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Basic Application Software

Compeiencies (Page 1 of 2)

= Discuss common features of most software
applications.

" Discuss word processors and word processing
features.

" Describe spreadsheets and spreadsheet
- features.

" Discuss database management systems and
database management features.
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Basic Application Software

Compeiencies (Page 2 of 2)

" Describe presentation graphics and
presentation graphics features.

" Discuss integrated packages.

" Describe software suites including office suites,
cloud suites, specialized suites, and utility

suites.

Computing Essentials 2013 © 2013 The McGraw-Hill Companies, Inc. All rights reserved.



Basic Application Software

Introduction

" Not long ago, trained specialists were
required to perform many of the operations
you can now do with a microcomputer.

" Competent end users need to understand the
capabilities of basic application software
including:

" Word processors
e 2 " Spreadsheets

= Database management systems

= Presentation programs
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Application Software

Basic Application Software

" Application software is end user software that
is used to accomplish a variety of tasks

" Two categories

= Basic applications

(focus of this chapter)

= Specialized applications
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Basic Application Software

Basic Applications

" Basic applications are used in nearly every
discipline and occupation.

" Common types
"= Word processors

= Spreadsheets

= Database management systems

= Presentation graphics
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Specialized Applications

" There are thousands of programs more
narrowly focused on specific disciplines and
occupations

" Includes:

= Graphics programs

e’ = Audio and video editors
W | = Multimedia authoring programs
! = Web authoring programs

= Virtual reality programs

Return
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Basic Application Software

Common Features

" Graphical User Interface (GUI)

fation
" Menus i T e e s e L
" Toolbars ' ‘

" Dialog Boxes

" |cons
" Windows

3-8
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Microsoft Office 2010

" Office 2010 is the latest version of Microsoft
Office
= Ribbons
=" Tabs

" Galleries
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Basic Application Software

Making IT Work for You
Speech Recognition

" Allows your voice to control application software
" Use your voice along with your mouse and keyboard

" Train the software

= Control a program row—
: 2 i
" Dictate a document | i o
~ 0 s -
,/ = “:V;dlng mr;;i—\\ 1 "m '.;muwunu;:o:n-m-wmlm
. these fatiands ." -5 / ket
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Basic Application Software

Word Processors

" Used to create text-based documents

= Memos, letters, and faxes

Newsletters, manuals, and brochures \//

" Word processing programs
= Microsoft Word

= Corel WordPerfect
= Apple Pages 1

3

0
0

3
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Basic Application Software

Word Processor Features

o i " Word Wrap
" Editing

" Thesaurus

= Find and Replace

= Spelling and grammar checkers

" Formatting

o = Font and font sizing _
Calabri ABCabc
" Character effects Impact ABCabe
= Bulleted and numbered lists e ABCabc
Broadway AECabc

3-12
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Word Processor Case

" Creating a Flyer Aohenture Trovel Tows

" Creating a Report

CallStudent Name at
1-800-555-0004 for

presentation locations,

full cotor brochures,

itinerary information,
costs, and trip dates.

3-13
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Creating a Flyer

Spelling Checker
fcmmmmmmmmmww

Basic Application Software

nwmmmw amar-free and

profassional-iooking document.

Aohverture Tro

Center-aligning ¥ of
the text in the fiyer creates:
( aeomma,w

‘Grammar Checker

]
2L Tours

Fonts and Font Size

Using Intaresting fonts and a large
font size In the flyer's tle geab the
reader’s sttention.

The word wrap feature

automatically determines
muatoemm lina of text
wdtobegnthenext,
Call Student Name at—'
1-800-555-0004 for - -
presentation locations, mm
full color brochures, 4 Imil_lﬂ 'd._ ha “‘, ’ ."_ .,l‘;“, _l_beh'_ >
itinerary information m“mwwm
costs, and trip dates, “WM“MM
visually interesting.

Incomplete sentences, awkvard wording, and incorvect

mmmmmaﬂmwu
grammar checker.
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Fanzania & Peru

Return
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Spreadsheets

" Programs that organize, analyze, and graph
numeric data

" Spreadsheet programs

° Fow numbers
" Microsoft Excel
| A | B | C D E F | G
m K
Corel Quattro ¥ Monthly Budget
3
Pro 4 Income
'S Wages 1800
6
° ] E
= Apple iWork's e ] = s
9 Rent 350
10 Loan Payment 220
N U m b e rS 1 Car Insurance 450
|12 Car Expenses 120
13 Total Expenses 1565
14
15 Net 235
A ‘6
Label Food Expensa using the functicn
SUM[DE: D12}

Catumn latters

Rangz from
D8 to D32

Value caleulated
Trom the fanmuiz
E5-£13
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Spreadsheet Feaiures

" Workbook vs. worksheet
" Formulas

" Range

" Analytical graphs or charts

® Recalculation
" What-if Analysis

3-17
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dsheet Features

® Functions

Computing Essentials 2013

" Prewritten formulas

Type Function Calculates
Financial PMT Size of loan payments
PV Present value for an investment

Mathematical SUM

Sum of the numbers in a range of cells

Basic Application Software

ABS Absolute value of a number
Statistical AVERAGE Average or mean of the numbers in a range of cells
MAX Largest number in a range of cellg
Logical IF Whether a condition is true; if true, a specified value is
displayed; if not true, then a different specified value is
displayed
AND Whether two conditions are true; if both are true, then

a specified value is displayed; if either one or both are
not true, then a different specified value is displayed

© 2013 The McGraw-Hill Companies, Inc. All rights reserved.
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| Spreadsheet Case

| " Creating a Sales Forecast

" Creating a Chart

® Analyzing Your Data
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Creating a Sales Forecast

Worksheets are usad for a wide rangs Text entries provide meaning to the values

of different applications. Onz of the I the warksheet. The rows are iabaled to

mast common uses is to create, identify the various sales and expense tems.

analyze, and forecast budgets. The columns are fabefed ta specify the
months.

Downtown Internet Café
First Quarter Forecast

JAN FEB MAR TOTAL AVG

3 Beverage $ 13600 $ 14600 $ 15600 $ 43800 § 14,600
9 Food $ 7100 $ 7300 $ 7400 S21800 § 7.267
10 Intemet $ 4000 $ 4300 $ 4500 $ 12800 § 4267
11 Merchandise $ 3100 $ 3200 $ 3300 S 9600 § 3200
12 Total Sales $ 27,800 § 20,400 $ 30,800 $ SRR
13 Expenses AR -
14 CostofGoods  § 6950 § 7300 § 7.600 § 2| CouScan CONn GOGIS NUMOES,
15 Payrol $ 7500 § 7,500 § 7.500 g2 lomulas andfunchions. Acells
16 Computers $ 6400 $ 6400 $ 6400 § 1 COMENEISindicated by ihe oW and
17 Lease $ 5500 $ 5500 § 5500 § 1/ columnlabels: For example, cell D15
18 Marieting $ 1000 $§ 1000 $ 1000 $ coniansanimbariorihe Payroll
19 Miscelanecus § 1500 § 1500 $ 1500 S | expense expected for March.
20 Total Expenses $ 28,850 § 29200 § 29,500 § 87,000 o 29,109
21 Income
| 22 Netincome 1300 § 450 $ 150
24
Dre advantage of using functions rather than Formulas Formuias provide a way 1o perform
entering formulas is that they are easier to calculaticng in the worksheat. In this case, call
enter.In tis cass, cell C20 (Total Expenses €22 (Nt income for Fetinuary) contains the Return
for February) contains the function SUMIC14: formula =C12 (Total Sales for February) - C20 —
C19) rather than the formuta =C144515+ (Total Expenses for February) contains a numbsr
C16+C174C184C18, for the Payroll axpanse gxpacted for March.
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Creating a Chart

Chart '
mmnmmnm
sy to cha m»mmu
udmmuﬂaﬂm

Sales Forecast

First Quarter
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w
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T M ey Return
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Analyzing Your

L
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Database Management Sysiems (DBMS)

" A collection of related data
" Electronic equivalent of a file cabinet

" Comprised of tables, queries, forms, and
reports

" Microsoft Access is the most popular desktop
database management software

...............

Dutsbwsl
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_| Database Features
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Database Case

® Creating a Database

" Creating a Query
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Report -
;Hmmmddmmm;mm

Maldin to Landis Car Pool Report

Return
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Basic Application Software

Presentation Graphics

" Programs that combine a variety of visual
objects to create visually interesting
presentations

" Presentation programs

" Microsoft PowerPoint

v’ = Corel Presentations

= Apple Keynote

Computing Essentials 2013 © 2013 The McGraw-Hill Companies, Inc. All rights reserved.
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Preseniation Graphics Features

" Slides or pages

" Design templates
" Content templates
" Animations

" Transitions

® Master slide

3-29
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Presentation Graphics Case

® Creating a Presentation

" Updating a Presentation

3-30
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Creating a Preseniation

Customize the
Template

‘You customize the
presentation by replacing
the sample text and
modifying the design as
needed. This includes
insening and deleting
slides as needed,
rearranging slide order,
and inserting graphics
-and pictures.

Computing Essentials 2013

" How Does The Foundation Help?

® Provide temporary homes

# Provide obedience training

= Find loving permanent homes

Templates

Templates provide an excellent way to quickly
create a presentation by providing predesigned
styles and layouts as well as suggested content
based on the type of template you select.

+
& Provide veterinary care Who IS An Anlmal Angel?

® Balieves unwanted pets deserve a home
& Bolieves you can teach an

8 Believes you can retrain animals to be

Join Animal Angels

Return
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_| Updating a Presentation

Document
Theme Help?
To make your presentation _
more professional and eye- Frowds semperary homes
catching, you select a Provide obedience training
document theme, built-in Provide veterinary care
SetS Of CO'OI'S, fOﬂtS, and Find loving permanent hor
effects that can be quickly :
applied to your
entire presentation.
s To provide additional emphasis to items or show the
ﬁwﬂrm information on a slide in phases, you add animation to

Computing Essentials 2013

How Does The Foundation

Basic Application Software

Rehearse

Now that the presentation is nearly
complete, you rehearse it by running
it electronically on the computer

screen and planning what you want

: o say to supplement the
Who Is An Anim i ion on the sides,

Believes unwanted pets ¢

eserve a home I

Believes you can teach an

Believes you can retrain 3

text and objects. Finally, you use slide transition effects
to animate the transition from one slide to the next.

Join Animal Angels

Return
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Integrated Packages

= A single program that

provides the functionality Advantages

of a word processor, " cost and simplicity

spreadsheet, database, = Disadvantages
and more = |imited functions
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Computing Essentials 2013

Software Suites

Basic Application Software

" Collection of separate application programs
bundled together and sold as a group

" Productivity suites or office software suite

= Microsoft Office

® Cloud suites or online office

suites

= Google Docs, Office365

" Specialized suites

® Utility suites

= Norton Internet Security suite
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© 2013 The McGraw-Hill Companies, Inc. All rights reserved.



Careers In T

Basic Application Software

" Computer trainers instruct new users on the

latest software or hardware
= Attributes

" Good communication skills
= Teaching experience
" Detail oriented

— = |T Experience

- = Comfortable speaking to groups

- | ® Earning potential of

$25,000 to $50,500 annually
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Basic Application Software

A Look to the Future

" Agents will help write papers, pay bills, and
shop on the Internet

= |ntelligent programs that can
understand your needs and act
to fulfill them.

= Currently primitive agents exist,

e but next generation agents may
o 2 provide the most efficient way
¢ i to locate information on the Web
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Basic Application Software

Open-Ended Questions (Page 1 of 2)

" Explain the difference between general-purpose and
special-purpose applications. Also discuss the common
features of application programs, including those with
traditional and ribbon graphical user interfaces.

" Define word processors and discuss their basic,
editing, and formatting features.

g " Discuss spreadsheets and define workbook files,
' worksheets, cells, text entries, formulas, functions,
ranges, graphs, recalculation, and what-if analysis.
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Basic Application Software

Open-Ended Questions (Page 2 of 2)

" What are databases and database management
systems¢ Define relational databases, tables, sorting,
filtering, querying, forms, and reports.

" What are presentation programs and what are they
used for¢ Define slides, design templates, content
templates, animation, and transitions.

| " What is the difference between integrated packages
- and software suites?¢ Discuss productivity, cloud, and
specialized suites.
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