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01. What is the main goal of the entire database?

· What is the purpose of the database?

· What is its most important function?

02. What type of reports, forms, and queries must be generated from the data to meet the needs of the end-users?

· Are existing printed materials OK or do they need to be changed?

· Do you need to produce additional new documents?  If so, have the users draw pictures of what they would like to see on a printed page or screen.

03. What data will be stored in tables?

· What fields are necessary to produce the output (reports, forms, queries, and so forth) identified in step 2?  Examine the output you have, and list the fields on paper.

· Do any fields appear more than once?  If so, cross out repeats.

· Are there fields that can be derived from other fields, such as a total and each item in the total?

· Can you produce any field by performing arithmetic on some other fields?  If so, eliminate the end result field.

· Do you see any places where the same text is used more than once?  If so, elimiate the text that is a subset of the larger phrase.

04. How can these fields be grouped together to form a logical organization in a table?  Make a new list putting them in groups.

· What name describes each group?  The names you select for these data goups can be used to name your tables.

05. This step helps create a database in first normal form.

· Does any table have a group of fields that you’ve labeled item1, item2, and so forth?  Are there any repeating groups?  Repetitively occurring fields should be separated out into their table.

06. Can any fields be broken down into several smaller fields?  Name is a good example of a field that is usually best broken down into Lastname and Firstname.  It’s easier to combine fields than it is to take them apart.

07. Which field is the primary key field for each table?

· Does the key field have a unique value for each record and exist in each record?

08. What type of data will be contained in each field?  This will help determine the actual structure or design of the table.

· What will be the longest name or larges amount stored in the field?  Think about the biggest example you’ve seen of each field.  This will help determine the length of each field.

09. Who will use this database?

· Will it serve one user or many users?  Will the database be used on a network?

· Who will input the data, run reports, and generate queries?  What is their level of competence?  How easy should the use of this database be?  How much control should you give the user?
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