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1 Database Management

1.1 Concept

· By Database manager

· Developed step by step based on requirement coming from CfvV team

1.2 Main steps

· Mask for registration entries according to the structure of the list of the beneficiaries provided

· Typing the data based on the Excel Mask for each Rayon separately. Screening missing information by typist

· Unique Reference number for each beneficiary (should be already in Excel list)
· Defining the main table of BEN in Access according to the Excel mask

· Merging the lists in Access. 

· Screening the lists of beneficiaries in Access (see paragraph 3.2.6 Screening)
1.3 Tables in Access

· BEN for 850 MDL – 7000 entries

· BEN for 500 MDL – 1475 entries

· School Action – 546 entries (first as Excel file)

· HardShip cases – 24 entries

· Small Action – 29 entries

· Payments – separately for BEN 850 MDL, 500 MDL and for School Action. 

1.4 Payments by bank

· Daily payments progress report by Bank

· Tables of payments for each action separately in the database

· Merging the daily bank lists

· Find out not paid beneficiaries by querying the unmatched fields from the beneficiaries and payments table, based on bank lists of payments

1.5 Reports

· Total list of BEN

· Lists of BEN for a specific region and village by filtering the tables. Used for public announcements 

· Detailed reports of each individual BEN based on reference number 

· Automatically generating the letters to BEN with address and name (eg. For information on contribution)

· Statistical summaries

· Progress of implementation (weekly  updated table + chart)

1.6 Identification

· Searching BEN by ID number (old fashion passport, fiscal number, birth certificate, ID)

· Searching by Name

· Searching by rayon and village specification

· Searching by reference number (RefNo)

1.7 Random selection

· Monitoring and verification was done according to the lists randomly generated. 

· Technical it was possible by using the Rnd() function which generates random number between 0 an 1, after that it is necessary to filter the selected fields.

· Size of selection – open, specified in run time.

1.8 Screening 

· Screening - identifying double entries (BEN twice or more in the list) 

· When merging the lists of BEN it necessary to set the Primary Key of result table to the ID field. At the design time the Primary key should be set with the value – “Indexed = Yes (No Duplicates)”.  If there are any duplicates they go to “Errors” table for further clarifications.

1.9 Back-ups

· Periodicity:  daily in the beginning (intensive registration), later – weekly

· Security devices against manipulation: not necessary 

2 Table structure

2.1 Reference number

Additional to the fields created according to the mask of beneficiaries (BEN) list it is necessary to add an additional field - Reference Number (RefNo). It is used for quick identification of BEN. So it has to be a unique number, starting with the first BEN from the first list received. 

2.2 Primary Key
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The Primary Key (PK) was used for several purposes:

· By setting PK to the RefNo there is a possibility to sort the database by RefNo

· For screening the entries – finding duplications (same persons included in the list twice or more)

· For comparing tables

The easiest way of screening is to set PK to the ID field because it is a unique number for each person.

Also it is necessary to be sure that that value “Indexed” of the PK is set to:“Yes (No duplicates)”

and value “Allow Zero Length” of the PK is set to: “No”

Note: When changing the PK from one field to another – new indexes are created. Sometimes Access loses the correct index and the records can be displayed in the reports not sorted – solution is to re-Index the table.

2.3 Field size

By default the field size is bigger than it is necessary. The field size is influencing the HDD space used for database, working speed and RAM available.

2.4 Field type

· Choose the appropriate type for every field

· Field type influence further use of the content of the specific field

· Example: it is difficult to count the field which is “text” type one.
3 Filtering tables

· One form for different kind of filtering (selections)

· Result of the filtering on the same form as a subform

· Selections (including the random selection) can be exported to Excel for further use

· Editing mode (on subform) can be allowed by authorization

· Filter can be used for quick search by RefNo, Name or ID
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4 Comparing the tables

By creating a Query of Not matching fields there is a possibility to find the difference in two tables

If the bank provides the list of paid BEN or registration of payments is done manually – not paid BEN can be find by querying the BEN and Payments table by RefNo.
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5 Random selections

· Size of the selection should be opened

· Random selection formula – Table -> Filter = RefNo like (Round(Rnd() * RefNo));

a. RefNo in range of 1..N  (integer type)

b. Rnd() function return a random number between 0 and 1

Note: It is important to take in account that when having considerable selection it may happen that within the cycle “For I = 1 to N” Rnd() could generate the same number so you will have the same record filtered twice or more that means it will be less than N records selected.  

Export selection to Excel – it almost impossible to have twice the same selection.

6 Dynamic reports 

By setting the filter property to a variable there is a possibility to have dynamic reports (generated based on parameters entered in run-time)

For example:
· list of BEN for a specific region

· Letters to BEN with name and address
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7 Mask for Excel registration
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In case of excel registration a mask can be used:

· Defying the fields as the column headers.

· Choose from menu – Data -> Form
Advantages:

· Easy viewable typing

· Easy records finding by typing the criteria

040601 CfvV Hints For IT Manager revised.doc

Seite 1 von 6

