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Glossary of terms

Access rights on a network system 

Access rights on a network system enable you to allow or deny a user access to a resource depending on the level of access you want to give them. This is normally linked to your user name for the network. For example, students have different access rights to teachers on a school network. A student may be able to access a file but will not be able to change or delete it.

Archive

This is when you take a copy of data stored on your computer system that is no longer used but may be needed in the future. If you need it again you can get it back from the archive 

Audit and monitoring procedures and software 

This type of software keeps track of everything that is going on within a computer network. From the moment you log onto a network your activity can be recorded. Files and applications you have accessed can be recorded.

Backup strategy

A backup strategy is intended to let you plan in advance how you will make backup copies of your important information, how often you will back up, where the information will be stored and how it can be recovered.

Business costs including initial/running and investment cost. 

Although it is clear ICT can give a competitive advantage, the costs must not outweigh the benefits. Costs could be initial purchase cost for software hardware and training, then general maintenance and upgrade costs.

Calendar

An electronic calendar allows you to note meetings or holidays.

Characteristic: accuracy

The accuracy of information can be thought of as its correctness. The level of accuracy should be taken into account when making decisions because if information is not correct then any decision made based on this may be flawed in some way.
Characteristic: availability

Information must be readily available to everyone that needs it otherwise it cannot be used to make decisions.

Characteristic: cost 

Cost is the monetary value put onto obtaining information. The more money it costs you to produce information the higher the cost of the information. 

Characteristic: level of detail (or conciseness)

If information is presented in a way that is short and sharp and to the point then it may be easier to use. If there is too much detail it may be difficult to use to make decisions.

Characteristic: presentation 

The font is appropriate in size and colour, graphs are the correct size and are readable. If information is well presented then it is easier to read and comprehend therefore it can help when making decisions. 

Characteristic: relevance (or appropriateness)

Information must be relevant to the decision that has to be made. For example, if you are making a decision on what to study for Higher Information Systems then the content statement would contain relevant information.

Characteristic: reliability (or objectivity)

Reliability of information is concerned with how much truth is in the information. Is it fact or is it just guesswork? Anyone can publish information on the internet therefore its reliability should always be questioned before being used.

Characteristic: timing

Information must be received on time for it to be useful. If it is late it may be of little use.

Characteristic: value

The value of information is how important the information is to making a decision. The more important the information the more valuable it is to you as it is more helpful.
Client server network

Information is stored on a central server and is accessed from networked client computers. 

Codes of conduct

A code of conduct is a set of rules outlining the responsibilities for an individual or organisation in the use of their computer system. This would make sure that users are aware of the rules they have to abide by when using a computer within their organisation.

Competitive advantage: impact of ICT on business organisations

Having access to computer technology can improve the storage of data and information within a business, therefore decision making, planning and control can be improved through better access to information. The speed with which these decisions can be made can give a company a competitive advantage.
Contacts
A list of contact details, including name, address, telephone number and email. 

Copyright, Designs and Patents Act (1988) 

Software purchased commercially must be licensed before it can be installed legally on a computer. It is illegal to copy commercial software without a licence. Federation Against Software Theft (FAST) investigate cases of software piracy. Often people assume that web content can be freely used without the prior consent of the author. This is not the case and constitutes plagiarism. Moreover, digital media such as video and audio footage should not be reproduced without the artist’s consent.

Count

The count function counts up the number of occurrences in a particular range of cells.

Data 

Data are raw facts and figures. 

Critical path analysis

The critical path analysis is a mathematical algorithm used for scheduling a set of project tasks.
Data integrity 

Data integrity is concerned with making sure that the data stored are correct. This might involve double entry or validation checks.

Data mining 

Data mining is the process of extracting information from data. All the data that are stored is looked at to discover patterns that may provide new information.

Data privacy 

Data privacy is concerned with protecting data from unauthorised access. This might involve giving different levels of access to data stored on the server. 

Data-processing systems

Data-processing systems are based at the operational level. They deal with day-to-day transactions within a company and involve vast amounts of data being processed. An example is a supermarket selling products and updating its stock records using barcodes on the products being sold.

Data Protection Act 1984: changes resulting from

The 1998 Act covers the transmission of data in electronic form. The Act is linked to the European Union data protection legislation. You must also ask for the prior consent of data subjects to have data held about them, including paper-based records.

Data Protection Act 1984: inadequacies of 

The 1984 Act only covered data in electronic form. A company could use printed mailing lists and photocopies to get round the Act in 1984. It also had European or worldwide effect. There was no obligation on any data user to tell the data subject that they held any data about them. 

Data security 

Security is concerned with reducing the chance of physical loss of data. This might be accidental or intentional. 
Data warehouses

A data warehouse is an area where a company electronically stores all its data. It may store all the sales transactions that have taken place within a shop.

Decision support systems
Decision support systems (DSS) are based at the tactical level. Information used in a DSS is taken from data-processing and management information systems in addition to this, external information may also be incorporated. With all the information gathered, managers can use models contained within a DSS to look at what might happen if they do certain things. This is a bit like an IF statement that can be changed. If a change is made to the figures then the output is increased or decreased. 

Decisions to upgrade software 

If you make the decision to upgrade your software it is normally because it currently does not have all the functions you require or it is no longer compatible with new hardware or new operating systems that you have in place.
Denial of service 

A denial of service attack is an attempt to make a computer system unavailable to its intended users. It normally involves stopping a website or service like email from functioning by flooding the server with so many requests that the site or service slows down or has to be shut down for a short time.

Distributed databases

Distributed database may be stored in multiple computers located in the same physical building, or may be dispersed over a network of interconnected computers. Different tables of the database are stored on different computers but can be accessed by everyone.
Distributed networks 

Distributed networks are a type of local area network. Instead of having just one main central server to store files, there are a number of servers, which can run a mini network. Within a company, different departments would keep information on the server they are most likely to use. In this way information is distributed across the network.

E-commerce and the changing relationship between businesses and customers brought about by the internet 

E-commerce consists of the buying and selling of products or services over the internet. Customers now have more choice of where to buy products and businesses can sell to a wider audience.

Emulation 

A computer emulator duplicates the functions of an old system using a new system, so that the new system behaves like the old system. This means you could run software designed for your old system on your new system. For example, you can run an emulator to play older computer games on a new personal computer.

Encryption 

Encryption is a process of transforming electronic information being sent so that if it is intercepted before it reaches its destination then it is unreadable to anyone except the people who know how to decode the message.
Ethical implications 

Is it morally right or wrong to do something? For example, if you have copied a music file from the internet without paying for it or without the artist’s permission is this right or wrong? Is it ethical to do it? Also should content on the internet be censored by a governing body or should anyone be able to publish what they want under freedom of speech online? These topics are up for debate and everyone has their own views on the rights and wrongs and ethical view point. 

Evaluation of software: compatibility
Will the software work with other software on your system and will it work with your current hardware set up?

Evaluation of software: data migration

Data and information should be transferable from an older piece of software onto your new software. This means you don’t have to rewrite all your word-processed files, spreadsheets or databases.

Evaluation of software: functionality 
This relates to what the software can do: evaluation of all the functions you need in order for you to carry out your tasks.
Evaluation of software: performance 
When using the software to carry out a task, is the task completed quickly or do you have to wait for a response from the software after asking it to carry out a task?

Evaluation of software: portability
This means that the software will be able to run on different types of computer systems.

Evaluation of software: reliability 
The software does what it is supposed to do without any fuss and without freezing or crashing.

Evaluation of software: resource requirements

You must make sure the computer systems on which you will be running new software have the appropriate processor and memory available to run the software. Also, if any additional pieces of hardware are required you must make sure these are in place. This will be listed in a resource requirements document.

Evaluation of software: support
This is the help available from the company you have purchased the software from. It may be a support helpline or software technician sent to help your company.
Evaluation of software: usability
The software must be easy to use and intuitive. If it is user friendly, the menus, toolbars and icons will be clearly labelled and easy to access.

Executive information systems
Executive information systems (EISs) are based at the strategic level. Information used in an EIS is taken from data processing, management information systems and decision support systems to give an overall picture, which will also include any relevant external data such as government budget details and new legislations. This allows top-level managers to make long-term decisions by looking in more detail at information or trends that have been identified at the lower levels, tactical and operational. 

Expert systems
An expert system is a program that contains the specialist knowledge of one or more human experts. This expert knowledge is in a form that others may use to solve problems in a specific domain. An expert system is made up of a knowledge base, inference engine and a user interface. An example is a medical diagnosis expert system. 

External courses 
This is training on new software provided by a specialist outwith your company IT department.
Frequently asked questions 

Frequently asked questions (FAQs) are listed questions and answers on a particular topic.

Firewalls 

A firewall is designed to prevent unauthorised access to a networked computer system. The firewall is a combination of hardware and software set up between your networked computer system and the outside world (internet). Any messages trying to enter or leave your computer network will have to pass the rules set up on the firewall first.

Form: aural

Aural information is presented through the spoken word. It may be a face-to-face conversation or a telephone conversation. Using presentation software you may incorporate music into a verbal presentation. 

Form: visual
Visual information could take the form of pictures and information presented in charts. Video footage may also be used to get a message over in a presentation. This can enhance written or aural information. 

Form: written

Written information can be typed or handwritten. It may be an email, report, memo, report card, etc.

Freedom of Information (Scotland) Act (2002)

This covers public bodies over which the Scottish Parliament has responsibility and gives the public a right to know what is happening within these public bodies. It does not relate to private companies. In general, public authorities have 20 working days to respond to a request for information.
Frequency: continuous

Continuous information is gathered constantly; it may take the form of monitoring information to make a decision. For example, a computer server room may have a temperature-controlled environment where the temperature cannot rise above a certain level. Constant data readings will be monitored and the temperature automatically adjusted instantly up or down depending on the data gathered. Systems like this are said to run in real time. 

Frequency: annually

Annual information is gathered once a year. This may be an annual statement of profit or loss for the year.

Frequency daily

Daily information is gathered once a day. This may sales and stock levels in a supermarket, which are recorded each day to monitor what needs to be reordered.

Frequency: hourly

Hourly information is gathered once an hour. This may be an attendance register taken once an hour/period by a teacher.

Frequency: monthly 

Monthly information is gathered once a month. This may be a statement of sales made by employees each month used to work out who is the top salesperson.

Future proofing

This is concerned with ensuring your hardware and software have the longest possible usable life time without becoming obsolete too soon and requiring to be replaced. To ensure your system is future proof you might buy a system with more features than you need at present to take into account the pace of technology change.

Gantt charts

A Gantt chart is a type of bar chart that illustrates a project schedule. It shows a start date and end date with all the tasks in between.

Globalisation 

Globalisation is the transformation of a local business into a global business. It can be described as a process by which users all over the world are united in a single online society,
Global citizenship

This relates to globalisation, where we can now communicate easily across the world either for business or pleasure over the internet. Users are part of a single online society.
Goal seeking/forecasting

Goal seeking is like carrying out a ‘what if” scenario using formulas and changing the figures used to see how that changes the outcome. Forecasting is predicating a future value from the existing values. 

Hacking

Hacking is gaining unauthorised access to a computer system. A hacker is the person trying to gain the unauthorised access.

Hardware and software compatibility 

When upgrading hardware and software you must make sure that the two will operate together. You must check that application software, operating system, hardware and peripherals are compatible.

Help desk

This provides support either over the telephone or via email. You request help from a person at the helpdesk and they try to solve your problem.
Home links and page transitions

Home links take you back to your specified home page or first page. A transition is the way that one page of a presentation closes and another page opens when you move between pages. 

Hyperlinks

A hyperlink is a link to another place within a document, presentation or web page.
Individuals’ identities and persona when communicating on the internet 

Communicating on the internet can be anonymous in that you do not have face-to-face conversations. Users have to tell people what age they are and give a general description. This means you have to create an online persona.

Information 

Information is processed data with structure, organisation, context or meaning. 

Information systems driven business model: the impact on business organisations 

Businesses today rely on information systems to carry out day-to-day business transactions and decision making, planning and control. They have become reliant on technology, which has increased the pace of day-to-day business, and the pace of change has increased.

In-house

Within your company, this is where instead of your normal working day you are taken aside with a group of other staff and are introduced to and trained in how to use the new software. This is provided by the IT department of the company you work for.

Internet: the right to private communications 

Is it right or wrong to have communications monitored over the internet or should they be completely private?

Knowledge

Knowledge is derived from information.
Legacy systems

This is an older computer system or application program that is being replaced but continues to be used. This is normally because it still works and the newer technology is available but in the early stages of being used. The legacy system is used until you are sure the newer technology is fully operational and in working order.

Level: operational 

Operational information is used at the lowest level of management to help with the running of a company on a day-to-day basis. Taken mainly from internal sources it is based on a very short timescale.

Level: strategic

Strategic information is used at the top level of management for long-term decisions and has little detail. It can be taken from internal and external sources. In terms of timescale it is over 1 year. It may even be 5, 10 or more years.

Level: tactical

Tactical information is used at the middle level of management with a shorter timescale to strategic. It is used to make medium- to short-term decisions like managing a project lifecycle. It will mostly be taken from internal sources with some external sources.

Local area network 

A local area network (LAN) is a computer network covering a small physical area such as a home, office or small group of buildings. For example, a school would have a LAN. This allows users to share data and resources like printers and scanners. To access a LAN you require a username and password.

Lookup tables

A lookup table is a list of values that are referred to by formulas for working out an answer, for example converting a percentage score in a test into a value A, B, C, D or fail.

Macros

Using a macro you can record complex or long detailed tasks then play the macro back. This automates the task and saves you carrying out each step every time.

Management information systems
Management information systems (MISs) are based at the tactical level. MIS take information from various sources both internal and external, process it and display it in a format that can be used for decision making. It mainly takes the vast amounts of information stored day to day in a DP system and produces reports to summarise into meaningful weekly or monthly reports. It may also use external information from other companies in a similar way. 

Manuals

These are guides that come with the software you have purchased. They tell you how to install the software and help you solve simple problems when using it.

Metadata

Metadata is data describing data.

Nature: formal

Information communicated in a formal nature is very structured, neat and consistent, for example typed letters sent from a school to parents on headed paper with the school and council logo.

Nature: informal

Information communicated in an informal nature is not very structured, neat and consistent. Instead it is less structured. For example, it may be an email from one teacher to another asking a question.

Nature: qualitative 

Information communicated in a qualitative way is represented using text, for example a description of an event. 

Nature: quantitative 

Information communicated in a quantitative way is represented using numbers, for example the percentage of students in Scotland achieving an A, B or C in Higher Information Systems.

Network adapter

A network adapter, often referred to as a network interface card (NIC), is a piece of computer hardware designed to allow computers to communicate over a computer network. Each computer on a network has an NIC.

Network operating system

A network operating system is software that controls a network by managing requests from users, controls access by multiple users to network resources such as files and also provides administrative functions such as security. The network operating system runs on each computer linked on the network and the servers. 

Network strategy

A network strategy is intended to let you plan in advance how to set up the network, how to manage the network and how data should distributed on the network. 

Network topologies

A network topology is the way that the network has been built, i.e. the way it has been laid out. You can have bus topology, star topology, ring topology, mesh topology and tree topology. 

Newsgroups

A newsgroup is an online website that lets you post messages. Users in different locations can post messages and it is like a discussion group to help solve problems.

Online help

This is help available on the computer while you are using the software. You are able to search for a topic and obtain advice on how to solve your problem.
Online tutorials

This is a step-by-step list of instructions available while you are using the software. It guides you through a task from start to finish.

On-the-job training

This training takes place in within your place of work within a normal working situation and with the software and computer system you will be using on a day-to-day basis. You learn as you work though the software.

Optimisation

This is deciding in advance the best path through a project, like the line of best fit on a graph.

Page layout

Within a document created for print media you could lay the page out to include columns of text, and headers and footers to include extra information on each page. Pagination involves splitting your document into pages and numbering them. Contents/index can be created automatically using the function within the package. Using graphics, you might want the text to wrap around the graphic either tight to graphic or square on it.
Password guidelines 

A password is a word or combination of characters that is used for authentication to a system. Password guidelines suggest sensible rules to follow when creating a password, remembering a password and changing a password for keeping it safe and secure.

Personal information management

This is like an electronic personal diary and helps you organise information like notes, reminders, phone numbers or meetings.
Presentation/web authoring (presenting information for online media)

These packages are designed to produce output in the form of an interactive multimedia application or a web page.

Project management

This is used to manage all the factors that could influence a project. The project is broken down into smaller interrelated tasks and a timescale and resources are allocated to each task. Project plans can be shown graphically in Gantt or Pert charts.

Recovery

Is when you try to get the data back that you have archived. It is important to check that data being archived can be recovered and used again.

Regulation of Investigatory Powers Act 2000 

This Act regulates the powers of public bodies to carry out surveillance and investigation, and covers the interception of various forms of communications. It was introduced to take account of technological change such as the growth of the internet and mobile technology. In theory the Act allows authorities to monitor our personal email and internet usage. This can be monitored in the work place by employers.

Resource allocation

This is allocating resources like materials, people and money to particular tasks.
Rotation method for regular back-up: frequency and version control 

Backing up involves making copies of original data (master file) so that additional copies may be kept in a safe place to be used to restore the original if the original is lost or damaged.
To ensure there is no loss of data it is usual for a backup copy of the master file to be made once it has been updated at the end of each day. The backup copy should be kept in a different location from the original file. Everyone should have at least one backup copy of their programs or data, although more than one is recommended. Three sets of backup files are maintained to ensure that no data is lost: grandfather (data from 2 days ago) parent (father) (data from yesterday) child (son) (today's data).
Security strategy

A security strategy is intended to let you plan in advance security measures you will put in place to protect your networked computer systems from the threat of unauthorised access.

Software strategy
A software strategy is intended to let you plan in advance when to upgrade and what software you are going to replace to ensure you make best use of advances in technology if you can afford them. Should software be bought from a shop or created specifically for your company, you must ensure the hardware and software will work together.
Source: external

An external source of information is produced outwith an organisation. For example, the Data Protection Act is legislation produced outwith an organisation but used on a daily basis.

Source: internal

An internal source of information is any information that is generated within an organisation, for example a company’s sales figures for the week.

Source: primary

A primary source of information is read from an original piece of documentation, this is where it appears for the first time, for example a teacher’s class register of attendance.

Source: secondary

A secondary source of information is not read directly from the original piece of documentation, this is where it may be processed from the original into a new form, for example a summary of all the absentees in a school year group.
Spreadsheet (data handling)

Data handling is concerned with the storage and manipulation of data. This could be done through a database with tables, queries and reports or in a spreadsheet with cells, formulas and charts. 

Storage methods 

This is when you have a choice of storage media to archive your data. Depending on the amount of data you require to store, you may require media with a large or small storage space. 

Structured cabling 

Structured cabling is the network cables used to link computers together on a local area network. Examples are co-axial, twisted pair or fibre-optic.
Stylesheets 

A stylesheet stores and applies formatting to text. Individual styles are created by the user and may include a wide variety of commands that dictate how a selected portion of text is formatted.
Task lists

A ‘to do’ list stored electronically could be linked to your calendar.
Templates/master

A template is a sample ‘fill in the blanks’ document that can be completed by the user. The formatting and layout has been done for you. A master allows you to place words or pictures on a master layout and these will appear on every page without you having to insert them again and again.
Time: future

Future information is a prediction of what might happen. This is based on the historic and present information already available. 

Timelining

This is deciding in advance in what order tasks have to be carried out and also which tasks depend on each other and which tasks do not depend on each other

Type: aggregated

Aggregated information shows totals, for example a week, month or year’s worth of sales totals. 

Type: detailed

Detailed information is used for day-to-day decisions and may be a complete stock database showing actual levels of each item of stock.

Type: sampled 

Sampled information is a small part taken out of a larger volume of information. It may be detail about only one item of stock from a complete stock database. Medium- and long-term decisions are made on sampled information. 

Upgrade strategy

An upgrade strategy is intended to let you plan in advance when to upgrade and what hardware you are going to replace to ensure you make best use of advances in technology if you can afford them. You must ensure that hardware and software work together.

Use: planning

Using information for planning is about deciding in advance of an activity what has to be done. This can be broken down into five steps: what, why, how, when and who. You have to plan in advance what has to be done, why it has to be done, how it is to be done, when it has to be done for and who has to do it. By answering these questions a full plan can be drawn up for an activity. 
Use: control

Control information is used to measure performance against a predetermined measurement. If you go above or below this measurement then you have to take action to control the process to bring it back in line with the measurement.

Use: decision making

Using information for decision making is about deciding on the best course of action from a choice. This is done by looking at all the information available and making a decision about which action to take based on the evidence available. 

Viruses

A computer virus is a computer program that can infect a computer without the permission or knowledge of the user. A virus can spread from one computer to another when the file is passed to a computer. It could be sent over a network or the internet by email, or carried on a removable storage medium such as a CDROM or USB drive.
Virus protection

A virus can only infect your computer system if it has access to your system via email or through a download or from sharing files. The first step in virus protection is to prevent unnecessary email downloads or file distribution. Anti virus protection software will try to identity and remove viruses on your system by scanning emails, file downloads or files coming into your system from a storage media like a USB memory stick.

Wide area network
A wide area network (WAN) is a computer network that covers a broad/large geographical area. The largest and most talked about example of a WAN is the internet. Large companies such as banks and local councils have WANs. For example, an office in Glasgow could be linked to on office in London using external communication. 

Word processing/desktop publishing (presenting information for print media)

These packages are designed to produce printed output in paper form. Word processing is normally used for typing simple text and desktop publishing is used to manipulate text into a more presentable format such as a poster or newsletter.

Relational database systems (mandatory unit)
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Answer tables. 

The results of queries are displayed in answer tables until the output has been formatted into a report form.
Attributes

An entity is made up of a number of attributes. For example, firstname, surname, address, town and postcode are attributes that might make up an entity.

Boolean

With this data type you are given a choice of two entries for a data item, for example true or false, yes or no, male or female.

Calculating and summarising (including count, sum and average)

Within a query you may count each time an attribute appears or use the sum or average calculation to summarise the attributes shown.
Cardinality 

Cardinality is defined by the relationships between data entities. This explains how each entity links to another. There are three types of cardinality/relationship: one-to-one, one-to-many and many-to-many.

Complex queries

Performing search criteria on one or more fields for example on surname and date of birth fields. This could be across more than one table if linked in a relational database through primary and foreign keys.
Compound key

A primary key made up of two or more attributes.

Date 

Special data type that allows you to store dates in various different formats, for example short date dd/mm/yy.
Domain constraints

Domain constraint may be set to give boundaries to the data domain.
Data deletion problems

If a record is removed from a flat file database you may not want to remove the entire contents of the record but there is no way of only removing part of it ,therefore you have deletion problems.

Data dictionary

A data dictionary can be thought of as meta data: data about data. This lists the attributes of an entity and the properties for each attribute. The main properties listed are attribute name, data type, size validation and an indication of primary or foreign key.

Data domain 

Data domain refers to all the unique values which a data element may contain. For example a field for gender may contain M or F. This is known as the data domain.
Data duplication problems
Making sure that each data item is stored only once in a database. 

Data entity

Represents one thing, a person or object.
Data insertion problems

With data insertion problems there is normally no way of entering only part of the flat file database. For example, with a library member, details might be stored only once a person borrows a book so there would be no way of storing the person’s details if they haven’t borrowed a book yet.

Data integrity

Data integrity is enforced in a database system by a series of integrity rules. This makes sure data are consistent and correct. The types of integrity constraints used within a relational data model are entity integrity and referential integrity.
Data model

A data model is used to describe how data are represented and stored. The data model is in first normal form (1NF) if it has no multi-valued attributes. The data model is in second normal form (2NF) if it is in 1NF and there are no partial dependencies. The data model is in third normal form (3NF) if it is in 2NF and there are no non-key dependencies.
Data modelling 
This is the process of defining entities, attributes and relationships. The result is called a data model.

Data modification problems

If you want to update a person’s details on a flat file system you may have to update every time the details are used in the database, leading to possible mistakes and modification problems.

Data retrieval

Information stored on a database is made easier to access by improved data retrieval. This means it is easier to access and use. 

Data type 

Each attribute in a database must have a particular data type. This data type depends on the properties of the data you require to store.
Entity integrity
Every entity must have a primary key. This should be a unique value and can not be a null value; it cannot be left blank.

Entity occurrence modelling

A method of identifying relationships between entities that allows you to show how the instances of each entity are linked in a diagram. For example, you could use a line to indicate a link for each time a member borrowed a book from a library. You must have good sample data to work with to show all possible relationships.

Entity relationship diagrams 
These diagrams show how the entities that make up a relational database are linked together. Using cardinality the relationships are displayed using a straight line to link the entities, which are represented by a rectangle.
First normal form

The aim of the first normal form (1NF) is to remove repeating groups by creating a new entity.
Foreign key

A foreign key is an attribute in one entity and a primary key in another entity. It is used to form a relationship and is always on the many side. A foreign key must have the same data type as the corresponding primary key.
Integer 

Used to hold whole numbers, for example 3, 1234, 0, –5.
Link

Reference to a file by linking to a file outwith the database, for example object linking and embedding.
Lookups 

A lookup is a feature of a relational database that is used to ensure referential integrity. You can lookup a value for one attribute from another, for example you can lookup the values for a foreign key from a primary key.
Many-to-many relationships

A many-to-many relationship can be thought of as a connection between two entities where many occurrences on one entity are related to many occurrences in another entity. For example, in a library each book can be borrowed by many members and each member can borrow many books, giving a many-to-many relationship between members and books.
Meaningful identifiers

A meaningful identifier should only be used as a key if it can be guaranteed not to change.
Multi-valued attributes

An attribute that has more than one value stored within it. 

Name
Meaningful/sensible field names should be chosen. These should be consistent across all tables, for example use member number or customer number instead of just M or C.
Non-key dependency

This occurs when attributes do not depend on the primary key.
Normalisation 
Normalisation is a process used to try to remove insertion, update and deletion anomalies. A relational database can be described as normalised if it is in third normal form (3NF). 3NF tables should not have insertion, update and deletion anomalies.

Non-null primary key

Primary keys must have a value and cannot be left blank when data is being entered into each entity.

Null values

This occurs when an attribute is left blank. A primary key can never have a null value. 

Object 

A file created using another application program, for example a picture or sound file or a word-processed document. Objects can be linked in a relational database.
One-to-one relationships

A one-to-one relationship is a connection between two entities where one entity is related to one occurrence in another entity. For example, one student can only have one locker, giving a one-to-one relationship.

One-to-many relationships

A one-to-many relationship is a connection between two entities where one entity is related to many occurrences in another entity. For example, in a class one teacher teaches many students, giving a one-to-many relationship.
Partial key dependency

This is where attributes depend on only part of a compound/concatenated key.
Presence check

This validation rule specifies if an attribute can be left blank or if it must contain a value.
Primary key

A primary key uniquely identifies each instance in an entity. It is used to form a relationship and is always on the one side.
Problems of first normal form 
After first normal form you can still have modification, insertion and deletion anomalies. 
Queries 

These are used to allow users to search, sort and perform calculations on the stored information.
Range check

This validation rule specifies if an attribute must be between a certain range of values, for example a number must be entered between 1 and 10. No other value is allowed.

Real data type 

This is used to hold numbers with decimal points, for example 3.14, 1234.0, –5.2

Referential integrity

Referential integrity ensures consistency between linking of tables through primary and foreign keys. For a relationship to work correctly the properties defined in the data dictionary for each matching primary and foreign key must be the same, for example they must be of the same data type, size and validation. This means any attribute in an entity that is a foreign key can only contain values from the primary key. 

Repeating groups 

This is where more than one value is stored within an attribute. 

Restricted choice 

This validation rule specifies a list from which a choice can be made to fill a value into an attribute. This may be a person’s title, for example Mr, Mrs, Miss, Ms.
Scripting for navigation

In a database application the buttons that form part of the user interface use a scripting language to perform operations. Scripts are small programs written in a high-level programming language and when the button is pressed the program is executed.

Second normal form 

The aim of second normal form (2NF) is to remove partial dependency. That means to remove attributes that are only dependent on part of the primary key. This only applies to entities where the primary key is made up of two or more attributes (compound/concatenated key). Attributes which are uniquely described by only part of a compound/concatenated key are said to be partially dependent on the primary key. You need to move the partially dependent attributes to a new entity along with the part of the compound/concatenated key they are dependent on. This part of the key is then a foreign key in the original entity and the primary key in the new entity.

Simple macros 

Macros are small programs that can be developed within an application package. A macro is a sequence of instructions that can be used to automate complex or repetitive tasks. Macros normally record a sequence of events and are then stored and reused. 

Single-valued attributes

An attribute that has only one value stored within it. 

Sorting (multiple fields, ascending/descending)

Information is put into a particular order. Attributes may be sorted in ascending or descending order, numerically or alphabetically.
Surrogate key

If there is no unique key or there would be too many attributes in a compound key then a unique identifier may be made up. This is the surrogate key.
Text

Text can hold a combination of letters and numbers.
Third normal form

The aim of the third normal form (3NF) is to remove attributes that do not depend on the primary key. This means that if an attribute can be derived from another attribute then it can be removed to a new entity. You remove the non-key dependency by removing the attributes, and the non-key field they are dependent on, into a new entity, and making the determinant field the primary key. The non-key field then becomes a foreign key in the original entity.
Time 

This is a special data type that allows you to store time in various different formats, for example hh:mm:ss.
Un-normalised form
An un-normalised form (UNF) is data in a form that has repeating groups and has not been normalised.

User views 

These can be used to help with data entry and to display output to the user. It means the whole table is not shown at once and the user interface is based on a form view and is more friendly. 

Validation 

Validation is the process of checking if an attribute satisfies certain specified rules. The validation rules may include a presence check, range check or restricted choice.
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