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Key Word Definition

Business A particular company that buys and sells 
goods and services

Database A database is a collection of data or 
information which is stored in a sensible 
(logical) way

Query A question… that requests information. 

Formula
All  must BEGIN with an EQUAL SIGN (=). 
They are used to calculate results

Graph
A visual representation of the data in the 
spreadsheet.  E.g PIE chart, line chart, bar 
chart

Conditional 
Formatting

Where the values following a rule are 
highlighted

Function Where you can calculate the total, 
average, highest and lowest value

Spreadsheet Key terms

Database key terms

Business Plan – Key elements:

 An idea (What is the idea?  What makes it different 
than existing products?  What is its unique selling 
point? Product / Service – A description of what the 
business is offering.)

 Mission/ aims (states the goal of the business )

 Product/ service list (a list of products/ services you 
offer and their prices)

 Rivals (Who will your main competitors be?  How long 
have they been established?  Where do they operate?

 Target audience (Who will your target audience be? 
Consider age, gender, location etc)

 Marketing (How are you going to advertise and 
market your product
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