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Toolbox Overview

1.1. Introduction

The Database Administration toolbox is a set of discrete resources on CD-ROM that support delivery of the Certificate IV in Information Technology (Database Administration) National Training Package.

The toolbox is divided into two components – Database Administration and Software Customisation. The reason behind the division lies with the competencies that are covered by the two component areas.  The Database Administration component covers competencies in the areas of Database Development & Design.   The Software Customisation component covers only those competencies in the Software Customisation area. Refer to 2.2 What is in the Toolbox in this section for more information.

Although the toolbox is designed to help the RTO construct a customised on-line learning program, the toolbox resources may also be used as support material to the traditional classroom environment.  Assessment tools may be printed and used in combination with a teacher’s own content delivery.  Printed content files could be distributed as handouts, and components, such as graphic files, could be utilised to produce overhead projections.

The CD-ROM provides the resource files for a variety of learning environments, which include a small family art gallery and a large private training organization. Alternatively, materials may be adapted to suit a specific environment applicable to the learner.

The Teacher Guide aims to provide RTOs with a guide to the content and organisation of the resource components, and suggests a number of learning and support strategies.

The learning site is an example of a learning program only, and is designed to provide RTOs with ideas on how to combine the toolbox resources into a dynamic and flexible learning environment.  Learner guides can be developed from the resources available on the site.

Resource components are stored in common file formats such as .html, .gif and .js files.  As well as providing portability to different delivery platforms, RTOs can easily modify the existing resource components, or add their own materials.  The Teacher Guide will assist you in customising the toolbox resources. 

1.2. Learning Strategies

The toolbox is structured around two virtual companies of varying size and profile. Relevant files and documents detailing the companies operations are supplied for each company.  Learners are required to choose a company for which they will become a member of the company’s Database Administration team.

An integrated approach to assessment, as recommended by the Information Technology National Training Package, has been adopted.  A series of holistic activities, presented as Project Briefs, represent the real world problems each company may encounter as part of its standard operations.  Learners are required to complete all the Project Briefs associated with any one company.

The toolbox offers RTOs various approaches to structure the learners learning.

1.2.1. Project Brief Approach

This approach begins at the Project Brief and is primarily aimed at learners who are already working within the industry, or who have completed other studies.

A Project Briefs folder is the main access point to the learning material needed to carry out the tasks or solve the problem assigned within the project brief.  This material takes the form of additional project information, access to other resources (documents, slides, videos, internet links, library references) including an experienced person working in the field (mentor) and access to other team members.

Some learners may possess the necessary skills and knowledge to complete the brief’s tasks at this point.  Other learners may feel they could complete some, but not all of the tasks.  Learners can assess their abilities by completing one or more pre-tests associated with each brief.

Based on answers to pre-test questions, learners will be advised as to which learning material they will need to study.  After completing the suggested areas of study, learners can then return to the project brief and work through the associated tasks.
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1.2.2. Structured Learning Approach

This approach begins at the learning material and is primarily aimed at learners who are new to data management and maintenance concepts, or those who prefer to learn in this manner.

The Structured Learning button is the access point to all of the content required for the units of competence addressed by the toolbox.

The example-learning site presents the content as sequential groups of related topics underpinning each project brief.  As learners work their way through the learning material, a number of individual activities will allow them to test their understanding of new concepts and practice new skills.

After completing the learning materials associated with a project brief, learners can then attempt to complete that brief by working through the associated tasks.
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2. About the Toolbox

2.1. Certificate IV in Information Technology (Database Administration)

The National Training Package for Certificate IV in Information Technology (Database Administration) has identified seventeen core units of competency. Learners will need to successfully complete assessment in all seventeen-core competencies and four elective competencies, with a total of approximately 750 nominal hours, to gain the qualification. Nominal hours may vary from state to state.

2.1.1. Core Competencies

Please Note:  Nominal Hours listed are Queensland nominal hours.

	Unit Code
	Unit of competence
	Nominal Hours

	ICAIT B060A
	Identify physical database requirements
	30

	ICAIT B061A
	Monitor physical database requirements
	20

	ICAIT S125A
	Monitor and administer a database
	30

	ICAIT S108A
	Complete database recovery and backup
	30

	ICAIT S113A
	Identify and resolve common database performance problems
	30

	ICAIT S031B
	Provide advice to clients
	40

	ICAIT D128A
	Create user and technical documentation
	20

	ICAIT U126A
	Use advanced features of Computer Applications
	30

	ICAITB 070A
	Create code for applications
	180

	PMX401A
	Apply skills in project integration
	20

	ICAITS 030B
	Install software to networked computers
	40

	ICAITS 106A
	Action and complete change requests
	60

	ICAITU 127A
	Operate system software
	50

	ICAITS 119A
	Monitor and administer system security
	30

	ICAIT S024B
	Provide basic system administration
	20

	ICAIT S020B
	Install and optimise system software
	20

	ICAIT S025B
	Run standard diagnostic tests
	10

	Total Core Nominal Hours 
	660


2.1.2. Elective Competencies

	Unit Code
	Unit of competence
	Nominal Hours

	ICAIT U018B
	Develop macros and templates for clients using standard products 
	60

	ICAIT U028B
	Customise packaged software applications for clients 
	50

	ICAITS 023B
	Provide one to one instruction 
	10

	ICAIT U19B
	Migrate to new technology
	20

	ICP MM65dA
	Create web pages with multimedia
	50


There are a number of other competencies that are recognised as electives by the National Training Package. These are listed below.

	Unit Code
	Unit of competence
	Nominal Hours

	ICAITS022B
	Determine client computing problems and action
	40

	ICAITS109A
	Evaluate system status
	20

	ICAITTW027B
	Relate to clients on a business level
	20

	ICAITS114A
	Implement maintenance procedures
	10

	ICAITS115A
	Maintain equipment and software in working order
	20

	ICAITS110A
	Implement system software changes
	20

	ICAITS107A
	Rectify system faults on a live system
	30

	ICAITS112A
	Optimise system performance
	30

	ICAITS032B
	Provide network systems administration
	20

	ICAITS117A
	Maintain custom software
	30

	ICAITS121A
	Administer network peripherals
	20

	ICAITI101A
	Install and manage network protocols
	30

	ICAITTW026B
	Co-ordinate and maintain work teams
	20

	ICAITS035B
	Assist with analysis of emerging technology
	10


2.1.3. Pre-requisites

To successfully undertake Certificate IV in Information Technology - Database Administration it is recommended that learners have successfully completed the following entry competencies.

	Unit Code
	Unit of competence

	ICAITTW001B
	Work effectively in an Information Technology environment

	ICAITTW002B
	Communicate in the workplace

	ICAITU004B
	Apply Occupational Health and Safety procedures

	ICAITU005B
	Operate computer hardware

	ICAITU006B
	Operate computing packages

	ICAITU007B
	Maintain equipment & consumables

	ICAITU012B
	Design organisational documents using commercial computing packages

	ICAITU013B
	Integrate commercial computing packages

	ICAITS014B
	Connect hardware peripherals

	ICAITS015B
	Install software applications

	ICAITS017B
	Maintain system integrity


or have completed Certificate II in Information Technology.

Alternatively, a working knowledge of file handling, the ability to confidently use a range of software application packages including a database program is necessary. It is also recommended that learners have a basic knowledge of hardware and are familiar with installation procedures for software.

2.2. What is in the Toolbox

2.2.1. Core Competencies

The Toolbox offers ten core competencies and two elective competencies from the Certificate IV in Information Technology (Database Administration) in the following format. Competencies have been clustered in accordance with local industry recommendations and where there is a significant overlap of underpinning knowledge and skills. Other training organisations may choose to cluster competencies differently.

It is intended that learners will be assessed across all units of competency within a cluster, in line with the training package requirements for holistic assessment.

	Competency Cluster

(Subject) 
	Unit Code
	Unit of competence

	Database Management & Design
	ICAIT B060A
	Identify physical database requirements

	
	ICAIT B061A
	Monitor physical database requirements

	
	ICAIT S125A
	Monitor and administer a database

	
	ICAIT S108A
	Complete database recovery and backup

	
	ICAIT S113A
	Identify and resolve common database performance problems

	
	ICAIT S031B
	Provide advice to clients

	
	ICAIT D128A
	Create user and technical documentation

	
	ICAITS 106A
	Action and complete change requests

	
	ICAITS 119A
	Monitor and administer system security

	Software Customisation

	ICAIT U126A
	Use advanced features of Computer Applications


2.2.2. Elective Competencies

	Competency Cluster

(Subject) 
	Unit Code
	Unit of competence

	Software Customisation
	ICAIT U018B
	Develop macros and templates for clients using standard products 

	
	ICAIT U028B
	Customise packaged software applications for clients 


2.2.3. Mapping to other Certificates in Information Technology

Core competencies in Database Administration can be mapped to competencies in other certificates in the Information Technology National Training package. Refer to Section 4 for those units of competence that are either Core Competencies or Electives in Certificates other than Database Administration. A learner who has achieved competency in a particular unit does not need to repeat that unit in another certificate.

2.2.4. Guide to competency resources not included in the Toolbox

As previously stated, learners will need to successfully complete seventeen core and four elective competencies, with a total of 750 nominal hours, to gain the qualification of Certificate IV in Information Technology (Database Administration).  As the toolbox does not include all of the required competencies, the following list is provided to assist you in locating resources for the remaining competencies.

.

· Seven remaining core competencies 
PMX401A Apply skills in project integration:
This competency unit has been developed as part of the Certificate IV in Information Technology (Systems Analysis and Design) Toolbox.

ICAITB070A Create code for applications:

This competency unit has been developed as part of the Certificate IV in Information Technology (Programming) Toolbox.

The following five core competencies are not yet available in a toolbox format, however, the installation and hands-on activities required in these competencies, are probably better suited to lab or workplace environments.  

ICAITS030B - Install software to networked computers

ICAITU127A - Operate system software

ICAITS024B - Provide basic system administration

ICAITS020B - Install and optimise system software

ICAITS025B - Run standard diagnostic tests

Other providers also offer a number of the remaining core and elective competencies as part of their on-line programs.

For example:

Barrier Reef Institute of TAFE:
www.barrierreef.tafe.net/ilearn
TAFE Qld On-Line:
www.tafe.net
2.3. PC & Software Requirements 

2.3.1. RTO will need:

PC Requirements

Processor:
Pentium 133 or better

RAM:
32Mb for Windows 95/98

Video:
800x600/256 colour resolution

Sound Card:
Required for audio output with speakers or headset.

Modem:
56.6Kb

Software requirements

Browser:
Internet Explorer 5.5or later is preferred. Site has been tested Netscape 4.07.  This site uses JavaScript.

RealPlayer®:
To play audio, video and slideshow files included in the toolbox.  You will need RealPlayer. Note: Audio transcript may be attached to some files for those without a sound card and speakers.

The RealPlayer® software often appears on CDs attached to popular PC magazines or can be downloaded from www.real.com.  It will be quicker to install from CD than waiting for Internet downloads.

WinZip:
Some course material may be supplied in compressed format.  The compression format will be WinZip, self extracting.  An evaluation copy of WinZip can be downloaded from www.winzip.com/ or found on many PC magazine CDs. 

Adobe Acrobat
Some material maybe supplied in PDF format. To

Reader:
display these files you will need to download and install Adobe Acrobat Reader from www.adobe.com/prodindex/acrobat/readstep.html.

Adobe Acrobat
If you wish to add your own or modify

Writer::
existing PDF files.

HTML Editor:
Standard HTML editor like Microsoft Frontpage if you wish to add your own or modify existing HTML files.

Text Editor:
To make alterations to java script files.

E-mail:
Any e-mail program or one recommended by your learning institution. 

Bulletin Board:
Any on-line conferencing program or one recommended by your learning institution.

Chat Program:
Any chat program or one recommended by your learning institution.

2.3.2. Learners will need:

PC Requirements

Processor:
Pentium 133 or better

RAM:
32Mb for Windows 95/98

Video:
800x600/256 colour resolution

Sound Card:
Required for audio output with speakers or headset.

Modem:
56.6Kb

Or LAN:
On Campus PC connected to the LAN or workplace LAN connected to the Internet.

Software requirements

Browser:
Internet Explorer 5.5. Site has been tested Netscape 4.07.  

RealPlayer®:
RealPlayer®.
Adobe Acrobat
To display files in a PDF format.

Reader:
Wordprocessor:
Word '95 or above or any other Wordprocessor

SQL:
Microsoft Access or any other Database software with an SQL feature, e.g. Oracle.

Drawing Software:
There are several available. The Draw feature of Word, while not ideal, is adequate. 

E-mail:
Any email program or one recommended by your learning institution.

Bulletin Board:
Any on-line conferencing program or one recommended by your learning institution.

Chat Program:
Any chat program or one recommended by your learning institution.

2.4. Target Market

The toolbox is aimed at learners who wish to acquire database administration skills at a certificate level or wish to progress to diploma, advanced diploma or a university qualification.  These learners may include:

· High School Leavers

· Trainees or school based apprentices

· People already in the workforce who require certification or their workplace may require them to attain particular skills.  

· People who are returning to the workforce and need to update their skills

· People who just want to update their skills for personal development

· People in remote areas

· People who wish to study part time or at their own pace

3. Toolbox Structure

3.1. Introduction

The toolbox provides a gateway window enabling learners to choose between the database and software tasks. Within each area, the toolbox structure is designed around a number of main menu buttons located at the top of the screen.  

The main menu buttons are [Orientation; Virtual Companies; Project Briefs; Library; Communication; Structured Plan, Software Briefs ].  

Within each button, learners can access sub-menus via a tree menu structure, not unlike Windows Explorer. The Software Tasks button takes learners to the software tasks component of the toolbox.

View the navigation structure charts in Section 2.

3.2. Orientation

Orientation consists of the types of information teachers would normally communicate to their learners at the commencement of a course.  Learners visiting the site for the first time are advised to begin their learning program here.  Orientation provides the following information:

· General instructions concerning navigating and printing the site.

· Using the Virtual Companies.

· Instructions on how to use the site and the various ways learners can structure their learning.

· Information about Project Briefs and Pre-tests

· The role of Project Teams and Mentors.

· Assessment details

· General information regarding the competencies and pre-requisites of the Certificate IV in Information Technology (Database Administration).

· Specific information regarding the competencies and learning material covered by the site.

· PC and Software requirements

· Some general suggestions on how learners can make the most of their online learning experience.

RTOs may need to modify Orientation files to suit specific learning programs.

3.3. Virtual Companies

3.3.1. Description

The toolbox provides two different learning environments, which are presented as virtual companies.  Each virtual company has a different size and profile, designed to give learners a variety of real world situations in which to apply their knowledge and skills.

The virtual companies are:

	Artisans Gallery
	A small family owned and run Art gallery and coffee shop. It displays the work of mainly local artists. It is situated in a small rural town in a major tourist area.

	Technolearn
	A large private training organisation. It has several campuses over a wide geographical area.


Learners can access company information from the Virtual Companies button and then through the tree menu links.

Each of the virtual companies has resource files that include an introduction, a description and the purpose of each company.  Learners are then invited to meet the staff of each company.  By moving the mouse over individual staff member’s names, learners can view a photo of the staff member with a brief job description.  Clicking on an individual staff member’s name produces a detailed job description, and learners can choose to listen to a sound recording of the job description which is presented by that particular staff member.

Mission statement, plan of shop, policies and record keeping forms are among the resource files available for each company. These files will enable learners to gain a better understanding of the company’s objectives and the conditions in which each company operates.

See Section 3 to view the Artisans Gallery and Technolearn resource files.

3.3.2. Purpose

Learners are required to choose a company for which they will become a member of the Database Administration team.  Learners may choose a company that is similar to one that they currently work for, are familiar with or one that just takes their interest.

Learners need to register their choice with their course coordinator or tutor using the on-line form provided, so that they can then be introduced to other members of their project team and the team mentor.  Project teams and the role of the mentor are discussed in more detail later in this guide.

Virtual Company Registration Form
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Once a company has been nominated, learners should remain with that company until they have completed all the project briefs associated with the company.

3.3.3. Suggestions for Customising Virtual Companies

Course coordinators can add to, modify or delete existing company files, to suit a learner’s particular work environment.

Alternatively, course coordinators may allow learners to nominate the company they currently work for as their learning environment.  Learners, who nominate a “real” company, must make sure they have approval to access that company’s resource files.

3.4. Formal Assessment 

3.4.1. Project Briefs

Each of the virtual companies has a variety of problems that involve the management and maintenance of the data that is essential for its operation. These problems are solved through a series of projects presented as a project brief.

These projects are based on real problems that have occurred in each organisation. Each of the virtual companies has a real world counterpart from which the majority of the project briefs are drawn. 

Inside each brief's folder is a description of the problem that has been assigned within the project brief and access to key resources.  The individual tasks required to solve the problem are also detailed.

There is a degree of overlap between skills and knowledge required to perform the tasks of one brief and those required to perform the tasks of another.  This provides learners with a number of opportunities to apply their skills across a range of situations and elements of competence.

See Section 5 to view the mapping guide of all project briefs to all elements of competence covered by this site.

Learners are directed to read their virtual company’s files as sources of information.  Depending on the problem, additional resources may be in-built.  These could be in the form of documents, slides, videos and suggested library components such as reference books and internet hyperlinks .  Some problems may require access to an experienced person working in the field (mentor) and/or access to other team members.  

3.4.2. Project Brief One for Artisans Gallery

Read the Brief

Artwork Tracking System Design Phase

Conceptual Design
Your team has been tasked to design a database for Artisan’s Gallery to track artwork acquisition and sales. The design must be comprehensive and maintain the integrity of the data. The system must meet the requirements as described in the Requirements Analysis document. This is available under the Brief One folder.

Additional information is available in the Artisan's Gallery company files. These are available by selecting the Virtual Companies button and then selecting Artisan's Gallery.

You may also wish to visit the Library by selecting the Library button.  Library resources relevant to this Project Brief include:

http://www.compapp.dcu.ie/databases/f017.html
http://www.odbmsfacts.com/articles/dbms standards for objects.html
http://www.odbmfacts.com/articles/object database definition.html
The DBMS has not been selected for development of the project. Continuance of the project is dependant on acceptance of the conceptual design.

Design the database system for Artisan’s Gallery.

The conceptual design phase of the project is to be presented as a report with appropriate diagrams.  Your report should include the following:

· Brief description of the system

· Entity relationship diagram for each of the user views shown in the reports.

· Entity Relationship diagrams for any additional user views described in the requirements analysis.

· The conceptual schema as an Entity relationship diagram formed by combining the user views.

· The data dictionary. Show entities and attributes.

· Constraints on the system including update, insert, and delete constraints.

· Other business constraints including any derived attributes and error checking

Detailed Task Requirements

1. A set of E-R diagrams from the reports



There should be one Entity Relationship diagram for the user views shown in each of the reports.

2. A set of E-R diagrams from other information



Entity Relationship diagrams for any additional user views referred to in the description of the system should be modelled here.

3. The Conceptual schema



The conceptual schema is shown as an Entity relationship diagram formed by combining the user views and any other additional information

4. Integrity constraints



These will include constraints on the system including entity constraints, referential constraints (update, insert, and delete) and domain constraints. Specify each type of constraint.

5. Other business constraints



Other business constraints are also termed operational constraints. Include calculated fields and error checking.

Requirements Analysis Document

Artwork Tracking System Data Analysis

Records to this stage have been manually kept.

Acquisition of Artwork

Artists bring their work to the gallery and the gallery displays the work on a commission basis. When a piece of artwork is sold the gallery takes a commission and pays the rest to the artist. Artists usually bring in a number of pieces of artwork at one time. This is known as a Consignment. An artist may have a number of artworks from several consignments in the gallery at any particular time.

The information kept on a consignment includes:


Artist's Name


Date of the Consignment


Details of each piece of artwork submitted as part of the consignment. There are usually between two and twenty. However an artist may only offer a single piece of artwork for display.
At present this information is kept on a card file along with the Artists information. There are about 300 cards in the file. The file is organised alphabetically under the artist’s name. Additional consignments are stapled together with the original. 

Artist

Information is also kept on each artist:


Artist’s name:
required data


Address:
required data


Phone:
optional data as some Artists do not have phone access


Fax:
This is not a required but should be included if data is available


Email Address:
This is not required data

Note that some artists may have several addresses (a postal address and a residential address) and several phone numbers including a mobile phone.

Artwork

Information on each piece of artwork is also recorded:


Title:
Name of artwork. This is optional


Media:
The medium the work is painted in or made from eg oils, pastel, raku, stoneware, lithograph etc.


Size of the artwork:
eg 300 by 400, or 34cm


Description:
A general description of the artwork


Artist's name:
The name of the artist 


Year:
The year the artwork was created


Sale price:
This is the agreed price of the work including commission


Other information:
Some work requires special information.  Prints require the number of the print and the total number of prints made.  Work that is part of a series may require the series name to be recorded.

All of the above, except for the title is required data. This information is used for producing the catalogue.

The category of the artwork is also noted. Artisan’s Gallery has several categories: Painting, Print, Pottery, Sculpture, Craft, and Other. 

A unique number identifies each artwork. A sticker with the number is attached to each artwork.

Commission

Commission is charged on the sale price of the artwork. The gallery has a number of set commissions:


Paintings
20%


Sculpture
20%


Pottery
20%


Prints
15%


Craft
10%

However the gallery negotiates the commission with the artist on an individual basis before accepting work on consignment and the percentage may vary.

The gallery does not usually buy artwork for resale. However they may do so when dealing with interstate or with well-known artists. In these cases the commission is 100%.

Paying the Artist

Artists are paid monthly or upon request. Artists are only paid for work sold. The amount paid to the artist is calculated as the Sale Price minus the Commission Amount. Payments to artists are made by cheque. The cheque number, amount, the payee and the date are recorded.

Sale of Artwork

When artworks come into the gallery they are automatically given the status of Instock until they are sold and paid for. Artworks may be sold outright or placed on layby.

Outright Sales

Some information is kept on an outright sale. The name and address of the buyer is recorded if that information is needed on the invoice, otherwise the buyer is recorded as cash sale. The status of each artwork bought needs to be changed to sold. All of this information together with the name, description and sale price of each artwork is printed on the Cash Invoice. Each invoice has its own unique number and the date. The Total Sale Price is calculated and printed on the invoice. This information also needs to be recorded. Payment may be by cash, cheque or credit card. The method of payment is recorded but no other details except for cheque where the cheque number is noted.

Credit Cards

Credit card details are handled separately and no details are entered into the system.

Layby

Rather more information is recorded on a Layby. Each Layby has a unique number. The name, address and phone number of the buyer is recorded. A deposit of 30% of the total sale price is required. Laybys are strictly 30days, calculated from the date of acceptance of the layby. The buyer may make as many payments as they wish within that time, the balance to be paid by the 30th day. A receipt is issued upon a payment being received. A receipt is issued for the initial deposit. Each receipt has a unique number and is dated. The details of the buyer and the artworks are included. The total of the payments made and the balance owing are calculated. The artwork does not have a Sold status until the final payment has been made.

3.4.3. Project Brief Resources

Documents

	Introduction:
	intro_brief_one.htm

	Read the brief:
	brief_one.htm

	Requirements Analysis:
	requirement_analysis_brief1.htm


Pre-tests

	Conceptual Models
	conceptual_models.htm

figures_conceptual_models_pretest.htm

	Implementation Models
	implementation_models.htm

figures_implementation_models_pretest.htm

	Functional Dependencies and Keys


	functional_dependencies_keys.htm

figuures_func_dep_keys_pretest.htm


Underpinning Content Folders

	Folder
	Files within Folder

	Data Systems 
	Intro_DBS.htm

Definitions.htm

DB_types.htm

DB_Sys.htm

File_process.htm

	Data Concepts
	intro_data.htm

data_info.htm

what_is_data.htm

models_intro.htm

	Database Models
	data_models_intro.htm

e_r_model.htm

e_r__model_relationships.htm

semantic_object_model.htm

hierarchical_model.htm

network_model.htm

relational_model.htm

er_brit_university_db.htm

semantic_object_brit_university_db.htm

brit_uni_completed_erd.htm

brit_homewares_reports_forms.htm

	Keys
	functional_dependence_key_intro.htm

functional_dependence.htm

keys.htm

integrity_rules.htm

brit_homewares_database.htm

brit_uni_relational_schema.htm

key_activity.htm

answer_keys_activity.htm


3.4.4. Additional Brief Resources

Artisan’s Gallery Company Files

Select the Virtual Companies button and click Artisans Gallery.

Video

john.brief1.rm

Purpose:

Course coordinators may choose to present the brief instructions by this alternative method.  The video is designed to add an element of realism by reproducing the manner in which a “real” organisation might convey its requirements.

One of Artisan Gallery’s partners, John Aitkens, communicates what the outcomes of the brief should be.  He then points out where resources, such as the requirements analysis document, and relevant company files, can be located.  He also suggests that Mary Aitkens would be someone with whom it would be useful to speak to.

Audio

mary_acq.rm

Purpose:

Mary is the person with whom John Aitkens has suggested it would be useful to speak to.  She provides information on acquisition policies and paying artists. 

Library references

For a complete list of references in the library section, refer to

 Section 12.

3.4.5. Supporting Information

Project Teams

There is no teamwork requirement associated with this brief and learners may work individually.

However, the course coordinator may wish to set up the brief as a collaborative effort.  This could be achieved by assigning one or more tasks to groups of two or three learners within a project team.

Mentor Role

Mentors can play an optional role in this brief.  Course coordinators can direct learners to e-mail a draft of their final report to their nominated mentor, for feedback on these suggested areas:

· ER Diagramming conventions are correct 

· Conceptual schema reflects the combined user views

Learners can then consider the mentors comments and make any changes they feel are valid.

Communication

There are no chat or on-line conferencing requirements associated with this brief, if learners are working individually.

However, learners working on the brief as a team will need to discuss and review their progress and solution ideas.  Course coordinators can direct learners to utilise the weekly project meetings (chat session) for this purpose.  Alternatively, you may wish to set up a threaded discussion using an on-line conferencing facility.

It is also suggested that learners have a method of communicating with the course coordinator or tutor for guidance, clarification etc.  This could be via e-mail, phone, or general chat sessions.

Elements of Competence Assessed by Brief

Artisans Gallery Project Brief One, is aligned with the following elements of competence.

	Unit Code
	Unit Name
	Element

	ICAITB060A
	Identify physical database requirements
	Identify database scope

	
	
	Identify database requirements

	ICAITB061A
	Monitor physical database requirements
	Undertake DBMS modelling

	ICAITD128A
	Create user and technical documentation
	Determine documentation standards and requirements

	
	
	Produce technical software documentation

	ICAITS106A
	Action and Complete Change Requests
	Review change requests

	
	
	Modify system to accept changes


3.4.6. Suggestions for Customising the Brief

The brief can be customised in a variety of ways.

· The brief description and brief instructions can be conveyed as a text document or as a video.

· Individual tasks within the brief could be replaced with those more suitable to the learners work environment (eg. Object diagrams instead of ER diagrams).

· The existing brief can be substituted entirely with one of your own.

· Additional underpinning content files may be added, or existing files modified.

· Your own self-assessment tools may be substituted for existing pre-tests.
· Additional library resources may be added.
· The brief can be completed individually or as a team project.  Team projects will require communication considerations.
· You may, or may not, decide that the mentor has a role in the brief.
See Section 6 for all project briefs, their associated resources and supporting information. 

3.4.7. Pre-tests

Description

Many learners may already be working within the industry, or have completed other studies, and feel they possess some or all of the knowledge and skills required to complete a project brief.  Learners may assess their competence by completing the pre-test(s) contained in the brief’s folder. Each pre-test will assess skills applicable to its related brief.

Because each brief requires learners to complete a number of individual tasks, a large amount of content knowledge and skills may underpin a brief.  If the underpinning content is extremely large, a brief will have more than one pre-test associated with it. 

As each pre-test is completed, a result window will inform the learner of his/her percentage of correct answers, which questions were answered incorrectly, the correct answers and the learners suggested areas of study (based on incorrect answers).  Learners will be directed to print their list of suggested study areas for later reference, as well as e-mail it to their course coordinator.

Purpose

The purpose of the pre-tests is to provide learners with a self assessment tool to determine their understanding of the content underpinning each brief.  Learners may discover that they don’t know as much as they thought they did.

This strategy is designed to allow learners to decide for themselves what to study, consequently, providing a purpose to working through the text based content.

3.4.8. Example of the Conceptual Models Pre-test 

 
See Section 8 to view all pre-tests questions, answers and figures associated with each project brief.

3.4.9. Suggested Areas of Study

Inside each briefs folder is the subject matter underpinning the project brief.  Learners can access their suggested study materials through the tree menu links.

Subject matter is grouped into folders of related topics.  Folder names are descriptive of their contents and individual topic files are stored in a recommended sequence.

3.5. DBA Project Team

3.5.1. Purpose

It is recommended that RTOs promote “working in a team”.  Depending on the size and complexity of an organisation, the many functions associated with data administration are not usually the responsibility of one individual.  Data administration functions are usually distributed among members of the Database Administration Team.  Assigning learners to a DBA Project team will enhance the real world environment created by the Virtual Company.

Project teams should meet weekly to assign tasks, discuss problems or share ideas.  RTOs can direct learners as to how this will occur.  An on-line chat facility is recommended, however face-to-face meetings or teleconferences could be substituted or incorporated.

Course coordinators or tutors can post the meeting’s agenda to the on-line conference facility prior to each meeting.  Project team members should be encouraged to add agenda items they wish to discuss at the meeting.

If a project brief requires a team solution, suggestions on how this can be facilitated will be included in the Project Brief Resources.

Although the purpose of the DBA Project team is to encourage teamwork, it may not always be possible or desirable to assign a learner to a team, particularly if the learning environment has been customised to reflect a learner’s specific learning needs.  In this instance, a project team could be assembled using the learner and/or course coordinator, tutor, or mentor.  Alternatively, as a small family business, Artisans Gallery would be ideal for learners whose circumstances require an individual approach.

3.5.2. Benefits

As a member of a DBA project team, learners are provided with purposeful opportunities to interact and collaborate with each other.  Learners are made to feel they are part of a learning community from which they can receive support and motivation.  Project teams also provide an environment to develop and improve team skills.

3.6. The Mentor Role

Collaboration and consultation with people already working within the industry is strongly recommended.  RTOs should endeavour to build a list of suitable industry people who are willing to serve as team or individuals mentors.

Mentors must be willing to allow learners to contact them for advice, guidance, work reviews etc.  Methods of contact should be negotiated with the mentor.  Mentors should be encouraged to attend some, or all, team project meetings.

Locating mentors from your own local industry is recommended, as some mentors may provide learners with opportunities to experience a real working environment through visits or even job placements.  However, people within geographically dispersed organisations, can still provide valuable support and often present an alternative perspective to that of the local industry.

Alternatively, if you have difficulties finding the right people, suitable staff members may serve as mentors.

3.7. Library

The library contains items learners may find useful when studying.

3.7.1. Index of Content

The Index of Content contains an alphabetically organised list of content.  Each topic is hyper-linked to the learning material allowing learners to access individual content pages.

3.7.2. Index of Activities

The Index of Activities provides easy access to activities, tutorials and exercises associated with content topics.

Activities provide practice and application of the concepts within content areas.

Tutorials involve detailed instructions on how to use software such as SQL.

Exercises provide the application of skills acquired from content and tutorials.

3.7.3. References

This section of the Library contains additional references to content material and is organised according to project briefs.  This includes references to books, journals and magazine articles as well as URL's of relevant websites.  Most reference material is annotated.

References are organised in topic and sub topic areas. For example Database Architecture may have number of related references and some of these may also appear under the heading for Hierarchical Model. 

There are two types of Reference. One is a text reference, which details a particular book, journal article or website and comments on its content and usefulness. Text references, for example, are in the following structure:

	Year
	

	Author
	

	Title
	

	Publisher
	

	ISBN
	

	URL
	

	Comments
	


The second type of reference is in the form of .pdf files, which may be viewed through Acrobat Reader and printed and saved by the learner. These are in a similar format as above.

	Year
	1991

	Author
	Mcfadden, Ron & Kanabar, Vijay

	Title
	An Introduction

	Publisher
	

	ISBN
	

	Comments
	

	[image: image4.png]Get Acrol
e Reader




	


3.7.4. Glossary

The Glossary contains an alphabetically organised list of terms. Terms are hyper-linked to a definition which opens in a separate window.

Content pages also contain glossary hyperlinks, giving learners an alternative method of accessing definitions.

3.8. Communication

Regular interactions with learners must be maintained.  Learners should be encouraged to use the electronic medium to interact with teachers, course coordinators, tutors, mentors and other learners.

3.8.1. Chat

Course coordinators and tutors are encouraged to provide regular opportunities for learners to engage directly with them.

Chat sessions are an ideal tool for this purpose.  You will need to inform learners of the times that you will be available by providing a chat timetable.

Chat sessions also allow remote learners to interact with other learners or to attend their Team Project meetings.  Mentors should also be encouraged to periodically join the chat sessions.

RTOs will need to provide a link to a chat program recommended by their learning institution.

3.8.2. E-Mail

It is also suggested that RTOs provide a method to fascilitate private discourse between learners and their course coordinator.  E-mail is an ideal tool for confidential communication.

E-mail also provides learners with a fast and convenient procedure for submitting assessments.

RTOs will need to provide a link to an e-mail program recommended by their learning institution.

3.8.3. On-line Conference Facility

An alternative communication tool, particularly for learner/learner interaction is an on-line conferencing facility such as WebBoard.  

Threaded discussions encourages learners to discuss, compare and exchange views and ideas.  This medium is ideal for the reflective learner who requires time to consider their response.

RTOs will need to provide a link to an on-line conference facility recommended by their learning institution.

3.9. Structured Plan

3.9.1. Description

The Structured Plan is the access point to all of the content underpinning the units of competence addressed by the toolbox.  It also provides an alternative path through the learning material. 

This plan allows learners to work through the material and associated activities, and project briefs in a predetermined sequence.  The example site groups the materials into related topics connected to a particular project brief.  The sequence is then represented as a tree structure.

After completing the learning materials associated with a project brief, learners then attempt to complete the brief by working through the associated tasks.

3.9.2. Suggestions for Customising the Learning Material

RTOs may choose to group the materials differently to that of the example site.  An alternative could be that materials are grouped in relation to individual tasks rather than project briefs.  This may be more appropriate if the RTO chooses to assess learners by tasks rather than by briefs.  RTOs may also feel that the topics should be sequenced in another way.

Material contained in content files can be modified or your own content files can be added.

See Section 9 for the mapping of content to elements and units of competency.

3.9.3. Informal Assessment

Activities

As learners work their way through the learning material, a number of individual activities will allow them to test their understanding of new concepts and practice new skills.

Wherever appropriate, activities will build on the knowledge and skills learned from previously completed activities.

The following is an example of a learning activity and its supporting information.

	Acess File
	e_r_model_relationships.htm

	Source File
	brit_homewares_reports_forms.htm

	Activity
	ER Modeling Activity

Examine the reports and business rules for the BRIT Homewares database.
1.
Draw the ER diagram for BRIT Homewares

2. Describe the relationships between the entities in terms of connectivity, cardinality, and existence dependence.



	Comments
	The BRIT Homeware database link opens a page containing reports and business rules required to determine entities, data elements and relationships.

	Feedback
	Activity can be e-mailed to course coordinator or tutor for feedback

	Customising the Activity
	Course Coordinators can customise this activity by applying the activity tasks to a database of their own choice.


See Section 10 for a list of all activities and their supporting information.

Tutorials

Various content areas require that learners become familiar with a piece of software such as SQL.  Tutorials provide a guide to using the software.

4. How To Use The Toolbox

4.1. Customisation of Toolbox Resource Components

4.1.1. HTML Files

HTML files can be created or modified using a standard HTML editor such as FrontPage or DreamWeaver.

If you modify existing HTML files, an easy option is to save the file with the original filename.

4.1.2. Video and Audio Files

The video and audio source files are in the Real format.  Transcripts associated with these files are included, should RTOs wish to re-record the text in a different format. Refer to Section 13 for the transcripts.

4.1.3. Tree Menu Modifications

All menu .js files are contained within the main menu subdirectories.  When making additions, deletions or editing the tree menu, you must use a text editor to access the relevant .js menu file.  e.g. communication/menu/communication_menu.js.

Inside each .js menu file, you will recognise the folder and file names that comprise the tree menu.

Each .js menu file uses common/treemenu_code.js for activation of the dynamically generated tree menu.

The tree menu is called from a HTML file, located in each main menu subdirectory.  e.g. communication/menu/communication_menu.htm.

Refer to Section 14 for more a listing of all database administration files in the toolbox.

4.1.4. Formatting

A number of cascading style sheet documents (.css) are used and are located in the common subdirectory.  These style sheets are used to colour code the menus in the site and to control margin settings.  Use of style sheets allows the site to perform with both Netscape and Internet Explorer browsers.

A style sheet exists for all main menu options.  Style sheets can be edited using a standard text editor.

Refer to Section 14 for more a listing of all database administration files in the toolbox.

4.2. Getting Started

There are some tasks that need to be completed by you as facilitator prior to learners using the toolbox. A Teacher’s Checklist has been provided that gives you guidelines in setting up communications via the internet with your learners, as well as their responsibilities in the learning process. Refer to Section 11 for the checklist.

4.3. Troubleshooting

There may be some problems for facilitators and learners using the Toolbox, specifically those inherit in using the internet:

· Slow access time

· Remote learners may have more of delay in accessing the toolbox from the internet

· All users not using the correct browser version may affect some windows, specifically those that contain activities and answers to activities

Other problems may be in maintaining regular communication between you as facilitator and your learners.

Solutions to internet-related problems are generally out of the scope of this toolbox.  Using the correct browser version is important. Refer to the PC & Software Requirements section in this guide for more information.
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� Software Customisation competencies are addressed in the Software Customisation component
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