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(.59 Learning Outcomes

¢ Identify general-purpose applications

® Describe word processors, spreadsheets, presentation
programs, and database management systemes.

¢ Identify specialized applications.

® Describe graphics programs, web authoring
programs, and other specialized professional

applications.
® Describe mobile apps and app stores.
® [dentify software suites.

® Describe office suites, cloud suites, specialized suites,
and utility suites.
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Introduction

Copyright © McGraw-Hill Education. Permission required for reproduction or display.

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

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

* Word processors

* Spreadsheets

* Presentation programs

* Database management systems

© Hill Street Studios/Blend Images LLC RF
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€359 Application Soft
Yy ApPpplication sortware
T

® Application software
® End user software
e Accomplish a variety of tasks

® Three categories
1. General Purpose Applications
2. Specialized Applications
3. Mobile Apps

Basic Application Software
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User Interface

* Graphical User Interface
(G U I ) CO n S i StS Of : Copyright © McGraw-Hill Education. ;i;::ssmn required for repro;:::nb:; display.
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o Rl b b O n G U I Copyright © McGraw-Hill Education. Permission required for reproduction or display.

Gallery

e Ribbons S i S

Tabs HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILUNGS  REVIEW  VIEW  ADD-INS

. Ta bs - ComicSansM -|20 ~| A" A" Aa- % Z-i=-%Z- &3 0 T | aappeenc) asBbcee AaBbC AaBbCcl AaBbCel ",w:md i
b7 —] | ™ S W1 - ¢ 7o el - o [ o ot S|
Font s Paragraph . AQD assbcer acsbeeon aasbeee Editing
® Groups T T
® Contextual tabs  Grouws T i -

* Galleries o e e
® Spell checkers
® Alignment
® Font and Font Sizes
® Tables
® Reports

ADVENTURE
TRAVELERS!

Attend an Adventure Travel presentation to learn about some of the earth’s greatest

unspoiled habitat find out how you can experience the adventure of a lifetime. This year

Microsoft product screen shot(s) reprinted with permission from Microsoft Corporation
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H59 General Purpose Applications

® General purpose applications include
e Word processor programs
® Spreadsheet programs
® Presentation graphics programs
e Database management systems
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529 Word Processor Programs

® Create text-based documents =

® Memos, letters, and faxes \~//
® Newsletters, manuals, and brochures §/

® Word processing programs

® Microsoft Word
® Most popular

® Apple Pages
® Google Docs
® Corel WordPerfect
® OpenOffice Writer

Basic Application Software
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Creating a Flyer

Copyright © McGraw-Hill Education. Permission required for reproduction or display.
Spelling Checker

Correcting spelling and typing errors
identified by the spelling checker

* Flyer Features e e et
* Spell Checker
e Center-alignment
 Grammar Checker e

the text in the flyer
creates a comfortable,

[ Fonts balanced appearance.
* Font Sizes
 Word Wrap | o | ——

| gl Fer 1-800-555-0004 for

_— Fonts and Font Size
" - = Using interesting fonts and a
/A\Q{V&/\tl/ﬂ’ 6 TV a\/e[/ TOMVS t— large font size in the flyer's

" V. ! s title grabs the reader’s
‘ 8 (A ¥ LI C attention.

Character Effects
Adding character effects

presentation locations,

® C h ara Cte r Effe CtS e jullcolorirochtrer such as bold and color makes

itinerary information, important information stand
costs, and trip dates. out and makes the flyer more
visually interesting.

Grammar Checker
Incomplete sentences, awkward wording and incorrect
are identified and corrections are offered by the grammar checker. 9
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® Report Features
® AutoCorrect
® Footnote
® Header or Footer

® Captions and Cross
References

® Tables

Basic Application Software
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l'anzania & Peru
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£%9 Spreadsheet Programs

® Organize, analyze, and graph numeric data

® Spreadsheet programs

® Microsoft Excel
® Most widely used

® Apple Numbers

® OpenOffice Calc
® Corel Quattro Pro
® Google Sheets

11
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® Features
® Worksheets
® Text entries
® Functions
® Cells
® Formulas

Worksheets

Copyright © McGraw-Hill Education. Permission required for reproduction or display.

Worksheets are used for a wide range of different applications. One of
the most common uses is to create, analyze, and forecast budgets.

Functions

Functions are prewritten
formulas. In this case, cell
C22 (Total Expenses for
February) contains the
function SUM(C14:C21)
rather than the formula =
C14 + C15 + C16 + C17 +
C18 + C19 + C20 + C21.

=sum(c14:C21)

A B c D E F
1
2 Downtown Internet Café
3 \ First Quarter Forecast
4
5 JAN FE AR TOTAL
6
7 Espresso $ 13300 $ 13,600 $ 14,200 $ 41,100 $ 13,700
8  Drip Coffee $ 5800 $ 6000 $ 6200 $ 18000 $ 6,000
9  Food/Beverage $ 3600 $ 3,800 $ 3,800 $ 11,200
10 Merchandise $ 1000 § 1,100 § 1200 § 3200 Cells
11 Computer $ 400 $ 400 $ 400 $ 1,200
12 Total Sales $ 24,100 $ 24,900 $ 25700 $ 74,700

14 Cost of Goods $ 7225 $ 7,480 $ 7,690 $ /395

15 Cost of Merchandise ~ $ 700 $ 770 $ 770 2,240

16 Payroll $ 9,000 $ 9,000 $ 9,000”S 27,000 $ 9,000
17 Internet S 325 $ 325 |$ 325 $ 975 $ 325
18 Building $ 2100 $ 2100 $ 2100 $ 6300 $ 2,100
19 Advertising $ 600 $ 600 $ 600 S 1,800 $ 600
20 Capital Assets $ 1500 $ 1,500 $ 1,500 $ 4,500 $ 1,500
21 Miscellaneous $ 1,300 $ 1,300 $ 1,300 $ 3,900 $ 1,300
- FotetE 738 | $ 23,075|$ 23,285 $ 69,110 $ 23,037
23

24 Net Income $ 1,350 $ 1,825 d—2rdib—b—5,550—5—1-253
PSR Profit Margin 5.60% 7.33% 9.40% 7.48% 7.48%
26 Income Year-To-Date $ 5,590

Microsoft product screen shot(s) reprinted with permission from Microsoft Corporation

Text Entries

Text entries provide meaning
to the values in the worksheet.
The rows are labeled to
identify the various sales and
expense items. The columns
are labeled to specify the
months.

AVG 4—‘

Cells can contain labels, numbers, formulas,
and functions. A cell's content is indicated
by the row and column labels. For example,
cell D16 contains a number for the Payroll
expense expected for March.

Formulas

Formulas provide a way to
perform calculations in the
worksheet. In this case, cell C24
contains the formula = C12
(Total Sales for February) - C22
(Total Expenses for February)
and displays the result of the
calculation for the Net Income
for February.

12/15/2020
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nalyzing Your Data

Copyright © McGraw-Hill Education. Permission required for reproduction or display.

Downtown Internet Café

Workbook
- The first worksheet in a workbook
® Analvsis Features . : e
worksheets. In this case, the first S0 SIS0 SAA S50 S0 SI0  Sisi0 SISm0
worksheet presents the entire i o 6300 5 #6000 s
year's forecast. The subsequent

[ J WO rk b 00 k an d workshets provida the detail,

Annual Forecast

s0 s
528,000 528,100 528900

ods $7480 7940 58000

Costof Merchar %0 s s siso  suoso s1400

5 payrol 9000 $9000 900047860 §830 59000
eernet s ss  sms sms sus 38
Buiding s210 210 S0 200 s210 s210

19 Advenisng w0 s E 500 600
0 Capitl Aasets s S0 s1sw s $1500
Miscelaneo S0 $130 s1%0  $130 51300

smors s smass  spas s saase sass

a5 S5 Sasas  Saoss $3775  Sass0  Saars
T z -

Y H 1 poege @ SexD kG w0 | BoNO a0 BINO L
- e 148 Jsson
at-if Analysis —e .
Each worksheet has a unique sheet
name. To make the workbook easy to
navigate, it is a good practice to always

use simple yet descriptive names for
each worksheet.

What-If Analysis
= 5 S 5 T : = = What:if analysis is a very powerful
1 i and simple tool to test the effects of
2 Downtown Internet Café different assumptions in a spreadsheet.

First Quarter Forecast

Chart

Once data is in the worksheet, it is
very easy to chart the data. All you
need to do is to select the data to
chart, select the chart type, and add
some descriptive text.

Total Sales.

14 Costof Goods S 7225 7480 S 7690 5 22395 § 7465
15 CostofMerchandie $ 700 $ 770 S 770 5 2200 § 747

Payrol $ 9000 S 9000 5 9000 $ 27000 5 9,000
17 internet S a8 s ws s o5 s s
1 Buiding $ 2100 § 2100 5 2100 5 630 § 2100
19 Advertsing $ 60 S 6005 6005 1800 5 6o MY
20 Capital Assets $ 1500 S 1500 S 1500 5 4500 § 1500 |
21 Miscellaneous $ 1300 § 1300 5 1300 § 390 5 1300 g
22 TotalExpenses _$ 22750 § 23075 $ 23285 § 69110 § 23037
B ncome
24| Netincome S 1350 § 1825 5 2415]$ 55905 1863
B o argn S60%  733% 040 748K 748%
% income Year-To-Date § 5,590
T o e T i
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t44y Presentation Graphics Programs

® Combine a variety of visual objects to
create visually interesting presentations

® Presentation programs
® Microsoft PowerPoint
® OpenOffice Impress
® Apple Keynote
® Google Slides
® Corel Presentations

14

Basic Application Software

14



12/15/2020

® Presentation Features
® Document Theme
® Animation
® Templates

Copyright © McGraw-Hill Education.

Document Theme

To make your presentation
more professional and eye-
catching, you select a document
theme, built-in sets of colors,
fonts, and effects that can be
quickly applied to your entire
presentation.

Animation

» Provides temporary homes
> Provides obedience training

» Provides veterinary care

» Finds loving permanent homes

To provide additional emphasis to items or show
the information on a slide in phases, you add
animation to text and objects. Finally, you use
slide transition effects to animate the transition

from one slide to the next.

Microsoft product screen shot(s) reprinted with permission from Microsoft Corporation 15
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» Believe unwanted animals deserve a h
» Believe you can teach an old dog new |

» Believe you can retrain animals to be |

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

way

Join Animal Angels

Animal Rescue Founda/t'

Ml Basic Application Software
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{43 Database Management Systems

o 1
§=9 (DBMS)

e A collection of related data

® Electronic equivalent of a file
cabinet
® Two most widely used systems
® Microsoft Access
® OpenOffice Base
® Apple FileMaker
® Google Obvibase

16
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all Basic Application Software

® First steps is to plan

® Database Features
® Primary Key
® Fields
® Record
® Table
® Form

Copyright © McGraw-Hill

Primary Key
The primary key is the unique employee
identification number. You considered using
the last name field as the primary key but
realized that more than one employee could
have the same last name. Primary keys are
often used to link tables.

required for

Fields

Fields are given field names that
are displayed at the top of each

table. You select the field names
to describe their contents.

or display.

Table
Tables make up the basic structure
of a relational database with columns

containing field data and rows containing

record information. This table records
basic information about each employee,

including name, address, and telephone

number.

schitt Chad 235 N, Cactus
Schneider _|paul 1731 Jackson Ave
v imothy |0 Royal .
Stacey _|David 7375, College Rd.
steeleietf 1011 . oly L.
Styeland Ivajerie |38 universityor
Sullivan 75 Omega Drive

Form
Like printed paper forms,
electronic forms should be
designed to be easy to read and
use. This form makes it easy to
enter and view all employees’

data, including their photographs.

J Employee Records

EplojeeTD et Name 7 FIERAmE iy St W Code  ome Phane ~ Gender - Bior ke Phoio/aesime ~
12655 tahti A [onmam (s07)sssares [F I )
BT uion | aica o lomzymo_asssany v nony o
BreTn Lembi o Ao ym |(om)sssarr | DI T)
< Lettow n om0 sss05 | washon o)
s ind wistinn A anmam (o) sssa363 [r 2o o)
T T - A mam (onssaoo r | ajspos 6o
loarst Marchant | Roberta A s | (s07) 5% |r sfas/ame o)
Bty Martinez utle ooy sss10m v whohon o)
13635 Martinez | uan A s |(s0n)sss203s [ 2009260
+ 220 maze a 0 341 _(oa) 555103 ¢ afzjos o)
<oz Morga aJon_|(sonsssaser [ fsfised ()
oo name  Record A |sanan | (sw)sssems | 1/1/1589_310)
ooe17 nenoh  Each record contains information  [cA 921203781 | (s07) ss50001 [F Spaojors (0
o1 pennin o lommam (onsssan M airjre o)
aioa voiona  2boUt 0ne employee. A record o [oztat sva0” (o) sss1oam /i 80
# 12207 rath often includes a combination of A |onzazs |(so)sssarer |
PSS Reddie  nymeric, text, and object data R Ll t
o) Reddie ol (o sssaion
#1300 Rel types. A lownwm | (sansssas v
o1z Richard o on|(sonsssamo [r
< osom Robertson [Kik 5. wiiamAve, [akdin [ca[azu (onsssano (m
Rogondino _pau (oa)sss-a520 |+
= Roman [Anta v . madn (A (sonsssam ¢
iz Garor sar)sss 125 [ s |
iz Cnique 5 o o s oost T
ooz o
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&+49 Specialized Applications

® Programs that more narrowly
focused on specific disciplines and

occupations
® Includes:

® Graphics Programs
e Web Authoring Programs

18
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42 Graphics Programs
SEmE 2
@ =\ e\idely used in graphic arts
® Types of graphics programs are:
® Desktop Publishing Programs
® Image Editing Programs
® Jllustration Programs
w ® Image Galleries
E
E
S
%_
<
‘» 19
a

19
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5459 Desktop Publishing Programs

® Also known as Page Layout Programs

® Mix text and graphics to create
brochures, newsletters, newspapers and

textbooks

® Popular programs:
® Adobe InDesign
® Microsoft Publisher

® QuarkXPress

20
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FFET -
"% Image Editors
@ ") e Also know as Photo Editors
® Editing or modifying digital
photographs
® Photographs consist of
thousands of pixels that form
: images knows as bitmaps Letter A
£ e Popular image editors Expanded view
< e Adobe Photoshop
® ® Corel PaintShop Pro
E.l e GIMP (GNU Manipulation
o Program) 21
@ * Windows Live Photo Gallery

21
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H449 Illustration Programs

® Drawing programs

® Create and edit vector images
® Vector illustrations

® Geometric shapes or objects
® Created by connecting lines and curves
® Defined by mathematical equations
® Popular Illustration Programs
® Adobe Illustrator

® CorelDraw
® Inkscape

22
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Video Editors

¢ Edit videos to enhance quality
and appearance

® Can now use your smartphone
to edit videos

¢ \Well-known programs
e Windows Live Movie Maker
® Apple iMovie
® YouTube Video Editor

Basic Application Software

23



12/15/2020

® \Video Game Design Software
helps
® Organize thoughts
® Guide user through game design
process
® Character development
® Environmental design
® Free / inexpensive video game
design software
®* YoYo GameMaker
® Stencyl
® Unity

24
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49 Web Authoring Programs

® Web authoring is the creation of a site

® Design
e Document file displaying website’s content

® Blog
® Online diary/commentaries
® Web Authoring Programs
e Typically used to create commercial sites
e Web page editors or HTML editors
e WYSIWYG (what you see is what you get)

® Most widely used programs

e Adobe Dreamweaver

® Microsoft Expression Web
25
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Mobile Apps

® Mobile Applications or Mobile

Apps
® Add-on programs for a variety of
mobile devices

® Smartphones or tablets
® Apps
® Breadth and scope are ever-
expanding
® 500,000 just for iPhone
® Music, videos, social networking,
shopping, games (8]

Y ) i
Copyright © 2014 Hipster Whale. Al rights reserved
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£2 App Stores

I I Copyright ® McGraw-Hill Education. Permission required for reproduction or display.

® Provides access to mobile T——
apps for downloads —

® Apple’s App Store
® Apple Devices
e www.apple.com/itunes/charts
® Google Play
® Andriod Devices
® Play.google.com/store/apps
® Appszoom e
® Andriod and Apple Devices
® WWW.appszoom.com

Over one million apps.
Infinite possibilities.

27
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® Collection of separate application
programs
® Bundled together - sold as group

® Four types of suites

1. Office suites or office software suite / G Ot nyour P
productivity suites
® Microsoft Office
e Apple iWork, OpenOffice

2. Cloud suites or online office

suites

® Google Docs (Making IT Work for You), Zoho,
Microsoft Office 365 2s

Basic Application Software
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Y18 Suites continued

® Specialized suites

® Focus on specific applications
® Corel Draw Graphics Suite X6
® Moneyfree Software TOTAL Planning Suite
e Utility suites
® Designed to make computing easier and safer

® Norton Systems Works
® Norton Internet Security suite

29
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® Tool to create and collaborate with
others
® Creating /sharing documents
® Free and easy to use
®* Free Google account

® Free online storage

Copyright © McGraw-Hill Education. Permission required for reproduction of display.

Docs
Copyright © McGraw-Hill Education. Permi

Docs il

Share with others
Sheets

Peopl

Lucy@Manhatten.org

Slides Thanks for your help at the meeting today!
Settings

ccccc

Help & Feedback

Used with permission

Google and the Google logo are registered trademarks of Google Inc.
U permi
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¢ Careers In IT

e Software Engineers
® Analyze users’ needs and create application
software
® Attributes
® Good communication and analytical skills
® Programming experience
® Detail oriented
e Web application experience
e Analytical skills

® Earning potential of $55,000 to $71,000
annually

31
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449 A Look to the Future

® Next-Generation User
Interfaces

® Doubtful a single interface
will serve everyone

® Must be comfortable to use
® Touch / interactive screen
® \/oice recognition
® Gestures
® Augmented Reality

32
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=% Open-Ended Questions (Page 1 of 2)

T 1. Explain the difference between general-purpose and
specialized applications. Also discuss the common
features of application programs, including those with
traditional and ribbon graphical user interfaces.

2. Discuss general-purpose applications including word
processors, spreadsheets, database management
systems, and presentation graphics.

33
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.gfsﬁ Open-Ended Questions (Page 2 of 2)

3. Discuss specialized applications, including graphics
programs, video game design software, web authoring
programs, and other professional specialized applications

4, Describe mobile apps, including popular apps and app
stores.

5. Describe software suites, including office suites, cloud
suites, specialized suites, and utility suites.

34
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