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Spreadsheet: 
 

 
 
 
Database: 
 

 
A database is used to create and manage large amounts of information in one place. Fields are established 

representing single pieces of information (for example, first name, last name, address). A complete set of fields 

represents one record. You can create a database to organize contact information for family, friends, and business 

associates or to organize a collection of recipes, books, or CDs. 

 
 
Sample Chart: 
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A spreadsheet organizes 

information into columns and 

rows. A spreadsheet may be 

used to calculate the earnings 

of a business or it simply may 

be used to keep track of 

monthly bills. 

A chart provides a graphic 

display of values. Often times, a 

chart is a user-friendly visual 

depiction of trends for a 

financial quarter, profits for a 

business, or the allocation of 

personal expenses. 


