Name: _________________________________________   Class ______________  Group _________

Database Vocabulary in Microsoft Access

A database is a collection of data (or information) organized for search and retrieval.  A telephone book is an example of a database on paper.

A field is a category in the database

A file is all the records of a database.

Look at the following database.

Name
Address
Number

Jane Doe
123 First Street
555-1234

John Q. Public
456 Elm Street
555-0987

Gladys Jones
546 Ash Hill
555-6585

1.   Follow these directions:

In the database above: 
(a) Neatly, underline the field names


(b) Carefully, draw a line through one record


(c) Neatly, circle the file

Ascending and Descending Order of Databases

Databases can be rearranged to help locate information.

Ascending Order means to arrange from A-Z if using letters, or least to greatest if using numbers.

Descending Order means to arrange from Z-A if using letters, or greatest to least if using numbers.

2.  

	Arrange these names in ascending order:
	Arrange these numbers in descending order:

	Zoomer
	
	14
	

	Adams
	
	21
	

	Lane
	
	7
	


You will be using the computer during class to make your own personal address or phone book with the names of some of your friends.

Continue on the other side of this paper. 
3.  List five friends, the streets they live on, the towns they live in, and their phone.

1.  ________________________________________________________________________________

2.  ________________________________________________________________________________

3.  ________________________________________________________________________________

4.  ________________________________________________________________________________

You will be using the above information (data) to create a database.  You will need four fields in your database.  

4.  What will the names of these four fields be?

1.  __________________________________

2.  __________________________________

3.  __________________________________

4.  __________________________________

Be sure you completed the other side of this paper. 
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