
Not at all A little bit Moderately Extensively

understand and use the basic structure 
of a database

files

fields

records

tables

queries

forms

reports

modify existing records

add new records

add headers and footers to a report

add graphics

search data to locate specific records

perform basic sort function

filter data

create labels

Do you know how to create and use a database to support and enhance teaching and learning in the 
classroom?  How comfortable are you with the following database components?  Place a check mark in the 
appropriate response.
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