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1) Define
database

Data Storage
Structure
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Define
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Information
Management

Device
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A collection of information 
organized in such a way that a 
computer program can quickly 

access, update, display,
manipulate, analyze, and format it. 

Define
database

An electronic 
filing system.
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2) Describe
Functions

Manipulate

Organize

Update

Display

Analyze
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3) Identify
Elements

Records
Fields

TablesQueries

Forms

Reports
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An IllustrationAn Illustration
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Tables

Queries

Forms

Reports

Macros Modules



Tables

$1.00 $2.00 $3.00 $4.00
$3.00 $4.00 $5.00 $6.00
$6.00 $5.00 $7.00 $8.00
$45.00 $67.00 $9.00 $10.00
$123.00 $543.00 $963.00 $1,383.00
$121.40 $467.70 $774.60 $1,110.80
$150.00 $582.20 $967.00 $1,387.00



Queries



Forms
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1 2
3 4
6 5
45 67
123 543

Chris Mark
Jancie Faye
Randy Sam
Karen Sharon
Crystal Jim

Dec-99 Dec-98
May-00 Mar-97
Apr-99 Sep-99
Mar-98 Nov-98
Feb-97 Jan-98

Query

Report

1 2 123 67
Form

Relational 
Database
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4) Use
Database

View Data

Add Data

Edit Data

Delete Data
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5) Create
Database

ReportsFormsQueriesTables




