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1.
Visual presentation of WVIS screen navigation.

2.
Which Screen to choose?

I am interested in finding information about the key person in an organisation

· Use Screen 3 (Individuals and Organisations)

I am interested in finding information about some publications of an organisation

· Use Screen 4 (Materials and Organisations)

I am interested in finding Information about any projects and related organisations

· Use Screen 5 (Projects and Organisations)

I am interested in creating mail merge (for a large no. of letters with same content) on specific subject

· Use Screen 6 (Mail Merge with MS Word)

3.
Which data format to choose?

I am only interested in major information in brief

· Use main Information (Format)

I am interested in all possible information from WVIS

· Use All Information (Format)

I am interested in all information but not the keywords

· Use All Information without Keywords (Format)

4.
Which output format to choose?

I am interested in seeing the information in the screen only

· Use Notepad (Picture) button

I am interested in seeing the report preview before printing

· Use Report (Picture) button

I am interested in printing the report directly

· Use Printer (Picture) button

5. Steps to find information from Screen 3


This screen gives you the approach to find information about individual(s) in relation to organisation(s) they are attached with.

To realize a search, you need to complete the blank fields :

Key Person

Location

Organisation Name

Acronym

Out of these four fields, you can fill from zero to all four fields at a time for searching some specific information. For broader search it is desireable to enter only one field. If you keep all the fields blank, the search will retrieve all possible records through this search query. As all search parameters are joined by ‘AND’ operators, the search will bring you the records only when all parameters are available inside the records. Filling the different  boxes is not a must, for searching.
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Searching through  Key Person, you can write the full word of the Key Person or part of it to retrieve the data from WVIS. Like if you are interested in finding about Mayega Joseph Valerian you can type any part, such as Mayega or Joseph or Valerian, to retrieve the Key Person. Or if you are interested in all Josephs in WVIS database and want to find out a specific Key Person, then you should only type ‘Joseph’.
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Searching through Location you can write the full word of the location or part of it to retrieve the data from WVIS. If you are interested in finding the all the persons from Delhi and their corresponding addresses, then you should type ‘Delhi’ in the location field.
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Similarly, searching through Organisation Name, you can put a complete keyword or part of it to retrieve the data from WVIS. If you are interested in the Academy of Education Planning and Management you can directly type the same or you can type any part of it, like Academy or Education or Planning or Management to retrieve the desired result. Naturally, searching with partial information with bring some more information along as other records might also match your specific record. If you are interested in anything about planning, then you should write only planning. It will bring all the organisational & individual details, where the word ‘planning’ exists in the organisation name.
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Here you can fill the Acronym Field by entering acronym directly or writing the part of it or choose from the pull down menu. Like the right hand corner pull down button will help you locate the specific acronym. The acronym will take input from the starting alphabet. For example if you search by only  using U for all organisations which have acronyms starting with ‘U ‘ like UN, UNESCO, UNICEF, UNEP, UNDP, etc. And if you search by ony ‘UNE’ then UNESCO & UNEP and all acronym started with ‘une’ will be retrieved.

If you are interested in viewing the information on your monitor or you need printed reports, you should proceed as now indicated. The best way to go about printing the information is to give a firsthand look in the monitor and then give the print command. Here are some option you can use
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Press this button if you want to see the information on your ‘Screen’, i.e., the  computer monitor and if not interested in printing. 
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Press this button (lower one*) from the right hand top corner of the information screen if you want to come back to the previous screen for the next search.
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Press this button if you want to see the page format before printing. Once done, you can print using the command from the Screen.
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Press this button if you want to print the report that comes from your specific search.

* A word of caution : If, by mistake, you click the upper X, then it will exit from WVIS and you will have to re-enter the program.

6. Steps to find information from Screen 4


This screen gives you the approach to find information on materials in relation to the organisation they are attached to.

To search the required information, you need to click the specific data formats. There are three options.

Main information
It will lead you to the brief main information availble, which will allow you to identify a material and the corresponding organisation(s) which publishe/produce such material(s). (default option)



All information
It will lead you to all available information (including Keywords) from WVIS about the material(s) and corresponding organisation(s) which publish/produce such material.



All information without Keywords
It will lead you to all available information (excluding keywords) from WVIS about the material(s) and corresponding organisation(s) which publish/products such material.



To realize a search, you need to complete the blank fields :

Accronym

Location

Keywords

Keywords

Out of these four fields, you can fill from zero to all four fields at a time for searching some specific information. For broader search it is desireable to enter only one field. If you keep all the fields blank, the search will retrieve all possible records through this search query. As all search parameters are joined by AND operators, the search will bring you the records only when all parameters are available inside the records. Filling the different  boxes is not a must, for searching.
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Here you can fill the Acronym Field by entering acronym directly or writing the part of it or choose from the pull down menu. Like the right hand corner pull down button will help you locate the specific acronym. The acronym will take input from the starting alphabet. For example if you search by only  using U for all organisations which have acronyms starting with ‘U ‘ like UN, UNESCO, UNICEF, UNEP, UNDP, etc. And if you search by ony ‘UNE’ then UNESCO & UNEP and all acronym started with ‘une’ will be retrieved.

.
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Searching through Location you can write the full word of the location or part of it to retrieve the data from WVIS. If you are interested in finding the all the persons from Delhi and their corresponding addresses, then you should type ‘Delhi’ in the location field.
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Similarly, while searching through Keywords you can put full keyword or part of it to retrieve the data from WVIS. Also you can directly choose any keyword from the pull down menu by pressing through as follows. If you are interested in teacher education you can directly choose the same from the pull down menu, but if you are interested in anything about teacher, then you should write only ‘teacher’, it will retrieve teacher education, teacher education curriculum, teacher education programmes, teacher educator training, etc.

If you are interested in viewing the information on your monitor or you need printed reports, you should proceed as now indicated. The best way to go about printing the information is to give a firsthand look in the monitor and then give the print command. Here are some option you can use
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Press this button if you want to see the information on your ‘Screen’, i.e., the  computer monitor and if not interested in printing. 
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Press this button (lower one*) from the right hand top corner of the information screen if you want to come back to the previous screen for the next search.
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Press this button if you want to see the page format before printing. Once done, you can print using the command from the Screen.
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Press this button if you want to print the report that comes from your specific search.

* A word of caution : If, by mistake, you click the upper X, then it will exit from WVIS and you will have to re-enter the program.

7.
Steps to finding information from Screen 5


This screen gives you the approach to find information about projects in relation to the organisation they are attached to.

Main Information
It will lead you to the brief information available which will allow you to identify a project(s) and the corresponding organisation(s). (default option)


All information (Projects)
It will lead you to all available information (including Keywords) from WVIS about the project(s) and corresponding organisation(s) 


All information without Keywords (Projects)
It will lead you to all available information (excluding Keywords) from WVIS about the Project(s) and corresponding organisation(s).



All information (Organisations)
It will lead you to all available information (including Keywords) from WVIS about the project(s) and corresponding organisation(s).

All information without Keywords (Organisations)
It will lead you to all available information (excluding Keywords) from WVIS about the project(s) and corresponding organisation(s).



To realize a search, you need to complete the blank fields :

Accronym

Location

Keywords

Keywords

Out of these four fields, you can fill from zero to all four fields at a time for searching some specific information. For broader search it is desireable to enter only one field. If you keep all the fields blank, the search will retrieve all possible records through this search query. As all search parameters are joined by AND operators, the search will bring you the records only when all parameters are available inside the records. Filling the different  boxes is not a must, for searching.
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Here you can fill the Acronym Field by entering acronym directly or writing the part of it or choose from the pull down menu. Like the right hand corner pull down button will help you locate the specific acronym. The acronym will take input from the starting alphabet. For example if you search by only  using U for all organisations which have acronyms starting with ‘U ‘ like UN, UNESCO, UNICEF, UNEP, UNDP, etc. And if you search by ony ‘UNE’ then UNESCO & UNEP and all acronym started with ‘une’ will be retrieved.
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Searching through Location you can write the full word of the location or part of it to retrieve the data from WVIS. If you are interested in finding the all the persons from Delhi and their corresponding addresses, then you should type ‘Delhi’ in the location field.
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Similarly, while searching through Keywords you can put full keyword or part of it to retrieve the data from WVIS. Also you can directly choose any keyword from the pull  down menu by pressing through as follows. If you are interested in curriculum development you can directly choose the same from the pull down menu, but if you are interested in anything about curriculum, then you should write only ‘curriculum’, it will retrieve curriculum development, NFE curriculum, teacher education curriculum etc.

If you are interested in viewing the information on your monitor or you need printed reports, you should proceed as now indicated. The best way to go about printing the information is to give a firsthand look in the monitor and then give the print command. Here are some option you can use
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Press this button if you want to see the information on your ‘Screen’, i.e., the computer moniter and are not interested in printing. 
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Press this button (lower one*) from the right hand top corner of the information screen if you want to come back to the previous screen for the next search.

[image: image22.png]


Press this button if you want to see the page format before printing. Once done, you can print using the command from the Screen.
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Press this button if you want to print the report that comes from your specific search.

* A word of caution : If, by mistake, you click the upper X, then it will exit from WVIS and you will have to re-enter the program.

8.
Steps to find information from Screen 6


This screen allows you to mail merge the data with your chosen field.

Contact Information from Materials and Organisations
It will lead you to the brief contact information available which will allow you to identify the material(s) and the corresponding organisation(s) which publish/produce such material(s). (default option)



Contact Information from Projects and Organisations


It will lead you to the brief contact information availble which will allow you to identify project(s) and the corresponding organisation(s).

Contact Information from Individuals and Organisations
It will lead you to the brief contact information available which will allow you to identify the individual(s)  and the corresponding organisation(s).



To realize a search, you need to complete the blank fields :

Accronym

Location

Keywords

Out of these three fields, you can fill from zero to all three fields at a time for searching some specific information. For broader search it is desireable to enter only one field. If you keep all the fields blank, the search will retrieve all possible records through this search query. As all search parameters are joined by AND operators, the search will bring you the records only when all parameters are available inside the records. Filling the different  boxes is not a must, for searching.
Here you can fill the Acronym Fields by entering acronym directly or writing part of it to retrieve a broad spectrum of records with matching organisations.

Here you can fill the Location Fields by entering location directly or writing part of it to retrieve a broad spectrum of records with matching locations.

Here you can fill the Keywords Fields by entering keywords directly or writing part of it to retrieve a broad spectrum of records with matching keywords.

Then select the ‘Open Book (Picture)’ buttons and get the Screen 9 followed by Tools from the Menu Bar.

Office Links from the Tools pull down menu

Merge with MS Word from Office Links menu

9.
Searching Information through WVIS

Choose appropriate Screen for your information need

Choose the appropriate data format from the available data formats

Choose the specific search parameters or combination of parameters to find 

Choose the specific output button to get the desired output.

For example 

To find:

Funding sources
Select Screen 4 or 5 and choose ‘Financial Aid’ Keyword from pull down menu.



Income generating methods
Select Screen 4 or 5 and choose ‘Income Generating Activities’ or ‘Income Generating Support’ from the pull down menu.

If you are interested in both the keywords then write only ‘Income Generating’ which will fetch any of the keywords available.



Free publications
Select Screen 4 and choose ‘Free Order’ from the pull down menu of the Keywords.



Self-made materials
Select Screen 4 or 5 and choose ‘Self Made …. ’ from the pull down menu or write only ‘Self Made’ in the Keywords to find all the information about self-made materials.



Evaluations to improve performances and accountability
Select Screen 4 or 5 and choose ‘Monitoring Practices’ or ‘Evaluation Practices’ from the pull down menu or write only ‘Evaluation’ in the Keywords to find all information regarding evaluations.

10.
Advance Search Strategies.

Querying a Database

Objectives: 

Learn how to use the Query window in Design view 

Create, run, and save queries 

Define a relationship between two tables 

Sort data in a query 

Filter data in a query 

Specify an exact match condition in a query 

Change a datasheet's appearance 

Use a comparison operator to match a range of values 

Use the ‘And’ , ‘Or’ logical operators 

This will introduce you to the further syntax as queries. You will start by creating simple queries and establishing a one-to-many relationship between your tables. By the time you complete this tutorial, you will be able to use multiple selection criteria. 

Query Capabilities

· Display selected fields and records from a table 

· Sort records 

· Generate data for forms, reports, and other queries 

· Find and display data from two or more tables 

· QBE (Query by Example) Grid

· Adding fields

· Asterisk Method - Adds all fields (Cannot rearrange fields, sort, or specify criteria)

· Adding All Fields by Dragging
Double click title bar of table
Drag to QBE grid

· Adding One Field by Dragging
Click on field you want to add
Drag to QBE grid
Use to insert fields between other fields that are already on the grid

· Adding One Field by Double Clicking
Double click the field you want to add
Automatically adds field to last column in the QBE grid

· Moving Fields 

Click field selector (top of column above the field name) to highlight the entire column
Drag to new position

· Deleting Fields

Click field selector to highlight the entire column(s)
For more than one field, click the field selector and drag across next field(s)
Click Cut or press the Delete key

· Clearing the Grid

Clear the entire QBE grid by selecting Edit from the menu, then clicking on Clear Grid

Clearing the grid eliminates all fields and all criteria (great way to start from scratch)

· Table Relationships

A common field relates one table to another 

Process of relating tables is called a join 

One-to-many relationship 

One record in the first table matches zero, one, or many records in the second table 

One record in the second table matches exactly one record in the first table 

Tables are referred to as primary ("one") table and related ("many") table 

To avoid inconsistencies, you should enforce referential integrity rules 

· Referential Integrity

When you add a record to a related table, a matching record must already exist in the primary table.

· Defining a Relationship Between Two Tables

Click the Relationships button on the toolbar

Add the Primary table

Add the Related table

Drag the primary key in the Primary table to the foreign key in the related table

Click Enforce Referential Integrity

Click Create (A join line will connect the common fields with the digit one by the "one" side and the infinity symbol at the "many" side)

When you create a query, add both tables (the one-to-many relationship will be displayed)

· Sorting Data

You can sort on one field (single) or up to 10 fields (multiple) 

Each field can be sorted in ascending or descending order 

In multiple sorts, left most field is the primary sort 

· Filter by Selection

A filter is sets of restrictions you place on the records in an open datasheet or form to temporarily isolate a subset of records 

Select all or part of the field value that will be the basis for the filter 

Click the Filter by Selection button (only those records matching your criteria will be displayed) 

You may save the filter as a query to make it available at a later time 

To remove a filter (and display all the records again), click the Remove Filter button

Record Selection Criteria

PRIVATE
Record Selection
Comparison Character
Explanation
Example

Exact Match
=
Value exactly matches a simple condition

Default comparison

The = sign is optional


="Smith"
=#5487#


Pattern Match
Like
Matches a pattern 

Uses wildcards

* everything

? one character


Like "706*" (all phone #s starting with 706) 

Like "*son" (all names ending with son)

List-of-Values Match
In (...)
Matches one or more conditions
in a list of values
Retrieves only values inside parentheses, separate values with a comma


In ("Jones", "Smith")
In (5, 10, 15) (Only records with 5, 10 or 15) 

Non Matching Value
Not
Not equal to


Not 40
Not like "Z*" (Everything except names starting with a Z)

Range of Values
Between ... And ...

<
<=
>
>=
Between two values (Inclusive) 

Less than
Less than or equal to 
Greater than
Greater than of equal to


Between 12 and 14 (retrieves 12, 13, and 14)

>= 40 (retrieves 40 and larger)
<#3000# (retrieves those less than 3000 record numbers)

AND Logic
And
Every condition must be met Conditions are entered on the same line in the criteria grid

>1500 and ="Education" (retrieves only those articles of the Education type with more than 1500 words

OR Logic
Or
At least one condition must be satisfied 

Conditions are entered on different lines in the criteria grid
>1500 or ="Education" (retrieves all Education articles and all articles with more that 1500 words)

Changing Database Appearance

You can change the font type and size of your datasheet to improve readability or appearance. You can also change the size of the columns.

To change font size:

· Click Format 

· Choose Font 

· Choose Font size

To change the column size:

· Select the column(s) and do one of the following: 

· Double-click at the right edge of the field name (Best fit) 

· Click at the right edge of the field name and drag to desired size 

· Select Format from the Menu, then Column Width, then type size

Appendices

A
Codes & corresponding meaning, used in the table design

KP
Key person

KT
Key title

ON
Organisation name

CR
Acronym

PT
Programme title

AD
Address

CI
City, Province, State

Z1
Zip code 1

Z2
Zip code 2

CO
Country

TE
Tel

FA
Fax

EM
Email

TX
Telex

WW
World Wide Web

B1
Abstract

B2
Abstract codes

BA
Background

O1
Objectives

O2
Objective codes

A1
Activities

A2
Activity codes

R1
Recipients

R2
Recipient codes

LO
Location

M1
Materials

M2
Material codes

NE
Network

IN
Infrastructure

HR
Human resources

FD
Financial data

LD
Legal data

E1
Evaluation

E2
Evaluation codes

DE
Date of entry

DR
Date of realisation

SI
Source of information

F1
Facilitator info. 1

F2
Facilitator info. 2

LA
Language

B
Mail Merge Fields available from

B1.
 Contact Info. – Materials and Organisations

PT
Title

MFMaterialsCI
Publishing place

MFMaterialsCO
Country Published

LO
Location

ON
Organisation name

CR
Acronym

AD
Address

MFOrganisationsCI
City, Province, State

Z1
Zip code 1

Z2
Zip code 2

MFOrganisationsCO
Country

TE
Tel

FA
Fax

EM
Email

TX
Telex

B2.
 Contact Info. – Projects and Organisations

MFIndex
Index Number for Projects

PT
Programme Title

MFProjectsCI
Publishing place

MFProjectsCO
Country Published

LO
Location

ON
Organisation name

CR
Acronym

AD
Address

MFOrganisationsCI
City, Province, State

Z1
Zip code 1

Z2
Zip code 2

MFOrganisationsCO
Country

TE
Tel

FA
Fax

EM
Email

TX
Telex

B3.
 Contact Info. – Individuals and Organisations

KP
Key Person

KT
Key Title

ON
Organisation name

AD
Address

CI
City, Province, State

Z1
Zip code 1

Z2
Zip code 2

CO
Country

TE
Tel

FA
Fax

EM
Email

TX
Telex

C.
Introduction to the WVIS Screens and navigating through it

WVIS has six basic screens, which further lead to four different help screens and three types of output screens.
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Screen 1

This is the home Screen for the WVIS. 

In this Screen if we press ‘Enter WVIS’ button, we will enter the Screen 2

If we want to exit the WVIS, we will press the ‘Exit window (Picture) button’ at the top-right button below the header row of the WVIS.
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Screen 2

Here we have six buttons, leading to different screens.

Individuals and Organisations - > Screen 3

Materials and Organisations - > Screen 4

Projects and Organisations - > Screen 5

Mail Merge with MS Word - > Screen 6

Home (Picture) button - > Screen 1

Back (Top-left Picture) button -> Screen 1
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Screen 3

Here we have six buttons, leading to different screens.

Home (Picture) button - > Screen 1

Back (Top-left Picture) button - > Screen 2

Question Mark (Picture) button - > Help Screen of 3
Notepad (Picture) button - > Screen 7

Report (Picture) button - > Screen 8

Printer (Picture) button - > Print the Report
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Screen 4

Here we have six buttons, leading to different screens.

Home (Picture) button - > Screen 1

Back (Top-left Picture) button - > Screen 2

Question Mark (Picture) button - > Help Screen of 3
Notepad (Picture) button - > Screen 7

Report (Picture) button - > Screen 8

Printer (Picture) button - > Print the Report
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Screen 5

Here we have six buttons, leading to different screens.

Home (Picture) button - > Screen 1

Back (Top-left Picture) button - > Screen 2

Question Mark (Picture) button - > Help Screen of 3
Notepad (Picture) button - > Screen 7

Report (Picture) button - > Screen 8

Printer (Picture) button - > Print the Report
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Screen 6

Here we have four buttons, leading to different screens.

Home (Picture) button - > Screen 1

Back (Top-left Picture) button - > Screen 2

Question Mark (Picture) button - > Help Screen of 3
Open Book (Picture) button - > Screen 9
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Screen 7 (Record View) 

This is the output screen for the ‘Notepad (Picture) button’ pressed from the Screen 3 or 4 or 5. 

To get back to the previous screen we have to press the second ‘X’ button from the top-right corner of the screen, i.e., the lower one.

Note: If, by mistake, the upper ‘X’ button, is pressed it will close the WVIS & the Access software.
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Screen 8 (Report preview)

This is the output screen for the ‘Report (Picture) button’ pressed from the Screen 3 or 4 or 5. 

To get back to the previous screen we have to press the second ‘X’ button from the top-right corner of the screen, i.e., the lower one.

Note: If, by mistake, the upper ‘X’ button, is pressed it will close the WVIS & the Access software.
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Screen 9

This is the output screen for the Open Book (Picture) button pressed from the Screen 6. 

To get back to the previous screen we have to press the second ‘X’ button from the top-right corner of the screen, i.e., the lower one.

Note: If, by mistake, the upper ‘X’ button, is pressed it will close the WVIS & the Access software.
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Screen 10

This is the Help screen for Screen 4. We will get similar screens for Screen 3, 5 and 6.

It will guide us online about the search procedure for the corresponding Screens.

We will also get the details of this manual in the following pages.

D
Keywords

ABANDONED CHILDREN

ACCESS TO EDUCATION

ACCESS TO GOVERNMENTAL PROGRAM

ACCESS TO INFORMATION

ACCOUNTABILITY

ADMINISTRATION

ADMINISTRATION PERSONNEL TRAINING

ADMINISTRATIVE AID

ADMINISTRATOR PROGRAMMES

ADULT LITERACY

ADULT LITERACY MATERIALS

ADULT LITERACY MATERIALS PRODUCTION

ADULT LITERACY SUPPORT

ADULTS

ADVERTISING

ADVOCACY

ADVOCACY EDUCATION

AFRICAN ARTS

AGRICULTURAL DEVELOPMENT

AGRICULTURAL TEACHER TRAINING

AGRICULTURAL TRAINING

ALCOHOL EDUCATION

ANNUAL REPORTS

APPRAISAL

APPROPRIATE SCHOOLS

APPROPRIATE TECHNOLOGY

AQUACULTURAL TRAINING

ARABIC

ART EDUCATION

ART TEACHER EDUCATION
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