MULTIMEDIA TRAINING KIT

Exercises: Introduction to Databases

Developed by: Anna Feldman 

for the Association for Progressive Communications (APC)

Exercise 1: Understanding data and data-gathering

	Give an example of data that is collected in your organisation, how it is gathered, and for what purpose. Then think about whether or not a database would be a suitable tool for handling that data and what sort of difference it might make.

	Data being gathered
	Method of gathering
	For what purpose
	Suitable for a database?
	Benefits of using a database

	Publications held in organisation’s offices
	Volunteer is adding titles, and authors to an alphabetised list in an MS Word document
	To improve access to resources by workers
	Yes!
	All publications would become searchable by date, title, author, etc.

	Cases of press freedom abuses
	Researchers are going through newspaper cuttings, NGO reports, etc. and sorting them by country into box files that are ordered chronologically
	To make records more accessible to lobbyists, researchers, etc.
	Yes!
	Information would be searchable by a range of different fields. Cross referencing across records would be simpler and users could request reports tailored to their data needs. If the database was accessible online, then remote users could also benefit.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Exercise 2: Breaking content down into fields

	Take each one of the following content/document types in turn and think about appropriate fields that they can be broken down into for storage of their generic data.

Below is a list of field names taken from other databases that may include useful ideas for some of these content types. It will also give you an idea of how subtle you can be with different field types.

	Membership list
	

	Events calendar
	

	List of publications
	

	Action alerts
	

	Press list
	

	Job vacancies
	

	first name 

last name 

honorific (Mr, Mrs, Rev, Honourable, etc.) 

postal mailing address fields (including one for city, one for code; maybe one for country or county, region or province) 

day phone 

evening phone 

fax phone 

e-mail address 

date entered into system (this should be an automated field) 

date information was last updated (this should be an automated field) 

affiliation/agency/company 

type of affiliation/agency/company (do you need to be able to pull a list off your database of city officials? newspaper reporters? program managers at arts organizations in your area? corporate CEOs?) 

participation category/ies (event attendee/project involvement/donor/volunteer/etc.) 

originally referred by (heard an ad? by a board member?) 

do not send mail/do not contact category (for former members/customers who do not want to receive materials) 

dates of financial pledges made for each year; dates those pledges were received 

total financial amount an individual has given for your organization 

skills a person has offered your organization as a volunteer 

hours an individual has volunteered with your company or for specific programs 

program interests of everyone in the database, in case they want to donate time or money to a specific area of your organization 

times an individual is available for volunteering with your company 

expenses for volunteers and employees (mileage, meals, etc.) 




Exercise 3: Database planning

	What data are you currently collecting?



	What is the purpose of collecting that data?



	What sources does it come from?



	How are you storing/recording that data?



	How are you using/processing it?



	What problems are you experiencing in this process?



	Do you have an end user community (client base) that uses the data?



	Do they find it useful?



	What changes would improve the value of the data for them?



	In an ideal world, what aspects of the current process would be different?



	Does this add any possibilities (opportunities) to what you can use your data for? Think about the database functionality we have discussed in this training already.



	What obstacles can you see to implementing your ideal world scenario? These may include staff attitude, shortage of resources (hardware or software), lack of knowledge or access to training, inappropriate environment – unreliable power supply, insufficient staff time, etc.



	Are there realisable solutions to any of these obstacles?




Arrange the following statements into a series of logical trains of thought for the database planning process. NB you don’t have to use every statement! You may think some quite illogical.

	How can we rationalise the contact information our organisation uses so that any changes made to the addresses of our newsletter subscribers, are also made on the press list (where the 2 lists overlap)?



	

	Can we use a database product that already exists in the organisation?



	

	Given that the database needs work on configuration, data-entry, systems maintenance and development, data updating and data analysis, which workers in the organisation should have which responsibilities?



	

	Can we get a database software donation from one of our sponsors?



	

	Does the manufacturer of the database we have decided best meets our needs, have a corporate responsibility programme we can apply to?



	

	Where can I find the archive of database best practice experiences that were shared on our partner-network mailing list?



	

	What database products/systems did my colleague in our partner organisation recommend recently?



	

	How can I organise the feedback from the training-evaluation forms, so that we can see what progress has been made since implementing curriculum changes?



	

	Can our  systems administrator set up a database for this purpose, or do we need to out-source?



	

	How can we better monitor the support we are giving our clients so that different workers are able to see the support history of the client they are speaking to?



	

	Who is involved in data gathering, data entering, systems administration and statistical analysis at the moment? What do they have to say about this information project?
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