
A database is a vast store of information consisting of records. A record contains information relating to one person or one company and is made up of individual pieces of information called fields. For example, you may create your records with the following fields: company name, address, telephone number, credit limit, amount owed, payment due, etc.  When all the information has been entered, the database can be used to search for particular information. This is called cross-referencing and allows you, for example, to find out at the end of the month who the company owes money to and how much, in order to settle accounts. New information can be entered and the database is updated to include the new data, so that it is always up to date. The computer operated by the DVLA in Swansea (Driving Vehicle Licensing Authority) is an example of a large database. Information relating to every motor vehicle in the U.K. is stored on computer. This information can be accessed to find out who owns a particular car.

In word processing, a computer behaves like an advanced form of typewriter. Facilities are provided for entering, manipulating, storing and retrieving blocks of text. This means that standard letters and lists of names and addresses can be generated separately, and then letters to everyone on the list can be printed without the need to retype the document. The computer retrieves the letter and the first name and address, prints the letter, retrieves the next name and address, changes the information in the letter, and prints the next letter and so on. This feature is known as mail merge.

A spreadsheet contains rows and columns of boxes called cells in which financial values can be entered. As well as values, text and formulas can be added, text is used to label cells, e.g. 'TOTAL'; formula is used to tell the computer how to calculate the value which is to be entered into that cell. Spreadsheets can be used to forecast, for example, what would happen to company profits under various conditions such as an increase in costs, for example.

Presentation software allows you to create slide shows, which can be viewed on a computer screen, on an overhead projector or on the Internet. It is possible to import existing text and graphics files into a presentation and to use special themes and colour schemes. Animation, video, sound and transition effects can be applied to create a multimedia experience.
