
Informat�on Technology Grade 10   Lesson Notes

Databases
Lesson
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 Lesson Notes
A computerised database has many advantages. 
It is easy to enter data since it can often be 
imported or copied and pasted from other 
programs. You can also edit or make corrections 
to details easily. After creating the database you 
can view all data or selections of the data using 
queries. A computerised database allows all lists 
to be sorted instantly, according to any fi eld. 
In addition, by using the Filter feature you can 
search for any value in any fi eld. 
When you open your database program, the 
window that appears is called the Database 
window. The database window displays shortcuts 
for creating or opening database objects such as 
tables, queries, forms, reports, pages, macros, 
and modules. All these objects are stored within 
the same database fi le. There are four objects in 
a database:
TABLES
A database will have one or more tables. In 
a table each column is a fi eld that represents 
one fact or piece of information, for example 
the fi elds:  title, author, publisher, release date, 
purchase date or price represent the data for one 
book and each row that represents all the data 
about one book is called a record,. All the data is 
stored in tables.

QUERIES
A query applies selection criteria or rules to all the 
data and then will only display the data you want. 
Selection Queries enable you to see only some 
of the fi elds or some of the records by applying a 
fi lter.
FORMS
Forms are used to view, edit or add data for one 
record at a time. Forms can display pictures and 
all the fi elds on one screen instead of having to 
scroll left and right in a table. 
REPORTS
Reports are used to print data in a specifi c layout. 
For example, you might print one report that 
groups data and calculates totals, and another 
report with different data formatted for printing 
mailing labels.
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 Task
1. Use the help function in your database   
 program to fi nd out what the difference   
 is between datasheet view and the 
 design view.

Computer�sed Database Management
There are many reasons why computers are used to manage databases. Some of the main reasons 
are that once the data has been captured, the database can be sorted and selections of records can 
be displayed in various ways and it is very easy to look for a particular record. The focus of this lesson 
is to open an existing database and to identify the components that make up a single-table database.

 Lesson Outcomes
By the end of this lesson, you should be able to:
• Provide reasons for why computers are used 

to manage databases.
• Open an existing database using a software 

program
• Identify the components that make up a 

single-table database.
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This task supports the assessment of:
LO 4: Programm�ng and Software Development
• Understand that simple data comes in different 

forms and that data typing is important.
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