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Unit 9: Database Software

Database basics:
· Example use of databases.

· Advantages and disadvantages of computerised databases.

· Database objects (tables, queries, reports, forms).

· Data types.

· Estimation of size of database.

Database structure:

· Tables.

· Fields.

· Records.

· Primary key.

Data integrity:

· Data accuracy.

· Consistency of data.

· Validation rules (e.g. lookup list, default values, upper or lower limits).


Creating tables:

· Selection of fields.

· Choice of data types (e.g. text, numeric, date/time).

· Field properties (e.g. field length, format, default value, fieldnames).

· Validation.

· Modifying field characteristics.

Improving efficiency:

· Shortcuts.

Naming:

· Appropriate names for database objects.

Data storage requirements:

· Estimation.

Check:

· Data (e.g. by the use of spellcheck, sorting, comparison with source data).
· Layout and output of reports and screens.


Queries:

· Create queries using multiple criteria.

· Use of AND, OR in criteria.

· Selecting fields for display.

· Sorting results (e.g. date, numeric, alphabetic order).

Reports:

· Use of tables and queries as a basis for reports.

· Automatic creation of reports (e.g. wizards, selection of appropriate layout)

· Adding or editing appropriate labels and titles.

· Special fields (e.g. date/time, multiple criteria).

Forms:

· Automatic creation of forms (e.g. wizards).

· Formatting forms (e.g. titles, labels, arranging data entry order).


Technical documentation:
· Fieldnames
· Field descriptions.

· Field properties.

· Primary keys.

· Descriptions of forms.

· Queries and reports.

· Validation techniques used.
