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Competencies (Page 1 of 2) 

Discuss general-purpose applications 
Discuss  word processors, spreadsheets, 

database management systems, and 
presentation programs.  
Discuss specialized applications. 
Describe graphics programs, web authoring 

programs, and other specialized 
professional applications.  
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Competencies (Page 2 of 2)  

Describe mobile apps and app stores. 
Discuss software suites. 
Describe office suites, cloud suites, 

specialized suites, and utility suites. 
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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 
Spreadsheets 
Database management systems 
Presentation programs 
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Presenter
Presentation Notes
Microcomputer can be thought of as an electronic tool. 
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Application Software 
Application software is end user software 

that is used to accomplish a variety of 
tasks  
Three categories 

1. General Purpose Applications 
2. Specialized Applications 
3. Mobile Apps 
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Presenter
Presentation Notes
Two kinds of software (as discussed in Chapter 1)System software (Key Term) – works with end users, application software, and computer hardware to handle the majority of technical detailsApplication Software (Key Term) – is end user software that is used to accomplish a variety of tasksThree categories of Application SoftwareGeneral Purpose Applications (Key Term) – word processing, spreadsheets, database management systems and presentation graphics.Specialized Applications (Key Term) – tend to be more focused and used in specific areas and disciplinesMobile Apps (key Term) – add-on features or programs designed for mobile devices such as smartphones and tablets.
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Common Features 
 Graphical User Interface (GUI) 
 Icons 
 Pointer  
 Windows 
 Menus 
 Toolbars 
 Button 

 Dialog Boxes 
 Spell checkers 
 Alignment 
 Font and Font Sizes 
 Tables 
 Reports 
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Presenter
Presentation Notes
User interface (key term) or  Graphical User Interface (GUI) (key terms) allows the user to control and interact with the program.Graphical elements called Icons (key term) can be clicked on by the user using the mouse. The mouse controls the pointer (key term) on the screen to select the icon Once the icon is selected and clicked, the represented program will display in the window (key term) which is the rectangular area containing a document, program or message.Most programs use a system of menus, toolbars, and dialog boxes.Menus (key term) present commands that are displays in the menu bar at the top of the screenToolbars (key term) appear below the menu bar (key term) and include graphic elements known a buttons (key term) the user can click on as a shortcutDialog Boxes (key term) provide additional information and request user inputMost applications provide us with some variety of things such as Spell CheckAlignmentFont and Font SizesTablesReports
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Common Features in Microsoft  
Ribbon GUI 
Ribbons 
Tabs 
Groups 
 Contextual tabs 

Galleries 
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Presenter
Presentation Notes
Ribbon GUI (key term) makes it easier for the user to find and use all the features of an applicationRibbons (key term) replace menus and toolbars using commands into a set of tabsTabs (key term) divide the ribbon into major categories. Each tab represents groups (key term) of related items. Contextual tabs (key term) are only used when the item is selected and at that time, operations can be performed on that item.Galleries (key term) give the user to see the effect their selection will have prior to making their choice.
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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 
OpenOffice Writer 
Google Docs 
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Presenter
Presentation Notes
Word Processor Programs (key term) One of the most flexible and widely used software tools used to create documents (key term)One of the first programs used by PC end-users Used by most end-users 
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Spreadsheets 

Programs that organize, analyze, and graph 
numeric data 
Spreadsheet programs  
Microsoft Excel 
Apple Numbers 
OpenOffice Calc 
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Presenter
Presentation Notes
Spreadsheet program (key term)Analyzes and graphs numeric data such as budgets and financial reportsElectronic spreadsheet used to organize, manipulate and graph data; also known as worksheets
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Creating a Sales Forecast 
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Presenter
Presentation Notes
FeaturesWorksheets Text entriesFunctions Cells Formulas
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Database Management Systems (DBMS) 

A collection of related data 
Electronic equivalent of a file cabinet 
Two most widely used systems 
Microsoft Access 
OpenOffice Base 
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Presenter
Presentation Notes
Database (key term) is a collection of related dataDatabase Management Systems (DBMS) (key term) or a Database Manager (key term) Establishes a structure for data storage, usually relational – using related tables, so related data can be easily retrieved
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Presentation Graphics 

Programs that combine a variety of visual 
objects to create visually interesting 
presentations  
Presentation programs  
Microsoft PowerPoint 
OpenOffice Impress 
Apple Keynote 
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Presenter
Presentation Notes
Presentation graphics program (key term)Creates interesting and professional presentations
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Specialized Applications 

Programs that more narrowly focused on 
specific disciplines and occupations 
 Includes: 
Graphics Programs 
Web Authoring Programs 
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Presenter
Presentation Notes
Specialized applications included graphics programs and web authoring programs. 
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Graphics 

Widely used in graphic arts 
Use: 
Desktop Publishing Programs 
 Image Editing Programs 
 Illustration Programs 
 Image Galleries 
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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 
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Presenter
Presentation Notes
Desktop publishing programs (key term) or page layout programs (key term) give the graphic artist the ability to combine text and graphics. The major focus is on page design and layout and desktop publishing programs lend greater flexibility to this feature. Many of the elements used in desktop publishing are actually imported from other sources such as word processors, digital cameras, scanners, image editors, illustration programs and image galleries. 
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Image Editors 

 Also know as Photo Editors 
 Specialized graphics programs for editing or 

modifying digital photographs 
 Photographs consist of thousands of pixels that 

form images knows as bitmaps 
 Popular image editors 
 Adobe Photoshop 
 Corel Paint shop Pro 
 GIMP (GNU Manipulation Program) 
Windows Live Photo Gallery 
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Presenter
Presentation Notes
Photo Editors (key term) or Image editors (key term) are used for editing photographs. Often it is desired to touch up a photograph or remove scratches or imperfections. The photograph is made of up thousands of dots or pixels (key term), they form an image referred to as a bitmap (key term)  or a raster (key term) image. If a bitmap is over adjusted it suffers from being pixelated or jagged on the edges. 
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Making IT Work for You  - Image Editing 

Tool to manage your images locally and on the 
cloud 
Windows Live Photo Gallery 
Free and easy to use 
 Identify and tag  
7GB free online storage 
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Illustration Programs 

Also know as drawing programs 
Create and edit vector images 
Use geometric shapes or objects created by 

connecting lines and curves defined by 
mathematical equations 
Popular Illustration Programs 
Adobe Illustrator 
CorelDraw 
 Inkscape 
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Presenter
Presentation Notes
Illustration programs (key term) also know as drawing programs (key term) create vector images (key term) which differ from bitmap images. Vector images (key term) or vector illustrations (key term) are made up of geometric shapes or objects created by connecting lines and curves defined by mathematical equations. This makes their editing quick and resizing, coloring, texturing and manipulation easy. 
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Image Galleries 

Libraries of electronic images 
Used for a variety of applications 
Provides visual interest 
Two types 
Stock photographs 
Clip art 
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Presenter
Presentation Notes
Image galleries (key term) are libraries of electronic images. They are used for a variety of applications from illustrating textbooks to just providing visuals in presentations. There are two basic types of images:Stock Photographs (key term) which are photos on a variety of subjectsClip art (key term) which are illustrations on a variety of topicsMost applications provide access to a limited amount of free clip art images.There are also many web image galleries.
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Web Authoring Programs 
Web authoring is the creation of a site 
Design 
Document file displaying website’s content 

Graphical site map 
Overall site design 

Multimedia Elements 
Animations 
 Flash 

WYSIWYG 
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Presentation Notes
There are over a billion websites on the Internet and more being created and added as we speak. Anything from corporations promoting their products to individuals creating online diaries or blogs (key term). It all begins with web authoring (key term) or the creation of a site through a Web Authoring program (key term). It starts with the design and then the document file displaying the website’s content. The Graphical Site Map (key term) is the overall site design of the website. Multimedia Elements are added to a website to enhance interest and interactivity. Animations (key term) provides moving graphicsFlash (key term) is a program which aids in the creation of active animationSome web authoring programs are WYSIWYG (key term) what you see is what you get which means you can build the page without having to interact or understand coding (HTML)Web page editors (key term) or HTML editors (key term) provide support for website design and HTML coding
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Mobile Apps 
Mobile applications are add-on programs for 

smartphones or tablets 
 Apps 
 500,000 just for iPhone 
 Social networking, messaging, web browsing, QR 

codes 
 App Stores 
 Provides access to mobile apps 
 Apple’s App Store 
 Google Play 
Windows Phone Marketplace 
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Presenter
Presentation Notes
Mobile Apps (key term) or mobile applications (key term) are add-on programs that can be downloaded from App Stores for your smartphone or tablet. AppsThere are over 500,000 apps for Apple iPhone alone. Most popular are social networking, message, picture sharing, web browsing, QR codes (key term) or quick response code (key term)App Stores (key term)Provide access to mobile apps either for free or a feeFor example, you would need to download a QR code reader (key term) to be able to scan a QR code to display the encoded information
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Software Suites 

 Collection of separate application programs bundled together 
and sold as a group 
 Office suites or office software suite / productivity suites  
 Microsoft Office 
 Apple iWork, OpenOffice 

 Cloud suites or online office 
suites 
 Google Docs,  Zoho, Microsoft Web Apps 

 Specialized suites  
 Utility suites  
 Norton Systems Works 
 Norton Internet Security suite 
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Presenter
Presentation Notes
Office Software Suite (ley term) / Office Suite (key term) / Productivity Suite (key term)A collection of separate applications bundled and sold as a group that share information between applicationsLess expensive than individual applications; but more expensive than integrated packagesCloud Suites (key term) or online office suites (key term) are stored at a server on the Internet and access is gained through the Internet. Ease in collaborationDownside – dependent on server so be sure to have a backupSpecialized suites (key term) include graphics or financial suites among others.Utility suites (key term) are designed to make computing safer for all. 
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Making IT Work for You  - Google Docs 

Tool to create and collaborate with others 
Creating /sharing documents 
Free and easy to use 
Free Google account 
Free online storage 
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Careers In IT 

Software Engineers analyze users’ needs and 
create application software 
Attributes 
Good communication skills 
Programming experience 
Detail oriented 
Web application experience 
Analytical skills 

Earning potential of  
$53,000 to $97,000 annually 
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Presenter
Presentation Notes
Software Engineers (key term) analyze users’ needs and create application software. Typically have experience in programming but focus on the design and development of programs using the principles of mathematics and engineering. 
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A Look to the Future 

Next-Generation User Interfaces 
Doubtful a single interface 

will serve everyone 
Must be comfortable to use 
 Touch / interactive screen 
 Voice recognition 
Gestures? 
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Open-Ended Questions (Page 1 of 2) 
 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. 
 
 Define general-purpose applications including word 

processors, spreadsheets, database management 
systems, and presentation graphics.  
 
 Discuss specialized applications, including graphics 

programs, web authoring programs, and other 
professional specialized applications 
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Presenter
Presentation Notes
Have students turn to the end of Chapter 3 in their textbooks to view the same “Open-Ended” questions/statements
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Open-Ended Questions (Page 2 of 2) 

Describe mobile apps, including QR code 
readers and app stores. 
 
Describe software suites, including office 

suites, cloud suites, specialized suites, and 
utility suites. 
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Presenter
Presentation Notes
Have students turn to the end of Chapter 3 in their textbooks to view the same “Open-Ended” questions/statements
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