These are words that you need to understand for the computer test Friday:

Spreadsheet – A program used to organize data in columns and rows for calculating figures; it is mainly used for bookkeeping and creating graphs
Database – a collection of similar data used for easy retrieval by filtering
Filter- a process used in a database to sort and search information

Word processing – A program used to enter text (words) in such a way that the font, size, and text can be changed accordingly.  (cut, copy, paste, etc.)
Desktop publishing – A program used to design a professional looking page for a newspaper, book, or project; used in advertising and other publications; text and pictures can be combined on the same page
Uploading – to transfer data from your computer to someone else’s, the internet, or a disk
Downloading – to transfer data to your computer from the internet, someone else’s computer, or a disk 
Public domain – information that is available to anyone and usually has no copy right, patent, or other restricting uses.  It can legally be recopied and shared (shareware).
Copyright- the legal right to the publication, production, sale, or distribution of written work, music or artistic work.  (having permission to copy)
Cell – one block of a spreadsheet or chart
Sort – to arrange database information in ascending or descending order according to size, shape, class, etc so that it can be easily accessed later.  
Search – to look for specific data in a database; programs for optimal searching include Find, Google, Ask Jeeves, and Yahoo
Telecomputing – Working at home by using a modem connected to the business’s modem and talking with, or communicating by the internet
Efficient- the best, easiest, or quickest method to do something
Ethical- the legal or right thing to do
Utility-useful
Retrieve- to bring back
Baud rate-the speed that data is transmitted
Sophisticated- advanced, complex, not simple, 
Card catalog- a method of organizing books in a library; traditionally this was done manually in drawers where cards on all books were placed in ABC order.  Today this is done on a computer through a database.
