Name | Ag sH Hair color
1 ||Hannah Briggs B 4 -| Dark brown =
2 |[Peter Tames Boy =| 9 |March «| 5 |Blue = Blonde -
5 [|Grace Girl | 9 |December | 4 | Hazel - Light brown =
- || Cameron
4 | Oliver Stone |Boy =l & |[Novembe +| 5 |Brown | Black
_ 5 |SophicJordm |Girl =] & |[November =|4 |Blue = Red d
6 |[Ruud Becker |Boy =| 9 |January >| 5 |Gray -|Dark brown -
7 ||Shola Okoche |[Boy =| & |January =| 5 |Brown =|Black -
8 || Wes Rooney Boy =| 10 |September «| 5 |Green ~-|Black =
9 |[Chloe Mitchell |Girl =| 10 | Apnil =| 4 |Gray - Blonde E
4o |[Mohammed  |Boy _| 9 May _| 4 |Brown | Black =
Patel
11 ljinn Cooke Girl v & March

R Easileach

Emma
Ferguson

Girl

4

April

4

d]alala]ala

Haight

El0d0ECO0eEEOCE

132cm
133cm
134cm
135¢cm
f36em
137 em
138em
140cm
141¢em
142cm
144 cm
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Introduction

RM Easiteach Database combines powerful professional features with simple tools that
make managing and analyzing records an engaging activity.

What is RM Easiteach Database?

Database programs are used to store information electronically. Information about an
individual object is entered into the fields on a record. The records of all the objects in a
group form the database. Information stored in the database can be manipulated to
answer questions, presented as tables or reports, and analyzed using charts and graphs.

RM Easiteach Database can be used for collecting, displaying, and analyzing any type of
data. There is support for dates, numbers, lists, and pictures, as well as sounds,
animations, and videos.

Data can be entered into fields in a wide variety of forms, sorted, and selected. Charts
and graphs are easy to produce and present, and tables can be displayed for quick
viewing. RM Easiteach Database also contains example databases for demonstrating and
working with sample data in the classroom.

Databases are powerful programs. To make the best use of RM Easiteach Database, it is a
good idea to read through the guide before you begin.




The Database Toolbar

Add Record Delete Record
Adds a new record to Deletes a record
your database from your database

Previous Record
Opens the previous
record in your
database

Last Record
Navigates to the last
record in your
database

Add Field
Adds a new field to a
record

—
Select Records ’_,,-f"
Use to run a query to
select records that match :
certain conditions F
Chart
Creates a range of charts
to analyse your records

Sort Up
Sorts your database
‘up’ by the selected

Next Record
Opens the next record
in your database

First Record
Navigates to the first
record in your database

Properties

Use to format fields,
create check boxes and
add drop-down lists

Change Data
View

Displays your
records in a table

Table Map
Use to manage your records and
create new reports

Sort Down
Sorts your database

field ‘down’ by the selected

field



Reviewing the License Agreement

If you wish to review your License Agreement while you are running RM Easiteach:
1. Click File = About RM Easiteach.

2. Select License Agreement.

Using Database

Starting Database

To run Database, select Toolbars from the bottom of the RM Easiteach screen and click
Database. The Database toolbar is now visible on the RM Easiteach page.

To see examples of RM Easiteach Database, select File = Open = Examples... and click
Database.



Key Features

Creating a Simple Database

In the following example, Database is used to record the ages and heights of students in
centimeters for a Science lesson. It demonstrates what you can do with RM Easiteach
Database.

Making a Record

A database is used to store information about a set of objects, such as a group of
students. The information about each object is kept on a record — for example, all the
information kept on one student. Each record is divided into fields, and each field contains
a separate piece of information about the object.

Creating Fields

1. Select the Add Field button from the _|_ ______________
Database toolbar. The new field ! B
displays as a blue dashed box. .- -

2. Click near the top of the page to

place the field label and field box. |
The field label is highlighted in gray.

3. Type the word Name, and the field
label changes from Field1l to Name.



4. Add two more fields further down the
page and label them Age and Height.

Name

5. If you want to customize your field
labels and boxes — for example,
resize a field for a picture, add a fill

color, or rotate a field label - see Height

‘Editing and Formatting Fields’ on
p. 34.

The fields are now ready to accept your data.

Entering Data

You can enter text, numbers, and images into the field box.

1. Enter your data by clicking inside a
field box and typing the information.

You have now created the first record Name Alex Taylor
in your database.

2. You can preset the format of the data Age 10

entered in any field box. For example,

you can choose to display the units of Height 140 cm
a measurement, such as cm, so that

you need not type it each time. See

‘Editing and Formatting Fields’ on




p. 34 for simple instructions.

3. If you want to add an image to a field, go to Resources and Multimedia Bank. You
can select images from Multimedia or navigate to other picture resources through this
window. Select the image and drag it into the field box.

Adding New Records

1. To make a record for the next

. N
student, click the New Record ame Raza Begum
button. You are presented with a
blank record sheet to fill in. Age 9
2. Repeat the procedure for everyone :
. Height 136
you wish to add to the database. J o

Your database now contains a record for each of your students.




Navigating Between Records

You can quickly navigate through the database using the buttons on your Database
toolbar.

1. To move between adjacent records, use the Previous Record and Next Record
buttons.

2. To move to the beginning or end of your database, use the First Record and
Last Record buttons.

Sorting Fields

You can use the Sort Up and Sort Down buttons to sort the records in your
database by any field. Text entries sort alphabetically; figures sort by number size.
For example, if a Height field is sorted ‘up’, all the records in the database rearrange
in order of height — shortest to tallest.

Using Sort Up and Sort Down can help you spot trends or patterns in your database.

1. To select a field for sorting, you can either click inside a field box or select Change
Data View and click a column heading.

2. Now press the Sort Up or Sort Down button. The database sorts by the selected
field.



Adding and Deleting Records and Fields

Deleting Records

If you want to delete a record, navigate to the record and click the Delete Record button
on the Database toolbar. The record is deleted with no further warning message.

This action cannot be undone on the RM Easiteach toolbar, so make sure that you are
deleting the correct record.

Adding and Deleting Fields
You can add a new field or delete a field throughout your database.
Adding a Field

1. To add a field, open any record and select the New Field button.

2. Place the field on your page and click on the field label to rename it. The field appears
on all the records in your database.



Deleting a Field

1.

To delete a field, press the Table Map button on
the Database toolbar to open the Table Map
window.

Select the field name for deletion, and click the
Delete Field button on the Table Map window. The
field and its data are deleted from all records in your
database. This action is carried out without further
warning and cannot be undone.

Displaying a Table

You can view all the records you have created in your
database in a table.

Select Change Data View on the Database toolbar
to display the table.

You can edit the records in your database from this
view by clicking on the data and amending it.

To close the table, click Change Data View again.

® Table map - Class 5 Pupil database template *

% F B 0 ) 9 o) B

Tahle1

Name

Age
Height

(21 recard 5)

A

Name | Age | Height
1 Alex Taylor 10 | 144 cm
2 | 7ames Townsend 10 {142 cm
3 |Raza Begum 9136 cm
4 | Benjamin Porter 91139 cm
5 || Lauren Hughes 10 1137 cn
6 |sStuart Brown 10 | 141 cm
7 | Rosie Smythe 91136 cm
8 |Lara Grey 10 {139 em
9 | George Redford 91134 cm
10 || Sasha Kepler 10| 141 cm
11 | Peter Khama 91137 am
12 Cerys Evans 91132 an
13 |Mary Fitzgerald 10 {139 am
14 1 Arthur Somner 01138 rm




You can also create reports - tables containing a selection of the fields in your database.
For example, you can create a table showing only name and height. Reports are
particularly useful when a database contains a large number of fields. Making a report
produces a smaller table on the page, and allows the students to focus on a few fields.

See ‘Table Map’ on p. 24 for instructions on creating reports.

Editing Content

You can change the information in records whether they are being viewed individually as
pages or collectively as a table.

1. Go to Toolbars > RM Easiteach at the bottom of the screen, and select Edit
Mode from the RM Easiteach toolbar.

2. To change the information on a page, simply click inside the required field box and
amend its contents.

3. To edit a number of records, select Change Data View to show the database in
table format. Click on the items to be changed. The changes now appear on the
individual pages.

10



Creating a Query

A query lets you view data in your database that matches certain conditions — for
example, all students in the database who are more than 136 cm tall. While the query
IS active you can only see the records that match these conditions.

1.

To run a query, click the Select Records
button on the Database toolbar to open
the Query window.

Select the required field name from the
drop-down list in the first box — in this
example, the Height field. The next box
becomes active.

Query [z]
Lnd | r
| =l
¥ lze symbiols
I =]
I =l
Add o query | Clear Rumn Hueny
Query |z|
And | s
I =l
Mame
Age
Field1
I £

Add ta quen |

Clear

Run Auery

11



Select the condition from the drop-down
list in the criteria box — in this example, is
greater than. You can choose to use
mathematical symbols instead of words —
such as = for is greater than - by clicking
the Use symbols option.

The third box is now active. Select the
required value from the drop-down list in
the box. The list contains all the values
under the field name being queried.

Query

()

“nd

dr

|Height

™ Use symbals

iz equal to
iz not equal to

iz less than
= :
containg
does not contain

iz greater than or equalto

iz lezz than or eiual to

&l
&

Clear

Fiarr G ey

W

Query

Lnd |

|Height

[ Use symboals

Ed

Iis greater than

132 cm
133 cm

134 cm
e 135 01

137 cm
139cm
140 cm

E3ENNER

Clear

R ey

12



5. When all the boxes are complete, press

Query
the Add to query bu.tton. The query Height iz greater than 136 cm'
appears in the large Query box. ad | o |
I =l
[T Uze symbols
| =l
I =l
-m Clsar | RunQuey

6. You can now choose to add another condition by selecting the And or Or buttons
on the Query window.

For example, And Age - is less than - 10.

Query 3 Query X
R | o Height iz greater than 136 cm’ And i = | Eség!‘;tlssgrfha;zrl%?n 136 cm' And
IAge ﬂ I ;I
[T Uze symbols [T Uze sumbols
Iis lezz than ;I I LI

Add to querny | Clear Run Buery Clear Run Querny

7. When your query is ready, click the Run Query button on the Query window.




14
8. While the query is running, you can only

see the records that meet the conditions — Query! on Tablel (2/21 records)

| Benjamin Porter j

the rest of the records are hidden from
view. The number of records found
meeting the conditions is displayed on the

page.

9. To remove the query and return to normal
viewing, click the Clear button on the
Query window.

Creating Charts

Database lets you make bar charts, line charts, scatter graphs, and pie charts using the
data in your databases.

Selecting Fields

To create a chart, you first need to select the fields to be used. The first field name that
you choose becomes the x-axis (horizontal axis) of the chart. You can select the fields by
clicking in the field boxes or selecting the field labels.




1. If you are working on a database that has been saved, go to Toolbars at the bottom
of the screen and select RM Easiteach. Now click Edit Mode on the RM Easiteach

toolbar.
2. Select a single field box by double-clicking - —————————————————————————
InSIde the bOX. ame HE‘I?X_T?XIOJ ______________ 1
3. To select multiple field boxes, double-click Age o )
inside the first box and then right-click S
inside subsequent boxes. aCCl Mddem J
4. You can also select fields by their field Name - m [Alex Taylor
labels. Double-click on one field label and oo
then right-click on subsequent labels.
Age 10
B---a
Height @ 144 cm
E---n
5. You can also group-select several field e -m
labels by clicking the pointer close to the JE&;I | Alex Taylor
field labels and then holding and dragging |
i m

To look at the first chart, group-select all the

|
|
|
across them. | *A@F' = [0
|
|
|
|

fields — Name, Age and Height.




e

Choosing the Chart Chart X

2 L] L
When the fields are selected, the Chart button is ﬂ I—‘ I—‘ L—
enabled on the Database toolbar. Data seriesarein & Fowes o Columns

™ Firstrow s heading
I™ Firstealumnis heading

1. Click the Chart button to open the Chart palette. _
¥ Frequency [ Percentage [ Grid

2. Selecting a chart type displays your fields in its format. You can click between the
types of chart to show your chart in different modes.

3. If you want a background grid on your chart, select the Grid option. Grids can be
useful as a quick reference for calculating heights and values in a graph.

4. You can rename your chart by Class 5 Age and Height
clicking the title Chart and

retyping the text.

W Age
[0 Height

Walue

s
=
@

=
»

i
<L

James Townsend
Lauren Hughes
Stuart Browin
Rosie Smythe
George Redford
Sasha Kepler
Peter Khama
Cerys Evans
Wlary Fitzgerald
Arthur Sumner
Daniel Buren
Candice Delauney
Sarah Harcourt
Louisa Edwards

Genevieve Hamilton

MName
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Class 5 Age and Height

Bar Chart

W Age
I Height

Select the field labels and press the
Bar Chart button to display them in
bar chart format. In the example, the
Name field forms the x-axis because it
was the first field selected.

ord
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Sorting Fields

Sorting a field before preparing a chart affects its appearance. Click in the field box, and use
the Sort Up or Sort Down buttons on the Database toolbar.

You can use the Sort Up button here to prepare a chart showing Height by Age, and the
trend towards growth with age.

1. Click in the Age field box and select Sort Up. The database records are arranged in
order of age — youngest to oldest.

2. Select the Name and then the Height field labels, and click the Bar Chart button from
the Chart palette.




The chart now shows height by age,
demonstrating the trend towards growth
with age.

However, the differences in height are
difficult to read because the range of values
on the y-axis (0-150 cm) is too great. This
can be improved by changing the values.

Changing the Values

Height

150
125
100
75
50
25

5 5 R Y ¥ £ P OE L ow @ T C = > c
S 2 g 2§ ESL8 5 3222 E®L @ 2 2z =
s feEEg6=8s 280 F3ELFE0
ESD-EUJ§E®£§31“@ED:@FEKCLED
ST n o w o EEox CI=EfEfE3 5 s5Ff w5 &
QgggkwmwﬁmcguEﬁqQ:-‘:sm
2 285 e 2% 2os i =8 T E B o2
S5 2200 g 52 32 50 =@ T 0
¥z 5T T @ g2 &< 2 g 3 i
o og g & S84 = g &
] o o)
(U]

Class 5 Height by Age - Youngest to Oldest

d
ey
or
er

=

Name

-. Height

You can change the values on the axes to alter the display and make the chart more

readable and meaningful.

1. Select the values on the chart and
retype them — in the example the
Height values are changed to start at
130 and end at 145.

2. Click the page to enter the new values.

The chart now shows the differences in
height, and a trend towards growth with
age.

Height

Class 5 Height by Age - Youngest to Oldest

@
=
=,
£
0]
i
w
=]
4

Arthur Sumner
Benjamin Porter
Candice Delauney
Cerys Evans
Peter Khama
Genevieve Hamilton
George Redford
Raza Begum
Louisa Edwards
Lauren Hughes
Kerry Wallace
Mary Fitzgerald
Daniel Buren
James Townsend
Lara Grey

Alex Taylor

Sarah Harcourt
Sasha Kepler
Stephen Paley
Stuart Brown

Name
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Line Charts

Line charts are useful for showing trends set against each other. They are prepared in

exactly the same way as bar charts.

In the example, the Sort Up button is used once again to prepare a line

Height by Age, and the trend towards growth with age.

1. Click in the Age field box, and use the
Sort Up button on the Database
toolbar.

The database records are arranged in
order of age — youngest to oldest.

2. Select the Name, Age and Height
fields and press the Line Chart
button on the Chart palette.

chart showing

Value

150 4
125 4
100 4
5 A
50 A
254

Growth with Age

o Age
Height

Peter Khama

Genevieve Hamilton o

Raza Begum -

Benjamin Porter o

Arthur Sumner

Cerys Evans 4

Rosie Smythe
Louisa Edwards o
George Redford

Lara Grey+

Alex Taylor
Stuart Brown
Wary Fitzgerald -
Lauren Hughes

Marme

Daniel Buren -

d -

=

James Townse

rt

=

Sarah Harco

r

e

Y

£Lo o

Sasha Kep
Kerry Walla

Stephen Pal
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Scatter Graphs

Scatter graphs are used to show the relationships between different numeric series.
A scatter graph must have at least two series of numbers. In the example, height is
plotted against age.

1. Select Height and then Age from the field

Class 5 Height by Age
labels.

m] o o [m]

2. Go to Chart and press the Scatter graph
button to display your graph. 5 g Age

0
132 134 136 138 140 142 144
Height

3. You can change the start and end values
on the axes to alter the display. Simply
select the values and retype them.

Class S Height by Age
11

[ab]
g o Age

130 133 136 139 142 145




Charts Showing Frequency

You can use Pie Charts and Bar Charts to show frequency — how often a type of data
occurs in a field. The frequency can be shown as a number or a percentage of
occurrences.

Pie Charts

A pie chart shows how the total number of database entries in a field is divided up. The
example shows the distribution of height in the database.

1. To create a pie chart, select a single field
label on your page and choose Pie Chart
from the Chart palette. The chart shows
height by frequency of occurrence — the
number of times each height occurs in the

group. 4

Height Distribution Class §
3 2

132cm
133cm
134 cm
135¢cm
136cm
18 rem
139cm
140 cm
141 cm
142 cm
144 cm

2. To select a single cell, simply double-click
the cell. Height

3. To show height by percentage of
occurrence, select the Percentage option
on the Chart palette.

E00RCOEEEOCE




Bar Charts

[

Using bar charts you can express the frequency of individual numbers.

1. Select a single field label — in the example, this is Height - and press the Bar Chart
button on the Chart palette.

Class 5 - Number of Pupils per Height Chart |"§|
4 S
z i /" | H
%3 W 132cm l.. Ii ot -
i g 0O 133¢m
, M W 134cm . _
S o Data series arein ¢ Fows & Columns
RESD iih‘f TEEE D I~ Fitstrowis heading
= T Firstcolumn is heading
o ¥ Frequency T Percentage W Grid
2. As only one field label has been selected, the Percentage of the Class at each Height
frequency option is selected by default. 19
g.:::: B 132 cm
3. To show the frequency of occurrence as a . o il
percentage, select the Percentage option on m EEEEFBEERTE B
the Chart palette. | il
B 140 em
O 141 em
[ 142 em
M 144 cm




Copying and Pasting Your Chart

When you have completed your chart, you can copy and paste it to a new page.

1. Select the chart and click the Copy button on the RM Easiteach toolbar.

2. Now open the destination page. To open a new page, select New Page at the side of
the RM Easiteach screen. Click the destination page and select Paste from the RM
Easiteach toolbar.

3. Once the chart has been copied and pasted, you cannot edit the text or values.
However, you can change the chart format by selecting the buttons and options on the
Chart palette.

23



Table Map

Table Map is a powerful organizer. You can
create databases as tables; rename tables;
sort, add, and delete fields; and make reports
from your database records.

Creating Databases in Table Map

Using Table Map you can create a database that
opens in table mode. The column headings are
the field names, and each row represents a
record of the database. This makes it easy to
enter large amounts of data.

Selecting Change Data View shows the
individual records in the database.

To create the database:

1. Press Table Map on the Database toolbar
to open the Table Map window.

® Table map - Minibeasts *

Cu R RE

Name | Legs | Wings
1 |Butterfly 6 4
2 |Ant 6 4
3 |Spider 8 0
4 |Centipede | 20 to 100 0
5 |Bee 6 4
5 |Snail 0 0
7 |Wasp 6 4
8 |Ladybug 6 4
9 |Dragonfly 6 4
" E:r?gdiegs ) ’

=1

o B

24



Click the New Table button on the Table
Map window. The table header and first
field appear on the Table Map window.

If the New Table button is inactive, go to
File > Save and save the file. Reopen
Table Map and select the New Table
button.

To add more fields, click a blank area on
the column heading to select the table and
activate the New Field button on the Table
Map window.

Click the New Field button to add more
fields. You can also add more fields by
clicking a field tab and pressing Enter on
your keyboard.

25

# Table map - table map databases *

HEOEEES
Tahle1
— | Field!

(0 records)

# Table map - table map databases *

HE0ERE~E

Tablel 7
)

{0 recon (i)

® Table map - untitled *

EEEFEED)
Tahlel
Fieldl 3
Field2

(0 records)

Field3
Fieldl
Field?2




5. Click the Tablel heading and type the name R

- - - D ?'ﬁ.

of your database. Then click inside the S

fields and change the field names as - a

required. [Name Minibeasts
llLegs Name
_|Wings —
Ga _|Legs

o a Wings|

(0 records)

6. To place the table on the page, click the table header to select the table and then drag
the table by the header onto the page.

It is displayed as a blue dotted frame until it is released.

[ _______ 1\ A ) C (]
® Table map - table map databases *
| ® Table map - table map databases *
| i my (=
| ECEFECLE
~
| = A
| § =
e Wi eass = i
{0 records)
(0 records)
|
v 2| ¥ .
< ¥ ! i




7. You can now close or minimize the Table Map window to view the table. Click inside
the first row to type the data for the first record. Continue until all the records have
been entered. You can add a new record at any time by entering it into a new row on

the table.
Name Legs wings Name Lo |__wings
1 |Butterfly 4 1 [Butterfly 6 4
Ant 4 2 |Ant 6 4
Spider 0 3 [Spider 8 0
Centipede || 4 |Centipede | 20 to 100 0
5 |Bee 6 4
8 [Snail 0 0
7 |Wasp 6 4
¢ |Ladybug 6 4
9 |Dragonfly 6 4
v E;r?gdﬁegs ) ’

To create a record form, rather than a table map, select Insert New Page from the side
of the RM Easiteach screen and drag the individual fields onto the page.
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Creating a Report

You can create a report from your database — for example, a table showing only names
and wings. This can be useful when your database contains a large number of fields.
Making a report allows you to focus on a few fields in a table that fits on one page.

When you create a report from your database, you must work on a new page in your RM
Easibook. If you amend the table shown in Change Data View on the original page, and
the file is saved accidentally, the amendments to the table view will also be saved.

1. Open a new page by selecting Insert New Page from the side of the RM Easiteach
screen.

2. Select Table Map on the Database toolbar to open
the Table Map window.

Name

Wings

3. Click the tab of the first field that you want in your
report. Hold the Ctrl button down on your keyboard
and select the other fields you require.

(10 records)




4. Click and hold one of the selected field tabs, and drag the fields onto the page.

| Wings

o
[

® Table map - Tables *

Spider

Centipe

Bee

[

Snail

Wasp

Ladybuy

(Dm‘xlmthh’wh)

Dragonf

Daddy 1

i |

5. You can now close the Table Map window.

The fields that are not being used in the
report are simply hidden from view. They can
be viewed at any time by selecting Change
Data View on the Database toolbar.

Your report is now complete.

{10 recaords)

%

| ..

Name

Wings

Butterfly

Ant

Spider

Centipede

Bee

Snail

Wasp

Ladybug

O ~NOH O W N =

Dragonfly

-
o

Daddy Long Legs

BlRleclO]l|lo|c|&=]| &
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Adding Fields

1.

To add a field and display the new version of the fields as a table, you

new page. Click Insert New Page at the side of the screen.

Click Table Map and select the field above
the point where you want to insert a new
field. Click the Add field button on the
Table Map window.

You can also add a field by clicking the last
field in the table and then pressing Return
on your keyboard.

Select the field name and change it.

Click a blank area on the column heading to
select the table, and drag it to the page.

® Table map - Tables *

& B & 0 5 #6 o o= 5

e

Table1

e

must open a

< >

T i Name | | Legs | Wings | | Habitat

! 1 Butterfly [ 1

2 JAawm 6 4

v 3 | Spider 8 0

T Centipede 20 to 100 0

, 5 |Bee 6 4

' 6 | snail [ 0

7 [ wasp [ Fl

i 8 [Ladybug

19 | Dragonfly )

: 10 | Daddy Long Legs gunu ﬂgﬁm :

Tabiet B
Narme :
Legs ||
Wings i
Habitat B
0 rerondsh
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5. You can move the new table view showing 1
the new fields to page 1 of your RM
Easibook. Go to View at the side of the
screen and select View > Storyboard.

..Il.::l 1habhth
]

(I
(I
TN
T

6. Click the table and drag it to the top left corner of the screen. A red line displays the
insertion point.
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7. You can also delete unwanted tables in Storyboard. Click the table to select it, and
either drag it to the Garbage or press Delete on your keyboard.

8. To return to normal viewing, either select View = Normal or press page 1 at the side
of the screen.

Deleting Fields

To delete a field, click the field and then the Delete field button on the Table Map
window. This action is carried out without further warning and cannot be undone.




Sorting the Database

You can sort the database by clicking a field tab and selecting the Key button on the Table
Map window. The field name highlights in blue and the records in the database sort ‘up’ by
the field — text sorts in alphabetical order and numbers sort by number size.

Marme Legs | Wings
Tahle1 | 1 _|Snail 0 0
2 |Aant 4] 4
Nﬂme 3 |Cragonfly G 4
4 | Ladybug 5 4
5 |Bee G 4
Legs 6 | Butterfly 6 4
. 7 |wasp I 4
WII‘"IQS 8 |Daddy Long Legs E o
9 |Spider & 0
(10 record =) 10 |centipede 20 to 100 0
- - ® Table map - minibeasts table.et *
Relationship TT T T T
The Relationship button highlights when you Lt 0;
have created a relationship between two tables — 6
for example, when the field has a drop-down list. 8
A line links the two related tables. 2010100

(4 recan ds)

| <

< I | =W
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Editing and Formatting Fields

Moving and Sizing Field Labels and Boxes

1. Click near the field box or field label, or both items if required. Now hold down and
drag the pointer over the objects to select them.

2. To resize objects, click and drag the corner points. If you want to rotate the field
label, drag the green handle.
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3. To move a field box and/or field label, move the pointer over the selected objects until
it changes to a hand, and then hold and drag them into place.
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Formatting Fields

You can preset the format of the data entered in any field box using the Effects button on
the RM Easiteach toolbar. For example, you can choose to display height in cm or use
currency symbols.

1.

Select the field that you want to format by double-clicking inside the field box or on
the field label.

Click Toolbars at the bottom of the RM Easiteach screen and select RM Easiteach. If
the Effects button is not visible, click the bottom arrow on the toolbar to extend it.

Click Effects to open the Effects window

and select Cell from the tabs. TEHI: effect X
- i Eemove effects | [T Shadow W Printable
Select the format required from the list of L e

Format options, and click the Effects

: Typeface | Spacing | Calar | vaice  Cell
button to format the field. meiaea | Speciie]| esler | Vioree |

Headers l? ™ Frint Headers Fill colaur |

The Format box contains commonly used Format
formats. If you want to create your own |71in|::h -] %] 9| A <) dp|_——},
format, for example kg, simply type it in the —
format box. To make the format appear to L = e e N i
the right of the value, enter a 1 before it,
e.g. 1kg.

The Cell tab also allows you to change the Justification (alignment) of the data in the
field and set a Fill color for the fields.



Properties

36

You can use Properties to check or change the type of data a field contains and how it is
displayed. You can also make an image the default image for empty cells. Drop-down
lists and Boolean (Yes/No or True/False) boxes are created using the Field Properties

window.

1. To open the Field Properties window, select the Properties button on the Database

toolbar.

2. To format a field, select the field name from the Field box and select the required

Field type and properties.

)

Field Properties
Table |Students ~| Field |Height -
~Properties
Field type |Any v| [ Key -~ Show picture when field is empty—
[~ Reguirad
Currency syvmbal | i
_ ™ Unique
BEciuakpizes |‘ ™ External object
~Valid range
to
| Fictura... | Clear |
—Listvalues
I Uselist
Add | Ficture |
Dele‘-i‘l [~ Alphabatical




H Field Properties X
Creatlng a CheCk BOX Tahle |Studems j Field |SchDDIBus j
- —P’:r:;?:l:: Any—;l i - Shaow picture when fisld is empty
You can format a field as a Yes/No check box. St T B
Loz Iplagfg;ral 3 ™ External object
~alid range Curmency i
. Date v—‘
1. Create and name the field and open the | pEem—
Properties window. Select the field I eei . - 7
name from the drop-down list. = B - —
DEl=E | [ Alphabe Currenwayr-r;ri-t il
2. Go to Field type and_ select Boolean Decimal pla IDntegerl =
from the drop-down list. 2cima ||
“alid rangg CUrency =
|7 Date -
| Boolean 4

3. The field changes to a box. The box can

. , .. . MName Chris hMarti
be ‘checked’ or cleared by clicking on it. Te A
Age 0
Height 51 inch

achool Bus F




Inserting a Default Image

You can use the Picture box to select an image to appear on all empty fields in the
records. For example, you could choose a school emblem, such as a bee. Placing a
picture in empty fields helps to highlight fields that have not been filled in.

1. Click the Picture button under the Picture box. The
Multimedia Bank opens. You can choose an RM
Easiteach picture file or navigate to other picture or
photo files. Click the required image and it appears in
the Picture box.

—Show picture when field is empty —

2. If the image has not already appeared in the empty Picure., | Claar |
fields, click the Next Record button on the Database
toolbar to activate it.

Creating a Drop-Down List

If you have a field that contains a limited number of entry types — for example, a gender
field — you can create a drop-down list to make entering easier.
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1. After you have created and named your field,

open Properties on the Database toolbar. Listvalues
Click the arrow in the Field box on the W Use list
Properties window, and select the field. Girl

Add Ficture...

2. Now select the Use list option in List values.

Delete| Alphahetical

3. Type a word into the small List values box and
click the Add button. The word appears in
the large List values box. You can also add
pictures from the Multimedia Bank by
selecting Picture....

4. When your list is complete, close the Field Properties window. Clicking inside the field
box now reveals a drop-down list. Click an item to enter it.

Gender I | -

Girl

If you want to make the list appear in a particular order, for example months of the year,
you need to enter them in reverse order.




Locking Databases

You may wish to lock your database to prevent the field labels and boxes being deleted or
changed in error. This will not, however, lock the data within the fields.

1. Open the Easiteach toolbar and click the down arrow at the bottom of the
toolbar to display the Utilities button.

2. If you are working on a saved database, press the Edit Mode button.

3. Select all the field labels and boxes by clicking in the top left corner of the page and
dragging to the bottom right. They can also be selected by pressing Ctrl+A on the
keyboard.

4. Click the Utilities button to open the Utilities toolbar and press Lock/Unlock to
Background. Your selection is now locked to the page.

5. To access locked field labels and boxes, click the Access Locked Items button on
the Utilities toolbar. The button highlights while the locked items are accessible.
You can now edit the fields.

6. Click the Access Locked Items again to relock or click the Lock/ZUnlock to
Background button to remove the locking completely.
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Printing Database Files

To print a Database page, select File > Print. Choose the number of copies required and
check that the Only this page option is active.

Tips for Using Database

Quick Tips

e To enter today’s date in a field or anywhere on the page, click where the date is
required and press Ctrl+D on your keyboard. To change the format of the date, see
‘Editing and Formatting Fields’ on p. 34.

e When viewing your database in table format, you can alter the width of the columns to
make viewing easier. Hold the pointer over the edges of the columns until the arrows
appear. Now hold down and drag the column to a more suitable width.

Ideas for Lessons

e If the students need to collect data, you can create the field boxes and field labels for a
database table and print it blank for students to use.
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e You can either use the individual T
sheets or select Change Data : :
View for a table format.

|

e If you wish to use sample data, rather than creating your own, you can use pre-
prepared examples of Database. Go to File > Open > Examples... and select
Database.

e You can use these files as demonstration models.

e Ask the students to create a database entry screen that can also be used as a
questionnaire.

e Take photos of the students with a digital camera or scan in images of their pets, and
add these to your student database.

e Encourage historical research by creating databases about interesting personalities from
the past.




e Chart the growing patterns of plants in different habitats and use the scatter graph
function to plot relationships.

RM Part Number: 17U-774
RM Easiteach Database Guide (US English) v1.
©Copyright Research Machines plc, 2005. All rights reserved.
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