
TIPS TO ORGANIZING DATA

Foreign Key: When a primary key is also included in another table for the 
purpose of linking the �elds together, it is called a foreign key.

* The Invoice Number (Inv #) is the primary key for the Invoice List and 
the Customer Number (Cust #) is the foreign key.
 

Primary Key: In order to distinguish one record from any other record, each table 
should have a primary key de�ned. A primary key is the central �eld that uniquely
identi�es each each record in atable. 

* The Customer Number (Cust #) is the primary key on the Customer List.

When evaluating how to collect your data, it is 
important to understand how the data will be stored. 

 A �eld is an attribute of an entity. Think of a �eld as a category of data. 
* There are 8 �elds in the in the Customer List, including First, Last, and Birth Date.

Field

An entity is a person, place, object, or event about which we want to store and 
report information. For example, businesses need to keep track of customers, sales
employees, inventory and payments.

Entity

A record is a collection of related �elds, each associated with the same entity. 
* The top row in the Customer List is record for Ginny Braithwaite.

Record

A table is a collection of records, each having the same �eld structure. 
* The Customer List is a table.

Table

A database is a collection of tables that help an organization manage its entities.
Database

Data Building Blocks

It is common for many small to medium-sized 
businesses to have up to 30% duplicate 

records in their business processes.

Using accurate, complete, and duplicate free data 
to make informed decisions

30%

If you plan on using your data to make informed decisions, 
you need to make sure your data is accurate, 

complete, and duplicate free.

Customer List

When combining information from multiple tables into 
one table, we begin to see data duplication. Look at 
rows 9, 10, and 15 on the Invoice List. Kristen Reis’ 
customer information has been entered 3 times.  

Data Duplication

Invoice List

Duplicate data causes:

Inaccurate Reporting and Less Informed Decisions

Poor Business Process and Low Employee Con�dence

Revision Control Challenges and Increased Overhead


