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analog Representation of data using continuous signals, like a clock with a second 
hand that moves continuously around the face. It is measuring time. 

attachment A file sent along with an email message. 

clipboard 

A temporary memory area, used to transfer information within a 
document being edited or between documents or between programs; 
where the computer stores data when you use the commands "cut" or 
"copy". 

copyright The exclusive rights of ownership to a piece of intellectual property, such 
as literature, music, art, or software. 

digital 
Representation of data using the binary system: on and off, like a digital 
watch (with an LED display) where the seconds are either on or off. It is 
counting time.  

formula An equation that performs mathematical operations on a spreadsheet. 

graphics Pictures or images with file extensions such as .jpeg, .jpg, .bmp, .gif, and 
.png. 

homepage The main page out of a collection of web pages; also, the page your 
browser is set to use when it opens. 

tab Key which moves the cursor on the screen to a preset location in a word 
processing document, or to the next cell in a database or spreadsheet. 

template 
A pre-designed document, presentation or web page that contains little or 
no information, but indicates where specific information should be placed; 
a guide for creating a document.  

 


