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the computer and its devices.
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obtaining Software
Softwarc is available in a varicty of forms: retail, custom, web app, mobile app, mobile web (N pw
; N R ) : )
app, shareware, {reeware, open source, and public domuain. ol
- 1l rsons
Some retail and other
programs have a trial

' . i version, which is an
tine system, is preinstalled on new computers and mot ices . on,
operating system, is p p obile devices. You also can application you can

purchase retail software from local stores and on the web. With online purchases, you may use at no charge for a

be able to download purchased programs immediately instead of waiting for the software to  limited time, to see if it
meets your needs. Some
trial versions have limited

functionality.

o Retail software is mﬂSS-PFOdUCCd. copyrighted software that meets the needs of a wide
varicty of users, not just a single user or company. Some retail software, such as an

arrive by mail.

Custom software performs functions specific to a business or industry. Sometimes a company
cannot locate retail software that meets its unique requirements. In this case, the company
may use software developers to create tailor-made custom software. Custom software usually

costs more than retail software.

A web app is an application stored on a web server that you access through a browser. Users
typically interact with web apps directly by visiting a website, but some web apps also can be
accessed locally offline. Many websites provide free access to their apps. Some charge a one-
time fee, while others charge recurring monthly or annual subscription fees. You may be able
to use part of a web app free and pay for access to a more comprehensive program or pay a fee

when a certain action occurs.
A mobile app is an application you download from a mobile device’s app store, sometimes called
a marketplace, or other location on the Internet to a smartphone or other mobile device. Some
mobile apps are preinstalled on a new mobile computer or device. Many mobile apps are free;
others have a minimal cost — often less than a few dollars. '
o A mobile web app is a web app that is optimized for display in a browser on a mobile device,
regardless of screen size or orientation. Many app developers opt for web delivery because
they do not have to create a different version for each mobile device’s app store. Many
web apps use a responsive design, which means the app displays properly on any computer
or device. '
* 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 software developer or
you might be billed automatically unless you cancel within a specified period of time. Some
developers trust users to send payment if software use extends beyond the stated trial period.
Others render the software useless if no payment is received after the trial period expires. In
some cases, a scaled-down vers..” of the software is distributed free, and payinent entitles the
user to the fully functional product.
¢ Freeware is copyrighted software provided at no cost by an individual or a company that
retains all rights to the software. Thus, software developers typically cannot incorporate
freeware in applications they intend to sell. The word, free, in freeware indicates the software

has no charge.

* Open source software is software provided for use, modification, and redistribution. This N pTw
software has no restrictions from the copyright holder regarding modification of the software’s \::Tx,y”qm
internal instructions and its redistribution. Open source software usually can be downloaded Acopyright gives
from a web server on the Internet, often at no cost. Promoters of open source software state authors, artists, and

two main advantages: users who modify the software share their improvements with others, other creators of origi
work exclusive rights

and customers can personalize the software to meet their needs. blish

. F 'v - . . ' C ¢ u IS ’ an‘
Public-dmain software has been donated for public use and has no copyright restrictions. g;ﬂﬁ;:,e mZterials
Anyone can copy or distribute public-domain software to others at no cost.
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) Table a1 ¥programs and/Apps by Category
Types of Programs and Apps

Category '
Lt e . ool P
(Business and e Presentation ,
Personal) o Spreadsheet . * legal
e Database o Tax Preparation
o Note Taking » Document Management
e Support Services

Calendar and Contact Management
e Project Management

Graphics and Media o Computer-Aided Design (CAD)

e Desktop Publishing

e Paint/Image Editing -

e Photo Editing and Photo
Management MERIE S -

e Clip Art/image Gallery  jg o

e Enterprise Computing

o Video and Audio Edmng

e Multimedia and Websne Authonng
e Media Player

e Disc Burmng

Personal interest e Lifestyle
o Medical

» Entertainment
e (Convenience

e Education
Communications - e Blog @ i
' o Browser e Internet Messagmg
- e Chat Room ® Mobile Messaglng ,
e Online Discussion e Videoconference. ~ ..
e Email . * Web Feed,s{;_ﬂ.;i.«;-';f;‘
: e File Transfer A
Security e Perscnal Firewall
* Antivirus
* Malware Removers
- * Internet Filters
File, Disk, and System o File Manager o Disk Defragmenter
Management - * Search o Screen Saver
* Image Viewer o File Compression
* Uninstaller - » PC Maintenance -
* Disk Cleanup e Backup and Restore
€§ CONSIDER THIS _
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productivity Applications

Productivity applications can assist you in becoming more effective and efficicnt «while performing
daily activitics at work, school, and home. Productivity applications include word processing,
presentation, spreadsheet, database, note taking, calendar and contact management, project
management, accor.mting, personal finance, legal, tax preparation, document management, and
enterprise computing. .

A variety of manufacturers offer productivity apps in each of these areas, ranging from desktop

to mobile to web apps. Many have a desktop version and a corresponding mobile version
adapted for smaller screen sizes and/or touch screens.

Developing Projects

With productivity applications, users often create, edit, format, save, and distribute projects.
Projects include documents, presentations, spreadsheets, notes, calendars, contact lists, budgets,
and more.

During the process of developing a project, you likely will switch back and forth among the
following activities. ‘

1. When you create a project, you enter text or numbers, insert images, add contacts, schedule
appointments, and perform other tasks using a variety of input methods, such as a keyboard,
a mouse, touch, or voice.

2. "To edit a project means to make changes to its existing content. Common cditing tasks
include inserting, deleting, cutting, copying, and pasting.
a. Inserting involves adding text, images, or other content.

b. Deleting involves removing text, images, or other content.

c. Cutting is the process of removing content and storing it in a temporary storage location,

called a clipboard. ‘
Copying is the process of placing content on a clipboard, with the content remaining in
the project. Read Ethics & Issues 4-1 for a discussion about unethical copying.

Pasting is the process of transferring content from a clipboard to a specific location in
a project.
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When users forzzat a project, they change its appearance. Formatting is important because

the overall look of a project significantly can affect its capability to communicate information

clearly. Examples of formatting tasks arc changing the font, font size, and font style (Figure 4-4),

a. A fort is a name assigned to a specific design of characters. Cambria and Calibri are
examples of fonts.

b. 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.

c. A font style adds emphasis to a font. Bold, italic, underline, and color are examples of font styles.

During the process of creating, editing, and formatting a project, the computer or mobile

device holds it in memory. To keep the project for future use requires that you save it. When

you s#ve a project, the computer transfers the project from memory to a local storage medium,

such as a USB flash drive or hard drive, or cloud storage, so that you can retrieve it later.

You can distribute a project as a hard copy or electronically. A hard copy is information that

exists on a physical medium, such as paper. 1o gencerate a hard copy, you print a project.

Sending electronic files via email or posting them for others to view, on websites for exam-

ple, saves paper and printer supplies. Many users opt for electronic distribution because it

contributes to green computing.
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word Processing

Wword processing software, sometimes called a word processor, is an application that allows
Jsers o create and manipulate documents containing mostly text and sometimes graphics
(Figure 4-5). Milliipns of people use word processing software on their computers and mobile
Jevices every day to develop documents such as letters, memos, rcpprts: hmil%ng labels,
newsletters, and webpages. . )

A major advantage of using word processing software is that it enables users to change their
written words casily. Word. processing software also has many features to make documents look
profcssional and visually appealing. For example, you can change the font, size, and color of
characters; apply special effects, such as three-dimensional shadows; use built-in styles to format
Jocuments; and organize text in newspaper-style columns.

Most word processing software allows users to incorporate graphics, such as digital photos
and clip art, in documents. In Figure 4-5, a user inserted an image of a tractor in the document.
With word processing software, you easily can modify the appearance of an image after
inserting it in the document.

You can use word processing software to define the
size of the paper on which to print and to specify
the margins. A feature, called wordwrap, allows

——
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Word processing software typically includes togls to assist
you with the writing process. [For cxample, a-spcllmg checker
reviews the spelling of individual words, sections of a docu-
ment, or the entire document. A grammar checker detects
passive voice, run-on sentences, and grammatica.l cTror‘s. A
format checker identifies extraneous spaces, capitalization
errors, and more. »

Discover More: Visit this chapter’ free resources to learn

more about word processing software and features.

Presentation .

Presentation software is an application that allows users
to create visual aids for presentations 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 from a
computer or mobile device (Figure 4-6).

Presentation software typically provides a variety 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 graphics on a slide with
3-D effects, animation, and other special effects, such as shad-
ing, shadows, and textures.

When building a presentation, users can set the slide timing
so that the presentation automatically 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
pr.esentations. Some audio and video editing applications 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 a hard copy outline of text from each
slide and handouts that show completed slides. Presentation
software also incorporates features such as checking spelling,

fo'rmattmg, rescarching, and creating webpages from cxisting
slide shows.

Discover More: Vicir rthie aloaee. s ¢ o,
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Spreadsheet = 5

Spreadsheet mogmﬁm is an wmwrnmco: that’ mzoim\dmnz
to organize data in columns and rows and vﬁ.moﬁ: calcula-
-ions on the data. These columns and rows collectively are
called 2 worksheet. Most spreadsheet software has basic
features to help users create, edit, and mozjmﬁ worksheets.
A ﬂuamm&mrooﬁ file m_mo s wsoﬁz as a éolﬂroow because it can

ed with CamScanner
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contain thousands of related individual worksheets. Data is organized vertically in columns and
horizontally in rows on each worksheet (Figurce 4-7).

Each worksheet usually can have thousands of columns and 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.
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Database _
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 cabi-
net. With a database stored clectronically, such as the one shown in Figure 4-8, the computer
stores the data on a storage medium, such as a hard drive or optical disc, or on cloud storage.

Database software is an application that allows users to create, access, and manage a database,
Using database software, you can add, change, and delcte data in a database; sort and retrieve
data from the database; and create forms and reports using the data in the database.

With most personal computer database programs, a database consists of a collection of tables,
organized in rows and columns. Each row, called a record, contains data about a given item
in the database, which is often a person, product, object, or event. Each column, called a field,
contains a specific category of data within a rccord. The Publishing database shown in Figure 4-8
consists of two tables: a Customer table and a Book Rep table. The Customer table contains 15
records (rows), each storing data about one customer. The customer data is grouped into 10 fields
(columns): CU # (customer number), Customer Name, Street, City, State, Postal Code, Amount
Paid, Current Due, Returns, and BR # (book rep number). The Current Due field, for instance,
contains the amount of money the customer owes the publisher. The Customer and Book Rep
‘tables relate to each other through a common field, BR # (book rep 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 customers whose balance is greater than $20,000. After

obtaining the results of a query, database applications can present them on the screen, send them

to-a printer, or save them in a file.
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Note Tak|ng g

Note taking software is an application that
.nables users to enter typed text, handwritten
omments, drawings, sketches, photos, and links
anywhere on a page and then save the page as
part of a notebook (Figure 4-9). Users also can
nclude audio recordings as part of their notes.
Some enable users to sync their notes to the
cloud so that they can access the notes on any
computer or mobile device. Many note taking
applications also include a calendar feature.

Users find note taking software convenient
during meetings, class lectures and confer-
ences, and in libraries and other settings

that previously required pencil and paper for
recording thoughts and discussions.

- . — — — ——

-~
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calendar and Contact Management
Calendar and contact management software is an application that helps you organize your

calendar, keep track of contacts, and share this information with other users, who can view it on

their computers and mobile devices (Figure 4-10). This software provides a way for individuals and

workgroups to organize, find, view, and share appointment and contact information casily. Althougt

sometimes available separately, calendar and contact management software often exists as a unit in -

single program. Miany email applications include calendar and contact management features.
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Project Management
an application that allows a user to plan, schedulc, track

Project management software is _ - _
and analyze the events, resources, and costs of a project. Project management software helps

users manage project variables, allowing them to complete a project on time and withip bUdgeL
A marketing manager, for example, might use project management software to schedule the
processes required in a product launch (Figure 4-11). Read How To 4-1 to learn how yoy ¢

manage a project using project management software.

Scanned with CamScanner



Af\cccou"dng sqftWa:;\:f iShan applic.atir)n that helps businesses of 211 sizes record 20d repom Fheir
ﬁnanCi“] rransactions. Wit accounting software, business users perform zcommTng o
Jated ©0 the general ledger, accounts

;eccivable, sccounts payable, purchasing,

voicing (Figure 4-12), and payroll func-

ions- Accounting software also enables

business users to write and print checks,

qack checking account activity, and <

update .nd reconcile balances on demand.
Most accounting software supports

ouline credit checks, bill payment, direct

deposit, and payroll services. Some offer

more complex features, such as job cost-

ing and estimating, time tracking, mul- - -
tiple company reporting, foreign currency St tiemniien . T
reporting, and forecasting the amount of reeienening piiit
rw materials needed for products. The e i

cost of accounting software for small busi-
nesses ranges from less than one hundred
to several thousand dollars. Accounting
software for large businesses can cost

Se:s'ral hundred thousand dollars. i’
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Personal Finance

Personal finance software is a simp
and small/home oftice users balance their check
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inance software assists home users with tracking
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lified accounting application tlmt helps home Users
books, pay bills, track personal income

and expenses, verify account bnlances‘
transfer funds, track investments, apg
evaluate financial plans (Figure 4-13),
Personal finance software helps deter-
mine where, and for what purpose, you
are spending money so that you can
manage your finances.

Most personal finance software
includes financial planning features,
such as analyzing home and personal
loans, preparing income taxes, and man-
aging retirement savings. Other features
include managing home inventory and
setting up budgets. Most of these appli-
cations also offer a variety of online ser-
vices, such as online banking and online
investing. Read Secure IT 4-2 for safety
tips when using personal finance apps
on your smartphone or other mobile
device.
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Lega\

[ egal software is 2n application that assists in the preparation of legal documents and
.M.O\-{éas legal information to individuals, families, and small businesses (Figure 4-14). Legal
;O&wgre provides standard contracts and documents associated with buying, selling, and
renting property: estate planning; marriage and divorce; and preparing a will or living trust.
By answering a series of questions or completing a form, the legal software tailors the legal

document to specific needs. Read Ethics & Issues 4-2 to consider whether an attorney should

review documents created with legal software.

— - r N = L 1 . -~ =
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Tax Preparation |

Tax prepamation O isan ap
businesses through the pruccs:\‘ of hi
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atton that can guias

oral and state wxes (Figure +-13). These pro-

.+ monev-saving tax tps, desig

o individuals, families, or sy al

ned to lower your tax bijj
After you answer a series of ques.
tions and complete basic forms,
the software creates and analyzes
your tax forms to search for missed
potential errors and deduction
opportumues.

Once the forms are complete, you
can print any Necessary paperwork;
then, they are ready for filing.
Some tax preparation programs
also allow you to file your tax forms
electronically, a process called
e-filing.

Discover More: Visit this
chapter’ free resources to learn
more about tax preparation
programs.
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Document Management

Document management
software is an application that
provides a means for sharing, dis.
tributing, and searching through
documents by converting them
into a format that can be viewed by
any uscr. The converted document,
which mirrors the original docu-
ment’s appearance, can be viewed
and printed without the software
that created the original document.
Some document management
software allows users to edit content
and add comments to the converted
document (Figure 4-16).

Many businesses use document
management software to share
and distribute company brochures,
literature, and other documents
electronically. Home users distrib-
ute flyers, announcements, and
graphics electronically. A popular
clectronic image file format that
document management software
uses to save converted documents 1S
PDF (Portable Document Format),
developed by Adobe Systems.
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Graphics and Media Applications

T addinon o pradueivine appdications, nany people worle with software destgned specificatly
for then el obworks Power usen sueh acenpineers, avchivect, desktap publishers, and
praphic avists, often vse sophtsdeated software that allows them o worke with graphies and
madiac Many o these applications incorporate wser fiendly interfiuces or sealed-down versions,
making o possible for the home and soadl bustness asers also vo eveate projects using these
Hpes o programe,

Graphies and media applications inelude computer-aided desipgn, destaop publishing, paint/
mage editing, photo editing and photo management, video and andio ediving, multimedia and
webstte authoring, media players, and dise burning,
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32 ZAD software to design building structures.

Computer-Aided Design

Computer-aided design (CAD) softwarg
is a type of application that assists profes.
sionals and designers in creating Cnginecer-
ing, architectural, and scientific designs
and models. For example, engineers creare
design plans for vehicles and scecurity Sys-
tems. Architects design building structureg
and floor plans (Figure 4-17). Scientists
design drawings of molecular structures,

Three-dimensional CAD programs allow
designers to rotate designs of 3-I objects
to view them from any angle. Some CAD
software even can generate material lists for
building designs.

IHome and small business users work
with less sophisticated design and modeling
software. These applications usually contain
thousands of predrawn plans that users can

customize to meet their needs. For example, home design/landscaping software is an application
that assisis users with the design, remodeling, or improvement of a home, deck, or landscape.
Discover More: Visit this chapter’s free resources to learn more about CAD software.
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TES T s Ao e more about GAD software.
Deskitop Fublishing

Jeskiop publishing software (OUP software) s an application that enables designery 1o
et graphies, and many colors, Professional
production of high-quality color projeets such as texthooks,
corporate newsletters, marketing literature, product catalogs, and annual reports Desipners
and graphic artists can print finished publications on a color
stonal printer. or post them on the we
DTP software.

create sophisticated publications that cont
DTP software is ideal for the

printer, take them o a profes
b a format that can be viewed by those without
Iome and small business users ereate newsletters, brochures, tlyers, advertisements, posteards,
greeting cards, letterhead, business cards, banners, calendaes, logos, and webpages using personal
DD sottware (Figure «-18), Although
many word processing programs inelude
. _ DI'P teatures, home and small business
. 2 & users often prefer to ereate D'UP proj-
cets using D'UP software bocause of its

Idrtetetsd ke Rines enhanced features, These programs typi-
cally guide you throngh the development

of a project by asking a series of questions,
Then, you can peint a finished publicadon
on a color printer or post it on the web,
PredeSton Headline Many persomal DP programs also

s “ mclude paint/image editing software and
photo editing and photo management
software (discussed next), enabling users to
embellish their publications with images.

ne - - - -

SRS Rl w s (Namtas miw @ o
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viultimedia and Website Authoring

Muliimedia authoring software allows users to combine text, graphics, audio, video, and
Animation inan interactive application (Figure ++-22) With this software, users control the
placement of text and tmages and the duration of sounds, video, and animation. Once created,

multimedia presentations often take the form of nteractive cm“l‘UtC"‘l"-‘SCd presentations or web-
hased presentations designed 1o facilitate learning, demonstrate product functionality, and clicit
agazine publish-

direct user participation. Iraining centers, cducational institutions, and online m
s interactive applications. These applications may

ers use multimedia authoring sottware to develoy
be distributed on an optical dise, over a local area network, or via the Internet as web apps.
Website authoring software helps users of all skill levels ereate related webpages that
include graphics, video, audio, animation, special effects with interactive content, and blog posts,
age, and maintain

In addition, many website authoring programs allow users to organize, man
was capabilities of multimedia authoring software.

websites. Website authoring software often |
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Programs and Apps

i Chapter 4

Communications Applications

One of the main reasons people use computers is 1o communicate and share information witl

others. Earlier chapters presented a varicty ol communications applications, which are SUmmg.

Most of the | 0 o
. R, : 2R Tawifies s : ider whether your email provider
vized in Table 4-2. Read Fines & Issues 4=+ to consider whether yo provider shoylg e

communmzations apps in

lable 4-2 are available as
mobile apps, as well.

) Table 42/ Communications Applications..
Blog

* Time-stamped articles, or posts, in diary or journal format, usually
listed in reverse chronological order
* Bloggers (author) use blogging software to create/maintain blog
© Some blog services provide blogging software so users do not
have to install it on their own servers

Browsing
* Allows users to access and viaw webpages on the Internet
¢ Requires browser
o Integrated in most operating cystems
o Alternative browsers are available on the web for download,
usually for free

Chat
e Real-time, online tinen curvarsetion with one of more users
¢ Requires cha: client <ohv o2
o Integrated in scinc cpeiatng svarems and most browsers
o Available for aywnload or: the web, usually for free
© Included with som# paio ‘Sks
© Built into some websites
Online Discussion
* Online areas where users hava written discussions
@ May require a raader crozram
o Integrated in some operating sysiziiz, emali programs, and srowsars

Emaii
© Messages and files sent via a network, such as the Internet
 Requires an email program
© Integrated in many scftware suites and operating systems
o Available free at portals on the web
© Included with a paid ISP
© Can be purchased separately
File Transfer

* Method of uploading files to and downioading files from servers
on the Internet i

@ May require an FTP client program
o Integrated in scme operating sysizais

o Availab!.e for dewrdoad on the web; many free or open source
alternatives are zvriiziic

o Many applications (suh 2 web editing scfiware) that requiro
frequent transfer of filcs 1 the Intemet have buir-in FTp Capabilities

allowed to read or scan your email messages.

Internet Phone

« Allows users to speak to other users via an Interriet connection

 Requires a microphone, a speaker, a high-speed Internet conrectigy . |
VolP software i
o Some subscription services also require a separate phone and Volp
o With a webcam, some services also support video chat or Videccﬁnfe;

Internet Messaging

s Real-time exchange of messages, iiles, images, audio, and/or videg Wity
another online user

= Requires messaging software
o Integrated in some opsrating systems
o Available for download on the web, usually for free, or availatle a5,

browser plug-in .

o Includad with soine paid ISPs

Mobile Messaging

s Short text, picture, cr video messenes sent and receivad, mainly on mehie
devices

> May require ressaging plan from mobile service provider

Ul

aﬂ'_;'

o Requires messaging software
© Integrated in most mobile devices
© Available for download on the web, usually for free

Vidzoconference

® Meeting between geographically separated pecple who use a natwark o
transmit video/audio

° Requires videoconferenzing software, a microphone, a speaker, and a
webcam

Web Feeds
® Kesps track of changes made to blogs by checking feeds
* Requires a feed reader

© Integrated in some email programs and browsers

© Available for download on the web, usually for free

Scanned with CamScanner



