Vocabulary

•
Database:  a collection of data organized in a manner that allows easy access to the data, easy retrieval of pertinent data, and easy usage of the data collection.

•
Objects:  various methods of grouping data within the database.  Types of objects include tables, forms, reports, and queries.

•
Records:  a horizontal row 

•
Fields:  columns of data

•
Look-up Wizard:  Data type that provides users with choices to ensure all users are utilizing the same name options; helps create uniformity.

•
Validation Rules:  Ensures that data entered is valid.  If the field is “required” – data must be entered, must be within a certain range of values, or could be that a default value is specified.  Specifying a format is also a type of validation rule. 
•
Input masks
•
Drop-down boxes
•
Sub-forms
•
Combo boxes
•
Radio buttons
•
Yes/no boxes
•
One-to-Many relationships
· Form Header Section   - appears at the top of a form and usually contains the title.
· Detail Section  -- Contains the body of the form
· Form Footer section – appears at the bottom of the form and often times empty.
· Bound controls – Used to display data that comes from the database (i.e., social security number, name, etc.)  Usually a bound control has a label attached to it that contains the field name for the data.
· Unbound controls – They are not associated with data from the database; are used to display such things as the form’s title.
· Calculated Controls – Used to display data that is calculated from other data in the database.
· Control layout – a guide that aligns the controls to give the form a uniform appearance
· Stacked layout – arranged the controls vertically with labels to the left of the control.
· Tabular layout – arranges controls horizontally with the labels across the top, typically in the form header section.
· Switchboard  -- buttons that perform a variety of actions
· Macros – collections of actions that carry out specific tasks.  Is used to create a switchboard.

