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	ATTRIBUTE (VALUE)
	The data assigned to (stored in) each field is known as the field’s attribute or value.

	
	

	DATA
	Data is raw, unprocessed information. Data transmitted or stored with digital technology is expressed as a string of zeroes and ones. Each of these digits is a bit. A string of bits that a computer can address individually as a group, is a byte.

	
	

	DATABASE
	A database is a storage space for data. It is organised to store data as records. This makes it easy to access data in many formats. Examples of databases include your phone book, the address book in your e-mail client, a library catalogue, and search engine indices.

Each record in a database has a number of details and a unique way for you to identify it.

	
	

	FIELD
	A field is an information category that is found in all records in the tables of a database. In each table there are a number of fields. Fields are displayed as columns in a table.

	
	

	FOREIGN KEY
	A foreign key is a field in a table that is set up to connect to another table.

	
	

	INDEX
	An index is a searchable list of field values of a database, often an alphabetical listing of keywords.

	
	

	NORMALISATION, NORMAL FORM
	One of the major concepts behind relational database design theory is normal form. It holds that an optimally designed database should have as few items of data recorded in more than one place as possible. For example, a name should only be stored in one place in one table. This requires you to normalise your data. Avoid a nervous breakdown by doing this at the design stage.

	
	

	PRIMARY KEY
	The primary key is the field in a table that is set up to uniquely identify a record.

	
	

	QUERY
	A query is the "question" you ask to get information from a database – for example "which of our funders support ICTs programmes?" or "which of our members live in Cape Town?"

	
	

	POPULATE
	To populate your database is to add information to it.


	RECORD
	A record is a set of data. Records are displayed as rows of data in a table.

	
	

	TABLE
	Tables organise data into columns (called fields) and rows (called records). Most databases have more than one table. 

For example a database of the participants that have been trained by your organisation may have two tables: one to include contact details and the other, course names.

	
	

	VALUE
	See Attribute.
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