Answers – Data Management Software Level 3
Assignment A
Task B6
Search for and edit Late Hour Partnership.  Open the People tab.  

Megan Hill is leaving next week.  Describe how this form could be improved to capture this information, without deleting the record?

	An extra field could be added such as a current member of staff as a Yes or No field or perhaps a field called Date Left company which showed blank if they were current put otherwise contained the date they left the company.



Task B8
You have been asked by Mille Clark, to ensure that the contents of the Town field in the Organisation table should ALL be in uppercase to facilitate mailings, in line with Post Office recommendations.  
Record the actions you have taken to minimise the risk to data. 

	Made a copy of the Organisations table before proceeding to create an update query on the original Organisations table.



