DATABASE TERMS

database, field, record, file, primary key, sort, table, form, and reports

· Database – An organized collection of information.  (Examples of types of databases:  Customers’ names and addresses, personnel records, sales records, payroll records, inventory records, and telephone numbers)

· Field - A column in a database table.

· Record - A row in a database table.

· File – A collection of records.
· Primary key – Identifies each record in a table with a unique number or name.
· Sort – A feature that arranges selected text in a specific order.  Ascending order is from A to Z and 0 to 9; descending order is from Z to A and 9 to 0.
· Table – Used to input, organize, and store database information.

· Form – Used to key, view, and edit data from database tables and queries.

· Report – Used to organize, summarize, and print information from database tables and queries.

· *A telephone book is like a file. It contains a list of records, each of which consists of three fields: name, address, and telephone number.
