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After completing this chapter, you will be able to:
Identify the four categories of application software
Describe characteristics of a user interface

identify the key features of widely used business programs: word
processing, spreadsheet, database, presentation, note taking,
personal information manager, business software for phones,
business software suite, project management, accounting,
document management, and enterprise computing

Identify the key features of widely used graphics and multimedia
programs: computer-aided design, professional desktop publishing,
professional paint/image editing, professional photo editing,
professional video and audio editing, multimedia authoring, and
Web page authoring

Identify the key features of widely used home, personal, and
educational programs: personal finance, legal, tax preparation,
personal desktop publishing, personal paint/image editing,
personal photo editing and photo management, clip art/image
gallery, personal video and audio editing, travel and mapping,
reference and educational, and entertainment

Discuss Web applications
Identify the types of application software used in communications

Describe the learning aids available for application software




108 Chapter 3

Application Software

With the proper software, a computer is a valuable tool. Software allows users to create letters,
reports, and other documents; develop multimedia presentations; design Web pages and diagrams;
draw images; enhance audio and video clips; prepare taxes; play games; compose e-mail messages
and instant messages; and much more. To accomplish these and many other tasks, users work with
application software. Application software consists of programs designed to make users more
productive and/or assist them with personal tasks. Application software has a variety of uses:

1. To make business activities more efficient

2. To assist with graphics and multimedia projects

3. To support home, personal, and educational tasks

4. To facilitate communications

The table in Figure 3-1 categorizes popular types of application software by their general use.
Although many types of communications software exist, the ones listed in Figure 3-1 are applica-
tion software oriented.

Application software is available in a variety of forms: packaged, custom, Web application, open
source, shareware, freeware, and public domain.

* Packaged software is mass-produced, copyrighted retail software that meets the needs of a wide
variety of users, not just a single user or company. Packaged software is available in retail stores
or on the Web. Figure 3-1 shows some images of packaged software.

* Custom software performs functions specific to a business or industry. Sometimes a company
cannot find packaged software that meets its unique requirements. In this case, the company may
use programmers to develop tailor-made custom software.

* A Web application is a Web site that allows users to access and interact with software from any
computer or device that is connected to the Internet. Types of Web applications include e-mail,
word processing, and game programs.

Four Categories of Application Software

Business Graphics and Multimedia Home/Personal/Educational

' » Word Processing ¢ Computer-Aided * Software Suite {for Personal Use)

 Spreadsheet Design (CAD) * Personal Finance
* Database  Desktop Publishing * |legal
® Presentation (for the Professional) ¢ Tax Preparation
¢ Note Taking ¢ Paint/lmage Editing * Desktop Publishing
® Personal Information =1 (for the Professional) (for Personal Use)
Manager (PIM) S * Photo Editing (for the et e Paint/image Editing
* Business Software for Phones Professional) (for Personal Use)
* Business Software Suite * Video and Audio Editing * Photo Editing and Photo Management
* Project Management (for the Professional) (for Personal Use)
® Accounting * Multimedia Authoring * Clip Art/Image Gallery
¢ Document Management o Web Page Authoring * Video and Audio Editing (for Personal Use)
* Enterprise Computing * Home Design/Landscaping

* Travel and Mapping
¢ Reference and Educational
* Entertainment

¢ Web Browser ¢ E-Mail * [nstant Messaging ® Chat Room e Text, Picture, Video Messaging
* RSS Aggregator Blogging  ® Newsgroup/Message Board e FTP *VolP * Video Conferencing

Figure 3-1 The four major categories of popular application software are outlined in this table. Communications software often is
bundled with other application or system software.
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« Open source software is software provided for use, modification, and redistribution. This
software has no restrictions from the copyright holder regarding modification of the software’s
internal instructions and its redistribution. Open source software usually can be downloaded
from the Internet, often at no cost.

o Shareware is copyrighted software that is distributed at no cost for a trial period. To use a
shareware program beyond that period, you send payment to the program developer.

o Freeware is copyrighted software provided at no cost to a user by an individual or a company
that retains all rights to the software.

» Public-domain software has been donated for public use and has no copyright restrictions.
Anyone can copy or distribute public-domain software to others at no cost.

Thousands of shareware, freeware, and public-domain programs are available on the Internet for
users to download. Examples include communications, graphics, and game programs. i

The Role of System Software !

System software serves as the interface between the user, the application software, and the
computer’s hardware (Figure 3-2). To use application software, such as a word processing program,
your computer must be running system software — specifically, an operating system. Three popular
personal computer operating systems are Windows, Mac OS, and Linux.

Each time you start a computer, the operating system is loaded (copied) from the computer’s
hard disk into memory. Once the operating system is loaded, it coordinates all the activities of
the computer. This includes starting application software and transferring data among input and
output devices and memory. While the computer is running, the operating systemn remains in
memory.

e ———————

o -
- IApplication Software [ ... e

Figure 3-2 A user does not communicate directly with the computer hardware. Instead, system software is the
interface between the user, the application software, and the hardware. For example, when a user instructs the
application software to print a document, the application software sends the print instruction to the system software,
which in turn sends the print instruction to the hardware.
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‘&7 Antivirus Programs
For more information, visit
scsite.com/dcf2011/ch3/
weblink and then click
Antivirus Programs.

Utility Programs A utility program is a type of system software that assists users with controlling
or maintaining the operation of a computer, its devices, or its software. Utility programs typically
offer features that provide an environment conducive to successful use of application software. For
example, utility programs protect a computer against malicious software and unauthorized intru-
sions, manage files and disks, compress files, play media files, and burn optical discs. (To learn more
about how to compress files, complete the Learn How To 2 activity on pages 138 and 139.)

One of the more important utility programs protects a computer against malicious software, or
malware, which is a program that acts without a user’s knowledge and deliberately alters the computer
operations. A computer virus is a type of malicious software. Chapter 7 discusses system software and
utility programs in more depth.

How many viruses exist on the Internet?

More than one million viruses exist on the Intemet. This statistic stresses the importance of protecting
your computer from various threats on the Intemet, as well as practicing safe Web browsing habits. Not
only is it possible to get a computer virus from downloading and opening an infected file or by opening
an infected e-mail message, you also can fall victim to a computer virus simply by visiting a malicious
Web site.

¥ For more information, visit scsite.com/dcf2011/ch3/faq and then click Computer Viruses.

Working with Application Software

To use application software, you must instruct the operating system to start the program. The
steps in Figure 3-3 illustrate one way to start and interact with the Paint program, which is included
with the Windows operating system. The following paragraphs explain the steps in Figure 3-3.

Personal computer operating systems often use the concept of a desktop to make the computer
easier to use. The desktop is an on-screen work area that has a graphical user interface. Step 1
of Figure 3-3 shows icons, a button, a pointer, and a menu on the Windows desktop. An icon is a
small image displayed on the screen that represents a program, a document, or some other object.
A button is a graphical element that you activate to cause a specific action to occur. One way to
activate a button is to click it. To click a button on the screen requires moving the pointer to the
button and then pressing and releasing a button on the mouse (usually the left mouse button). The
pointer is a small symbol displayed on the screen that moves as you interact with the mouse or
other pointing device. Common pointer shapes are an I-beam (I), a block arrow (i), and a pointing
hand ({).

The Windows desktop contains a Start button on the lower-left corner of the taskbar. When you
click the Start button, the Start menu is displayed on the desktop. A menu contains a list of com-
mands from which you make selections. A command is an instruction that causes a program to
perform a specific action.

As illustrated in Steps 1 and 2 of Figure 3-3, when you click the Start button and then click the
All Programs command on the Start menu, the All Programs list is displayed on the Start menu.
Clicking the Accessories folder in the All Programs list displays the Accessories list.

To start a program, you can click its program name on a menu or in a list. This action instructs
the operating system to start the program, which means the program’s instructions load from
a storage medium (such as a hard disk) into memory. For example, when you click Paint in the
Accessories list, Windows loads the Paint program instructions from the computer’s hard disk into
memory.

Once loaded into memory, the program appears in a window on the desktop (Step 3 of Figure 3-3)-
A window is a rectangular area of the screen that displays data and information. The top of a window
has a title bar, which is a horizontal space that contains the window’s name.

With the program loaded, you can create a new file or open an existing one. A file is a named
collection of stored data, instructions, or information. A file can contain text, images, audio, and
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To distinguish among various files, each file has a file name. The title bar of the document
- dow usually displays a document’ file name. Step 4 of Figure 3-3 shows the contents of the file,
wing OB ffalo, displaying in the Paint window.
feby ume cases, when you instruct a program to perform an activity such as print, the program
lso a dialog box. A dialog box is a window that provides information, presents available options,
o a’:,sests a response. Dialog boxes, such as the one shown in Step 5 of Figure 3-3, often contain
::;;:; puttons, text boxes, check boxes, and command buttons.

video

gt s

One Way to Start and Interact with a Program from WIndOWs. : 7

3 All Programs

Step 1 =3 Step 2 I
When you tum on a PC-compatible computer, Windows loads into memo Click All Programs ke
and displays the desktop on the screen. Click the Start button on the Windows on the Start menu
iaskbar to display the Start menu. to display the All
Programs list.
Click Accessories
in the All Programs
list and then point
to Paint in the
Accessories list.
All Programs
command
Paint
command
; ¢ e v et S‘tep I ] Paint 1
& Click Paint. The Paint window | window f
S tep 5 opens on the desktop. g
i . ided -Powt 71 145 P yny)
Instruct the Paint program to print the photo, When ‘ _ - A ——
the Print dialog box appears, click its Print button, 4 MRr K i
" o bppcwa Mrge  Tostt  Pruthes Snape: Culor
b_ ' X I "_" i 1 title bar
General = R - |
Sedect Printer !
M Microsoft XPS Document Writer \
SSmagh __ T PN
. HP, Photosmart 370 Senes on CENTRAL-LAFTOP | command
g —~ o] button
Stot: Offine ! | Proforences | | |
L:;\ check =P '-:_;, 1
Cornent: box i |
i Pags Aangs i
i s A Numberof copes 1 ° |
"' _'_-' | b o Dend Faga ]
| » ( Crdate 123_ 1.23 ;
q : & ‘ file contains
~ Y texthox | e ! photo stored ]
L - Pt | Conedd ]| B =z o on disk e %
Print instruct the Paint program to open a
button file that is stored on the hard disk.

Figure 3-3 This figure shows one way to start and interact with a program from Windows.
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QUIZ YOURSELF 3-1

Instructions: Find the true statement below. Then, rewrite the remaining false statements so that they are true.

1. Application software is used to make business activities more efficient; assist with graphics and multimedia projects; support ho, " :
personal, and educational tasks; and facilitate communications. y

2. Public-domain software Is mass-produced, copyrighted retail software that meets the needs of a wide variety of users, not justa '
single user or company. i

3. To use system software, your computer must be running application software. ;";
4. When a program Is started, its instructions load from memory into a storage medium. 5

1]

® Quiz Yourself Online: To further check your knowledge of pages 108 through 111, visit scsite.com/dcf2011/ch3/quiz and m
Objectives 1 - 2. a

e

Business Software E

Business software is application software that assists people in becoming more effective and efficiens
while performing their daily business activities. Business software includes programs such as word pr
cessing, spreadsheet, database, presentation, note taking, personal information manager, business sofg.

ware for phones, business software suites, project management, accounting, document management,
and enterprise computing software. Figure 3-4 lists popular programs for each of these categories,

_EFiTREI . ESRRE.3RL.F ¥

c ¥ ¥ i
Popular Business Programs C SRR :’l
Application Software Manufacturer Program Name Application Software Manufacturer. Program Name ma
Word Processing Microsoft Word Business Software Suite  Microsoft Office o
Apple Pages (for the Professional) Office for Mac e
Corel WordPerfect Apple iWork cot
Spreadsheet Microsoft Excel : Google Google Docs ‘ pre
Apple Numbers Sun OpenOffice.org gt
Corel Quattro Pro StarOffice g A
Database Microsoft Access Corel WordPerfect Office = tex
Corel Paradox IBM Lotus SmartSuite g on
Oracle Oracle Database Project CS Odessa ConceptDraw PROJECT ‘&  po
Sun MysQL Management Microsoft Project o
Presentation Microsoft PowerPoint Oracle Primavera SureTrak ~ °§  off
Apple Keynote . Project Manager r &
Corel Presentations Accounting Intuit QuickBooks 3 dis
Note Taking Microsoft OneNote Microsoft Accounting |
Agilix GoBinder Sage Software  Peachtree 3}
Corel Grafigo Document Adobe Acrobat -
SnapFiles KeyNote Management Enfocus PitStop i
Personal Information Microsoft Outlook Nuance PDF Converter .
Manager (PIM) Google Calendar Enterprise Computing ~ Oracle PeopleSoft Enterprise !
IBM Lotus Organizer Human Capital j
Palm Desktop Management ;
. Sage Software  Sage MAS 500
Mozilla Thunderbird e Ead
Business Software for CNetX Pocket SlideShow Orad grware 0 | "'3‘ anf:?:ter ing 8
Phones DataViz Documents To Go race facle Manilacturing -3
Microsoft Word Mobile SAP mySAP Fuﬁomer
Excel Mobile Relationship
PowerPoint Mobile Management
Outlook Mobile NetSuite NetERP
Mobile Systems  MobiSystems Office Suite Syntellect Syntellect Interaction
Ultrasoft Money Management Suite
Figure 3-4 Popular business software.
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i ports, mailing labels, newsletters, and Web pages.
¢

\Vord processing software, sometimes called a word processor, allows users to create and
sanipulate documents containing mostly text and sometimes graphics (Figure 3-5). Millions of
g .
ople use word processing software every day to develop documents such as letters, memos,
\y
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\ major advantage of using word processing software is that users easily
L__l;, change what they have written. Word processing software also has
many features to make documents look professional and visually
| yppealing. For example, you can change the shape, size, and color
| of characters; apply special effects such as three-dimensional
shadows; and organize text in newspaper-style columns.

\Most word processing software allows users to incorporate
graphical images, such as digital photos and clip art, in
Jdocuments. Clip art is a collection of drawings, photos,
and other images. In Figure 3-5, a user inserted an
image of a baseball player in the document. With
W ur:] processing software, you easily can modify
the appearance of an image after inserting it in :
the document.

You can use word processing software .
w define the size of the paper on which document is displayed

t print and specify the R e — in window

wordwrap, allows users to ‘
nype words in a paragraph
continually without i

margins. A feature, called | SR S s S
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|
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on the screen, the top ' Mr.Zach Davks
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portion of the document 5421 Champion Orive it Figure 3-5 Word
Horlzon, MT 59362 ,
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Are Word Processing Programs Making Students Lazy?

Today, word processing programs fix spelling
and grammar mistakes, automatically format
documents with templates, help correctly ref-
erence works cited in a document, and seem
to do everything short of generating an idea
for a document. Some educators believe that
the proliferation of word processing automa-
tion is cheating students of the fundamental
ability to perform these tasks on their own.
Research shows that as word processing
programs became more popular over the
past years, the quality of written work done
without the aid of this software has dropped
dramatically. Opponents of using word

processing software for assignments point out
the quality of e-mail and instant messages is
markedly worse than works written with the
aid of modem word processing programs.
Proponents of the use of word process-
ing programs for educational use point
out that automation is the way writing
should be done now and in the future. The
higher quality of works produced using
the software is well worth not sacrificing
time toward teaching students less modern
tactics. Students are more productive and
able to focus on the topics at hand, rather
than worry about spelling errors.

Are word processing programs making
students lazy? Why or why not? Should
educators have the ability to turn off time-
saving features, such as the AutoCorrect
and grammar checker features, in their
student’s word processing programs?
Why? Do students need the ability manu-
ally to check spelling and grammar, format
a document, and reference cited works

in a document, in the same way that stu-
dents still learn multiplication and long
division? Why or why not?
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O wora Processing Word processing software typically includes a spelling checker, which reviews the spelling of
Software P g Y peing

. - W individual words, sections of a document, or the entire document. The spelling checker compares
For more information, visit h . 1 = s ¢ " ; =
scsite.com/dci2011/ch3/ the words in the document with an electronic dictionary that is part o the wo processing software.
weblink and then clickWord  Some word processing programs also check for contextual spelling errors, such as a misuse of homo-
Processing Software. phones (words pronounced the same but have different spellings or meanings, such as one and won).

Developing a Document

With application software, such as a word processing program, users create, edit, format, save,
and print documents. When you create a document, you enter text or numbers, insert images,
and perform other tasks using an input device such as a keyboard, mouse, or digital pen. If you are
using Microsoft Word to design a flyer, for example, you are creating a document.

To edit a document means to make changes to its existing content. Common editing tasks
include inserting, deleting, cutting, copying, and pasting. Inserting text involves adding text to a
document. Deleting text means that you are removing text or other content. Cutting is the process
of removing a portion of the document and storing it in a temporary storage location, sometimes
called a clipboard. Pasting is the process of transferring an item from a clipboard to a specific
location in a document.

When users format a document, they change its appearance. Formatting is important because
the overall look of a document significantly can affect its ability to communicate clearly. Examples
of formatting tasks are changing the font, font size, and font style.

A font is a name assigned to a specific design of characters. Cambria and Calibri are examples
of fonts. Font size indicates the size of the characters in a particular font. Font size is gauged by a
measurement system called points. A single point is about 1/72 of an inch in height. The text you
are reading in this book is about 10 point. Thus, each character is about 5/36 (10/72) of an inch in
height. A font style adds emphasis to a font. Bold, italic, underline, and color are examples of font
styles. Figure 3-6 illustrates fonts, font sizes, and font styles.

During the process of creating, editing, and formatting a document, the computer holds it in
memory. To keep the document for future use requires that you save it. When you save a docu-
ment, the computer transfers the document from memory to a storage medium such as a USB flash
drive or hard disk. Once saved, a document is stored permanently as a file on the storage medium.
To learn more about how to save a file, complete the Learn How To 1 activity on page 138.

When you print a document, the computer places the contents of the document on paper or
some other medium. Instead of printing a document and physically distributing it, some users
e-mail the document to others on a network such as the Internet.

serif font has short decorative
12-point Cambria lines on some characters

/28-point Cambria.—

Bold /talic Underline Color

12-point Calibri font styles

28;point Calibri =
e Bold /talic Underline Color

Figure 3-6 The Cambria and Calibri fonts are shown in two font sizes and a variety of font styles.

font size
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spreadsheet Software
Spreadsheet software allows users to organize data in rows and columns and perform calculations
on the data. These rows and columns collectively are called a worksheet (Figure 3-7). Most spread-
sheet software has basic features to help users create, edit, and format worksheets. The following
sections describe the features of most spreadsheet programs.
spreadsheet Organization A spreadsheet file is similar to a notebook that can contain more than
1,000 related individual worksheets. Data is organized vertically in columns and horizontally in
rows on each worksheet (Figure 3-7). Each worksheet usually can have more than 16,000 columns
and 1 million rows. One or more letters identify each column, and a number identifies each row.
Only a small fraction of these columns and rows are visible on the screen at one time. Scrolling
through the worksheet displays different parts of it on the screen.
A cell is the intersection of a

columns B, C,
D,and E
L]

column and row. The spreadsheet fur;cno&assng“ed fe R
. . o active cel :
software idendfies cells by the : it ,’f‘ il (eI e T
. . L FermdtnT- v Taltes Teeeir - . E e Leects
column and row in which they R . LI
814 - et
are located. For example, the e o SUIRT S o e st S WM el i) S e
intersection of column B and . i AR S aat : b ol - =
. R G CLHIDUGE CIO FITIER S f
row 4 is referred to as cell 5. and 6 ! SRR Tt - : A
B4. As shown in Figure 3-7, |r e e B 1 B e e -
cell B4 contains the number, & & & N T &
b a g & » W o 5 49
$3,383,909.82, which repre- 4 ETOERS 1$3,383.909.62 $6,880,576.18 $9.742,702.37 $4.818.493.63 $4.566.722.63 $8,527.504.39 $37.919,908.89
& CostofGoods Sald 131972483 268342470 379966392 187921248 178102183 332872671 14,788.764.47
sents the sales for January. Ol Gross Margly [ [ $2,064,184.90 $4,107,151.45 $5,043,04845 $2,030,281.05 $2,785,700.80 $5,201,777.68 $29,131,044.42
s may contai d
Cells may contain three e
{ types of data: labels, values, ) Bonus $0.00  $100,000.00 $100,000.00  $100,000.00 $0.00  $100,000.00  $400,000.00
10 Commission 109977.07 22361872 31663783  156,601.04 14641549  277.14389  1232,397.04
[ and formulas. The text, or label, 11 Marketing 304,651.80  619,251.85  076,843.21 43366442 41100504 76747540  3,412,791.60
. : b '2 Research and Devslopment 19457481 39663313 56020539  277.063.38 26258656 49033150  2.160,394.76
d 1l identifies th
entered 1n a cell idenunes the ‘3 Support, General, and 575.264.67 1,169,697.95 166625940  £19,143.90 77634286 1449,675.76  6.446,384.51
worksheet data and helps organize | 1 TomEsmses §4,308.44 | $2,500,201.86 $3,509,945.83 $1,706,472.74 $1,508,352.92 $3,084,626.54 $13,671,968.11
15
the worksheet. Using descrip- ol Opzratig i< omes: e7ebisd NI L R S7A43.62.62 SL1GZI0LIL. 118734058 S22 G118 5945 1788
. . 47 » SomausfanddProjection  3DPeCmn  ns el j il e et e T ¥
tive labels, such as Gross Margin =~ _taor S S e ki e e :d

and Total Expenses, helps make a
worksheet more meaningful.

Calculations Many of the worksheet cells shown in Figure 3-7 contain a number, called a value,
that can be used in a calculation. Other cells, however, contain formulas that generate values. A
formula performs calculations on the data in the worksheet and displays the resulting value in a
cell, usually the cell containing the formula. When creating a worksheet, you can enter your own
formulas. In Figure 3-7, for example, cell B14 could contain the formula B9+B10+B11+B12+B13,
which would add together (sum) the contents of cells B9, B10, B11, B12, and B13. That is, this
formula calculates the total expenses for January.

A function is a predefined formula that performs common calculations such as adding the
values in a group of cells or generating a value such as the time or date. For example, the function
=SUM(B9:B13) instructs the spreadsheet program to add all of the numbers in cells B9 through B13.

Recalculation One of the more powerful features of spreadsheet software is its capability of
recalculating the rest of the worksheet when data in a worksheet changes. Spreadsheet software’s
capability of recalculating data also makes it a valuable budgeting, forecasting, and decision making
tool.

Figure 3-7 With spreadsheet software, you create worksheets that contain data arranged in rows
and columns, and you can perform calculations on the data in the worksheets.

‘&7 Spreadsheet
Software

For more information, visit
scsite.com/dcf2011/¢h3
weblink and then click
Spreadsheet Software.
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are line charts, column charts, and pie
charts. Figure 3-8 shows examples of

A AT O R == Charting Another standard feature of
R R R T I SN TR RO S ol 2 spreadsheet software is charting, which,
| f:" el i e T i e depicts the data in graphical form.A |

, : “:";s_ o tr LB s v = S B R e Sl e visual representatioTl of (-iata through h
f Dasnn . \T( e charts often makes it easier ft:':r usersto
T — \, Z— = see at a glance the relationship among
i; man t_/7“\¢\ Sl the numbers. Three popular chart types

s

;

18

ol R these charts that were plotted using the
o = | column chart five types of expenses for each of the 8
I z months shown in the worksheet in Figypg N
§ 3-7 on the previous page. A line chart
H shows a trend during a period of time,
e as indicated by a rising or falling line.
ot . ) ) A column chart, also called a bar chart,
Figure 3-8 Three basic types of charts provided with spreadsheet software are displavs b | i
line charts, column charts, and pie charts. The charts shown here were created Spiays N . RS engths to show
using the data in the worksheet in Figure 3-7. the relationship of data. The bars can be

horizontal, vertical, or stacked on top of
one another. A pie chart, which has the :
shape of a round pie cut into slices, shows B |
the relationship of parts to a whole.

Database Software

A database is a collection of data organized in a manner that allows access, retrieval, and use
of that data. In a manual database, you might record data on paper and store it in a filing cabinet,
With a computerized database, such as the one shown in Figure 3-9, the computer stores the data
“in an electronic format on a storage medium such as a hard disk. \

Database software is application software that allows users to create, access, and manage a database. ¢
Using database software, you can add, change, and delete data in a database; sort and retrieve data
from the database; and create forms and
reports using the data in the database.
o =i er. : i eI e g o e h A £ T A ‘With most personal computer data-
e base programs, a database consists of
a collection of tables, organized in

e e B NN SN, rows and columns. Each row, called
i B T e e ] provdilivicge a record, contains data about a given
. FEAY Ferter nre B Pasunore 185 A813 $420.00 $38.00 207 .
b0 canean e e s Tas  som erson, product, object, or event. Each
td
48 heer an IMCutiey 84388 £a00 ML 1M records A
P ey LT R e SO column, called a field, contains a spe-
+ o Preston Wik Pudoh SA%.4484 000 $0.00 23 . . . d
# 2an e v atanse a0 24000 5400 X7 Clﬁc category of data Wlthln a record.
tThES Trem Jorry 107 Marm 5899667 Sam.o0 $.00 Jm F_ d b h s
S T ] S e T s .Ihe itness latabase shown in
P e e e " N -
ﬁ e i e Figure 3-9 consists of two tables: a
7.,:7::“:«..’“‘"., Ay Client table and a Trainer table. The
it a 2 g .
Trainer o areess R e Sen Dl i.:.,‘;’.t — Client table contains ten records (rows),
on L8 R o .
bl Marsgrmect R e 1oy each storing data about one client. The
table Farhon., n
1m0 L sxv20a2 QKD /27203 Comhastighschonl by favrus client data is grouped mto elght fields
Sevhi asion/ser) .
frinesin (columns): Client Number, Last Name,
e AR i S L - o BE s ,.L First Name, Address, Telephone

. . ) %, Number, Amount Paid, Balance, and
Figure 3-9 This database contains two tables: one for the clients and one for

: . Trainer Number. The Bal field
the trainers. The Client table has ten records and eight fields; the Trainer table has fral'ne: e . 5 ha z;)ml:e = dzxe
three records and eight fields. or instance, contains the balanc
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from the client. The Client and Trainer tables
relate to one another through a common field,
Trainer Number.

Users run queries to retrieve data. A query is a
request for specific data from the database. For
example, a query might request a list of clients
whose balance is greater than $45. Database soft-
ware can take the results of a query and present
it in a window on the screen or send it to the

printer.

Presentation Software

Presentation software is application software
that allows users to create visual aids for presenta-
tions to communicate ideas, messages, and other
information to a group. The presentations can be
viewed as slides, sometimes called a slide show,
that are displayed on a large monitor or on a
projection screen (Figure 3-10).

Presentation software typically provides a vari-
ety of predefined presentation formats that define
complementary colors for backgrounds, text, and
graphical accents on the slides. This software also
provides a variety of layouts for each individual
slide such as a title slide, a two-column slide, and
a slide with clip art, a chart, a table, or a diagram.
In addition, you can enhance any text, charts, and
graphical images on a slide with 3-D, animation,
and other special effects such as shading, shadows,
and textures.

When building a presentation, users can set the
slide timing so that the presentation automati-
cally displays the next slide after a preset delay.
Presentation software allows you to apply special
effects to the transition between slides. One slide,
for example, might fade away as the next slide
appears.

Presentation software typically includes a clip
gallery that provides images, photos, video clips,
and audio clips to enhance multimedia presenta-
tions. Some audio and video editing programs
work with presentation software, providing users
with an easy means to record and insert video,
music, and audio commentary in a presentation.

You can view or print a finished presentation in
a variety of formats, including an outline of text
from each slide and audience handouts that show
completed slides.

Presentation software incorporates features such
as checking spelling, formatting, research, and
creating Web pages from existing slide shows.
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Figure 3-10
This presentation
created with
presentation
software consists
of five slides.
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Note Taking Software
Note taking software is application software that enables users to enter typed text, handwrittey
comments, drawings, or sketches anywhere on a page and then save the page as part of a notebogk
(Figure 3-11). Users also can include audio recordings as part of their notes. Users find note tak;
2 software convenient during meetings, class lectures,

cardiovascular Systems s P : et conferences, in libraries, and other settings that
: . 4 i Gimmemy | previously required a pencil and tablet of paper for
Circulatory System Variations % ‘WJ‘G “—ijo peent ¥ recording thoughts and discussions.

Gastroysacuing 8 ::nm ;

fx 71 "": ___/ o o :‘:,',:" Business Software Suite

e }% s =1 [ 5 g;.: A software suite is a collection of individual
W W M ! T programs available together as a unit. Business

p-ﬁp::'-'ﬁ- open Chvition  closad chascion software suites typically include, at a minimum, the

________ following programs: word processing, spreadsheet,

presentation, and e-mail. Popular software suites are
Microsoft Office, Apple iWork, Corel WordPerfect
Office, and Google Docs.

Software suites offer two major advantages: lower

- cost and ease of use. When you purchase a collection

Figure 3-11  With note taking software, mobile users can handwrite notes, of programs as a software suite, the suite usually costs
draw sketches, and type text. significantly less than purchasing them individually.
Software suites provide ease of use because the pro-
grams in the suite normally use a similar interface and
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9 Lo 1] (8 ) o . . . .
5 ee i via ing them to complete a project on time and within
g o R ne budget. A customer service manager might use proj-
1Y Sesecodsarscrysag s0a e v
IR i e ect management software to schedule the process of
TR = el pe it administering customer surveys, evaluating responses,
. L] 108 1 (1) . . o
10 Ny s b i and presenting recommendations (Figure 3-12).
6V  dmn 00 WM (X ]
e ool Personal Information Manager Software
e A personal information manager (PIM) is
S T v —— application software that includes an appointment

Figure 3-12  With project management software, you plan and schedule calendar, address b(.)Ok’ i adf and Oth.e RTI
a project, to help users organize personal information.

Mobile devices such as smart phones and PDAs
include, among many other features, PIM functionality. You can synchronize, or coordinate, infor-
mation so that both the mobile device and your personal computer and/or organization’s server
have the latest version of any updated information.

Business Software for Phones

In addition to PIM software, a huge variety of business and other software is available for phones. H
Some software is preloaded on the phone, while other programs can be downloaded or accessed
on memory cards. Business software for phones enables users to create documents and worksheets,
manage databases and lists, create slide shows, take notes, manage budgets and finances, view and
edit photos, read electronic books, Plan travel routes, compose and read e-mail messages, send







