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1. Database 

A database is an organized collection of data relating to specific topic. It is made up of fields 
and records. 

2. A Field 
 

A field is an item of data or a column in a database file. The above data base file has 8 fields. 

3. A Record 
 

Each row in a database is called a Record. The above database has 4 Records. 

 

 

 

 

 

4. Sorting Record 

Sorting Records means arranging data in a particular order. 

5. Adding a Record 

  Adding a record means to insert a new record in a database. 

6. Editing a Record 

Editing means to change the existing record 

7. Searching a Record 

To search a record in a database means to find a record. 

8. Graph 
The pictorial representation of information in called a graph. It is a tool for displaying data. 
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