
Assignment, Diskette & SQL Guidelines
Submitting Assignments in Envelopes: 

Any assignments that require a file on diskette to be turned in should be submitted in a 10” x 13” envelope.  Both the diskette and the hardcopy should be in the envelope.  Do not put the diskette in a holder. The hardcopy should be submitted with the pages collated, the assignment sheet on top and the papers stapled in the upper left corner. 

Label your envelope like this:

13 CIS 150A

Last Name, First Name
Please do not clasp the envelope. Just tuck in the flap.
   
 

Please do not put any other writing on the envelope.
Assignments that don’t require a file on diskette to be turned in should be submitted with the pages collated, the assignment sheet on top and the papers stapled in the upper left corner. 

Sample Output: 
Many assignments give you a display of sample output. This is intended to help you understand the assignment. The display will show you the required columns, their order and their column headers. Sometimes the data will be formatted.  You are not expected to reproduce this format, unless the assignment directs this. 

The actual data values shown on the assignment sheets might not match the data that is in your data files at the time you run the queries.  You must write assignments to meet the specifications, not to match the data values that are in a specific collection of data.

Hardcopy:

In any professional situation, you will have to present documentation of your work. You should produce a report that is complete, accurate, organized and a pleasure to read.  Here are some guidelines.

· All pages of the hardcopy must include your name. (You can easily do this by using Headers.)
· All hardcopy must be easy to read. Use a font size of at least 11 but no larger than 13. Please do not print in color.
· Use formatting (bold print or horizontal lines) to clearly designate different sections.

· Print in portrait orientation, not landscape.
· Please do not print on both sides of the paper. It makes it harder to grade. 

· If you are printing on continuous paper (as in the ICL1) remove the perforations, separate the pages and put all sheets in the correct order.
SQL Documentation:

It is your responsibility to read the final Word document that shows the SQL statements. There are some problems with the applications which can result in an SQL statement not be fully printed or being skipped completely.
Query names: 
The names of the queries or views must be exactly as given in the assignment. These names follow the pattern qry01, qry02, …qry10, qry11 etc. This results in a final report in which the SQL statements are in the proper order for grading. If you name a query qry1, it will sort after qry09. If you are working in the computer field, it is important that you understand the difference between sorting text values and sorting numeric values.
Diskettes:  
You may turn in diskettes, zip disks or CDs.  (Zips are preferred.)  Do not put them in any type of disk holder.  They must be clearly labeled with your name and the assignment number only.
All of the files required for an assignment - and only those files - should be on the disk. Use the filenames given in the assignments and be careful not to get filenames with "double extensions"- such as asgn01.mdb.mdb. Do not put folders on the disk with your assignment in the folders.  Do not zip your files.  If you are turning in more than one assignment at the same time, each assignment must be on a separate diskette in separate envelopes. 

Testing the diskette: 
It is a good idea to test your diskette before submitting it for grading. 
Compacting the file: 
If you open any of these files in Access and do almost anything with the file the file size will increase. This is normal, but you need to compact your assignment files before you submit them. It is a good idea to compact your working files after you use them. You compact the file in Access. 

Copying the files: 

When you have completed the assignment and have compacted the database file close the database.  Then you can use the Windows Explorer or Folder window to copy the file to a diskette to turn in.

SQL Guidelines:
The following guidelines are in effect for all quizzes and assignments where you create SQL statements.  If you do not follow these guidelines, you will lose points. The guidelines will not be repeated on each quiz or assignment.
• Use the fewest tables possible for each query.

• Display the columns in the order they are listed in the directions.

• Display only the columns requested in the directions.

• Format your statements so that the words SELECT, FROM, and WHERE start new lines.

• Long statements should be broken at logical positions so that they are easy to read.
• Use parentheses or square brackets only if they are required.

• If the description indicates an ordering of the return rows, use an explicit ORDER BY clause.

• For tasks which refer to the "current year", "current month", etc, do not hard code the value. It should return the current year or month whenever the query is run.

