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Welcome to Computer Basics Vocabulary Guide — your essential companion for mastering the language of computers. This book has been crafted to complement your Basic Computer Application Course, providing a clear and concise collection of terms and concepts.

Dive into the digital world confidently as you explore fundamental hardware and software components. Each term is thoughtfully explained to make your learning journey enjoyable and effective. Elevate your computer literacy and navigate the tech landscape with ease.

Happy learning!
— The Author
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Unit 1: Problem-Solving and Computing


  	Word	Definition

  
    	Problem	A matter or situation that presents uncertainty or difficulty and requires a solution or resolution.

    	Strategy	A plan or approach designed to achieve a specific goal or outcome.

    	Process	A series of actions or steps taken to achieve a particular result or goal.

    	Brainstorm	A group or individual activity focused on generating creative ideas or solutions through spontaneous and free-flowing thinking.

    	Problem-solving process	A structured approach or method used to identify, analyze, and resolve issues or challenges.

    	Define	To establish the meaning, nature, or scope of something by providing a clear and concise explanation or description.

    	Prepare	To make ready or get something ready for a particular purpose or activity.

    	Try	To make an attempt or effort to accomplish something.

    	Reflect	To think deeply or carefully about something, often reviewing past experiences or actions to gain insight or learning.

    	Computer	An electronic device that processes data, performs tasks, and stores information.

    	Input	Information or data that is entered into a computer system for processing.

    	Output	The processed or manipulated information produced by a computer system.

    	Compute	To perform mathematical calculations or processes using a computer.

    	Processing	The manipulation, transformation, or analysis of data by a computer.

    	Storage	The retention and preservation of data or information in a computer system for future use.

    	App	Short for 'application,' it refers to software designed to perform specific tasks or functions on a computer or mobile device.

    	Peer review	An evaluation process where work or ideas are assessed by individuals of similar competence, often leading to constructive feedback or critique.

    	Feedback	Responses, opinions, or evaluations provided to improve or assess performance, often given as a response to a task or activity.

  


18 terms
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Unit 2: Word


  	Word	Definition

  
    	Font	A specific style and design of text characters, such as Arial, Times New Roman, etc.

    	Font family	A group or collection of fonts that share a similar design but may vary in weight, style, or size, like Arial or Helvetica.

    	Font value	Refers to the selected font or typography used for text within a document or application.

    	Font size	The measurement of the height of characters in a font, typically represented in points (pt).

    	Document	A digital file or space used for creating, storing, and editing written or graphical content.

    	Page size	The physical dimensions (width and height) of a page within a document, like A4, Letter, etc.

    	Page layout	The arrangement and organization of content on a page, including elements like text, images, margins, and columns.

    	Margin	The space between the edge of a document or page and its content, used for design and readability purposes.

    	Paragraph	A section of text with a distinct beginning and ending, often marked by indentation or spacing.

    	Justification	The alignment of text along the margins, including options such as left, right, centered, or justified (evenly aligned on both sides).

    	Line spacing	The vertical space between lines of text within a paragraph.

    	Table	A grid or structure composed of rows and columns used to organize and display data or information.

    	Column	A vertical division or section within a table that runs from top to bottom.

    	Row	A horizontal division or section within a table that runs from left to right.

    	Insertion point	The blinking cursor or marker indicating the current location for entering or editing text within a document.

    	Insert	To add or place new content into an existing document or file.

    	Cell	The intersection of a row and column within a table, used to contain individual pieces of data.

    	Properties	Attributes or characteristics that define or describe an element or object, like text, images, or tables.

    	Sort	To arrange data in a specific order based on certain criteria, such as alphabetical or numerical order.

    	Ascending	Sorting data in an order from smallest to largest or from A to Z.

    	Descending	Sorting data in an order from largest to smallest or from Z to A.

    	Header	Information that appears at the top of every page in a document, often containing page numbers, titles, or dates.

    	Split	Dividing a cell, document, or window into multiple sections or parts.

    	Merge	Combining multiple cells, rows, or columns in a table into a single larger cell.

    	Formula	A set of mathematical or logical operations used to perform calculations or manipulations within a spreadsheet or document.

    	Style	Formatting presets that define the appearance of text or elements within a document, such as font, color, size, etc.

    	Layout	The overall arrangement and organization of content within a document or page.

    	Graphic	Visual elements, such as images, charts, or illustrations, used to complement or convey information within a document.

    	Wrap text	Formatting option that allows text to flow around an image or object in a document.

    	Size	The physical dimensions or measurements of an object, text, or graphic.

  


30 terms
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Unit 3: Excel


  	Word	Definition

  
    	Spreadsheet	A digital document or application used to organize, analyze, and store data in rows and columns.

    	Workbook	A file containing one or more worksheets or spreadsheets used to organize data.

    	Worksheet	A single spreadsheet within a workbook used to enter, edit, and analyze data.

    	Cell reference	The unique address used to identify a specific cell in a spreadsheet, such as A1, B2, etc.

    	Range	A group of two or more cells within a spreadsheet, often used for calculations or formatting.

    	Function	A predefined formula used to perform specific calculations or operations in a spreadsheet.

    	Absolute reference	A cell reference that remains constant, regardless of where the formula is copied or moved.

    	Relative reference	A cell reference that changes relative to the position of the formula when copied or moved.

    	Chart	A graphical representation of data in a spreadsheet, such as bar charts, pie charts, or line graphs.

    	Filter	A tool used to display specific data that meets certain criteria, hiding other data temporarily.

    	Data validation	A feature that restricts the type or range of data that can be entered into a cell.

    	Conditional formatting	A feature that applies formatting to cells based on specific conditions or criteria.

    	Pivot table	A data summarization tool used to reorganize and analyze large datasets.

    	AutoSum	A function that automatically calculates the sum of a selected range of cells.

    	Average	A statistical function that calculates the mean of a set of values.

    	Count	A function that counts the number of cells that contain numbers within a range.

  


16 terms

images/logo.png
iLearnPub





images/books.png





images/cover.jpg





