

Below is an extract of a database from a dental practice.  The columns are called fields and the rows contain the information within each field that makes up each individual record.  This extract has 5 fields and 12 records.
Therefore, to add details of each patient’s Date of Birth, it would be necessary to add another Field to the database.  To add details of a new patient, it would be necessary to add another Record to the database.

	Patient No.
	Last Name
	First Name
	Date of Last Visit
	Cost of Treatment

	032
	Ali
	Sadia
	12/12/2002
	£37.50

	052
	Jones
	Lucy
	15/12/2002
	£32.50

	075
	Davis
	Linda
	21/01/2003
	£42.00

	076
	Davis
	John
	21/01/2003
	£18.50

	082
	Taylor
	Charlene
	07/12/2002
	£20.00

	095
	Mohammed
	Imran
	14/11/2002
	£37.50

	100
	Smith
	Tracey
	23/10/2002
	£25.00

	117
	Edmonds
	Colin
	27/10/2002
	£37.50

	149
	Chapman
	Jeremy
	10/11/2002
	£20.00

	172
	Iqbal
	Kamran
	25/09/2002
	£20.00

	212
	Francis
	Lisa
	16/11/2002
	£75.00

	254
	Brown
	Fiona
	25/09/2002
	£45.00


Data Types

The fields within the database contain data of different types.
The Patient No field data type is Number
The Last Name and First Name field data type is Text
The Date of Last Visit field data type is Date
The Cost of Treatment field data type is Currency
As you can see, the Patient No, Date of Last Visit and Cost of Treatment fields are all right aligned and the Last Name and First Name fields are left aligned.

Any field that contains a combination of letters and numbers (such as a postcode) would be formatted with a Text data type.
The Primary Key
A database should include a field or set of fields that uniquely identifies each record stored in the table. This information is called the Primary Key of the table. Once a primary key has been designated for a table, you will not be able to enter any null values or duplicate values in the primary key fields.

An AutoNumber field can be set to automatically enter a sequential number as each record is added to the table. Designating such a field as the primary key for a table is the simplest way to create a primary key. 

Alternatively, if you already have a field that contains unique values such as ID numbers or part numbers, you can use that field as the primary key. You can specify a primary key for a field that already contains data as long as that field does not contain duplicate values or null values. 

Therefore, in the database example used in these revision notes, the logical field for the primary key would be Patient No.
Sorting information
To arrange the data in alphabetical order (A-Z) by Last Name, it would be necessary to sort the data ascending on the Last Name field


Sort Ascending

	Patient No.
	Last Name
	First Name
	Date of Last Visit
	Cost of Treatment

	032
	Ali
	Sadia
	12/12/2002
	£37.50

	254
	Brown
	Fiona
	25/09/2002
	£45.00

	149
	Chapman
	Jeremy
	10/11/2002
	£20.00

	075
	Davis
	Linda
	21/01/2003
	£42.00

	076
	Davis
	John
	21/01/2003
	£18.50

	117
	Edmonds
	Colin
	27/10/2002
	£37.50

	212
	Francis
	Lisa
	16/11/2002
	£75.00

	172
	Iqbal
	Kamran
	25/09/2002
	£20.00

	52
	Jones
	Lucy
	15/12/2002
	£32.50

	95
	Mohammed
	Imran
	14/11/2002
	£37.50

	100
	Smith
	Tracey
	23/10/2002
	£25.00

	82
	Taylor
	Charlene
	07/12/2002
	£20.00


To arrange the data in order of date of last visit, with the most recent date first, it would be necessary to sort the data descending on the Date of Last Visit field









Sort Descending

	Patient No.
	Last Name
	First Name
	Date of Last Visit
	Cost of Treatment

	075
	Davis
	Linda
	21/01/2003
	£42.00

	076
	Davis
	John
	21/01/2003
	£18.50

	52
	Jones
	Lucy
	15/12/2002
	£32.50

	032
	Ali
	Sadia
	12/12/2002
	£37.50

	82
	Taylor
	Charlene
	07/12/2002
	£20.00

	212
	Francis
	Lisa
	16/11/2002
	£75.00

	95
	Mohammed
	Imran
	14/11/2002
	£37.50

	149
	Chapman
	Jeremy
	10/11/2002
	£20.00

	117
	Edmonds
	Colin
	27/10/2002
	£37.50

	100
	Smith
	Tracey
	23/10/2002
	£25.00

	254
	Brown
	Fiona
	25/09/2002
	£45.00

	172
	Iqbal
	Kamran
	25/09/2002
	£20.00


A new field has been added to the database, to include each patient’s home town.  This time, the data has been sorted first ascending on Town and second ascending on Last Name



	Patient No.
	Last Name
	First Name
	Town
	Date of Last Visit
	Cost of Treatment

	032
	Ali
	Sadia
	Batley
	12/12/2002
	£37.50

	117
	Edmonds
	Colin
	Batley
	27/10/2002
	£37.50

	100
	Smith
	Tracey
	Batley
	23/10/2002
	£25.00

	254
	Brown
	Fiona
	Dewsbury
	25/09/2002
	£45.00

	212
	Francis
	Lisa
	Dewsbury
	16/11/2002
	£75.00

	149
	Chapman
	Jeremy
	Halifax
	10/11/2002
	£20.00

	52
	Jones
	Lucy
	Halifax
	15/12/2002
	£32.50

	82
	Taylor
	Charlene
	Halifax
	07/12/2002
	£20.00

	075
	Davis
	Linda
	Huddersfield
	21/01/2003
	£42.00

	076
	Davis
	John
	Huddersfield
	21/01/2003
	£18.50

	172
	Iqbal
	Kamran
	Huddersfield
	25/09/2002
	£20.00

	95
	Mohammed
	Imran
	Huddersfield
	14/11/2002
	£37.50


Searching for Information
It is very easy to search for specific information within a database.  The search, or query, can be displayed as a separate table.  This is very useful when searching a database that may have several hundred, or even several thousand records.

Here a search has been produced to select all patients who live in Huddersfield and this is the result.  This has been done by using the search criterion: Town = Huddersfield.  As you can see, only 4 records from the original 12 have been displayed:

	Patient No.
	Last Name
	First Name
	Town
	Date of Last Visit
	Cost of Treatment

	075
	Davis
	Linda
	Huddersfield
	21/01/2003
	£42.00

	076
	Davis
	John
	Huddersfield
	21/01/2003
	£18.50

	172
	Iqbal
	Kamran
	Huddersfield
	25/09/2002
	£20.00

	95
	Mohammed
	Imran
	Huddersfield
	14/11/2002
	£37.50


In the following example, a search has been produced on more than one criterion: Date of Last Visit <31/12/2002 and Cost of Treatment >=£25.00.  

This means that all patients who visited the dentist before the end of December 2002 and paid £25 or more for their treatment have been included:
	Patient No.
	Last Name
	First Name
	Town
	Date of Last Visit
	Cost of Treatment

	032
	Ali
	Sadia
	Batley
	12/12/2002
	£37.50

	117
	Edmonds
	Colin
	Batley
	27/10/2002
	£37.50

	100
	Smith
	Tracey
	Batley
	23/10/2002
	£25.00

	254
	Brown
	Fiona
	Dewsbury
	25/09/2002
	£45.00

	212
	Francis
	Lisa
	Dewsbury
	16/11/2002
	£75.00

	52
	Jones
	Lucy
	Halifax
	15/12/2002
	£32.50

	95
	Mohammed
	Imran
	Huddersfield
	14/11/2002
	£37.50
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