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Designing Your Program

The more you participate in the design and work phases, the less your bill will be and the happier you will be with the final result. See page 4 for a sample design.

Pre-design phase:  

· fax or mail copies of all reports or input screens you have available.  If possible, outline what you want your program to do.  The more detailed you are, the better.  See design phase.   If you do not have time to do this, we will be happy to assist you.  If you can, sketch your input screens and reports.  The more written documentation you provide,  the better.

Design phase:

· Data.  For each data file (referred to as “tables”), we need the following

· a list of the tables 

· use sensible names such as “customer” for customer

· describe the table

· include lookup tables (example: department table)

· estimate of the number of records in each table (if you have 100 customers, you will have 100 records in the “customer” table).

· a list fields (“name” is a field; “state” is a field)

· use sensible names

· give length of field

· if field is numeric, number of positions to the right and left of the decimal point

· a complete description of each field and the rules which must be applied to it

· Do not allow duplicate values

· E.g. no duplicate customer numbers

· Force all upper-case

· Restrict values

· E.g. no salary below “$0” or above “$100,000” 

· E.g. restrict value of “status” code to “Open”, “Closed” or “Inactive.”

· Get value from lookup table 

· E.g. get department code from department table

· Calculate value of “Total”

· E.g. Total = hourly rate times number of hours 

· Screens:

· if you know how to create screens with, for example, MS Access, do so.  Or you can use a word processor such as MS Word to create screens.

· Include field labels (Customer: ______________) “Customer” is the label and the underscores represent a place to enter data

· Be sure to use the font type and font size you want.  MS Sans Serif is the standard font used by MS Access.  The standard font size is 8.

· Menus: 

· Sketch or use a word processor to design the menu system

· Reports:

· Sketch or use a word processor to design each report

· Give list of fields to select for report

· Give record selection rules

· E.g. all customers who have purchased at least $100 from us in the last 30 days in the state of Michigan

· Give record sort order:

· E.g. sort by city and within city, amount of purchase with highest amounts first

· special programs

· link to QuickBooks or other accounting programs

· link program to our web-site

· generating output files for other purposes (e.g., excel or CVS files)

· automatic email

· automatic faxing

Sample Design

Data.
This is a greatly simplified program intended only to illustrate design methods.

List table names:

	Table names:
	
	Table names:
	
	Table names:

	Customer
	
	
	
	

	Inventory
	
	
	
	

	Invoice
	
	
	
	

	InvoiceDetail
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Sample Design

Data.
	Table Name:  Customer                            Estimated # of records 5 years from now:  1000

	Look-up table? (yes/no)  Yes

	If yes, used for which table(s):  1. Invoice_________ 2. _______________ 3. _________________

	Describe table: One record for each customer

	

	


Fields:
          Customer 

	
	Types:

(C)haracter

(N)umeric

(D)ate

(M)emo

(Y)es/No
	
	
	If “no”, no  duplicate values allowed
	

	Name and

Description
	Type
	Length
	Right

Of

Decimal
	Duplicates?
	Other 

Rules

	CustomerNumber-

A number unique to each customer
	C
	5
	
	No
	Force numbers letters only

Program automatically generates#

	Name

Customer name
	C
	25
	
	
	

	City

Customer city
	C
	20
	
	
	

	State

Customer state
	C
	
	
	
	Force upper case


Design Forms 

Data

	Table Name:  Inventory                              Estimated # of records 5 years from now: 100

	Look-up table? (yes/no) 

	If yes, used for which table(s):  1. _____________ 2. _______________ 3. _________________

	Describe table:  One record for each item sold

	

	


Fields:
          

	
	Types:

(C)haracter

(N)umeric

(D)ate

(M)emo

(Y)es/No
	
	
	If “no”, no  duplicate values allowed
	

	Name and

Description
	Type
	Length
	Right

Of

Decimal
	Duplicates?
	Other 

Rules

	PartNumber-

A number/letter combination unique to each part
	C
	10
	
	No
	Force upper case

Force numbers and letters only

	Description-description of the part
	C
	25
	
	
	

	UnitPrice
	N
	8
	2
	
	Maximum value: 99999.99


Design Forms 

Data

	Table Name:  Invoice                             Estimated # of records 5 years from now: 10000

	Look-up table? (yes/no) No

	If yes, used for which table(s):  1. ____________ 2. _______________ 3. _________________

	Describe table:  One invoice for each order

	

	


Fields:
          

	
	Types:

(C)haracter

(N)umeric

(D)ate

(M)emo

(Y)es/No
	
	
	If “no”, no  duplicate values allowed
	

	Name and

Description
	Type
	Length
	Right

Of

Decimal
	Duplicates?
	Other 

Rules

	InvoiceNumber-

A number unique to each invoice
	C
	6
	
	No
	Assigned by program

First number 100001

	CustomerNumber
	C
	10
	
	
	Use Customer as look-up table

	OrderDate
	D
	10
	
	
	Use system date, allow override

	Total
	N
	10
	2
	
	Sum of detail records in InvoiceDetail


Design Forms 

Data

	Table Name:  InvoiceDetail                         Estimated # of records 5 years from now: 100000

	Look-up table? (yes/no) No

	If yes, used for which table(s):  1. ____________ 2. _______________ 3. _________________

	Describe table:  One record for each item in an invoice 

	

	


Fields:
          

	
	Types:

(C)haracter

(N)umeric

(D)ate

(M)emo

(Y)es/No
	
	
	If “no”, no  duplicate values allowed
	

	Name and

Description
	Type
	Length
	Right

Of

Decimal
	Duplicates?
	Other 

Rules

	InvoiceNumber-

A number unique to each invoice
	C
	6
	
	
	Assigned by program when new item 

is added to invoice

	PartNumber
	C
	10
	
	
	Use Inventory as look-up table

	Quantity
	N
	3
	0
	
	Number of parts ordered

	UnitPrice
	N
	8
	2
	
	Posted from Inventory-allow override

	Total
	N
	10
	2
	
	Quantity x UnitPrice


Design 

Screens

Customer


Name: 
_______________


City: 
______________
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State: 
__

Design 

Menus

	Invoices
Files

Reports  

 Misc 


Exit

Invoices
Customer
Customer List

Clean-up Data

                          Inventory
Sales Report




Include “Print Invoices” on invoice screen

Design 

Reports:

Sales Report

1. Prompt for range of dates (Invoice.OrderDate) and a state (Customer.State)

2. Fields to select: Customer.Name, Customer.State, Customer.City, Invoice.OrderDate, Sum(InvoiceDetail.Total)

3. Sort on State,City and Amount (highest amount first)

4. Begin a new page when city changes

Sample Sales Report

Sales Report

01/01/2000 to 09/30/2000

State: MI

Customer
City
Order Date
  Amount

XYZ, Inc
Troy
05/01/00
11,123.00

ABC, Inc.
Troy
02/01/00
10,000.00


Page 1

Customer
City
Order Date
  Amount

Acme, Inc
Wayne
07/01/00
 1,123.00

ABC, Inc.
Wayne
09/01/00
    100.10

XYZ, Inc.
Wayne 03/03/00
      10.00
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Design Forms

Make as many copies of these forms as you wish.  You can complete them using MS Word, then email the document to us or you may print these forms and complete them by hand.

Data.
For each data file (referred to as “tables”), we need the following

· use sensible names such as “customer” for customer

describe the table

· include lookup tables (example: department table)

· estimate of the number of records in each table (if you have 100 customers, you will have 100 records in the “customer” table.

List table names:

	Table names:
	
	Table names:
	
	Table names:

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Design Forms 

Data

	Table Name:                                            Estimated # of records 5 years from now: 

	Look-up table? (yes/no)

	If yes, used for which table(s):  1. ______________ 2. _______________ 3. _________________

	Describe table:

	

	


Fields:
          

	
	Types:

(C)haracter

(N)umeric

(D)ate

(M)emo

(Y)es/No
	
	
	If “no”, no  duplicate values allowed
	

	Name
	Type
	Length
	Right

Of

Decimal
	Duplicates?
	Other 

Rules

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Cost/Benefit Worksheet 

Cost/Benefit Worksheet

Company:______________________

Date:_______

Name of form/program/process:__________________

Brief description: ___________________________________________________________

Who works on it                  Hours/day           Days/week      Weeks/Year          Hours/year

--------------------------------   -------------------  -----------------   -------------------   ---------------

______________________  _____________ ____________  _____________   __________

______________________  _____________ ____________  _____________   __________

______________________  _____________ ____________  _____________   __________

If form/process improved will customer service be improved?     Yes/No
Annual benefit in $ ____

If form/process improved will employee morale be improved?   Yes/No 
Annual benefit in $ ____

If form/process improved will company be more competitive? 

Annual benefit in $ ____

If form/process improved will company gain market share? 


Annual benefit in $ ____

If form/process improved what other benefits will accrue?   Yes/No 

Annual benefit in $ ____

Total annual benefit: $________ x 7 years (average useful life of program)  = Total benefit: $ _________

� EMBED PBrush  ���
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