Building work starts for new

, | Learning Disability Unit

On the 1% of February building work
started on the new learning disability
unit. The duration of the work is
expected to last around 9 -12
months. The work will be done
through the day which means that
thre will be a little excess noise.
Enarg.

Come to a Trust Board Meeting
The Trust Board is the highest level
management group in the Trust. It
meets every month to look at what
the Trust is doing and talks about the
things it plans t do in the future.

Members of the public are very
welcome to attend, so-come along
and see what the Trust is up to.

Childcare newsletter

A childcare newsletter has been
recently launched. This contains up to
date information on taking care of a
child and new childcare methods. To
subscribe to this leaflet log on to the
5 boroughs website @
www.Shoroughspartnership.co.uk

What a ‘nice’ guideline
The Warrington Occupational -

‘Therapy service are praised for their

contribution to- the-National Institute
for Clinical Excellence (NICE) -

-guideline “Amdety & related Common
- Mental Disorders-Drug Treatments

and: Psychological Therapies’,

Freedom of Information Act -
The:Freedom of Information Act is
aimed:at allowmg pecple better
access to the documents:held by -

‘public and other organisations. The

Trust has put-together a guide called
The Publication Scheme which gives
details of the mfo:matomt routmely
praduces. information

You can download the Publ|cat|on
Scheme @

WWW, Sborouqhspartnershup co uk

If you ti‘tmk you'mlght need .
URGENT medical treatment, you
can. get advice by telephonmg
NHS Direct:on 0845 4647. (NHS

:Directis a confidential 24-hour

telephorie helpline. You can

- speak to a murse for advice at |
“any time of the day or night’

wherever you are in: England )

If you WlSh to subscnbe to th:s
newsletter:- '
Telephone-

‘0151234567

Websrte Lo

- WWW., 5boroughsgartnersh|p co ug[sub

I (/!
HALTON '

ouMCoAw T WIONES

pd
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Newsletter — 13-02-2003

5 Boroughs Partnership NHS

Issue 1

Staff receive royal award

Dr. June Tunstall (the Chief Medical
Officer) and John Smith (both of
whom were working for St Helens
Health Authority at the time), first
decided to tackle a problem in health
care in local children’s homes, they
could not have imagined that national
recognition would come their way.

The service they created now helps
some of the most deprived young
people in the country with some of
the most complex health and social
needs. Working in a network of local
haomes, (some with secure facilities),
it is designed to give the residents a
chance to overcome their difficulties
and find happier lives as more
successful members of society.

Jobs
To find up to date job vacancies and
information log on to the internet at

www.5boroughspartnership.nhs.uk
Cr e-mail your CV to

iobs@5boroughsparnership.nhs.uk

Welcome to the 5 Boroughs Partnership NHS Trusts monthly newsletter

We are a specialist NHS Trust,providing the mental health, including drug and alcohol -
services, child and adolescent mental health and specialist learning disabilities services
for people living in the boroughs of Halton (including Frodsham and Helsby),
Knowsley, St Helens, Warrington and Wigan & Leigh. We work in partnership with the
Local Authorities in each of the five boroughs to ensure local delivery of services and
their development in accordance with national guidance and local needs.

Launch of Learning Academy
Over 250 visitors from all over the 5
Boroughs celebrated the launch of
the Learning Foundation at Wigan
Investment Centre on 24/07/02.

The second conference in the Trust's
"Values in Action" programme was
taken over by the launch. There were
delegates from all the stakeholder
groups and there was a particularly
strong attendance from service users
and carers.

Welcoming them to the event, John
Gartside, (Chair of the 5 Boroughs
Partnership Trust), commended the
principles of the Learning Foundation
and urged ail these Involved towards
action to achieve its aims.

| ‘
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Newsletter — 13-02-2003

5 Boroughs Partnership NHS |

FES Tiaesd

Issue 1

New Chief executive

Mrs Laura McMurtrie has been
appointed Chief Executive Designate
of the Commission for Patient and
Public Involvement in Health, a new
independent body that will ensure
that patients and the public have a
greater role in decision-making in the
NHS.

Building work starts for new
Learning Disability Unit

On the 1% of February building work
started on the new learning disability
unit, The duration of the work is
expected to last around 9 -12
months. The work will be done
through the day which means that
there will be a little excess noise.

Come to a Trust Board Meeting
The Trust Board is the highest level
management group in the Trust. It
meets every month to look at what
the Trust is doing and talks about the
things it plans to do in the future.

Members of the public are very
welcome to attend, so come along
and see what the Trust is up to.

Childcare newsletter

A childcare newsletter has been
recently launched. This contains up to
date information on taking care of a
child and new childcare methods. To
subscribe to this leaflet log on to the
5 boroughs website @

www, Sboroughspartnership.co.uk

What a ‘nice’ guideline

The Warrington Occupational
Therapy service are praised for their
contribution to the Nationai Institute
for Clinical Excellence (NICE)
guideline “Anxiety & related Common
Mental Disorders-Drug Treatments
and Psychological Therapies™

Freedom of Information Act

The Freedom of Information Act is
aimed at allowing people better
access to the documents held by
public and other organisations. The
Trust has put together a guide called
The Publication Scheme which gives
details of the informaftion it routinely
produces.

You can download the Publication
Scheme @
www.Sboroughspartnership.co.uk

If you think you might need
URGENT medical treatment, you
can get advice by telephoning
NHS Direct on 0845 4647. (NHS
Direct is a confidential 24-hour
telephone helpline. You can
speak to a nurse for advice at
any time of the day or night
wherever you are in England.)

If you wish to subscribe to this
newsletter:-

Telephone-

0151234567

Website_-

www. bboroughspartnership.co.uk/sub

o ([
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5 Boroughs Partnership-

WS Trast

The Brooker Centre,
Queensway,
Runcorn,
Wa7 8uj
Appointments
««Greetingline»

We are writing to inform you that you are due for a check up onthe 15™ March 2003
at 2:45 in the afternoon. You are booked in to seone of our specialist doctor who-ase i5 an
expertyin the field of your condition. S

carnd
If you cansnot-come for your check up, please contact us with ammore suitable date and

we will re arrange your appointment to suit your schedule. If you wish for your
appointment to be changed you must contact us 48 hours prior to-your appointment.

Yours Sincerely

Chief Executive

Signed: o \71227!2:”@—;3

Laura McMurtie

L\__ﬂ Trust HQ Hollins Park, Hollins lane, Winwick, Warrington
N Tel: 01925 664000 E-Mail: hg@warrington-health.co.uk ——
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5 Boroughs Partnership MG

BHE T

The Brooker Centre,
Queensway,
Runcern,

WaT 8uj

Appointments

Dear John Smith

We are writing to intorm you that you are due for a check up on ibe 15™ March 2003
at 2:45 in the afternoon. You are booked in to se one of our specialist doctor who are
experts in the field of your cendition.

If you can not come tor your check up, please contact us with a more suitable date and

we will re arrange your appointment to suit your schedule. If you wish for your
appointment to be changed you must contact us 48 hours prier to your appointment.

Yours Sincerely

Chief Executive

Signed: /L. ﬁ%rt'ﬁe

Laura McMurtie

F Trust HQ Hollins Park, Hollins lane, Winwick, Warrington i,ﬁ}
Tel: 01525 664000 E-Mail: hq@warrington-health.co.uk ISVRSTORS D4 FROPLY
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5 Boroughs Partnership NHS.

B2 Trast

The Brooker Centre,
Queensway,
Runcorn,

Wa7 8uj

Appointments

Dear Anne Jones

We are writing to inform you that you are due for a check up on the 15™ March 2003
at 2:45 in the afternoon. You are booked in to se one of our specialist doctor who are
experts in the field of your condition.

If you can not come for your check up, please contact us with a more suitable date and

we will re arrange your appointment o suit your schedule. If you wish for your
appointment to be changed you must contact us 48 hours prior to your appointment.

Yours Sincerely

Chief Executive
Signed: 1. M crerie
Laura McMurtie
E 3 = =,
IR W Trust HQ Hollins Park, Hollins lane, Winwick, Warrington %_H‘}
HALTON Tel: 01925 664000 E-Mail: hg@warrington-health.ce.uk RVEETORS INFFORLE

PRTEr
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5 Soroughs Partrership UHS]

%S Trs

The Brooker Centre,
Queensway,
Runcorn,

Wa7 8uj

Appointments

Dear Tom Rowland

We are writing to inform you that you are due for a check up on the 15™ March 2003
at 2:45 in the afternoon. You are booked in to se one of our speciatist doctor who are
experts in the field of your condition.

If you can not come for your check up, please contact us with a more suitable date and

we will re arrange your appointment to suit your schedule. If you wish for your
appointment to be changed you must contact us 48 hours prior to your appointment.

Yours Sincerely

Chief Executive

Signed: L ﬂZ‘éﬂZ‘;ﬁﬁe

Laura McMurtie

Trust HQ Holiins Park, Hollins lane, Winwick, Warrington -
HALTON Tel: 01525 664000 E-Mail: hg@warrington-health.co.uk VESTORS INFEOPLE
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5 Boroughs Partnership NHS|

The Brooker Centre,
Queensway,
Runcorn,

Wa7 8uj

Appointments

««GreetingLine»

We are writing to intorm you that you are due for a check up onthe 15" March 2003
at 2:45 in the afternoon. You are booked in to see one of our specialist Doctor who is
an expert in the field of your condition.

If you cannot come for your check up, please contact us with 4 more suitable date and

we will re arrange your appointment to suit your schedule. If you wish for your
appointment to be changed, you must contact us 48 hours prior to your appointment.

Yours Sincerely

Chief Executive
Signed: I Ae M eertric
Laura McMurtie
g\w Trust HQ Hollins Park, Hollins lane, Winwick, Warringtan
ALTON Tel: 01925 664000 E-Mail: hg@warrington-health.co.uk
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5 8oroughs Partnership NHS!

BHG Tnid

The Brooker Centre,
Queensway,
Runcorn,

Wa7 Buj

Appointments

Dear John Smith

We are writing to inform you that you are due for a check up on the 15™ March 2003
at 2:45 in the afterncon. You are booked in to see one of our specialist Doctor who is
an expert in the field of your condition.

If you cannot come for your check up, please contact us with a more suitable date and

we will re arrange your appointment to suit your schedule. If you wish for your
appointment to be changed, you must contact us 48 hours prior to your appointment.

Yours Sincerely

Chief Executive

Signed: L. ﬁcﬂzzrtﬁe

Laura McMurtic

; \W Trust HQ Holliﬁs Park, Hollins lane, Winwick, Warrington {:}
HALTON Tel: 01925 664000 E-Mail: hq@warrington-health.co.uk TVESYORS Y PEOALE
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BHE TR

The Brooker Centre,
Queensway,
Runcorn,

Wa7 8uj

Appointments

Dear Anne Jones

We are writing to inform you that you are due for a check up-on the 15™ March 2003
at 2:45 in the afternoon. You are booked in to see one of our specialist Doctor who is
an expert in the field of your condition.

If you cannot come for your check up, please contact us with a more suitable date and

we will re arrange your appointment to suit your schedule. If you wish for your
appointment to be changed, you must contact us 48 hours prior to your appointment.

Yours Sincerely

Chief Executive
Signed: L. I eH eertrie
Laura McMurtie
l - Trust HQ Hollins Park, Hollins lane, Winwick, Warrington {;}
14 Tel: 01925 664000 E-Mail; hg@warrington-health.co.uk DIVESTONS DY FECPLE
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5 Boroughs Partnership U Eg

WA Trat ’

The Brooker Centre,
Queensway,
Runcorn,

Wa7 8uj

Appointments

Dear Tom Rowland

We are writing to inform you that you are due for a check up on the 15® March 2003
at 2:45 in the afternoon. You are booked in to see one of our specialist Doctor who is
an expert in the field ef your condition.

If you cannot come-for your check up, please contact us with a more suitable date and
we will re arrange your appointment to suit your schedule. If yow wish for your
appointment to be changed, you must contact us 48 hours prior to your appointment.

Yours Sincerely

Chief Executive

Signed: L Mo irsrie

Laura McMurtie

E Trust HQ Hollins Park, Hollins lane, Winwick, Warrington
Tel: 01925 664000 E-Mail: hg@warrington-health.co.uk
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5 Boroughs Partnership — Web site
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Welcome to the 5 Boroughs Partnership NHS Trust

We are a specialist NHS Trust providing the mental health, including drug end alcohel
services, child and adolescent mental health and specialist learning disabllities
services for people living in the boroughs of Halton (including Frodsham and Helsby),
Knowsley, St Helens, Warrington and Vigan & Leigh. YWe work in parinership with the
Local Authorities in each of the five boroughs to ensure local delivery of services and
their development in accordance with national guidance and local needs.

H -

HATTON

RO T BNE S

e

=X Urditled Docuert -

= # e 2 - S .
Stop Refresh oma Search  Favorkes  Media History Print EdR

N:My Work2\WGCSE ICT\Course wiork, 1\ TMP360xsbdive.m

Click here e 5 Boroughs Partnership [EAS
e xS TR

for other Search Site

great ideas

Subscribtion to Monthly Newsletter

To download this monthes newsletter click here or on both of the below links
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5 Boroughs Pertnership {AHS]

Mr MJ Johnsen

5 Boroughs Partnership
The Brocker Centre
Queensway

Runcom

Wa7 B

Phone: 01928 664000
Fax: 01928 739678
Email: hq@warnngton. coa
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The task that I have been set for section D is to produce a dataflow
diagram for one of the systems in the Brooker centre (5 boroughs
partnership). I wiil monitor the dataflow of a booking system and in the
hospital and analyse it fully then I wili produce a table containing this
information. Only then will I be able to preduce a full Dataflow Diagram.

Input/output {box}

Sy -
Process (sausage)
———
File (Open Rect;ing]e)
Direction of Dataflow (arrow}
/
Input - iProcess  |Output =~ |File -~ = -
Receptionist Enter data New Appointment file
receives data from | into patient information can '
a phone call v file on the be viewed by
letter computer the GP
Patient enquires Checking Records of Patient records
patient further
history appointments
Reason that the Missed Sending letters | Referrals
came to hospit | appointment | for missed
appointments
Inserting into Arranging a | Sending letters | Bed file
records that an new for missed
appointment has appointment | appointments
been missad )
Appointment Missed
{Yes/No) appointment file
22
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Receptionist Patient details
8 7
Sendi i C ( \
ending : .
appointment . Appointment Make an Q"‘——bﬁ Appointment file
letters | letters appointment
11 9 |
N Updating “——— Information to
© Patient records the doctor
Inpatient
‘[ 10
13 k:
Patient records file
12

5 Book a bed ‘_ ~
Information :z | Updating Patient
GFP 16 .| records

Bed file \
15 17 '_

5 ‘ / '
Letter for A
further
appointments
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1 Patient Details
2 Appointment details
3 Patient + Appointment details o doctor
4 Appointment details
5 Patient + Appointment details
6 Appointment details
7 Patient + Appointment details ~to a lelter
8 letters
9 Change patient data
10 Patient records
11 Whether the patient is an inpatient or not
12 Patient records
13 Updated patient information an. suggesied
information
i4 Bed and patient information
15 Details about the letver
16 Bed and patient information
17 Bed and patient information
© OCR 2004 GCSE in Applied ICT (Double Award) 68
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Section E - Des

I am going to produce a system that aliows the user to send &
letter to a patient using a database and a mail merge system
when they have arranged an appointment so 1zt they have a
hard copy of their appointment details to prevent confusion. I
will do this by using mail merge through a datzbase.

User requirements

My system wil -

o Keep a record of patient details, includir.z name, address
etc.

o Search for members who have up and coming
appointments so that letters can be sent out. Queries can
be performed to search for these in Access.

o Produce a report for all the patients that have missed
their appointments. For this a query mut be performed
and then a report from the query

o Make a letier informing patients of their appointments. A
mail merge letter can be produced in word using mail-
merge wizard.

The Sources. ¢’ Information needed for {2 gystem

The Informatic= T need to produce this systen is the

appointment fil., because this file contains the: up and coming
appointments. £ 30 I will need patients records file, so that [

can obtain the p.tient details such as there nane, address,
telephone numb.r and postcode. I feal that a rzlationship

between these = /o tables [s necessary so that they can be

linked and datz can be drawn into the mail-merge letter from |
both tables. These details are needed, because the letters need /" el
0 be sent to the patient’s houses. I have thoroughly thought

about what [ am capable of and 1 have decided to proeduce two
tables that have a relationship between them; one is going to

be a patient details file and the other will be an appointments

file.

© OCR 2004 GCSE in Applied ICT (Double Award) 70
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A patient rings up or calls in to the hospital to zcquire an
appointment, this will inputted by the person that takes the
call, also letters can be inputted on the system to book an
appointment all of this must be transferred onto the system for
it to work. The datz being inputted will be First Name,
Surname, Address iinel, Address line 2, Telephone number,
Appointment date and date of birth for table | :nd
Appointment date, Appointment Time and Do or. Also both
tables will contain an ID colurnn this is the pri =ary key and will
be the column that the relationship will be befveen.

Process

The booking receptionist of the hospital will produce 3 daily
report of all the appointments on that day for cach individual
doctor and will send letters to patients who have future
appointments about 2 week in advance. This atlows the patient
to make arrangements for the appointment

Quinut

The report of patient’s appointments will be produced and
used. The letters for patient’s appointments will sent out.

A table of members will be set up using access (database /
package). This will allow queries of the database to be

implicated. My patient appointment letters will be set up on

word {word processing package) and I will use mail merge to Va
input patient’s details into the document. N

7L

Testing

The system will be tested by checking that the validation check
has been correctly produced by entering correct and incorrect

GCSE in Applied ICT (Double Award) © OCR 2004
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data and it should not accept the incorrect data. Use the query
function and list its outcome, then search the system manually /|
and compare the results. Then produce a report for &/
appointments and check that the data is correct. Gutput the

letters using mail merge.

Plan of the Input to systen of Talble
" Data © | ‘Datatype | Datalength | Validation

First name Text 20

Surname Text 20

Address line 1 | Text 20

Address line 2 | Text 20

Telephone No. | Number 20 11 numbers
only

Date of Birth | Date 8 Dates
between
10/04/2003
and
10/04/1890.
Day cannot be
over 31 Month
cannot be
over 12.

Appointment | Date 8 Dates over

date 10/04/2003.
Day cannot be
over 31 Month
cannot be
over 12.

Primary key Auto- number | 2

© OCR 2004
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Data Data type . - | Data Length | Validation
Appointment text 10

Time

Appointment Date >Date()
Date

ID Primary Key |50

Doctor Text 20

*

Repert for Patients on the date of (date)

Name

Appointments

Address1

Address2

Appointment date_ Postcode
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Lavoult of mall merge lefiter

; o Bfnr Céﬁire - Microsoft Ward .

Be Ed vew [set Foma Joos Tatk Wiedw e
T Nomal -+ Meshewhoren + 12 + B £ U [E|E S EEEHE-2-4A,
‘BEe PIFE mewocreds RIM% S 9 s3 3 nR.I DB,

S L IF TR RN Y-S T S RT SARY B BRI A TRy R T AR on

il
.
LI

] M!mtsfﬂp ﬁ‘r{ﬁfj

dppaintesnis

Daur Tor Rowdand

We am nriting t0 irform. you thet you sm dve far @ chak np om the 15%Mar] ST #E -
at 2:45 in the afternoon. ¥ou ar: booked i io see one of our speckyial Doclar ~ha m
& expott in the fiald of yoor condilion.

If you eatinot come for your check up, phase contact g wilh & moTe suntsble dale sod.v
we will ¢ amvange yonur sppaintment bo 9t yourscheduls, 1f yor wish for your
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Implementation

The data being entered into my system has been obtained through people
filling in information forms that contain their personal details. Appointment
data has been obtained through patients calling up and arranging an
appointment. Both would be then inputted into a computer.

The features of my database are; setting up fields, producing a form and
relationships between the two tables and producing a mail merge letter

To use my system you must open the file *5BP Patient [ ecords file’ that is in
the destination ‘N:\VGCSE ICT\Course work 1", After opzning the file you can
use the database to perform gueries and reports, also i: Zan be edited using
the form or the table.

I have produced a database for The Brooker Centre (5 3oroughs Partnership)
and from this database I have produced & mall merge system.

I opened Microsoft access and open a blank database. I then was asked to
save it — I called my database ‘SBP Patient Records File'. This contains two
tables; one for appointments and one for patient records.

i Fhe Edk  View Insert Tooks

kS :

Window  Help

e D

o _35 Boroughs Partnershp

#3  iakakonHomkd
:J revssletter_Ffiles ife
| it ‘—_J Priory desion Fess Page
R 5 oo [oe
My Document: pPaca)
- fie

P I _
HEE
&8
Desktc 13 -

Flepame:  [56P Patient Records file =} Create

croscft Access Databases

£ add Network Placa. .
@ Microsoft Access Help
¥ Show at startup
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Creafting Table 1 in Design View
The next step was to create the table in the design view and insert validation

checks, number characters and data type the below table shows these.

Field Name Data Type No. of Validation
Characters
Forename Autonumber 20
Surname Text 20
Address 1 Text 20
Address 2 Text 20
ID Text
Telephone Na. Text 11
Date of Birth Dateftime <izate{) And
> #01/01/19004#

M Microsoft Access

Fle Edt View Insart Jook Window tbb Prpe # U Lo Bel) .

& 3.

Default valoe

validation Rule <Date(} And »>#01/01/1900# X
Yaldation Text ; A fisit nama r ar: ba Lp-ED 54 characters long, nduding
Required No : spaces  PressFi for help on field names.
Erdexed No
ME Mode -

ME Sentence Mode

6 == Suitch panas. F1 = Help

My Diruments

GCSE in Applied ICT (Double Award) © OCR 2004
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Ertering 8 validation check
The next step is to enter validation checks in to my database. Validation

checks are used to ensure that the data entered into the computer is sensible.
The validation rule is highlighted in the below picture.

;B fle Edt. Wew Insert [ooks  Window  Help

BH-EHR

& B oo ¥ B e uUN Bi@me 3,

03 & Favortes+ i Gov 7] N:AWGCSE ICT\Course work 1{58P Patient Records file.mdb -

Fild Nare

| DataType

{ Cescaption

Fist name
aurname

Address Line 2
Date of Sith

TTIITRIITITRE
: 5 =

. Default Yale
¥alidation Rule
Yalidation Text
Required
Indexed
IME ivode
IME Sentence Mode

Addresslinel T C

Teiephone Number

. PekiProperses

an oxpression that imits the values that can be ertered in the field.
Press F1 for help on walidation rules.

Tahble] :_Tg.hh
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[Ertaring the Data inte Table 1,

Go get out of the design view I clicked on the view button in the top left hand
corner, highlighted in the below picture.

A l.lil:mm[.nm:ess «[Tabled : :rdflll]

[ Be Edt Wew inse!

Bfan

o) %[0 0 Q@ Fovrs

v Jook  Wndow - Help

RESe R g @ @,

= gGov [ MVGCSE ICT|Coursa wark 1\560 Pabient Records fia.mdb .

Descrption

JITTTRTITH
i ]

Cain Typa
SodoNmben

Recuire data crlry in S Sekf?

Then I had to enter the data into the blank columns that I had produced in
the design view. I then adjusted the widths of the column so that they were
sensible. I have only entered 15 records but all of the records would need to

be entered in the real system.

% Micresoft Access

He [0t Vied [met Sgmar  Rerords
M-l SR3Y e

TETIRR Ty A -

Address Line 1 [ Address Line 2]

" 3 Karleig
4 Sophie
5 Mark
& Christogher

9 Michazi

1710 Anthony
11 Aathony
12 Sarah
13 Christapher
14 Alan
14 Charyl
1ber)

Jahnson
Rowland
“latthews
-lohnston
awking
-Webster
Tell
Siddely

Frost

Burden
Coxon
Janion
Truesdals
Lenden
O'Cawall

1 Stevenion Sandymaor

22 Cotination Street Higher Ruacom

14 Geadon Park  Pelacefields

12 Boston Avenue  Palacefields

& Appelton Close  Frodsham

3 Creasdale Close

4 New Quay Frodsham
. 3 Befion Avenue  Brookvale

4 Liverpool foad  Murdishaw

7 Hayes Cresant ;Frodsham
3 Ship Street Beechwood
45 Main Sweget  Waslon Point
65 Church Street  :Frodsham_
18 Bumbers Lane  Murdishaw
:54 Walers edga  Broakvale

Twlsgﬁuﬂu Nurnbar| Daim af Birth

579172
SEER64
71306
790950

15

727272
713131

8 Tablo) : Tebie
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eafting A I GE
The next step was to create the second table in the design view to prevent
some mistakes I have entered number characters and data type the below
table shows these. In this table there were no columns that need validation

checks.

Field Name Data type No. of Characters
1D Autonumber

Appointment Time text 20

Appointment Date Date/time

doctor text 20

£3 Microsoft Acress - [ Table2 = Table]

=K tmwmlmkmmudp”
SRIR N A Fo3 i@ A El@ B.
e R Qﬁrm-m fgor FA mvscszmncmmmnwmmmadsfum -,

-~ T e

FHde

(Appoltment Time
o

e esrpton ~

.Aﬁuldmmacmbew to 64 simwacters long, i'rJuchgspaces

. PressFi fw“m!dd

E 3 Mh:rosnﬂ: AC.: v
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Entering Data inte Table 2

The next step Is to get out of the design view I clicked on the view button in
the top left hand corner, highlighted in an above picture.,

Then I had to enter the data into the blank columns that I had preduced in
the design view. I then adjusted the widths of the column so that they were
sensible. I have only entered 15 records but all of the records would need to
be entered in the real system.

EJ Microsaft Access-[Tdb[eZ:T.a.blBII

s Ele Edk Yew Jwet Fgmat Records Toos  Window Leb

H-ER8RY B oo B B,

w3 [0 £Y Q Favaiegn  gov | [F] NAVGCSE ICTiCourse work 11569 Pabent Records fle.mdb ..

BE- B SRV L@ - % I TR ﬁ'*"( G 49 - @.
{Appomtmant Tima] id | Appoiniment Date | Doclor ; .

+ 1600 ;

+ 11& PR

. 1500_

“hgog T

£100

e s

i Vo

Pl

“12m [

s

HI'HIH

. Fearon
L Ra}"“v"
...Dr. Smith

Dr. Johnson

"_*ivl I L[]

Record: - 14 4’ )iN]é#[oFIS
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Producing 2 Relatonship between the two tables,
For & relationship to be able to work a column in both tables must be the

same. In my case the 1D columns were identical.

o

To produce a relation ship you must click on the relatior ship button in the
tools option.

5 Microsoft decass - | 5P Patienl Records fite : Database {hecess 2008 file format)|

B He B yew feort | ook | wion e

B

W @R T P 7oA.
De iy &k Oous e mow @ iFar @,
o £ [y Q) Py b TiSaursa veark 11589 ot Rcards is.moh
n Oplre: Collgr-tinn. r .
oo Mosien e | i
Otrjacts -1 I S S
B ok | & el
W quers B orees '
i B Fome = Raghcation v
PR repoms ... H
% fos s '
a reos Toaths o the Wik,
£ Modie R acthen Controks,
o padlns '
o B ppkoCorer Optire...
| e

i start.

[ b iglenarescan

VU TeabrerCen. | ) impurenmac, el I

N St

Then vou have to drag one ID column to the one on the other table in the
refationship view. When a line appears between the tw:> tables to relation
ship is created.

EJ Microsoft Access - §Relationships]
Bl B EX Yow Pwawchos ok Wndow Eeb

DE B -0 2nf: %Pl X B,
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Creating Forms for both tables

Once that both tables were produced I was able to produce forms for them
both so that new records can be easily and quickly inserted. I have produced
the forms in the design view and I have inserted buttons for some of the
main tasks on the forms. Also I have got a link between the two forms for
easy referral between them.

Appointments Form (design view)

Firstly you must edit the form in a design view. I have inserted buttons into
my form so that it is easy to edit

Kl Microsoft Access - [nppai.l.l!mé;il.s : Form]
‘Bl e £t Vew lmet Fomet Tods Window Help :
H-BR &R 2 HET < a8 BR T a @D n- @79 8
B-ER SR :nE v ENDS- 0,

= ﬂ}@ﬂQFMa}' Go= .\ [T | MAYGCSE T ourse wotk §15EP Patient Records Fie.tch .
gn;[-.-w.-z---o--w-;-a-.-s‘--r-u-a--vs-;—n-n-n--‘u-'-u-n-u-v-a‘n-s---ww-u‘:-u-_:_
J|6anlhudnr

Aa

Boroughs Partnership 20 | }
%otd T i

o
=z

Mﬁ;—lmlumm!{nmm‘e o &
SR Bl S s J
e
Pyt W

merkt Jate)  |Appoinimeant Dale

ooy L]

L e

o

El

W[a|ep] J

Patignt
detzils

CELNEERL B9 a3

-
e
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Appeintment Form
This is my final form and as you can see it looks professiona! and can be
easily understood

B Microzaft Azcess - {Appaimiovents]
(BB Be £ Wiew et Fgmet Becods Joos  Wrndsw  Help

A B L R LIRS =)
E-Hn SRy ¢ o e @
E-ESSRY fR - s HH BT M e F Dom- O,
D[ Y @) Favortmg Gar [7] MINGESE ICTICourse work LYSEP Palien: Records ie.mab

Boroughs Pertnership S
Patene

an 140412003

Or. Raynar

1] <] el

Patient Details form (design form)
This form is similar to the appointments form except that it contains fields of

data.
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@Y. e - W BRI U EDN B B
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e DL @ Favoriegr Go - [T NAWGCSE 10T\Coursa work 1150 Patiork Records Fle.mdb

R R R L L R O R TR O ) m‘u-n-“w-.“-.“g-_ﬂ

Y
‘: S Boresgh-Rartrership j
e - L o] : e
; ; { : T Im I &5

L
"T"H J_ N_’_?{g\asunL [__J
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Patient Details Form

This is the final design of my patient details form, it has the same house style

as my appointments form because the hyperlinks corinect ¢
if they were different it wouid look bad and unprofessional.

Ed Micraspft REEESS - [Patient details}

he two forms and

[ g fot few [wsot Fomet  Recods Toob - Window  tel
H-ENEGRY sRmE c-on @DE B _
H-gHaRT iee o & HH GH A Da B,

'. e M
3] } LB m] :

Racord: M| ¢ [T b Ibili|of s
Patisrt detais
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Attaching a hyperlink to 2 form
The next step was to attach a hyperlink so that appointments can be easily

arranged using the forms. This makes the form more user friendly,

RNMMWMMM A
SR LA - a-ia u:!\r:m GJ B0 A

awpatdnthosrs. ) ottty frvl & ng

The next step was to add button for the basic procedures that will be used on
a day-to-day basis. The command buttons I have used are ‘Add new record’,
‘Delete record’, *Print record’, ‘next record’, ‘previous record’, ‘last record’,
‘first record” and ‘go to the other form’ (either appointments or patient
details). All of these tasks can be done without the buttons, but these buttons

make it easer to and more user friendly edit.

N PR aa'kﬂiao
B WY SR

-

AL BRERELEE TR ¥ HF) o

ATCAYE T Fb Fom Pt
Vi v deesis 7% docormenis e,
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Preducing the Maf-

I used Microsoft word to produce a standard letter that will be able to be
edited using mail merge wizard. The letter has all of its main details missed
out, such as ‘name’, ‘appointment time’, ‘appointment date’. The standard
letter is featured below.

’_gl Theﬂ BruokerCemre. Miz.;:.'“usu"f.t Word .
. He [ View [mert Fgwet Tooks Table Wwdow e
B8 R_RY @ @Yo HORE n -F 2

.",E .,.l..'.z.;.g....'...s...g.l.j'.y.g'.|<g.';.m.|.11-|,,2.,.13.|.14.

5 paroughs Fartnenhip

The Byeslmr Comtrs,
Qezenererny,

Bumcarn,
Va7 Buj

Appeinimcaty
Deer <NANE»
We are vmting to inform you that you nr due for a check up on ths <DATHp at

<TIME>, You drw booked ix to se ons of our specialist Docler who iz an expert in
the field of your conditinn.

If o cannot coms for your check up, pleese contast yg, with a mom suitabis date azd
we will it mirangs your appointimend to suit yourschedule. If you wish for your
nppointment to be changsd, you nmst contect 1 48 howrs prioy to your appoirdment.

Yours Sicere ly

In14 Col 74 °..F T OF
- Cowseworly,i .

At §.8cm

|4 20 0
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[ then went through the mail merge wizard and replaced the blanks with the
correct information. The mail merge wizard asked my to seiect a database
and I selected the 5 Boroughs Partnership patient records fite. It then asked
you fo select what you would like to insert and I clicked on 'more items’, so

that I could customise the systermn myself.

2§ The Braokar Centra - Microsoft Word
TBe E Mew  [uat Foms ek
OFHas RT3
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e
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A ppristment Deia> g ehppointesnt Times. You are bocked in to see cr of onr
speciskt Dozt wi i wa sxpae] B the fild of yanr ce aditinn.

1 7o Mol saame For 70 chek 17, plest Contart B, writh & mom ctabl dale and

% ikl I W YA SjpaDDatiwent 0 4t s schechule, IF ynd b for youe
Eppimtagl b e g, Yoo et comdecl i 48 otk T 1 Y0 dppeintmeht

Youm Swemly

IR TR R T SE R REOT

1/t S 8.3cn  [n 13 Col 18
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111 Yon o bocked in o sex ane of o specwbel Dacior who m e oxpart i the
-+ Feld of yoo eondition.

If you cacunt e Shr your check up, pleses contact gy srith 4 mem iteble dele ared
i ol T PR FOUT APOIAITAEK 16Tt 0T schechuia. £ you rieh for pour
appoistmeRt to ba chasgwd, Tou Tvert atact A howa prior to yoss sppeEn,
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Once 1 had completed the merge I went through and saved ali the files and

then the system was completed.
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Table2 13/05/2003

pointment Time] id [ Appointment Date | - Docter

09:00 12 ] 141’04/2003 __ Dr.Rayner
F e “or Foaton

Dr Rayner

o0 g
0 R
e .
1500 2 15042003 Dr.Johnson

1800 10 1600412003 Dr.Rayner
1900 9 16/04/2003 " Dr.Fearon
000 S T sodaoes S
w0 T ioums o o
R R e G
W 7 w0 Fewon

08:00 1 18/04/2003  Dr. Rayner

200 6 18042003 Dr.Smih
14:00 4 18/04/2003 " Dr. Johnson
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Forms from my Database

Appointments Form
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Patient Details Form
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K

5 Boroughs Partnsiship
S Trust
The Brooker Centre,
Queensway,
Rumncorn,
Wa7 Suj
Appointments
Dear <NAME=>

We are writing to inform you that you are due for a check up on the <DATE> at
<TIME>. You are bocked in to see one of our specialist Doctor who is an expert in
the field of your condition.

If you cannot come for your check up, please contact us with 2 more suitable date and
we will re arrange your appointment to suit your schedule. If you wish for your
appointment to be changed, you must contact us 48 hours prior to your appointment.

Yours Sincerely

Chief Executive

Signed: L. M e ertrio

Laura McMurtie

-" — Trust HQ Hellins Park, Hollins lane, Winwick, Warrington
HALTON Tel: 01925 664000 E-Mail: hq@warrington-health.co.uk
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Section G testdn

User requirements

My system will:-
o Keep a record of patient details
o Search for members who have up and coming appointments so
that letters can be sent
o Produce a report for all the patients that have missed their

appointment Iy S a‘&""’ Y
o Make a letter informing patients of their appointments 7 ’ I,_’al_.{i.-'a-yu
Evaluation

I have fulfilled all of my user requirements. My patient detzils table keeps
a record of patient details. Also my appointments table holds information
about appointment details on different patients. I have produced a query
for members with appointments on the 14/04/2003. From this, letters can
be sent to people with the appointments on that date. I have produced a
query and a report for patients that have missed there appointments. I
have printed off all of my mail merge letters to inform people that they
have an appointment.

o

I feel that I couid have added an additional column to my database cailed
‘Missed Appointments’ it would contaln a tick box that if passible would
automaticaily be ticked if an appointment is missed. This would help the
person editing the database, because it's more visual than all text and ist
different which makes it stand out, so that it can be quickly and easily
edited.

If I added further records to my table it wouid have allowed me 0
perform more detailed queries. This would make the table and the queries

more accurale.

© OCR 2004 GCSE in Applied ICT (Double Award) 94
Oxford, Cambridge and RSA Examinations



Validatien Checks for Date of Birth on the Patient records table

Vatidation Rule - <Date() And >#01/01/1900%

The below sereen dump shows my table containing 2 correct
value. Using 03/09/1987

] Micrasohl Access +{Table? : Tahh)
[ Be E yvew Iwec Fomx Aeorks ook Wndw ep
M-SR sRE s - B T,
E-HY Sy Ahi - & N TR A @18 0.
J 0] Firstrame | Sumems | Address Line 1_] Addrees Line 2] Telaghone Numbar] Date of Girth
3 Sanpdymoor 979172 L

Tuesdale  B5 Chwch Strool | Frodskam
Lenden 19 Bumbers Lane  Murdighaw
B4 Wialers adge  Braokale

. 13 Chnstapher
14:Alan
¥ Cheryl - QCameli

t + NiMark .
Ll= 28amuet L:881 Highar Runcom 559064
|{*. JKaneigh E k Palacefetds 713906
| |+ 4 Sophi 12 Bosion Avenue  Palacefields 790950
¢ L SMare . 8 Appelion Clese  Fiodsham
| _{* & Christapher 3 Croasdale Closa  Fradsham 7w
(1* 7o Bel . 4MowQuey | Fredsham | 712130
[ 1+ Tgiiohn Sidcaly AGaton Avarus Brodkale 71372
[ 1+ 9iMickmsi Frost 4Livrpooi Road  Murdishaw 772564
| 1+  soianthany Burdon 67 Hayes Crasorl  Frodsham 772905
T+ 11 Anthany Caxan 3 Ship Strest Beechwood - 7E6234
[ |+ f2Samsh Janign 45 Main Stresl Weston Poind 1215978 DEfE/190
-
+

Record: 14| 4 |[ 15 > JpEiba]oF 15

The below screen dump shows my table containing an incorrect
valuae, Using 03/09/ 2004

i Bk ER  Wow |t Fgma Bacois Ik wWindow  Hop
E-EBudRy iamie-n - S 8,
M-dMy SRY ten o I FTHT MeX D @)

{67 Firetrams | Semama | Awdress Ling 1| Addrass Lina 2] Talephana Hurmber] Gata of Bth

1 Mark Aohnaon 1Steventon | Sandymoor | &9VZ | 2UDNAKT

+ 2 Samuel Rowlang 22 Cotimation Street Highar Runcom 560664

*- 3 Karsigh Marthsws 14 Seadon Path  .Palacefields 71306

+ ASepv___ Johisten 12Boston Avnus Palacsfalds

v 5 Mark Hawking 5 Appeiton Class  Frg

', G Ghnstopher  Webster 3 Cimasdale Close Fg e

+ T Jdason Boll 4 Naw Quay 712131

+  BdJobn Sidtdniy 3 Seflgn Averwe T3R2

3 Michael A Livsrpeal Roed 772564

Frodsham

Coror more yolues are protibited by the vialidation rule "<Dare?) Ard >£1{1jjS0g” -
set Foxr kel Coabn of NI, Ertar 5 valls Bt e axpression for His ok can

R T TIIIITTTT
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The below screen dump shews my table centaining an extreme

value., Using 03/09/2504

‘B Pl Ed Vew Insat Foma Records  Tecs  Whiow  Hep
E- " 8Rv ol - DR @,
Mo B ERY SR TR TR 7 Rl WS- ¥ R

¥ ot For Table] Dok of Birtiv, Enter a vakue thet the expression For bhis Field con
A ;

o om s

Yatidation Rule - >®a{t@(()}_

48

["TTOT Firsiname | Swmame ] Addeess Lins 1_|Addmss Line 2| Telephone Mumber] Date of Gtk
I+ 1 Mark ;Johnson T Stavanton Sandymoor 579172
[_{+ 2ZSamus! :Rowland 22 Caorination Streat Higher Runcom 569064
[+ Matthews 14 Seadon Park__ Falacefields 713906
1 . dehnston 12 Boston Avenus  Palacefields T
- Hawking 5 Appekon Close Frods| :
— Webster 3 Cromaduls Closo  Frods!
o Bell . 4 New Quay
[ :Sidely | 3 Safton Avenug
[+ Feost & Liverpont Road
L _i* 10 Aninony Hurdan 67 Hayes Cresenl - Frodshem
|+t Asthony 3 Ship Sireet : Beechwoad
|- 12 Sarsh 45 Wain Streat Westan Point
3
]+
7]+
%] - Or or iOre valuas 3 prohibiond by the valdation ruls " <Datad) And »¥1/1/1900F'

A e

t on Hhe Appeintments
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The below screen dump shows my table containing & correct
value. Using 1470872003

K2 Micitmnlt Acpess - [Tabla2 : Table]

‘I B E% few Jvet Fomal Bk Jook  Wedow el

M N SR Le® - DA Gl

K-HY SRy J@m 4 : -0
| Appointmant Tionw| i . - A

.2 X

<000 3
«TIm t

Y

e SR 0%, Smith
2. {18200 “Or Johnson
‘Dr. Rapner

TFITTTI]

The below screen dump shows my table conlaining an incorrect
valea. Using 14/047 2003

-ﬂ-mwmw'w&m&mm
M- e SRY ol - a3,
A A - R TR L LN -1 L
Time] ] [ Appoimtment Dals | Doclar S i
14047003 Or. Faman o
iDr. Raynm

mith
... Or_Johnson

B iicrasafl kcoess

0 o Mo vikins e ik by the valdation e '>Dsteg) set for
TaZ St |

br
Diakw, Entes  wahab Huo Hs dxpression For this Pekd can accept.

L] _m |

IBOR00

The below screen dump shows my table containing an extreme
value, Using 14708/ 2504
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Overall the systern works and 1 feel that there are very few modification
that I could possibly do. However I do feel that my system could be

improved

B bl E Yew Ueet Fame Eemnds Jelk Windw [t
M SRTY (g DN 0.
E-WR SRV B o % U5 YB A

[ 1 TAppuntroer Tima| i Ja Dats | Doctor
Sietow s
s 1m0 i

Cra o morm valliens se oot fe e walkdotion ruke “>Dated) st for
Takiar hiypirdsnoné Datel. Entor o voh thot tha exmrmssion Far tie Fekd can accact.

E]

0. Joknson

18062003
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5 Boroughs Partnership
N

HE Trust

The Brooker Centre,
Queensway,
Runcorn,

Wa7 8uf

Appointments
Dear Mark Johnson .
We are writing to inform you that you are due for a check up on the 4/14/2003 at

9:00:00 AM. You are booked in to see one of our specialist Doctor who is an expert
in the field of your condition. :

If you cannot come-for your check up, please contact us with a more suitable date and
we will re arrange your appointment to suit your schedule. If you wish for your
appointment to be changed, you must centact us 48 hours prior to your appointment.

Yours Sincerely

Chief Executive

signed: L MeAlzrtrio

Laura McMurtie

!’}__,_ Trust HQ Hollins Park, Hollins lane, Winwick, Warrington
HALTON Tel: 01925 664000 E-Mall: hg@warrington-health.co.uk

AvACas N < WIBRES
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5 Boroughs Partnership AHS )

Hh3 Trust

"1 Brooker Centre,
Queensway,
Runcorm,

WaT Buj

Appointments

Dear Samuel Rowland

We are writing to inform you that you are due for a check up 1 tne 4/14/2003 at
10:00:00 AM. You are booked in to see one of our specialist _ zcier who is an expert
in the field of your conditien,

If you cannot come for your check up, please contact us with . more suitable date and
we will re arrange your appointment to suit your schedule. If » ~u wish for your
appointment to be changed, you must contact us 48 bours pric- ' your appointment.

Yours Sincerely

Chief Executive

Signed: 1. Tl e urtric

Laura McMurtie
! o Trust HQ Hollins Park, Hollins lane, Winwick, Warrington
HALTON Tel: 01925 664000 E-Mail: hg@warrington-health.co.uk
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5 Boroughs Partiership NVHS,

RESTrust

The Brooker Centre,
Queensway,
Runcorn,

Wa7 Suf

Appointments

Dear Karleigh Matthews
We are writing te inform you that you are due for a check up on the 4/14/2003 at

11:00:00 AM. You are booked in to see one of our specialist Doctor who is an expert
in the field of your condition.

If you cannot come for your check up, please contact us with a more suitable date and

we will re arrange your appointment to suit your schedule. If you wish for your
appointment to be changed, you must contact us 48 hours prior to your appointment.

Yours Sincerely

Chief Execuiive
Signed: L ﬂm”tﬁe
Lawra McMurtie
"' — Trust HQ Hollins Park, Hollins lane, Winwick, Warrington
HALTON Tel: 01925 654000 E-Mail: ha@warrington-health.co.uk
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5 Borowghs Partnership NHS!

RHE Trost

The Brooker Centre,
Queensway,
Buncorm,

WaT Suj

Appointments
Dear Sophie Johnston
We are writing to inform you that you are due for a check up on the 4/ 15/2003 at

11:30:00 AM. You are booked in to see one of our specialist Doctor who is an ¢xpert
in the field of your condition.

If you cannot come for your check up, please contact us with a more suitable date and
we will re arrange your appointment to snit your schedule. If you wish for your
appointment to be changed, you must contact us 48 hours prior to your appointment.

Yours Sincerely

Chief Executive

Signed: L. e eurtrie

Laura McMurtie

' X Trust HQ Hollins Park, Hollins lane, Winwick, Warrington
HALTON Tel: 01925 664000 E-Mail: hg@warrington-health.co.uk
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5 Bareughs Partnership Eﬂﬁ

MNH3 Trust

" 1e Brooker Centre,

Queesnsway,
Runcorn,
Wa7 8uj
Appoeintments
Dear Mark Hawkins

We are writing to inform you that vou are due for a check up on-tae 4/15/2003 at
12:30:00 PM. You arc booked in to see one of our specialist Doctor who is an expert
in the field of your candition.

If you cannot come for your check up, please contact us with a more suitable date and

we will re arrange your appointment to suit your schedule. If -ou wish for your
appointment to be changed, you must contact us 48 hours prior to your appointment.

Yours Sincerely

Chief Executive
Signed: 1. e aersrie
Laura McMurtie
' — Trust HQ Hoflins Park, Hollins lane, Winwick, Warrington
HALTON Tel: 01925 664000 E-Mail: hg@warrington-health.co.uk
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5 Boroughs Partnership

MDIE Trust

e Brooker Centre,
Queensway,
Rumesrm,

Wa7 Buj

Appointoments

Dear Christopher Webster

We are writing to inform you that you are due for a check up snne 4/15/2003 at
3:00:00 PM. You are booked in fo see one of our specialist L.octor who is an expert
in the field of your condition.

If you cannot come for your check up, please contact us with 5 more suitable date and
we will re arrange your appointment to suit your schedule. If -on wish for your
appointment to be changed, you must contact us 48 hours prisr to your appointment.

Yours Sincerely

Chief Executive

Signed: e jlzacjiz:&rtrz’e

Laura McMurtie

'\ Trust HQ Hollins Park, Hollins lane, Winwick, Warrington

s prtige—

HALTON Tel: 01925 664000 E-Mail; hq@warrington-health.co.uk

R aEe]

RUREaR N WIDHES
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5 Boreughs Partnership NHS)

WHE Trust

The Brooker Cemtlre,

Queensway,
Rumcorn,
WaT 8uj
Appointrments
Dear Jason Bell

We are writing to inform you that you are due for a check up on the 4/ 16/2003 at
6:00:00 PM. You are booked in to see one of our specialist Doctor who is an expert
in the field of your condition.

If you cannot come for your check up, please contact us with a more suitable date and

we will e arrange your appointment to suit your schedule. If you wish for your
appointment to be changed, you must contact us 48 hours prior to your appointment.

Yours Sincerely

Chief Executive
Signed: L. oA zertrie
Laura McMurtie
"\_u_ Trust HQ Holling Park, Hollins lane, Winwick, Warrington
HALTOGN Tel: 01925 664000 E-Mail: hq@warrington-health.co.uk
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5 Boroughs Partnership

NS Trust

The Brosker Centre,

Queensway,
Runcora,
WaT 8uj
Appolntmemts
Dear John Siddely

We are writing to inform you that you are duc for a check up on the 4/16/2003 at
7:00:00 PM. You are booked in to see one of our specialist D actor who is an expert
in the field of your condition.

if you cannot come for your check up, please contact us with a more suitable date and
we will re arrange your appointment to suit your schedule. If you wish for your
appointment to be changed, you must contact us 48 hours pricr t0.vour appointment.

Yours Sincerely

Chief Executive

Signed: L. ﬁcﬂ:&rtﬁe

Laura McMurtie

'\ Trust HQ Hollins Park, Hellins lane, Winwick, Warrington

A

EﬁL’FGﬁ Tel: #1925 664000 E-Mail: hg@warrington-health.co.uk

a UeENLIR

RUNCARN - WISHTT
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5 Boroughs Partnership

HHATrust

The Brooker Centre,
Queensway,
Runcorm,

Wa7 Buf

Appeintments

Dear Michael Frost

We are writing fo inform you that you are due for a check up on e 4/16/2003 at
10:00:00 AM. You are booked in to see one of our specialist Joctor who is an expert
in the field of your condition.

If you cannot come for your check up, please contact us with z more suitable date and

we will re arrange your appointment to suit your schedule. If you wish for your
appointment to be changed, you must contact us 48 hours pricr to vour appointment.

Yours Sincerely

Chief Executive
Signed: . TR e hsrtric
Laura McMurtie
'\w_ Trust HQ Hollins Park, Hollins lane, Winwick, Warrington
HALTON Tel: 01925 684000 E-Mail: hg@warrington-health.co.uk
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5 Boroughs Partnership

*riS Trust

The Brooker Centre,
Queensway,
Runcern,

Wa7 8uj

Appoiniments

Dear Anthony Burden

We are writing to inform you that you are due for a check up on the 4/17/2003 at
9:00:00 AM. You are booked in to see one of our specialist Doctor who is an expert
in the field of your condition.

If you cannot come for your check up, please contact us with a more suitable date and
we will re arrange your appointment to suit your schedule. If you wish for your
appointment toc be changed, you must contact us 48 hours prior to your appointment.

Yours Sincerely

Chief Executive

Signed: I Mo eertrie

Laura McMurtie

' — Trust HQ Hollins Park, Hollins lane, Winwick, Warrington
HALTON Tel: 01925 664000 E-Mail: hg@warringten-health.co.uk

BUKERLS CHE N
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5 Boroughs Partnership E‘JZE

Niid Trust

ke Brooker Centre,

Queensway,
Runeori,
Wa7 Suj
Appolntments
Dear Anthony Coxon

We are writing to inform you that you are due for a check up on tne 4/17/2003 at
8:00:00 AM. You are booked in to see one of our specialist Doctor who is an expert
in the field of your condition.

If you cannot come for your check up, please contact us with a ore suitable date and
we will re arrange your appointment to suit your schedule. If you wish for your
appointment to be changed, you must contact us 48 hours prior to your appointment.

Yours Sincerely

Chief Executive

Signed: T. Fe Al wrerie

Laura McMurtie

' — Trust HQ Hollins Park, Hellins lane, Winwick, Warrington
TON Tel: 01925 664000 E-Mail: hg@warrington-health.co.uk

BOKi i U £ oF A LIy
EUHECEN T WIANES

109 GCSE in Applied ICT (Double Award) © OCR 2004
Oxford, Cambridge and RSA Examinations



BURey I R002/YOYL 00T (GBBLBOI8L . SPieyaoeled  iiequopeag p|  smaupeiN  UBLUENE
a pL  000L  \GEBL/EO/EO jeeUg UOJRUUOD ZZ PUBWOY,  [enWeESZ
o000k SOl IR0 0y emes

110

Oxford, Cambridge and RSA Examinations

GCSE in Applied ICT (Double Award)

a1 Jusunuioddy| ulig Jo 8je( [oN euoydaja ._._ zssaippy | ) ssauppy aweung | aweusiod | al

€00Z/S0/S ) £00Z/¥0/ L 9ul 10} SjusuiUIoddy

© OCR 2004



1Jo f 28nq £007 o ST
Tl RSB L e B TR 0Ll URAEE s, S C o R, ans T Lo R i S S aemiRE el CLgHAh B -~ £ 2w i
Jaufed I3 E00ZH0/vs 00k} 86 LAF0/8L spRaceed Jied uopess L SMAUNERN yblepex ¢
UOIBaA Q0 E00ZIF0/V 000k GE6L/EQ/E0 wiooumy 1oyl jeRug uopeunos) 2z puEmMOY janweg 2
18uAey IG £O0ZIFOIVL 00:80 LHBLIC0NE oowApues UQUBABIS | uosuyor MEW |
L0100 IO(T UL U] FUdMTUT Y ‘.@ (T ON mxc_?wm 7 Ss24ppy I SSaippy PUIDUING EXETTENT N B i

£00T/k0/4 T 242 10f spuauiputoddy

© OCR 2004

Oxford, Cambridge and RSA Examinations

GCSE in Applied ICT (Double Award)

111



Jaukey 1Q €00Z/¥0/81 |7L61/50/60 Weyspord 1SS YoINYD GG 9lepsaniy Jaudoysyniel
ueSUYor iQ £00Z/0/L) 16961/£0/30 Wweysporj uesaip saked 29 usping  Auopuyiol
ssukey “id.£00Z/Y0/91 Weyspol4 Keng meN ¢ g voser.,

uosugor 1g' £002/70/S) Em;mvo._u_.... SS0[) 9BPSEOID £ JBISAOM meaoymzso%
YWS Q! £00ZH0/S) 0g:Z1 {696 1/70/60 weyspolg,  8S0[D LONaddy § SuDmeH MeWg
01200 @jeq uawjuioddy [auL Jusunuoddy| yug o ajeg [en suoyds|e ._.m Z ssaippy | 1. SSRUPPY slwewing | aweusiod | (i

£002/50/5 1

weyspal] Ul aay jeu) ajdoad

112

Oxford, Cambridge and RSA Examinations

GCSE in Applied ICT (Double Award)

© OCR 2004



1 fo | 23ng

s

]

00T TN S,

ssukey ] £0DZ/PO/EL 00:60 ¥261/50/60 weyspold 193.E YUNYD 59 ajepsan| Jsydosuud €1
uosuyor I £00ZHOILE 0U-ou LB WIBYSPOI  ISBUD SIACKH L5 NPT fuoyiuy o)
ssukey 30 £00ZIVOIOL 00:81 SYBLIZ0/ES weyspaid Keng mon b eT:| uoser .
uoSLYOr g £00ZHF0/5L 00'Gl 9961/L0AE weyspag  aso|D sepsens) £ 1215q9M, Jeydoisuyn 9
WIWS 10 £00Z0/GE 0EZL 6864/F0/60 weyspoly as0|9 uoyaddy g SUpMEH MEW G
10§20(] AU fuswit 2wy juaunul yiag fo g oy suoyd: 7 SSauppy I SS24ppPY FuvHIMg awoua0d df

WoYspo4,J up aa1] Joyj ajdoag

© OCR 2004

Oxford, Cambridge and RSA Examinations

GCSE in Applied ICT (Double Award)

113



______ Joukey 1 E00Z/70/81 00-60 PI6HG0IB0  Weyspoid  JeeliguoInuD g9 - efepssnil JeudoisudiE)
JauAey 10 €00Z/POMY) 00-60 LB6LIZ0NT Joowfpueg ucjuaagig | UOSULOT, NN L
10)00(] _&mn_ yaunuoddy [ewi - Jusunuioddyl g Jo Emo_oz auoydale ._,_ 7 ssalppy- M | SsaIppYy awewing - | auieualod _ al

£002/50/G1

Q060 J0j Sakul |, Siusuuddy

114

Oxford, Cambridge and RSA Examinations

GCSE in Applied ICT (Double Award)

© OCR 2004



1foadng ) . . S0OT PR ST
wuAey i B00ZHOGL 00:60 rL6LIGH60 weyspaiy 189115 YHAYD 59 ajepsan, Jaydolsuyg ¢k
JsUfEY 40 E00ZIFOIFE 00:60 LB6LTONE IoowApueg uciuaAaig L uosuyor MEW |
L0100 (] Juaiuioddy ity puawmnneddy g Jo apg op auoydaa | 7 Ssaappy [ S5a4ppy unung 2uDuA0 (Ff

00:60 410f saw1] spupupuroddy

© OCR 2004

Oxford, Cambridge and RSA Examinations

GCSE in Applied ICT (Double Award)

115



~ Jaufey g £00Z/70/8L 0060 ~ 7461/50/60 | Weyspoid  18ANg YNNYD G efepsanuy; Jaudojsliuo gl €
_ Joukey G EO0ZIKOILL 0080 _ 8961206 . poowpseg  joangduge 00 Auoquy } Y|
....... JURRY O B00Z/P09L  00'8L  GYBHROISE weyspoid  eng waN _ vosery
joufey Q RO0ZHOL  00L §86L70/81 MEd Uopess p) ybreyey ¢
soukey 10 E00Zi0r | 00°60 18612002 . oowdpueg uojusnaig |  uosuyor  Mew |
101000} 8jeq Juawjuioddy fawi | Wawiuoddyl upig Jo 21e(t o suoydsie 1| 7 sseppy _ | $58JppY _ sweuing | sweuaiod | gt _E_
£00¢/50/51 Jaufey Jg soy susunuiddy

116

Oxford, Cambridge and RSA Examinations

GCSE in Applied ICT (Double Award)

© OCR 2004



P

B L R

I fo | 2504

SR e

£007 oy ST

B S )

saufey g €00Z/70/81 00:60 L61/50/60 LWEYSPOIY 884G YNy 59 alepsanyt Jaydoisuyn €4
lauAey 1Q €00ZHFOILL 00:80 g961/Z0/6Z pocmudaeg jeans diys € Llaiive] Auouwrg 1)
laufey 0 £002/PC/9L oogl SPELZNST weyspaly Aenp men ¥ lleg uoser [
Jsudey UQ E00T/PO/TL 0oL S86L/F0E1 spiayase|ed WEed Uopesg #i smallien ybisuey ¢
sukey I E00Z/H0ML 00:60 L861/20/1 wowfpues uojuensls | uosuyor ey L
10120(] 2I0(F JURUIMI FHL] Juanipul Y jo appg oN auonyd; 7 SS24ppy [ Ssa4ppy AUpUIng uuII0f (f

doudny 4(q 10f spuaunpuroddy

© OCR 2004

Oxford, Cambridge and RSA Examinations

GCSE in Applied ICT (Double Award)

117



...... reufey H.m.ﬂmm..omw_‘wo\m_ . ,oow.o.o.. o PL61ISOB0 o weuysy 193S YANYD 69, ejepsen) aydorsy el
UOSUYOP i) E00C/H0/G} 005} 996LL0E WeysporJ. 8SO|) BJRPSEOID ] JRlsqeAn Jeudoisuylg
1010d | 81eq jusunuioddy Jaw 1 usundroddy] yuig 10 Sjeq o aUoudaiL] 7 ssaippy [ 1 ssaippy sWeWng | sweLRiog | q)

£002/50/51

AoUdoistiyn, aweu sy yim sidoad

118

Oxford, Cambridge and RSA Examinations

GCSE in Applied ICT (Double Award)

© OCR 2004



[ fo | 2dng £002 4o 5T
JsuAed I £00Z/FO/EL 00:60 #261/50/60 Weyspol4 188118 Ynys 69 ajepsaru) saydoisuyg gl
uosuyor Ia E00Z/PO/S) 00:51 896LIL0/LE wieyspold  950ID A[BPSECID £ RASGOM saydorsuyny g
OO V(Y pumupuic 2wt f gl yrag fo o on 2oyd:; 7 SsaIppy I ssatppy FupUIRS Fuiruato g gy

wAoydogsiay ), awnu a2y ypm apdos g

© OCR 2004

Oxford, Cambridge and RSA Examinations

GCSE in Applied ICT (Double Award)

119



120

Oxford, Cambridge and RSA Examinations

GCSE in Applied ICT (Double Award)

(WIWS A-£008/v0EL - 00:Ch 8061/80/71 . Meyspiny  sueysiequngfl  Uspuan - LBIVHL
| UOSWO UOE00Z4OEL 00D 6EBLEOSD weysposg uesai) saferi g ueping  uouuy o)
uosuyor JQiE002/r0/E ‘0061 M@mm:ﬁo:m Weyspold4 980|J S[EPSEOID L 1BISTIM 12ydoisiyD.g

Jopoq | 8jeq usuguioddy [awl jusunuioddy] yuig Jo 1eq [oN suoydaia)]  z ssaippy | L §53.ppY | swewng [ swreusio4 | i

E00Z/S0/9) sjuswiuoddy aleu passiw ey sidoad

© OCR 2004



t
WIWS i LC0ZHFEL 00:2k w90 HBuFE MBUSIPIGY  SUET e s uery i
uosuyor 3 e00Z0e 1 00:60 686 L/E0/90 weyspaly uasal) seheH /9 uapung Auogy QL
uosuyor ¥ e00Zp0/Sl 0064 996 1/L0/1E weyspald 5017 SEPSEQID £ SO Jaydojsuyn g
ACRIO IO MU UL I YLag fo 2 oN uoyd; I ssadppy I ssaippy FuDIng Fupudiog (J71

siuauuroddy a4oy) passtu Joyp 3jdoag

© OCR 2004

Oxford, Cambridge and RSA Examinations

GCSE in Applied ICT (Double Award)

121



© OCR 2004 GCSE in Applied ICT (Double Award) 122
Oxford, Cambridge and RSA Examinations



Contents — User Guide

How e load the database

How to enter data nto the database
How to save worlk

How o change data

How to perform a search/query

How to print results of searches as reports
How o generate standard letters

How to output tabiles, forms and reports
Frequently asked questions |

Save and Exit

Glossary

System reguirenients

53
54
55
55
56
88
60
62
67
71
72

73

123

GCSE in Applied ICT (Double Award)

© OCR 2004
Oxford, Cambridge and RSA Examinations



Section H = User Guide

In this section I'm going to produce a user guide to try and answer any
guestions that anvbody may have about this systern.

[Hony to load the database

First you must load up Microsoft Access from the start menu.

o R AR -1z

O I O R R AR o v

[H —user Dukde

Fretart.

Then you must open the file '5BP Patient detalls file’ from the open opticn
in Microsoft Access.

£k Watwcsh Paca...
(3} Microsalt Beeess e
i fu ae amp
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How o enter data (nte the detabase

Firstly you must open the form from the environment screen inside the
database.

C B iR Yow Ivet Emb  Wiwow. Hap
e daviihe o
D8 SRY §hn

- Craate form i Dasign view
P ] Craate Form by usig vcard

To enter data you must go the form that you wish to enter the data,
either appointments or patient details. Then you must click on the '+ sign
to add a new record you can then fill in all of the necessary data. Doing
this also adds a new record to your tabie.

£ Miciosolt Rccess - [Patient datadls]

H&;ﬁhwﬁWBﬂ*IﬂWM N )
i7 ] -9 ; PO E S A -

E ﬂ'ﬁ&&v B ‘:Q‘.\.-"--'W:S’@‘ .

Mo @BV s B Wi S EY MA@ B B

5 horaughu Fartnenshic KN

! [ LU ES
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How to save waork

To save your wark you must click on the floppy disk sign or by clicking on
save in the file menu in the top right hand corner.

¥ Microsoft Arcess - [Patient detafls]

Sanc To Pk o
Gttt Properties T

LS9 Fatiork Ricondh B oy

2\l e

Exk H Appaintmens
S S

How to chamas Dats

Firstly you open the table/form that you wish to edit. Then you find the
informatior that you wish to change you can then make vou corrections.

El Microzoit Recess - {Patiend detaiis]

JMH Fe BN vew Imet Fomat Beords Teos  Wndow  Heb T amEi i e L @K
o ot e St R EEE A S T =

K-S SRT LR . @@ G,

M-HRN SR L RE 2 U Y N e @ Oa- 0.

5 Boroughs Partnership [AIHS
poring
o s
o
e
... _J
st NBlerign
i e CHNTI | ]

eHambor | S5Tevr2
R )
19[< | e §D||

‘i [N LN CE ) L

Fartn Y

‘& Fabent detafs *;
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How to perform o search/guery

Firstly you click on ‘query” then you should click on ‘create query using

wizard’

£ iicrosoft ecess - [5BP Petient Rerords file : Databace jdccacs 2000 fils fn tﬁl]]
1 e Ed Wow Ieot ook MWodow el

(R appetments fer Or Raynar
S Appintments Times For 09:00

P Appontmonts for the Lajiafa0m
* W Repows g Pacpie the bva b Frodsham

B g M Pacple that e thery Apointments
- - 11 Berpl wth the fumg "Christcpher”

Then you can select the fields on the table that you wish to incorporate in
the guery. Then you give your query a title and foliow the wizard through

the stages up to clicking on finish.

L il Diiiy. (R 150
R Be [l e oot ook Widwe e

N = - N N TR L
Y-S N Smple Query Wizard

A0 S5 Aatien Reconds
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You must then go into the design view for a query by clicking on the
highlighted symibol below.

S Microsoft kocess -'iTnMﬂ Query ; Select Query]
0P fle [k Yow Iumt Fomat Becork otk Wik el IR B
E-dy SAY e - - Ba- 0.

BEUym 8Dy i Ree 2 HE SH T Miem B 0.

W | Firstname [ Sumame [ Addrass Ling 1 | Address Line 2] Telaphone Numbsr] Dals of 51

[

....“M Mark Johnsom 1 Stevamon Sandyeoor 579174
[ { 2 Samuel Rowland 72 Coringtion Straer: Higher Runeom 5690964
L] 3Kardeigh Matthaws 14 Seadon Pack “Polacefieldz 713908
|t 4 Sophie Johnsion 12 Bosion Avenue  Palacefields 790960
L | SMak | Hawkins & Appaitan Close  Frogsham - S7EENS
| | 6 Christopher  Wabslar 3 Crogsdale Close  Fradsham Farae
Iq. .J.daspn Bel  AMewQuay  Fmdsham 1213
[ | fdohn Sitgely 3 Saftan Awengs - Breakvale 713272
|| 9Memel  Frost ALvemociBoad  Murdshaw  JPEL
[_{ 10 Amhony Bunden B7 Hayas Crosenl 'Frodsham TT00E
[ { .11 Anthany Coxon . 3 Ship Statl Beechwood (766234
|| 12 Serah Janion 45 Mam Sireat Weslan Point 212978
] | 13 Chnstopher Truesdais B85 Church Street  Frodgham oo ]
L | MAan o lenden 19 Bumbers Lana  Mudishaw 1796314

_| 15 Cheryl QCargll B4 VWwalars edge  Brankralz oo

Record: 34} ¢ { PR N 13 i

You must then insert a formula into the design view. Most formulas start
with “like” then the relevant information after it in inverted commas and
then save it.

E} Microsnft Access - [People with the name *Christopher” : Select Quary]

- 7
Fiekd: lﬁ ~{Fcroname. Surryne |Addrass Pudresy 3 i [ Dute
Tatle: [Tahied Tahmd Takled [Tabde3 Tatde3 Toslshe3 T
: f I
o :
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How te print results of searches 25 raports

Firsily you go to ‘reports’ and then click on the design wizard.

 Bfpesn @Hew . o T[]

PUH] Create report in Design vaw
raske rapoat by wsmng vel sar
Apiamarks foe Or Rayner
Bppinkman The vazerd asks you qUEstions and creates a renoet Based on your answees.
Rprointmeres For the | 404/2000
Penple that bwer in Frodshiam
Ptk that missad thers Appointments
Pecple vath tha name (Christopher™

2 which Feids o vou wank on your mport?

You can chooes from mors thn ore babie or guary.
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Then you go through the stages and follow the steps for your specific

report.

Then you can edit it In the design view and print it out when finished.

£ Micosoft Accoss

o A}pintments fqr Dri Ralyﬂﬂ' i f I

|| 7 P imader

LT T

fd:éﬁﬁgfa&mMéée{MaH‘ dliress |ine Npaf Blros st [rmea s

B _|JFaefame "fSimarts T aaress | [t 7 | ot
‘ e

N —
o A Appmimpents foa D1 ..

T T I T T
*’{ [ T‘”% -fib.g-‘ldg?adlujé“‘if"rs[{‘-’amj;_
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Hew to sencrste standard letters

Firstly vou must open word, as this is the best program to generate a
standard letter.

99JohnsonMark.

f—:ﬁ Learning Ressorces

#2 E-ynat
skl T core
My Enmputer
é Inkernet 3’ .
[ arr
3 cotriipant v
E Microsclt Acows QmﬁmwﬂFm;

e

.mm Cramtw ord eck Eaxt and graphics in lettors, reports, \wbpeqes,ue—mnl
femertages by st Mool t Word,

.l‘ﬁ:nﬂ:ﬂ Pobdihyer 2002

u«annﬂF.L

All Frograms p

B oo et

Then you open then file ‘Brooker centre — mail merge’ file to get a
standard format with logos and type your own details to the letter.

PR OER Ve fweres fodh b R 4

Qo - Y

- Foders [T
 Fie and Folder as

[ v

nowskettor
aeaft e Do ors

§ i Renare dufie

] L3
B varn s e
2 Copy thsfie : = Tewletier-2
L 1, -
T Pubiich ts R b T Wats 'tSJw e

Qustioniare
ool Wert Dusien

k3l

% S - Hamepage
MM Dot
i

. ) Sectinatnt 2
i b Gonime r': f—,\' Hoed ey
I F]

R The S aoker CEAL8 - M e
050ft Wigrd Dorurand
1 kR

Unkiiac-2 L%
HIM Daceer] Type: Mcrosoft Word Document 1 waieisrt
348 Authew: $93chnsonMark: ;

Date Madfied; L552003 15:3)
] Size: 31,0 KB S —

3 UntidedFr
HIME [z HTRL Daiwsard
] [

Sy UnilodFrane+
HIME, Danuamere
=)
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Remember that you must click on ‘save as’ or it will change the standard
letter perrmanently.

2 YGCSE ICTE- Microsolt Word
oo LEGE Yew Jret Tpmat ook Tabe Wedse belp
: Mew.,.

D
re

i L1 ]

Propeaties

1L M:YWGCSE ICT|Couree work 1I¥GCSE ICTI

2 NAYGCSE ICT), . Vimplementatiol
JNAWSCSE 1T}, 1The Brooker Cantra

4 NAVGESE ICT, Yimplement ation

CtrP

iy |

you st cick on ‘save <’ on itwdl change the standard

Foa. it i - X
(L I S Y @ ™ Tahona -12vBu-l§]£.é’v’:
O e T A el e e s SRR |
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Heaw &0 oufput tables

a) TABLE - Firstly you load up the table that you wish to print in
access

K] Micrasoft Acress

Hopm Bl mtiew . K s
: Crests Labbe by usieg vazand
Croctn Lotk b onering data

o I
E Tobe?
i

Tobled

Then you should click on print preview to ensure that it looks right and fits
on the page.

Sergd b0
Catwus Proparties
1 S Pt Riacarch Heomeb..
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Then dick on the "Print’” button in the ‘file” menu. A bow will then appear
and click ‘QK’

D3;ahasa Froperties

L\W Patlert Rarvds e ...
bl

Er

b) FORMS - Firstly you load up the form that you wish to print in
access

L1 whicrosofl Aecess S

Bl L Mew et Jock  Wiedow e ’ BEe -
e Y SRY P - - FEa-

DR IRy o [ RIS - -

Cruatw Form by using wizard
Bl Appuintmeris

. W-anerr aetal.
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Then you shouid click on print preview to ensure that it looks right and fits
on the page.

s o

Ot strwwe Propeetics

1 1...S Ratient Rocords fin.mdb...
Z2ekt ek i

Then click on the 'Print’ button in the “file’ menw. A bow will then appear
and click ‘0K’

B e ER Y Lot Fgne Reerk [k gooe  Heo
K-S OlEe
k- @u SR

Typm PP Lusordet 2100 Surfes POLE
Where:  FTCMan Sta
Commant: HF 2100 lear prinkss in. Flom 61
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c) REPORTS - fArstly you load up the report that you wish to print in
ACCess.

K Microseft hocess - [5BP Palient Records fila - Database ihuéss 2000 file fonnal[j
B e E Mew st Jook  window M

Croote raport i Dértmps view

Zpaake tepit bar usin g vazard
Fpartments For OV anetur

Fpphiments Fox D Rpney myeTc-se-001.frodsham.neaniallte)_| ]
Apeermonts Times fr 09:00
For the Lo+
o0k thiat Ive In Frodshar
Poopla that messed theve Appoinbments.
Peoph wit the name “Christopher™

i % Pooes

Then you should click on print preview to ensure that it looks right and fits
on the page.

EJ Kicrasolt Aceess - [Appintmonts §or DT Ray her]

Priet Proyjowe
PRt L. -l L amd
Sang o v
Disg b cm Fropestios

L1556 Paver acovd . mch...
Zcbl.mdtr
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+F Laserdet 2100 Soes POL 6
‘Whare:  FTC/Main Stee
Comment: HF 2100 kses pricker In Raom 61

Prine. Aange
&

£ g -

 pages Frem]  u.[

Then click on the ‘Print’ button in the *file’ menu. A bow will then appear
and dick ‘0K’

471 Apmirtmans b
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Frequently Asked Questions

When using word a red or green line under the text may appear, this tells
you that there is a spelling or punctuation mistake.

ZUGCSE ICT1 - Microsolt Word
fia Edt Yew Irset Fomat Jools Tabke  Wiadow Heb . . x
DEHAY SRTIiG@E . 0] 7/ -0 7 Teom - B UEE A
i TOeE A e R0 I R A

PhotoaTywats afe 4 reEssty (o e , They use Merosoft windows
ard Mcrosoft Office as ther maein To esnmunicate ntemaly
aoes dapartmarts and e-al wiolkd be sert, Tio eanmunicate extematy
a formal letter wotd be sa to patients ad b spphers an onder orm
winkd e flled in.

The docormas thesa bwo organisations use ane:-
s Foond letier/ letter hoad (e axample 4) — Tresa ar2 sart to
patierts entaing appontments o any other required iformation,
This b used lor extamal commuricaion,
Leafiet (509 axamols 1} - These are used 1o giva nfomation o
peopis In 2 less formal manner. They nduds pichures and tat
Lsually aTaNped N a phooraohic arangemen. E.Q. a map.

Miutes — Thesa ars reguiarty wsed in both organisabions at
Areetngs, Tes & an nternd document,

* Irveke — o ba sark fiom sucslers to the organisations when

% - - o

£} waCsEICT - Hraroso,

To correct this problem right click on the word and it will give suggestions
of what the word may be.

|l VGCSE ICTY - Microsaft Word

D fle ER few st Fgmat ook Toble e Hel : . x
D@D SR - @ 7 Taboma - - w2y = A
T r 2T ke e R e 0 AR zi
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Losing dat
Another problem that may occur is date loss. To stop this you can auto

save, this will allow you to prevent a lot of data loss. Firstly vou click on

the “tocls’ menu and click on "options’ at the bottom of the page.

) VGCSE ICT - Microsadl Ward
oo mh vew Jet Fgmat Dok |k wiw pee
DoEdEan @G0y 1Y ey nddam.. O T e
L Lanquage ">|-_,-'-m_---u--‘uw_-u-w 3

E-;

H x
»u[ElE AT

BueSummarize.
: Speach.
W [rackChanges Ak SHt4E

Compure ane] Menge Documants ..

£ee

g
L To stop bris youcan ado
Tods on the Web.. Tata ioss_ Frsty you dek on
jbattom of the page.
T futoloeract Options
oo 3

A l64om Ln 12 Colb AR A Ewoue
T VGCSE ICTE - M.

Then in the ¢ptions menu click on the save ‘tab’ and set the auto recovery

save to your desired time.

™ biays qoste harkop copy]
T Alow fast saves
. I Embed Truatype Fonts
P e
T~ Make local copy of fles stared ongetwark or removable drives.
W Suve BcRecower inFa cweey: 10 %wm'
W &mbed smart tacs -
I Sy smavt tags ac XML properties in Web pages

Defauk format - :
Steen Word s & [Word Document (*.doc)
1™ Disable Faatures inkroducsd sfter:
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Error messages appearing In Access
An additionai problem that may occur is incorrect values in the column
that contains validation rules. An error message will appear if a value is

outside the set guidelines in the validation rule.

Wredow e
M-EHE SRY Ll - D 3, :
M-HY SRY @@ o % Hi-YH - & e D4 0,

A Batinet Rorar it h L Dntah ArEsed SUEM fiin Inonal] =
= bl wf
iD | First name 5 gl Line t | Add Ling 2| Talaph tNumbar| Dals of Bith
+ 1 Mark 1 Stavenlon . Sandympar
+ 2 Samuel 22 Corination Streat Higher
4. 3 Katloigh ... 14 Saadon Pare
. o
: O o o vakaes tre prohbisd by the voldation nde <Dty e 24 1108

,-'!: 2t for Table] Date of B, Enér-a vaus thet the sxpression For this Held can

+ BOCERE,
.
. Lx | _wee |
* iAhony - Coon | 3SpSieet Bascrwoed 75613
L+ 12 Sorah Sapign, 45 Main Street  Weston Point 215878
'+ 13 Christopher  :Truasdale B85 Church Streal  Frodsham £R93t4 L R
14 Alan ; 19 Bumberg Lang  Murdishaw 786314 14/08/1958
* 15 Cheryl b4 Walers edge  Brookvale FoE244 iche sy
| & her : :

Record: 14| 4 |71z b [bI]pe]|of 15

it asheek View

B Tabizl : Tatle

To resolve this problem the value that has been inserted is wrong so try

to insert a correct value such a ‘DOB' can't be in the future and somebody

cannot be over 150 years old so it is used to prevent mistakes
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How te cancel an appointment

Firstly click on the appointments Form and find the record that you wish
to dejete.

¥ SRY LEsiv- o @ B 3,
D@y SRY 28 %o ga-gw @=g7- 0,

a ]
Crests form by using wizard

Appontenents

Patient dotods

Once that you have found the record that you wish to delete, ciick on the
bin symbol to permanently deiete the record. Ensure that you have
deleted on the correct record or you will lose a patients appointment.

T4 Wicrosafl Aecass - {4 ppointments] . #
PN Gn B Yew Juet fomet foords Dwi Wedow b N T
- -9 - B sy EER B-A-E-T - =,

‘AR FRT LB - @ B By

K-y @AY s 3 HI %R A e ® 0 @

k]
i_'
]

1B Feaian

‘K| I>|D1

_'"l Dkt Recond
Patient
delails

Ine § 43 mppostmeney
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Save gngd et

To save your database quickly you can click on the floppy disk sign in the
top left hand corner.

2 YGCSE ICTH - Micrasoft Ward .
Ede Edit ¥iew Irsert Formst  Took  Tape Wingow  Habp

B v s W] % - 3P Tahems vlz-luggi_é“

DeHon sy
RN RIS A A< ki

P S Bt e

To save your database quickly you tan cck onthe flampy disk sign in the
top lett hand cored

To save your work and change the file name at the same time you must
click on “save as’ in the file menu.

%1 Micrasoft Accass
.E}m Yow lwert ok  Widow Leo .
-_‘D Hew... CrleN b L ol E @ . @‘ .
Get Extemnal Data b
Gase

Prink Previee

.
;

sgndm s
Daafabase Properties

11...158° Patkent P:exudsﬂe,n‘ﬂ:.‘.:
ZohLmch

Ext

This works for the database and the word document.
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Glogsan

Database
- is a collection of tables, forms, reports, queries efc.

Table
- Is a tabular form were data can be entered

Record
- is a row in a table of connected data e.g. all about the same

DErson

Field
—is & column in a table all about the same information e.g.

name

Data
— Information without a meaning

Information
— Data with a Meaning

Floppy disk
- Is a storage device usad for saving

Query .
— Is a search that sorts out the information into their chosen

types

Wizard
- Is a user friendly systemn to help users perform tasks

Formula
— A shorthand/mathematical version of a calculations

Report
- Is an easilky understand result from a query

Form
- Is a easily edited table that only shows one record at a time.
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Hardware

1 GB of hard drive space
16 MB of RAM

200Mhz processor

Solftware
Windows 95, 98, 2000, ME, XP, NT

Microsoft Word
Microsoft Access
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