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1 Introduction
The South Pacific Environment Programme is looking forward to the installation of a
program to deliver administrative and project-related data to its staff in a user-friendly
interface.

SPREP contracted RKS, Australia, to design the specification of such program. It was
decided to use these specifications as a development base for MS-Access.

The development of this program is composed of 5 Stages:

Stage | and Stage I1: Design specification of the program following the analysis of
SPREP requirements.

Stage I11: System Implementation and training

Stage |V: Enhancements not detected in Stage | and 11, as well as finance, travel and
budget forecasting information.

Stage V: inclusion of performance information and analysis of such information.

This report describes the program at the end of Stage 1.

2 The Menus

2.1 The Opening

South Pacific Regional
Environment Programme
Operations and Administration

The opening form is an introduction to the system, it sets up the default interface and
various parameters for the system. For instance it defines the page margin used in al
reports. It aso checks that the user is using the SPREP.MDW workgroup security file. If
thisfile is not detected the system advises how to connect to this security files using the
MS-Access Workgroup Administrator and quit the application. For ause of the MS-
Access workgroup Administrator, please refer to the MS-Access Manual.

During the opening the delegation of authority table is checked and additiona rights are
added to the user account if the delegation is applicable. The rights are cumulative and
not exclusive.



2.2 The Switchboards

2.2.1 The main switchboard
The main switchboard provides information on who is logged in and which Workgroup
fileis used. The switchboard a so provide to the director and heads of divisions
information on the number of |eave, travel and orders that need approval.

The main switchboard is separated in 2 zones. The first zone gives access to user menus
that organises the different databases objects in categories. The second zone alows the
user to specify some system parameters and also change the login password.

SPREP SwitchBoard

. SFPREP Switchboard
Franck Martin
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2211 User menus

22111 Saff Menu

The staff menu provides basic operation for each individua staff. It contains the forms for
the applications of leave and travel in the personal section. The lookup section alows
consultation of SPREP general information such as the information provided by the
library.

General Tazks Menu
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22112 Management Menu
The management menu provides to the Director and the Heads of Division the possibility
to manage the delegation of Authority as well as the approval of various staff requests.
22113  Adminigrative Menu
The administrative menu contains the definition of al lookups and category tables needed

to input the datain other forms. It contains a so the forms to input selective data reserved
to specia staff categories such as librarian and legal officer.

Adminiztration Menu

SPREP Switchboard .
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2212 System buttons
The system buttons provide the following functions:

Change user password

Change Pazsword |

Change Password

Uzemame: ! MH

01d Paszword: !

Mew Pazzward: !

Confirm Password: I

Cancel | Ok




Record information about database ownership

B System Options

System Options

El

B |

|Westem Samoa

Pl Owrer Abbreviation;
South Pacific Regional Environment Programme !SPFIEF"
Program ame:

ISFFIEF
Address: Postal Address:
PO Box 240
Tawn: Izland/State: Town: Island"5tate:
|.-’-'-.|:|ia | |.~’-'-.|:|ia |
Courty: Fostal Code: Colrtry:

Formal Address Title:

|The Director

[Western Samoa

Telephone: Faw Mo: AH Tele: E-Mail:
+685 21 929 [ +685 20 231 [ |sprep@talota net
M ote:




Log arequest or aproblem for the I T staff to prioritise and plan the future
enhancements of the system.

System Roquests |
System Requests ‘él qﬁ?|'f’y| ﬂ| ﬁ| EL"|

4 Requested By |Franck [rate: I_M Tirne: l 12:22) Counter: I 3

Type: Pricrity: Regquest:
Change 1 Like Yesterday An emor occured in the application: SPREF Yerzion 1.0
Enhancement 2 Idrgent ===
Mew Feature 3 Mormal Priority J[EEE 13/02/39813:22:04
4 Mext Upgrade | |Efror Message  OLE Automation error
5 Whenever Errar Humber  -2147221477
Module
1 I i _Pj Procedure ff
ErarLine 0

Request Type Prionty Assigned  [===

to Request ] ]
: Cumrent Acceszs Environment Infarmation
Pleaze select higher  |___

priorifies only when e 19/02/98 13:22:04

Taerm b L lame  Cromele

Detail the changes you require

Inziude &= much detall az neceszan. If you need to, attach a
graphic reprezentation of what you want.

Record: HI 1 ” 30w e v#] of 5




3 System Structure
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4 The User Interface

4.1 Description of atypical form

People & Oiganisations |
People & Organisations
L i B Y| 0| #| B

i_ Eurrent!E All 0ld IH Lizt _.||

IFFE.-'l‘-.N CK, !Franu:k b artiry

4 General I Addresz I Detailz I [retailz(2] IEDmments I Secunty I
FPeoplelD: !FH.-’-‘-.NEK Person ¥ Current ¥
Lazt Marme or IMartin
Crganization:
First Mame: [Franck Known By: |
Gender: IMaIe R DOE: 27-0ct-68
Phaone: |+E?E| 381 377 Phone &H: |
Fax: I+E?E| 370 040 FandH: |
kA cbile: I
E b ail; !franck@supac.urg.fi E bk ail Priv: |
Erdail Intranet: I

Recaord: Hi q ” 1k IH ib*! of 3 [Filkered)

A typicd form such as the one described above contains various buttons and set of
buttons described in the following chapters. The forms are not resizable and are designed
to work on a 800x600 screen. The TAB key allows moving between fields. Combo boxes
provide alist of allowed options. If the user double click on any combo box, he opens the
related list allowing him to extend thislist of items. A vaidation field can be easily
toggled using the space bar.

4.2 The main buttons: Close, Cancel, Save, Delete
|| 0| sa] pe

These buttons provide the following functions:

1. Savethecurrent record. It isto be noted that each record is automatically saved when
the user moves out of the current record.

2. Deletethe current record. A message requesting the user to confirm the deletion will
appear preventing any involuntary loss of data.

3. Roll-back to the origina record after modifications.
4. Find arecord based on the text in the current field.

5. Closetheform.



4.3 Navigation buttons

The following buttons allow the user to move between records. In the sample the first
record is displayed out of atotal of 3 records. The last button on the right alows the entry
of anew record.

4.4 Thefilter and list/form buttons

Thefirst button provides afilter form where the user specifies criteriathat will extract the
record matching these criteria.

People Filter

To remove the criteria-filtering click on clear and then apply.

The second button provides alisting of the records that the form holds.

4.5 The print button
Some list forms contain a print button above the filter button that will produce a report
similar to the displayed form.

4.6 The Current/Old/All buttons

e

Some records have a current field for the user to specify which records are still valid.
These buttons allows to quickly filter between the current records and the old ones.
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5 Reporting

5.1 Description of a Usual Report
A report isthe corresponding print out of aform. It provides to the user a printed extract
of the database. The forms are printable but the design and colours are not suitable for
black and white printing.

6 Security

Access95 and SPREP Organisation and administration programmes system require the
user to login. Access provides an utility, which will link access with a security file, called
aworkgroup file. This utility, the ms-access workgroup administrator, links to the
SPREP.MDW file located in the same directory as the database.

Adding users is made through the people and organisation form and not from the standard
Access Security menu. As soon that a security 1D is attributed in the security tab the user
is created with PeoplID aslogin and with no password. The user is automatically
promoted as staff. The database manager then specifies the various groups the user
belongsto. A staff security report is provided under the administration menu to keep track
of the access user and their permissions.

If the Peoplel D needs to be changed it is recommended to delete first the security 1D, then
to modify the Peoplel D and then to retype the security ID.

7 Conclusion

If the database is now operationa it has been detected that some features are not related to
SPREP operations. Some designs were fortunately changed during the presence in
SPREP, but some will require further developments. Thisis particularly true with the
subscription database and the flight table. Also, some users requested a warning and
information system through the use of an e-mail package. Some rudimentary warning
system was coded inside the database to palliate the non-integration with an e-mail
system. It isto be noted that at the time the specifications were written SPREP wasn't yet
committed to a particular e-mail system.

Fortunately Stage 1V was designed to correct such implementations which were not
defined in the specifications one year ago, and hopefully the system will be more and
more user friendly and include more corporate data.

8 Glossary of Terms

Attribute

Term used in database design to describe different pieces of information about an entity; for example, a
Project is an Entity (something that information is stored about) and an example of one of its attributes
would be the Project Number.

Bound Control
An object on aform or report whose contents is based on afield in an underlying table or query.

Command Buttons
A button on aform that carries out a certain function; for example, al formsin SPREP Database have a
Close button. Some forms have other buttons on them that open other forms.

Caption
The name that is displayed at the top of aform or report window, or the label of afield on aform.

11



Check Box

A control on aform that storesa‘Yes/No' value. For example, the Leave Form has check boxeson it in
order to record whether or not aleave has been approved. When checked, a cross appearsin the box,
whichisstoredasa‘'Yes!’

Combo Box

Thisisascrolling list of values that the user can pick from when inputting data, and its advantages are
similar to aList Box, except with many Combo Boxes, the user can input anew value if the required
oneisnot aready in thelist.

Criteria

A set of limiting conditions used in a query to restrict the output to a specific group of records. For
example, many of the filtersin SPREP Database require the user to select avalue from alist prior to
running their selected filter.

Data Type

This determines what kind of values are allowed in afield. For example, text cannot be stored in afield
with the Number data type.

Common data types include, Text, Number, Date/Time and Y es/No, but there are many more.

Datasheet
Datafrom atable, form or query displayed in arow-and-column format, similar to a spreadsheet.

Design View
A window displaying the design of atable, form, query or report. In this view, existing objects can be
modified, and new ones can be created.

Entity

Term used in database design to describe something about which information is known. For example,
A Project is an Entity, and its attributes include the Project Number, Budget Line, Percentage
completed etc.

Focus
This refersto the most current cursor position on aform. Whichever field on aform has the cursor in it
is said to have the focus.

Form

A formis ascreen where auser can input and edit information. The form is based on a table, meaning
that when datais typed into the form, it is stored in the underlying table. Forms may sometimes be
based on more than onetable, i.e. aquery.

Form View

Thisisthe view of the form that the user sees when opening aform and entering data. Forms have two
other kinds of views; design view, which is the layout of the form’s design without the display of
underlying data, and datasheet view, which is aview of the data the form is based on, in row-and-
column format, similar to a spreadshest.

List Box

Thisisasimplelist of values that the user can select from, instead of having to type them in. The main
advantage is that data will always be input correctly and consistently if alist is used.
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Navigation Buttons
In form view at the base of the screen, thereis ahorizontal scroll bar containing buttons that are used to
aid navigation through data.
(] « |Re::c:rd:|1 |le g [»n]
T Go'fo I3t record
Go to next record
Go'to specific record (user types which one in box shown)
0 to previous record
o to first record

One-to-many Relationship

A one-to-many relationship is the most common type of relationship in arelational database. In a one-
to-many relationship, arecord in Table A can have more than one matching record in Table B, but a
record in Table B can only have one matching record in Table A. A typica example of thiskind of
relationship is that between Training Registrar and Trainees in the SPREP Database; a Training may
have one or more Trainees associated with it, but in order for a Trainee to be stored in the database, it
must be linked to a Training.

One-to-one Relationship

In aone-to-one relationship, arecord in Table A can have no more than one matching record in Table
B, and vice verse. Thiskind of relationship is unusual, but an example might be of a database
containing employee salary details, with one table containing personal details such as name and address
etc, and the other table containing the person's name, manager and current salary; in this instance there
would be a one-to-one relationship between the two tables.

Query

Queries enable the user to retrieve data from their database that matches certain conditions or criteria;
the data that is retrieved depends on the structure of the query. Queries are an efficient way of viewing
related data from severa different tables at once.

Read-only
In the SPREP Database, some forms are set to be 'read-only' meaning the data cannot be atered, but
only viewed on screen.

Record Selector
Within a data entry form, the left-hand side of the form often has a small box containing different
symbols denaoting the status of arecord in the database, i.e.

Record that is currently being viewed, which has aready been saved

New Record

Record edited but not yet saved - changes can be undone by pressing ‘ Esc’
Record being edited by another user

Relationship

An association between common fields (columns) in two tables. For example, the People and
Peoplelanguage tables are related on People ID.

Report
Output of data from a query or table in Microsoft Access in document form.

Scroll Bars

A typica Windows-style control, which aids the user to view different parts of the screen or navigate
their way through a combo box. Scroll bars can either be vertical, appearing at the right-hand side of
the screen, or horizontal, appearing at the base of the screen.

Security

A set of features used to specify or restrict the access that specified users or user groups have to data
and objects in a database.

13



Source
Each form, report, query and every individual field on each of these objects has this property, referring
to which underlying table or part of atableits datais derived from.

Switchboard
Theinitial screen that the user is presented with after logging onto SPREP Database. It is from this
screen that they navigate their way around the system.

Tab Order
The order in which the cursor moves from one field to the next on aform on pressing the Tab or Enter

key.

Table

The fundamental structure of arelational database management system. In Microsoft Access, atableis
an object that stores data in records (rows) and fields (columns). The datais usually based on one
particular category, or ‘entity.’

Text Box
A control that provides a place to enter or view text in aform or report.

Validation Rule

A rule that sets limits or conditions on what can be entered in one or more fields. Validation rules can
be set for afield, record or control on aform. The rule is checked when the focus moves from one field
or control to the next. Microsoft Access displays a different message whenever the rule is violated.

Wizards

A Microsoft Access tool that asks the user questions and creates an object according to his or her
responses; for example, tables, queries, reports, forms, and controls on forms such as buttons and
combo boxes can all be created quickly using Wizards.
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