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Application Software

Chapter Overview

T

his chapter begins by discussing the role of the system software with respect to application software. It then presents an overview of several productivity/
business software applications, graphic design/multimedia software applications, home/personal/educational software applications, and communications software applications. The chapter identifies various Web applications. Finally, learning aids and support tools within application software products are presented.

Chapter Objectives

After completing this chapter, you should be able to:

· Define application software

· Understand how system software interacts with application software

· Identify the role of the user interface

· Explain how to start a software application

· Identify the widely used products and explain key features of productivity/business software applications, graphic design/multimedia software applications, home/personal/educational software applications, and communications software applications

· Identify various products available as Web applications

· Describe the learning aids available with many software applications

Chapter Outline


I.
Application software  [p. 3.02]
Application software consists
_________________________________________
__________________________________________________________________
A software package is
_______________________________________________

A.
The role of the system software  [p. 3.03]
System software consists
__________________________________________
_______________________________________________________________
The operating system contains
______________________________________
_______________________________________________________________

The operating system must be loaded from the hard disk into the computer’s memory before any application software can be run.
A utility program is
______________________________________________
_______________________________________________________________

B.
The role of the user interface  [p. 3.04]
The user interface controls
_________________________________________
_______________________________________________________________
A graphical user interface (GUI) combines
____________________________
_______________________________________________________________

C.
Starting a software application  [p. 3.04]
Both the Apple Macintosh and the Microsoft Windows operating systems use the concept of a desktop.

· The desktop is
________________________________________________
____________________________________________________________

· An icon is
___________________________________________________
____________________________________________________________

· A button is
___________________________________________________
____________________________________________________________

· The pointer is
________________________________________________
To click an object, you move
____________________________________
____________________________________________________________

· A menu contains
______________________________________________
A command is
________________________________________________
____________________________________________________________
A submenu is
________________________________________________

You can start an application by clicking its name on a menu or submenu. Once started, an application displays in a window on the desktop.

· A window is
_________________________________________________
____________________________________________________________
A title bar is
__________________________________________________

· A dialog box is
_______________________________________________
____________________________________________________________

· A shortcut menu is
____________________________________________
____________________________________________________________


II.
Productivity/business software  [p. 3.07]
Productivity software is
______________________________________________
__________________________________________________________________

A.
Word processing software  [p. 3.08]
Word processing software allows
____________________________________
_______________________________________________________________

Word processing software features:

· Clip art is
____________________________________________________

· Margins are
__________________________________________________

· Wordwrap allows
_____________________________________________

· Scrolling is
__________________________________________________

· Find allows
__________________________________________________
Replace allows
_______________________________________________

· A spelling checker reviews
______________________________________
____________________________________________________________

· A header is
__________________________________________________
A footer is
___________________________________________________

B.
Developing a document  [p. 3.10]
Many applications, such as word processing, allow you to create, edit, format, save, and print documents.

· Creating involves
_____________________________________________
____________________________________________________________

· Editing is
____________________________________________________
____________________________________________________________

· Formatting involves
___________________________________________
____________________________________________________________
A font is
____________________________________________________
Font size specifies
____________________________________________
Font style adds
_______________________________________________

· Saving is
____________________________________________________
____________________________________________________________
A file is
_____________________________________________________
A file name is
________________________________________________

· Printing is
___________________________________________________
____________________________________________________________

1.
Voice recognition  [p. 3.11]
Voice recognition is
___________________________________________
____________________________________________________________

C.
Spreadsheet software  [p. 3.12]
With spreadsheet software, you can
__________________________________
_______________________________________________________________
A worksheet is
__________________________________________________

1.
Spreadsheet organization  [p. 3.12]
A spreadsheet file contains up to 255 related worksheets. On a worksheet, data is organized vertically in columns and horizontally in rows. A letter identifies each column, and a number identifies each row.
A cell is
_____________________________________________________
Cells are identified by the column and row in which they are located (e.g., the cell at column B and row 10 is referred to as cell _______ ).
Cells may contain three types of data:

· _______________ (text)

· _______________ (numbers)

· _______________ (calculations performed on data)

2.
Calculations  [p. 3.12]

A formula performs
___________________________________________
____________________________________________________________
A function is
_________________________________________________
____________________________________________________________

3.
Macros  [p. 3.13]
A macro is
___________________________________________________
____________________________________________________________

4.
Recalculation  [p. 3.13]
A powerful spreadsheet feature is that when data changes, the rest of the data in a worksheet is recalculated automatically.
What-if analysis is
____________________________________________
____________________________________________________________

5.
Charting  [p. 3.14]
Charting shows the relationship of data in graphical form.

· Line charts show
___________________________________________
_________________________________________________________

· Column charts display
______________________________________
_________________________________________________________

· Pie charts have
____________________________________________
_________________________________________________________

D.
Database software  [p. 3.15]
A database is
____________________________________________________
_______________________________________________________________
Database software allows
__________________________________________
_______________________________________________________________
Most PC databases consist of tables organized in rows and columns.

· A record is
___________________________________________________
____________________________________________________________

· A field is
____________________________________________________
____________________________________________________________

1.
Database organization  [p. 3.16]
The table structure describes the records and fields in a table, including the number of fields, the field names, the field sizes, and the data types.
Field names are short, descriptive, unique names assigned to each field.
Field size is
__________________________________________________
Data type specifies
____________________________________________
Common data types:

(
_______________
(
_______________
(
_______________

(
_______________
(
_______________
(
_______________

(
_______________

2.
Entering data  [p. 3.17]
Populating is
_________________________________________________
____________________________________________________________
Validation is
_________________________________________________
____________________________________________________________

3.
Manipulating data  [p. 3.17]
Once records are entered, database software can be used to manipulate the data to generate information.

· You can sort
______________________________________________
_________________________________________________________

· You can run a query, which is
________________________________
_________________________________________________________

E.
Presentation graphics software  [p. 3.18]
Presentation graphics software allows
________________________________
_______________________________________________________________
Presentations can be viewed as slides, sometimes called a slide show.

A clip gallery includes
____________________________________________
_______________________________________________________________

A presentation can be viewed or printed in several formats:

· An outline includes
____________________________________________

· Audience handouts include
______________________________________

· A notes page shows
____________________________________________

F.
Personal information managers  [p. 3.20]
A personal information manager (PIM) is
_____________________________
_______________________________________________________________
Included in most PIMs:

· An appointment calendar allows
_________________________________
____________________________________________________________

· An address book maintains
______________________________________
____________________________________________________________

· A notepad is used to record
_____________________________________
____________________________________________________________

G.
Software suite  [p. 3.20]
A software suite is
_______________________________________________
_______________________________________________________________
Software suites offer two major advantages:
___________________________
_______________________________________________________________

H.
Project management software  [p. 3.21]
Project management software allows
_________________________________
_______________________________________________________________

I.
Accounting software  [p. 3.21]
Accounting software helps
_________________________________________
_______________________________________________________________


III.
Graphics and multimedia software  [p. 3.22]
Power users often use sophisticated software to work with graphics and multimedia.

A.
Computer-aided design  [p. 3.22]
Computer-aided design (CAD) software is
____________________________
_______________________________________________________________

B.
Desktop publishing software (for the professional)  [p. 3.23]
Desktop publishing (DTP) software enables
___________________________
_______________________________________________________________

DTP software is designed to support page layout, which is
________________
_______________________________________________________________
A color library is
________________________________________________

C.
Paint/image editing software (for the professional)  [p. 3.24]
Paint software (illustration software) allows
___________________________
_______________________________________________________________
Image editing software provides
_____________________________________
_______________________________________________________________

D.
Video and audio editing software  [p. 3.24]
Video consists
__________________________________________________
Video editing software can be used
__________________________________
_______________________________________________________________

Audio is
_______________________________________________________
Audio editing software can be used
__________________________________
_______________________________________________________________

E.
Multimedia authoring software  [p. 3.25]
Multimedia authoring software allows
________________________________
_______________________________________________________________

F.
Web page authoring software  [p. 3.25]
Web page authoring software helps
__________________________________
_______________________________________________________________


IV.
Software for home, personal, and educational use  [p. 3.26]
Most of the software in this category is inexpensive, costing less than $100.

A.
Integrated software  [p. 3.26]
Integrated software is
_____________________________________________
_______________________________________________________________

B.
Personal finance software  [p. 3.27]
Personal finance software is
________________________________________
_______________________________________________________________
With online banking, you transfer
___________________________________
_______________________________________________________________

C.
Legal software  [p. 3.28]
Legal software assists
_____________________________________________
_______________________________________________________________

D.
Tax preparation software  [p. 3.28]
Tax preparation software guides
_____________________________________
_______________________________________________________________

E.
Desktop publishing (for personal use)  [p. 3.28]
Personal DTP software can
________________________________________
_______________________________________________________________

F.
Paint/image editing software (for personal use)  [p. 3.29]
Personal paint/image editing software provides
_________________________
_______________________________________________________________
Photo editing software, a type of image editing software, allows
___________
_______________________________________________________________

G.
Clip art/image gallery  [p. 3.30]
A clip art/image gallery is
_________________________________________

H.
Home design/landscaping software  [p. 3.30]
Home design/landscaping software assists
____________________________
_______________________________________________________________

I.
Educational/reference/entertainment software  [p. 3.30]

· Educational software is
_________________________________________
____________________________________________________________
Computer-based training (CBT) is
________________________________
____________________________________________________________

· Reference software provides
_____________________________________
____________________________________________________________

· Personal computer entertainment software includes
__________________
____________________________________________________________


V.
Software for communications  [p. 3.32]
Users have a variety of software options relative to communications.

A.
Electronic mail software  [p. 3.32]
E-mail (electronic mail) is
_________________________________________
_______________________________________________________________
E-mail software is used
___________________________________________
_______________________________________________________________

B.
Web browsers  [p. 3.32]
A Web browser, or browser, allows
__________________________________
_______________________________________________________________

C.
Chat rooms  [p. 3.32]
A chat room permits
______________________________________________
_______________________________________________________________
A chat client is
__________________________________________________

D.
Newsgroups  [p. 3.32]
A newsgroup is
__________________________________________________
_______________________________________________________________
A newsreader is
_________________________________________________

E.
Instant messaging  [p. 3.32]
Instant messaging (IM) is
__________________________________________
_______________________________________________________________
An instant messenger is
___________________________________________
_______________________________________________________________

F.
Groupware  [p. 3.33]
Groupware is
___________________________________________________
_______________________________________________________________

G.
Videoconferencing  [p. 3.33]
A videoconference is
_____________________________________________
_______________________________________________________________
_______________________________________________________________


VI.
Applications on the Web  [p. 3.33]
A Web application is
________________________________________________
__________________________________________________________________

A.
Web-based training  [p. 3.34]
Web-based training (WBT) is
______________________________________
_______________________________________________________________
Distance learning (DL) is
__________________________________________
_______________________________________________________________

B.
Application service providers  [p. 3.35]
An application service provider (ASP) is
______________________________
_______________________________________________________________

There are five categories of ASPs:

· ____________________________________________________________

· ____________________________________________________________

· ____________________________________________________________

· ____________________________________________________________

· ____________________________________________________________


VII.
Learning aids and support tools within an application  [p. 3.36]
Learning aids provided by many applications and Web sites:

· Online Help is
___________________________________________________
_______________________________________________________________
Often, Help is context-sensitive, meaning
_____________________________
_______________________________________________________________

· An FAQ (Frequently Asked Questions) page helps
______________________
_______________________________________________________________

· A wizard is
_____________________________________________________
_______________________________________________________________

Self Test

Matching

	1. ____
computer-aided design (CAD) software

2. ____
desktop publishing (DTP) software

3. ____
paint software

4. ____
multimedia authoring software

5. ____
personal finance software

6. ____
legal software

7. ____
tax preparation software

8. ____
home design/landscaping software

9. ____
educational software

10. ____
e-mail software
	a. used to prepare legal documents and provide legal advice to individuals

b. used to combine text, graphics, audio, video, and animation into an interactive presentation

c. used to create, send, receive, forward, store, print, and delete electronic mail messages

d. used in creating engineering, architectural, and scientific designs

e. used to balance a checkbook, pay bills, track income and expenses, and track investments

f. used to guide individuals or small businesses through the process of filing federal taxes

g. used to draw pictures, shapes, and other graphical images with various on-screen tools

h. used to edit digital photographs by removing red-eye or adding special effects

i. used to create Web pages, in addition to organizing and maintaining Web sites

j. used to design and produce sophisticated documents containing text and graphics

k. used to assist with the design or remodeling of a house, deck, or yard

l. used to teach a particular skill, from a foreign language to how to cook


True/False

____
1.
A graphical user interface (GUI) requires the typing of keywords or pressing of special keys on the keyboard to enter data and instructions.

____
2.
Shortcut menus display a list of commands commonly used to complete a task related to the current activity or selected item.

____
3.
A header is text that appears at the bottom of each page.

____
4.
Formatting is important because the overall look of a document can affect its ability to communicate effectively.

____
5.
Only a small fraction of the columns and rows in a spreadsheet displays on the computer screen at one time.

____
6.
In a database, a field contains information about a given person, product, or event, while a record contains a specific piece of information within a field.

____
7.
Presentation graphics software provides an array of predefined presentation formats that define complementary colors and other items on the slides.

____
8.
Most PIMs do not include an appointment calendar, address book, or notepad.

____
9.
Unlike a software suite, the applications within an integrated software package use different interfaces and have entirely unique features.

____
10.
To access a Web application, you simply visit the Web site that offers the program.

Multiple Choice

	____
	1. What is loaded, or copied, into memory from the computer’s hard disk each time you start your computer?

a. the operating system

b. a software application

c. the software package

d. a utility program

	____
	2. What is a title bar?

a. a small image that displays on the screen to represent a program

b. an onscreen work area that uses common graphical elements

c. a horizontal space at the top of a window that contains the window’s name

d. an instruction that causes a computer program to perform a specific action

	____
	3. What happens when you format a document?

a. text, numbers, or graphical images are inserted using an input device

b. changes are made to the document’s existing content

c. the appearance of the document is changed

d. the document is copied from memory to a storage medium

	____
	4. How many rows and columns does a spreadsheet typically have?

a. 256 columns and 256 rows

b. 65,536 columns and 65,536 rows

c. 65,536 columns and 256 rows

d. 256 columns and 65,536 rows

	____
	5. What common data type includes Web addresses that link a document to a Web page?

a. numeric

b. hyperlink

c. memo

d. currency

	____
	6. In a personal information manager (PIM), for what purpose is a notepad used?

a. to record ideas, reminders, and other important information

b. to schedule activities for a particular day and time

c. to enter and maintain names, addresses, and telephone numbers

d. to design and produce sophisticated documents

	____
	7. What type of software might a general contractor use to manage a home-remodeling schedule or a publisher use to coordinate the process of producing a textbook?

a. home design/landscaping software

b. project management software

c. desktop publishing software

d. presentation graphics software

	____
	8. What type of software can be used to modify sound clips and usually includes filters designed to enhance sound quality?

a. audio editing software

b. video editing software

c. image editing software

d. photo editing software

	____
	9. What type of software products often use a computer-based training (CBT) approach?

a. educational software

b. home design/landscaping software

c. reference software

d. clip art/image gallery software

	____
	10. What does word processing software use to help you create memorandums, meeting agendas, fax cover sheets, and letters?

a. online help

b. FAQs

c. tutorials

d. wizards


Fill in the Blanks

1. A(n) ____________________ is a specific software product, such as Microsoft Word.

2. A(n) ____________________ is a type of system software that performs a specific task, usually related to managing a computer, its devices, or its programs.

3. A(n) ____________________ is a program that copies itself into other programs and spreads through multiple computers.

4. A single ____________________ is about 1/72 of an inch in height.

5. ____________________ is the computer’s capability of distinguishing spoken words.

6. The number of fields, field names, field sizes, and data types in a database table collectively are referred to as the table ____________________.

7. You can specify the data a query retrieves by identifying ____________________, which are restrictions the data must meet.

8. Some chat rooms support ____________________, where you hear and see others and they can hear or see you as you chat.

9. Home users today can make a(n) ____________________, where both parties see each other as they talk.

10. Microsoft’s Web applications, called ____________________, enable users to access Microsoft software on the Web from any type of device or computer.

Complete the Table

POPULAR SOFTWARE PACKAGES FOR HOME/PERSONAL/EDUCATIONAL USE

	Software Application
	Popular Packages

	____________________
	· Microsoft Works

	____________________
	· Intuit Quicken

· Microsoft Money

	____________________
	· Kiplinger’s WILL Power

· Quicken Lawyer

	____________________
	· Intuit TurboTax

· Kiplinger TaxCut

	____________________
	· Corel GALLERY

· Nova Development Art Explosion

	____________________
	· Broderbund 3D Home Design Suite

· Quality Plans Complete LandDesigner

	____________________
	· Microsoft Encarta

· Rand McNally TripMaker


Things to Think About

1. What word processing features would be most useful to an author composing a short story? To a publicist creating a newsletter? To a student writing a term paper? Why?

2. Why is a spreadsheet’s capability to perform what-if analysis important to business executives?

3. What types of software would be particularly useful to business travelers? Why?

4. What types of communications software would be most used by a teenager? A college student? A business professional? Why?

Puzzle

Use the given clues to complete the crossword puzzle.
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Self Test Answers

	Matching
	True/False
	Multiple Choice
	Fill in the Blanks

	1. d
[p. 3.22]
	1. F
[p. 3.04]
	1. a
[p. 3.03]
	1. software package  [p. 3.02]

2. utility program or utility  [p. 3.03]

3. virus  [p. 3.03]

4. point  [p. 3.10]

5. Voice recognition or Speech recognition  [p. 3.11]

6. structure  [p. 3.16]

7. criteria  [p. 3.17]

8. voice chats or video chats  [3.32]

9. video telephone call  [p. 3.33]

10. .NET  [p. 3.34]

	2. j
[p. 3.23]
	2. T
[p. 3.06]
	2. c
[p. 3.06]
	

	3. g
[p. 3.24]
	3. F
[p. 3.09]
	3. c
[p. 3.10]
	

	4. b
[p. 3.25]
	4. T
[p. 3.10]
	4. d
[p. 3.12]
	

	5. e
[p. 3.27]
	5. T
[p. 3.12]
	5. b
[p. 3.16]
	

	6. a
[p. 3.28]
	6. F
[p. 3.16]
	6. a
[p. 3.20]
	

	7. f
[p. 3.28]
	7. T
[p. 3.18]
	7. b
[p. 3.21]
	

	8. k
[p. 3.30]
	8. F
[p. 3.20]
	8. a
[p. 3.24]
	

	9. l
[p. 3.30]
	9. F
[p. 3.27]
	9. a
[p. 3.30]
	

	10. c
[p. 3.32]
	10. T
[p. 3.33]
	10. d
[p. 3.37]
	


Complete the Table

POPULAR SOFTWARE PACKAGES FOR HOME/PERSONAL/EDUCATIONAL USE

	Software Application
	Popular Packages

	Integrated Software_______
	· Microsoft Works

	Personal Finance________
	· Intuit Quicken

· Microsoft Money

	Legal__________________
	· Kiplinger’s WILL Power

· Quicken Lawyer

	Tax Preparation_________
	· Intuit TurboTax

· Kiplinger TaxCut

	Clip Art/Image Gallery____
	· Corel GALLERY

· Nova Development Art Explosion

	Home Design/Landscaping_
	· Broderbund 3D Home Design Suite

· Quality Plans Complete LandDesign

	Reference______________
	· Microsoft Encarta

· Rand McNally TripMaker


Things to Think About

Answers will vary.
Puzzle Answer
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Notes

2.1

