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D.	 1. �Structured Data
	 2. Digital data
	 3. Notepad
	 4. Data visualisation 
	 5. Touch signals 
E.	 1. �Data collection refers to the process of gathering information. You can collect data in many 

simple ways that help you understand patterns or make informed decisions. Two methods of 
data collection are: 

	 • � Observation: One of the easiest ways to collect data is by observing things around you. You 
can gather information simply by watching and counting certain events or activities.

	 • � Surveys and Questionnaires: Another simple method is to ask questions and record the answers. 
This is called a survey or questionnaire. You can ask a group of people about something and 
collect their responses.

	 2. A database consists of three key components:
	   • � Table: A collection of similar data, such as a list of all students. 
	   • � Row (Record): One entry in the table, like details about one student. 
	   • � Column (Field): Specific information about each record, such as a student’s name or marks.
	 3. Two features of spreadsheets that help in analysing data are:
	   • � Spreadsheets allow you to perform calculations, such as finding averages or totals. 
	   • � They enable you to create charts and graphs to visually track and analyse data, such as 

progress over time.
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	 4. Two advantages of using tables to organise data are:
	   • � Tables make it easy to compare values, such as identifying the highest or lowest marks in 

each subject. 
	   • � Tables help in identifying patterns, like spotting trends in students' performance across 

subjects.
	 5. Four steps to clean and organise data are:
	   Step 1 � Remove errors or duplicates: This involves checking for mistakes or repeated 

information. 
	   Step 2 � Fill missing values: Missing data should be added or corrected to ensure accuracy. 
	   Step 3 � Arrange data in order: Sorting data to identify trends and makes comparison easier. 
	   Step 4 � Group related items: Organising similar data together.

Do it yourself.

think & apply


