KNOWLEDGE ORGANISER
BIG IDEA: Digital Literacy
TOPIC: Databases and Spreadsheets

records and fields

This is called a Field.

Explain the layout of a database, including

Be able to create a query in a database
using a simple search
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Query A question... that requests information.
Paper based Database Digital Database
Report A way to view the results in your database in a
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Workbook A spreadsheet that contains formulas, functions,
values, text, and visual aids ¢ Safe from ¢ Can be lost * Reduce updating * People need to be
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Formatting highlighted
Function Where you can calculate the total, average,
highest and lowest value
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Be able to use conditional
formatting in a document
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