

Using Microsoft Excel
Spreadsheet: an electronic file that contains a grid of columns and rows used to organize related data and to display results of calculations, enabling interpretation of quantitative data for decision making
Spreadsheet program: a computer application, such as Microsoft Excel, that you use to create and modify electronic spreadsheets
Worksheet: is a spreadsheet that contains formulas, functions, values, text, and visual aids
Workbook: is a collection of one or more related worksheets contained within a single file
Input area: is a range of cells containing values for variables used in formula
Output area: is a range of cells containing results based on manipulating the variables
Formula Bar: displays the content (text, value, date, or formula) in the active cell
Sheet tab: displays the name of a worksheet within a workbook
Cell: is the intersection of a column and row
Cell address: identifies a cell by a column letter and a row number
Active cell: is the current cell, indicated by a dark border
Value:  is a number that represents a quantity or an amount
Formula: is a combination of cell references, operators, values, and/or functions used to perform a calculation
Order of precedence (aka order of operations): controls the sequence in which Excel performs arithmetic operations – BEDMAS
Auto Fill: enables you to copy the contents of a cell or cell range or to continue a sequence by dragging the fill handle over an adjacent cell or range of cells.
Fill handle: is a small black square at the bottom-right corner of a cell
Column width is the horizontal measurement of a column
Range: is a rectangular group of cells
Horizontal alignment: specifies the position of data between the left and right cell margins
Vertical alignment: specifies the position of data between the top and bottom cell margins
Wrap text: enables a label to appear on multiple lines within the current cell
Semi-selection (or pointing): is the process of using the mouse pointer to select cells while building a formula
Relative cell reference: indicates a cell’s relative location from the cell containing the formula; the cell reference changes when the formula is copied
Absolute cell reference: indicates a cell’s specific location; the cell reference does not change when you copy the formula (An absolute cell reference appears with a dollar sign before both the column letter and row number, such as $B$5)
Mixed cell reference: contains both an absolute and a relative cell reference in a formula; the absolute part does not change but the relative part does when you copy the formula (a. $B5 and B$5 are examples of mixed cell references. In the reference $B5, the column B is absolute, and the row number is relative; when you copy the formula, the column letter, B, does not change, but the row number will change)
Circular reference: occurs when a formula directly or indirectly refers to itself (EX: you enter the formula =A8-C8 in cell C8)
Function: is a predefined formula that performs a calculation
Syntax: is a set of rules that govern the structure and components for properly entering a function
Argument: is an input, such as a cell reference or value, needed to complete a function. (Arguments are enclosed in parentheses, with the opening parenthesis immediately following the function name)
Formula AutoComplete: displays a list of functions and defined names as you enter a function
Function ScreenTip: is a small pop-up description that displays the arguments for a function as you enter it
SUM function: calculates the total of values contained in two or more cells
AVERAGE function calculates the arithmetic mean, or average, of values in a range
MEDIAN function identifies the midpoint value in a set of values.
MIN function displays the lowest value in a range.
MAX function identifies the highest value in a range
COUNT function tallies the number of cells in a range that contain value
COUNTBLANK function tallies the number of blank cells in a range.
COUNTA function tallies the number of cells in a range that are not empty
TODAY function displays the current date
NOW function displays the current date and time
IF function evaluates a condition and returns one value if the condition is true and a different value if the condition is false
Logical test: is an expression that evaluates to true or false
Nested function is a function that contains another function embedded inside one or more of its arguments
Lookup table is a range that contains data for the basis of the lookup and data to be retrieved
Breakpoint: is the lowest value for a specific category or series in a lookup table
VLOOKUP function looks up a value in a vertical lookup table and returns a related result from the lookup table
Lookup value is a reference to a cell containing a value to look up
Table array is a range containing a lookup table
Column index number is the argument in a VLOOKUP function that identifies from which lookup table column to return a value.
HLOOKUP function looks up a value in a horizontal lookup table where the first row contains the values to compare with the lookup value
PMT function calculates the periodic payment for a loan with a fixed interest rate and fixed term
rate is the periodic interest rate, such as a monthly interest rate.
nper is the number of total payment periods
pv is the present value of the loan
Range name is a word or string of characters that represents one or more cells
Chart is a visual representation of numerical data.
Data point is a numeric value that describes a single value on a chart
Data series is a group of related data points
Category label is text that describes a collection of data points in a chart
Column chart displays data comparisons vertically in columns
· Chart area contains the entire chart and all of its elements
· Plot area contains a graphical representation of values in a data series
· X-axis is a horizontal line that borders the plot area to provide a frame of reference for measurement.
· Y-axis is a vertical line that borders the plot area to provide a frame of reference for measurement
· Category axis provides descriptive group names for subdividing the data series.
· Value axis displays incremental values to identify the values of the data series
· Single data series compares values for one set of data
· multiple data series compares two or more sets of data in one chart
· clustered column chart groups or clusters similar data in columns to compare values across categories
· legend is a key that identifies the colour, gradient, picture, texture, or pattern fill assigned to each data series in a chart.
· stacked column chart places stacks of data in segments on top of each other in one column, with each category in the data series represented by a different colour
· 100% stacked column chart places (stacks) data in one column per category, with each column having the same height of 100%
· 3-D chart adds a third dimension to each data series, creating a distorted perspective of the data
Bar chart compares values across categories using horizontal bars
Line chart uses a line to connect data points in order to show trends over a period of time
Pie chart shows each data point in proportion to the whole data series as a slice in a circular pie
Exploded pie chart separates one or more pie slices from the rest of the pie chart
Area chart emphasizes magnitude of changes over time by filling in the space between lines with a colour.
X Y (scatter) chart shows a relationship between two variables
Stock chart shows the high, low, and close prices for individual stocks over time.
Surface chart displays trends using two dimensions on a continuous curve
doughnut chart displays values as percentages of the whole but may contain more than one data series.
bubble chart shows relationships among three values by using bubbles
radar chart compares aggregate values of three or more variables represented on axes starting from the same point
sizing handle: (indicated by faint dots on the outside border of a selected chart) enables you to adjust the size of the chart
sparkline is a miniature chart contained in a single cell
Chart title is a label that describes the chart
axis title is a label that describes either the category axis or the value axis
data label is the value or name of a data point
gridline is a horizontal or vertical line that extends from the horizontal or vertical axis through the plot area
Trendline is a line used to depict trends or forecast future data
Freezing keeps rows and/or columns visible as you scroll through a worksheet
Page break indicates where data starts on a new printed page
Print area defines the range of data to print
Table is an area in the worksheet that contains rows and columns of related data formatted to enable data management and analysis
Field is an individual piece of data, such as a last name
Record is a complete set of data for an entity
Table style controls the fill colour of the header row, columns, and records in a table
Sorting arranges records in a table by the value of field(s) within a table
Filtering is the process of displaying only records that meet specific conditions
Structured reference is a tag or use of a table element as a reference in a formula
Total row appears as the last row of a table to display summary statistics, such as a sum
SUBTOTAL function calculates an aggregate for values in a range or database
Conditional formatting highlights or emphasizes cells that meet certain conditions
Color scale is a conditional format that displays a particular colour based on the relative value of the cell contents to other selected cells
Icon set is a conditional format that displays an icon representing a value in the top third, quarter, or fifth based on values in the selected range
*********PRINT P. 102 & p. 156 & P. 212
Using Microsoft Access
Object: in an Access database is a main component that is created and used to make the database function
Field is the smallest data element contained in a table. Examples of fields are first name, last name, address, and phone number
Record: is a complete set of all of the data elements (fields) about one person, place, event, or concept
Table: (the foundation of every database) is a collection of related records
Database: consists of one or more tables to store data, one or more forms to enter data into the tables, and one or more reports to output the table data as organized information
Navigation Pane: (on the left) organizes and lists the database objects in an Access database
Datasheet view is where you add, edit, and delete the records of a table
Design view is where you create tables, add and delete fields, and modify field properties
Primary key is the field (or combination of fields) that uniquely identifies each record in a table
Form: is an object that enables you to enter, modify, or delete table data
Query: is a question that you ask about the data in the tables of your database
Criterion (criteria, pl): is a number, a text phrase, or an expression used to filter the records in a table
Report: contains professional looking formatted information from underlying tables or queries	
NOTE: Word, Excel, and PowerPoint all work primarily from memory (work is not automartically saved to hard drive). Access, on the other hand, works primarily from storage. As you enter and update the data in an Access database, the changes are automatically saved to your hard drive
Access speed measures the time it takes for the storage device to make the file content available for use
Compact and Repair reduces the size of the database
Backup creates a duplicate copy of the database
Filter displays a subset of records based on specified criteria
Filter by Selection displays only the records that match the selected criteria
Filter by Form displays table records based on multiple criteria. Filter by Form enables the user to apply the logical operators AND and OR.
Comparison operator is used to evaluate the relationship between two quantities to determine if they are equal or not equal; and, if they are not equal, a comparison operator determines which one is greater than the other
Sort lists records in a specific sequence, such as ascending by last name or ascending by EmployeeID
Ascending sorts a list of text data in alphabetical order or a numeric list in lowest to highest order
Descending sorts a list of text data in reverse alphabetical order or a numeric list in highest to lowest order
Relationship is a connection between two tables using a common field
Excel vs. Access
USE ACCESS:
You should use Access to manage data when you: 
· Require multiple related tables to store your data. 
· Have a large amount of data. 
· Need to connect to and retrieve data from external databases, such as Microsoft SQL Server. 
· Need to group, sort, and total data based on various parameters. 
· Have an application that requires multiple users to connect to one data source at the same time.

USE EXCEL
You should use Excel to manage data when you: 
· Only need one worksheet to handle all of your data (i.e., you do not need multiple worksheets). 
· Have mostly numeric data—for example, you need to maintain an expense statement. 
· Require subtotals and totals in your worksheet.
· Want to primarily run a series of “what if” scenarios on your data. 
· Need to create complex charts and/or graphs.

Access is known as a relational database management system (RDBMS); using an RDBMS, you can manage groups of data (tables) and then set rules (relationships) between tables

Join lines enable you to create a relationship between two tables using a common field
Foreign key is a field in one table that is also the primary key of another table
Enforce referential integrity ensures that data cannot be entered into a related table unless it first exists in the primary table
Table: is a storage location in a database that holds related information. A table consists of records, and each record is made up of a number of fields
calculated field: produces a value from an expression or function that references one or more existing fields
constant is an unchanging value, like a birth date
Date arithmetic: is the process of subtracting one date from another, or adding or subtracting a constant from a date
Data redundancy is the unnecessary storing of duplicate data in two or more tables
CamelCase notation uses no spaces in multi-word field names, but uses uppercase letters to distinguish the first letter of each new word
Data type determines the type of data that can be entered and the operations that can be performed on that data
AutoNumber data type is a number that automatically increments each time a record is added.
field property is a characteristic of a field that determines how the field looks and behaves
text data type can store either text or numerical characters
number data type can store only numerical data
caption property: is used to create a more readable label that appears in the top row in Datasheet view and in forms and reports
validation rule prevents invalid data from being entered into the field
When referential integrity is enforced, you cannot enter a foreign key value in a related table unless the primary key value exists in the primary table
Cascade Update Related Fields is an option that directs Access to automatically update all foreign key values in a related table when the primary key value is modified in a primary table
Cascade Delete Related Records is an option that directs Access to automatically delete all records in related tables that match the primary key that is deleted from a primary table
Indexed property setting enables quick sorting in primary key order and quick retrieval based on the primary key
One-to-many relationship is established when the primary key value in the primary table can match many of the foreign key values in the related table
Query enables you to ask questions about the data stored in a database
Query Design view enables you to create queries; the Design view is divided into two parts— the top portion displays the tables, and the bottom portion (known as the query design grid) displays the fields and the criteria
Simple Query Wizard provides dialog boxes to guide you through the query design process
Select query displays only the records that match the criteria entered in Design view
Field row in the Query Design view displays the field name
Table row in the Query Design view displays the data source
Sort row in the Query Design view enables you to sort in ascending or descending order.
Show row in the Query Design view controls whether the field will be displayed in the query results
Criteria row in the Query Design view determines which records will be selected
Delimiter: is a special character that surrounds the criterion’s value (text enclosed in quotation marks, date enclosed in #)
Wildcard is a special character that can represent one or more characters in the criterion of a query (ex: Ra* when you want to search all words starting with Ra)
Comparison operator [such as equal (=), not equal (<>), greater than (>), less than (=), and less than or equal to (<=)] can be used in the criteria of a query
Null is the term Access uses to describe a blank field
Query sort order determines the order of records in the query’s Datasheet view
AND logical operator returns only records that meet all criteria
OR logical operator returns records meeting any of the specified criteria
NOT logical operator returns all records except the specified criteria
Run command (the red exclamation point) is used to produce the query results.
Multi-table query contains two or more tables. It enables you to take advantage of the relationships that have been set in your database
Related tables are tables that are joined in a relationship using a common field
Order of operations determines the sequence by which operations are calculated in an expression
Expression is a formula used to calculate new fields from the values in existing fields
Constant refers to a value that does not change
Syntax is the set of rules that Access follows when evaluating expressions
Expression Builder is a tool to help you create more complicated expressions
Function produces a result based on inputs known as arguments
Argument is a variable or constant that is needed to produce the output for a function.
Pmt function calculates the monthly loan payment given the interest rate (monthly), term of the loan (in months), and the original value of the loan (the principal)
IIf function evaluates an expression and displays one value when the expression is true and another value when the expression is false
Date formatting affects the date’s display without changing the actual underlying value in the table
Using date arithmetic you can create expressions to calculate lapsed time
DatePart function enables you to isolate a specific part of a date, such as the year
Aggregate function performs calculations on an entire column of data and returns a single value (Aggregate functions—such as Sum, Average, and Minimum—are used when you need to evaluate a group of record values rather than the individual records in a table or query). Access refers to aggregate functions as Totals
Total row displays as the last row in the Datasheet view of a table or query and provides a number of aggregate functions
Totals query contains an additional row in the design grid and is used to display only aggregate data when the query is run (in contrast to using the Total row in a datasheet which shows both the detail records and the summary)
Form is a database object that is used to add data into or edit data in a table
· Most Access database applications use forms rather than tables for data entry and for looking up information. Three main reasons exist for using forms rather than tables for adding, updating, and deleting data. They are: You are less likely to edit the wrong record by mistake. You can create a form that shows data from more than one table simultaneously. You can create Access forms to match paper forms.

Form tool is used to create data entry forms for customers, employees, products, and other primary tables
Stacked layout form displays fields in a vertical column, and displays one record at a time
Tabular layout form displays records horizontally, with label controls across the top and the data values in rows under the labels.
Layout view is used to modify the design of a form
Split form combines two views of the same record source—one section is displayed in a stacked layout and the other section is displayed in a tabular layout
Splitter bar divides the form into two halves
Multiple Items form displays multiple records in a tabular layout similar to a table’s Datasheet view
Datasheet form is a replica of a table or query’s Datasheet view except that it still retains some of the form properties
Visual Basic for Applications (VBA) is Microsoft’s programming language that is built into all of the Office products
Layout control provides guides to help keep controls aligned horizontally and vertically, and give your form a uniform appearance
Office Theme is a defined set of colours, fonts, and graphics that can be applied to a form
Form Header section displays at the top of each form
Detail section displays the records in the form’s record source
Form Footer section displays at the bottom of the form
Use Form view to add, edit, and delete data in a form; the layout and design of the form cannot be changed in this view
Use Design view to perform advanced changes to a form’s design
Text box control displays the data found in a form’s record source
A label control is a literal word or phrase to describe the data
A bound control is a text box that is connected to a field in a table or query.
Unbound control is a label or other decorative design element, and is not connected to a source of data.
Calculated control contains an expresion that generates a calculated result when displayed in Form view
A report is a printed document that displays information from a database in a format that provides meaningful information to its readers
Report tool is used to instantly create a tabular report based on the table or query currently selected
A tabular layout report displays data horizontally across the page in a landscape view.
A stacked layout report displays fields in a vertical column
Report Wizard asks you questions and then uses your answers to generate a report
Label Wizard enables you to easily create mailing labels, name tags, and other specialized tags
Mailing label is a specialized report that comes preformatted to coordinate with name-brand labels, such as Avery
Report Header section prints once at the beginning of each report
Page Header section appears once at the top of each page
Page Footer section appears once at the bottom of each page
[bookmark: _GoBack]Report Footer section prints once at the bottom of the report
A Group Header section, when activated, will appear just above the Detail section in Design view, with the name of the field you are grouping
Group Footer section, when activated, will appear just below the Detail section in Design view, but only when you select this option in the Group, Sort, and Total pane
Report view enables you to see what the printed report will look like in a continuous page layout
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