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Competencies

After you have read this chapter, you should be able to:

1 Discuss general-purpose applications.

2 Describe word processors, spreadsheets, database management systems,
and presentation programs.

3 Discuss specialized applications.

4 Describe graphics programs, web authoring programs, and other specialized

professional applications.

A Download the free
Computing Essentials 2014

app for videos, key term G Discuss software suites.

flashcards, quizzes, and
the game, Over the Edge!

5 Describe mobile apps and app stores.

7 Describe office suites, cloud suites, specialized suites, and utility suites.

=Why should | read this chapter?

At one time all document preparation was a manual
process performed by clerical staff. That was then
and this is now. Now, a required skill for nearly every
profession is the ability to create documents, to ana-
lyze data, to develop presentations, and to store and
retrieve information. Professionals need to know how

This chapter discusses these applications
including word processors, spreadsheets, database
management systems, and presentation graph-
ics. Additionally, you’ll learn about cloud comput-
ing applications, integrated packages, and software
suites. To be competent and to be competitive in

to use software applications on e
their desktops or from the cloud
to perform these activities.

™ today’s professional workplace,
you need to know and to under-
stand these things.
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=In’[roduction

Not long ago, trained specialists were required to perform
many of the operations you can now do with a microcomputer.
Market analysts used calculators to project sales. Graphic art-
ists created designs by hand. Data processing clerks created
electronic files to be stored on large computers. Now you can
do all these tasks—and many others—with a microcomputer
and the appropriate application software.

Think of the microcomputer as an electronic tool. You may
not consider yourself very good at typing, calculating, organiz-
ing, presenting, or managing information. However, a micro-
computer can help you do all these things and much more. All
it takes is the right kinds of software.

Competent end users need to understand the capabilities
of general-purpose application software, which includes word
processors, spreadsheets, database management systems,
and presentation programs. They need to know about inte-
grated packages and software suites.

Hi, ’'m James, and I’'m a software
engineer. I'd like to talk with you

ahout application software . . . . Application SOﬁware

programs that we all need to know.

I'd also like to talk with you about

how to access and use these As we discussed in Chapter 1, there are two kinds of software. System software

traditional programs using cloud works with end users, application software, and computer hardware to handle the

computing. majority of technical details. Application software can be described as end-user
software and is used to accomplish a variety of tasks.

Application software can be divided into three categories. One category, general-
purpose applications, includes word processing programs, spreadsheets, database
management systems, and presentation graphics. Another category, specialized
applications, includes thousands of other programs that tend to be more narrowly
focused and used in specific disciplines and occupations. The third category, mobile
apps, are add-on features or programs designed for a variety of mobile devices
including smartphones and tablets.

User Interface

A user interface is the portion of the application that allows you to control and to
interact with the program. Almost all applications use a graphical user interface
(GUI) that displays graphical elements called icons to represent familiar objects
and a mouse. The mouse controls a pointer on the screen that is used to select
items such as icons. Another feature is the use of windows to display information.
A window is simply a rectangular area that can contain a document, program, or
message. (Do not confuse the term window with the various versions of Microsoft’s
Windows operating systems, which are programs.) More than one window can be
opened and displayed on the computer screen at one time.

Traditionally, most software programs use a system of menus, toolbars, and
dialog boxes. (See Figure 3-1.)

* Menus present commands that are typically displayed in a menu bar at the
top of the screen.

* Toolbars typically appear below the menu bar and include small graphic
elements called buttons that provide shortcuts for quick access to commonly
used commands.

* Dialog boxes provide additional information and request user input.
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Button Dialog box
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Many Microsoft and other applications use an interface known as the Ribbon
GUI to make it easier to find and use all the features of an application; this GUI
uses a system of ribbons, tabs, and galleries. (See Figure 3-2.)

* Ribbons replace menus and toolbars by organizing commonly used com-
mands into a set of tabs. These tabs display command buttons that are the
most relevant to the tasks being performed by the user.

* Tabs are used to divide the ribbon into major activity areas. Each tab is
then organized into groups that contain related items. Some tabs, called
contextual tabs, only appear when they are needed and anticipate the next
operations to be performed by the user.

* Galleries simplify the process of making a selection from a list of alternatives.
This is accomplished by graphically displaying the effect of alternatives before
being selected.

Gallery
|

Tabh ———>» l

Ribbons {

Groups

Figure 3-1 Traditional graphical
user interface

environment

Did you know that downloading
software can actually generate
energy savings? Microsoft, for
example, finds that distributing
its software as an electronic
download results in a 91 percent
reduction of carbon emissions,
when compared to traditional CD
or DVD distribution. This occurs
because of the emissions that
come from the manufacture and
shipment of the discs and pack-
ing materials. So instead of
purchasing physical software
packages, consider buying them
on the web and downloading the
file to your computer. Not only
will you benefit the environment,
but you will also get the soft-
ware faster and likely save a few
dollars. To see more environ-
mental facts, visit our website at
www.computing2014.com and
enter the keyword environment.

Figure 3-2 Ribbon GUI
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CGommon Features

Most applications provide a variety of features to make entering/presenting, edit-
ing, and formatting documents easy. Some of the most common features include:

¢ Spell checkers—look for misspelled words

* Alignment—either centers, right-aligns, or left-aligns numbers
and characters

* Font and font sizes (perhaps use character effects)—specifies the size and
style of entered numbers and text

* Tables—presents numbers and text in table format

* Reports—provides a variety of different types and styles to report
information

concept check

List three categories of application software.

What is a graphical user interface? What are windows, menus, toolbars, and dialog boxes?
What is the Ribbon GUI? What are ribbons, tabs, and galleries?

Discuss some of the most common features in application programs.

eeee B

General-Purpose Applications

@
@

As mentioned previously, general-purpose applications include word processors,
spreadsheets, database management systems, and presentation graphics.

Word Processors

Word processors create text-based documents and are one of the most flexible
and widely used software tools. All types of people and organizations use word
processors to create memos, letters, and faxes. Organiza-

-l:i S Did you know that Microsoft provides tions create newsletters, manuals, and brochures to provide
thousands of free templates on its website? information to their customers. Students and researchers
Here’s how to quickly access a variety of use word processors to create reports. Word processors can

templates ranging from party invitations and exercise

h o even be used to create personalized web pages.
planners to professional communications.

Microsoft Word is the most widely used word processor.
o Connect to office.microsoft.com. Other popular word processors include Corel WordPerfect,

e Click the Templatss menu option at the Top. Apple Pages, OpenOffice Writer, and Qoogle Docs. N
Assume that you have accepted a job as an advertising

OUse the search feature or browse through a variety of coordinator for Adventure Travel Tours, a travel agency
ol specializing in active adventure vacations. Your primary
o Once you find a template you want to use, download it and responsibilities are to create and coordinate the company’s
then open it in the appropriate MS Office program. promotional materials, including flyers and travel reports.
To see other tips, visit our website at www.computing2014 ]?0. see how you could use Microsoft Word as the adver-
.com and enter the keyword tips. tising coordinator for the Adventure Travel Tours, see

Figures 3-3 and 3-4.
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Creating a Flyer

You have been asked to create a promotional advertising flyer. After discussing the flyer’s
contents and basic structure with your supervisor, you start to enter the flyer’s text. As you
enter the text, the spelling checker and grammar checker catch some spelling and gram-
matical errors. Once the text has been entered, you proofread the text and then focus
your attention on enhancing the visual aspects of the flyer. You add a photograph and
experiment with different character and paragraph formats, including fonts, font sizes,
colors, and alignments. @

Spelling Checker
Correcting spelling and typing errors identified by

the spelling checker creates an error-free and
professional-looking document.

Center-Aligning
Center-aligning all of the
text in the flyer creates
a comfortable, balanced
appearance.

Grammar Checker
Incomplete sentences, awkward wording, and incorrect punctuation
are identified and corrections are offered by the grammar checker.

Fonts and Font Size

Using interesting fonts and a
large font size in the flyer’s title
grabs the reader’s attention.

Character Effects

Adding character effects
such as bold and color makes
important information stand
out and makes the flyer more
visually interesting.

Figure 3-3 Flyer
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Creating a Report

Your next assignment is to create a report on Tanzania
and Peru. After conducting your research, you start writ-
ing your paper. As you enter the text for the report, you
notice that the AutoCorrect feature automatically cor-
rects some grammar and punctuation errors. Your report
includes several figures and tables. You use the cap-
tions feature to keep track of figure and table numbers,
to enter the caption text, and to position the captions.
You use the footnote feature to assist in adding notes to
further explain or comment on information in the report.

Finally, you prepare the report for printing by adding
header and footer information. ®

AutoCorrect
As you enter text, you occasionally
forget to capitalize the first word
in a sentence. Fortunately, Auto-
Correct recognizes the error and
automatically capitalizes the word.

Captions
Identifying figures with captions in a report
makes the report easier to read and more

professional.
Header or Footer
Page numbers and other
document-related infor-
mation can be included in
a header or footer.
Footnote

To include a note about Mt. Kilimanjaro,
you use the footnote feature. This feature
inserts the footnote superscript number
and automatically formats the bottom of the
page to contain the footnote text.

Figure 3-4 Report
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Spreadsheets

Spreadsheets organize, analyze, and graph numeric data such as budgets and
financial reports. Once used exclusively by accountants, spreadsheets are widely
used by nearly every profession. Marketing professionals analyze sales trends.
Financial analysts evaluate and graph stock market trends. Students and teachers
record grades and calculate grade point averages.

The most widely used spreadsheet program is Microsoft Excel. Other spread-
sheet applications include Apple Numbers and OpenOffice Calc.

Assume that you have just accepted a job as manager of the Downtown Internet
Café. This café provides a variety of flavored coffees as well as Internet access.
One of your responsibilities is to create a financial plan for the next year. To see
how you could use Microsoft Excel, as the manager for the Downtown Internet
Café, see Figures 3-5 and 3-6.

Creating a Sales Forecast

Your first project is to develop a first-quarter sales forecast for the café. You begin by studying sales data and talking with several
managers. After obtaining sales and expense estimates, you are ready to create the first-quarter forecast. You start structuring
the worksheet by inserting descriptive text entries for the row and column headings. Next, you insert numeric entries, including
formulas and functions to perform calculations. To test the accuracy of the worksheet, you change the values in some cells and

compare the recalculated spreadsheet results with hand calculations.

Worksheets

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

Text Entries

Text entries provide meaning to the
values in the worksheet. The rows are
labeled to identify the various sales

Functions

One advantage of using
functions rather than
entering formulas is that
they are easier to enter. In
this case, cell C20 (Total
Expenses for February)
contains the function
SUM(C14:C19) rather than
the formula = C14+C15
+C16+C17+C18+C19.

\

and expense items. The columns are
labeled to specify the months.

Cells

Cells can contain labels, numbers,
formulas, and functions. A cell’s content
is indicated by the row and column
labels. For example, cell D15 contains
a number for the Payroll expense
expected for March.

Formulas

Formulas provide a way to perform
calculations in the worksheet. In this
case, cell C22 has the formula = C12

A

(Total Sales for February) — C20 (Total
Expenses for February) that contains a

number for the Net Income for February.

Figure 3-5 First-quarter forecast
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Analyzing Your Data

After presenting the First-Quarter Forecast to the owner, you revise the format and expand
the workbook to include worksheets for each quarter and an annual forecast summary.
You give each worksheet a descriptive sheet name. At the request of the owner, you
perform a what-if analysis to test the effect of different estimates for payroll, and you use
a chart to visualize the effect. @

Workbook

The first worksheet in a workbook
is often a summary of the following
worksheets. In this case, the first
worksheet presents the entire
year’s forecast. The subsequent
worksheets provide the details.

Sheet Name [ [
Each worksheet has a unique sheet name.
To make the workbook easy to navigate,
itis a good practice to always use simple
yet descriptive names for each worksheet.

What-If Analysis

What-if analysis is a very powerful and
simple tool to test the effects of different
assumptions in a spreadsheet.

Chart

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

Figure 3-6 Anual forecast
and analysis
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Database Management Systems

A database is a collection of related data. It is the electronic equivalent of a file
cabinet. A database management system (DBMS) or database manager is a pro-
gram that sets up, or structures, a database. It also provides tools to enter, edit,
and retrieve data from the database. All kinds of individuals use databases, from
hospital administrators recording patient information to police officers check-
ing criminal histories. Colleges and universities use databases to keep records
on their students, instructors, and courses. Organizations of all types maintain
employee databases.

Two widely used database management systems designed for microcomputers
are Microsoft Access and OpenOffice Base.

Assume that you have accepted a
job as an employment administrator
for the Lifestyle Fitness Club. To see
how you could use Microsoft Access,
see Figure 3-7.

Are you getting ready for a classroom or a boardroom presentation and 'tl p S
need some help? Did you know that both Apple and Microsoft provide

expert guidance on creating professional-looking presentations?

Here’s how to access that guidance.

Presentation Graphics o For Apple, connect to www.apple.com/iwork/keynote/#easy and play the videos Choose
a theme, Add and edit graphics with ease, Add stunning effects, 3D charts and chart

Research shows that people learn better animations, and Benefit from helpful tools.

when information is presented visually.
Presentation graphics are programs
that combine a variety of visual objects
to create attractive, visually interesting
presentations. They are excellent tools
to communicate a message and to per-
suade people.

People in a variety of settings and situations use presentation graphics programs
to make their presentations. For example, marketing managers use presentation
graphics to present proposed marketing strategies to their superiors. Salespeople
use these programs to demonstrate products and encourage customers to make
purchases. Students use presentation graphics programs to create high-quality
class presentations.

Three of the most widely used presentation graphics programs are Microsoft
PowerPoint, OpenOffice Impress, and Apple Keynote.

Assume that you have volunteered for the Animal Rescue Foundation, a local
animal rescue agency. You have been asked to create a powerful and persuasive
presentation to encourage other members from your community to volunteer.
To see how you could use Microsoft PowerPoint, see Figure 3-8.

o For Microsoft, connect to www.microsoft.com/atwork/skills and select 3 Ways to simplify
your PowerPoint presentations.

To see other tips, visit our website at www.computing2014.com and enter the keyword
tips.

concept check

What are word processors? What are they used for?

What are spreadsheets? What are they used for?

What are database management systems? What are they used for?

eeee B

What are presentation graphics programs? What are they used for?
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Creating a Database

You have been asked to create an employee database to replace the club’s manual system
for recording employee data. The first step in creating the database management system is to
plan. You study the existing manual system focusing on how and what data is collected and
how it is used. Next, using Microsfot Access, one of the most widely used DBMS programs,
you design the basic structure or organization of the new database system to include a table
that will make entering data and using the database more efficient. You create the table struc-
ture by specifying the fields and primary key field. To make the process faster and more
accurate, you create a form and enter the data for each employee as a record in the table. @

Primary Key Fields Table
The primary key is the unique employee Fields are given field names that Tables make up the basic structure of a
identification number. You considered using the are displayed at the top of each relational database with columns containing
last name field as the primary key but realized table. You select the field names field data and rows containing record infor-
that more than one employee could have the to describe their contents. mation. This table records basic information
same last name. Primary keys are often used to about each employee, including name,
link tables. address, and telephone number.

Record

Each record contains information about
one employee. A record often includes a
combination of numeric, text, and object
data types.

Y

\/

Form

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

Figure 3-7 Database
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Creating a Presentation

You have been asked to create a powerful and persuasive presentation for the direc-
tor of the foundation designed to encourage other members from your community to
volunteer. The first step is to meet with the director of the foundation to determine the
content of the presentation. Then using PowerPoint, you begin creating the presentation
by selecting a presentation template and document theme. After entering the content,
you add interest to the presentation by adding animation to selected objects and using
slide transition effects. @

Document Theme

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

Templates

Templates provide an excellent way

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

entire presentation.

Animation
To provide additional emphasis to items or show the
information on a slide in phases, you add animation to

text and objects. Finally, you use slide transition effects
to animate the transition from one slide to the next.

Figure 3-8 Presentation

Specialized Applications

While general-purpose applications are widely used in nearly every profession,
specialized applications are widely used within specific professions. These pro-

grams include graphics programs and web authoring programs.

Graphics

Graphics are widely used by professionals in the graphic arts profession. They
use desktop publishing programs, image editing programs, illustration programs,

and image galleries.

* Desktop publishing programs, or page layout programs, allow you to mix
text and graphics to create publications of professional quality. While word
processors focus on creating text and have the ability to combine text and
graphics, desktop publishers focus on page design and layout and provide

greater flexibility. Professional graphic artists use desktop publishing programs
to create documents such as brochures, newsletters, newspapers, and textbooks.

Popular desktop publishing programs include Adobe InDesign, Microsoft
Publisher, and QuarkXPress. While these programs provide the capability to
create text and graphics, typically graphic artists import these elements from
other sources, including word processors, digital cameras, scanners, image
editors, illustration programs, and image galleries.

Explorations ‘

Adobe is one of the leaders in
specialized applications, particularly
in the graphics, publishing, and web
authoring fields.

To learn more about these specialized
applications, visit our website at www
.computing2014.com and enter the
keyword adobe.
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* Image editors, also known as photo editors, are specialized
graphics programs for editing or modifying digital photo-
graphs. They are often used to touch up photographs to
remove scratches and other imperfections. The photographs
consist of thousands of dots or pixels that form images often
referred to as bitmap or raster images. One limitation of bitmap
images, however, is that when they are expanded, the images
can become pixelated, or jagged on the edges. For example,
when the letter A in Figure 3-9 is expanded, the borders of the
letter appear jagged, as indicated by the expanded view.

Popular image editors include Adobe Photoshop, Corel
Paint Shop Pro, GIMP (GNU Image Manipulation Program),
and Windows Live Photo Gallery. To learn more about using
Expanded view one of the most popular free image editing programs, see
Making IT Work for You: Image Editing on pages 75 and 76.

Letter A

Figure 3-9 Bitmap image . .
e Illustration programs, also known as drawing programs, are used to create

and edit vector images. While bitmap images use pixels to represent images,
vector images, also known as vector illustrations, use geometric shapes or
objects. (See Figure 3-10.) These objects are created by connecting lines and
curves. Because these objects can be defined by mathematical equations,
they can be rapidly and easily resized, colored, textured, and manipulated.
An image is a combination of several objects.

Ilustration programs are often used for graphic design, page layout, and
creating sharp artistic images. Popular illustration programs include Adobe
ustrator, CoreDRAW, and Inkscape. (See Figure 3-11.)

* Image galleries are libraries of electronic images. These images are used for
a wide variety of applications from illustrating textbooks to providing visual
interest to presentations.

Figure 3-10 Vector image

Figure 3-11 Adobe lllustrator
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Making IT work for you

IMAGE EDITING

Would you like a simple way to fix problems in your photos? Do you need a tool that can manage your images locally and on

the cloud? Windows Live Photo Gallery is a free, easy-to-use photo editing and management program. Besides powerful photo-
repairing features, it allows you to identify or “tag” people and places for easy searching in the future. In addition, it includes 7 GB
of free online storage/backup using the Microsoft SkyDrive service.

Installing the Software Windows Live Photo
Gallery is a free download for Windows users.
Some Windows users will find that they have it
already. If not, follow these steps to install it:

Go to http://windows.microsoft.com,

and type “photo gallery” in the search

box. Click the first search resuit.
) o cliick the Download Now button,

Follow the instructions to complete the
installation.

Once installed, the software will scan your
Pictures library (including My Pictures and Pub-
lic Pictures folders) for photos.

Basic Photo Editing You should now see many of your photos in the center of the interface. Here are some of the most
common fixes your photos might need:

Double-click the photo that needs
editing. The Edit tab of the ribbon is
now active.

Click the Rotate left or Rotate right
buttons to change the orientation of
the photo.

Click the Crop button to remove an unwanted section of the photo. When the Crop window appears on top of your
photo, move it around and resize it to include the section of the photo you want to keep. Press the Enter key to
complete the crop.

Click the Red eye button to fix red eye problems in photos. Simply drag the mouse pointer to surround the entire red
section of the person’s eye, and it is instantly fixed.

Click the Retouch button to activate a very powerful feature that can remove a blemish or discoloration on a photo.

It does this by using the surrounding area as a sample of what it should look like. Simply drag the mouse pointer to
surround the problem area, and Photo Gallery will attempt to remove the blemish.
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Tag and Caption Photo Gallery has the ability to detect faces in
photos so that you can tag those individuals with a name. You are
also encouraged to add a brief caption to each of your photos.
Once these are done, you will be able to search your computer
for photos by using a person’s name or any text in the caption.

® From the Home tab, click the Batch people tag button.
Photo Gallery may display some faces that you can
start tagging. Otherwise, click the Tag them link in the
center of the window.

©® Select a detected face, and click the Tag as button on
the ribbon.

© Type a name in the box that appears, and press Enter.
The face will immediately disappear because this
individual is now tagged. This face will appear in your
Home ribbon (for quick searches), and the name will be
remembered for future tagging.

® Click the Close button on the ribbon once you have
finished tagging all the detected faces.

® Double-click a photo in your collection. You are now in

the Edit tab. Make sure the Tag and caption button is
selected on the ribbon.

® Click the Add caption box, and type a very brief title for
the photo. Press Enter to finish.

Sharing/Uploading Photos You can share any of the photos and
videos on your computer with your friends by using such popular
services as Facebook and YouTube. Most noteworthy is Micro-
soft’s free SkyDrive service, which you can sign up for by using a
Microsoft account. Follow these steps to upload all your photos
to SkyDrive:

® Click the Create tab of the ribbon.

@ Select all the photos you wish you upload
(Ctrl + A selects all photos).

® Click the SkyDrive button in the Publish group of the ribbon and then sign in.
©® Select the Large (1600px) option, and type the name for this new album. Click Publish.
The web is continually changing, and some of the specifics presented in this Making IT Work for You may have changed.

To learn about other ways to make information technology work for you, visit our website at www.computing2014.com and enter the
keyword miw.
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Organization Site

Classroom Clipart www.classroomclipart.com

MS Office clip art office.microsoft.com/clipart

iStockphoto istockphoto.com

Flickr Creative Commons www.flickr.com/creativecommons

There are two basic types of electronic images in these galleries: stock photo-
graphs and clip art. Stock photographs are photographs on a variety of subject
material from people to landscapes. Clip art are graphic illustrations representing
a wide range of topics. Most applications provide access to a limited selection of
free clip art. For example, in Microsoft Word, you can gain access to clip art by
issuing the command Insert>Clip Art.

There are numerous web image galleries. (See Figure 3-12.) Some of these sites
offer free images and clip art, while others charge a fee.

Web Authoring Programs

There are over a billion websites on the Internet, and more are being added every
day. Corporations use the web to reach new customers and to promote their
products. (See Figure 3-13.) Individuals create online diaries or commentaries,
called blogs. Creating a site is called web authoring. It begins with site design
followed by creation of a document file that displays the website’s content.

A website is an interactive multimedia form of communication. Designing a
website begins with determining the site’s overall content. The content is then
broken down into a series of related pieces of information. The overall site design
is commonly represented in a graphical site map.

Notice that in the graphical site map shown in Figure 3-14, each block in the
map represents a web page. Lines joining the blocks represent links to related

Figure 3-12 Select web image
galleries

ethics

Image editing software has made

it easy to alter any photo or video

to correct for a variety of different
imperfections. However, some
professionals can use these
programs to significantly manipulate
the content or meaning of a photo
or video. Such changes are often
intended to influence the opinions or
emotions of the viewer. Supporters
argue that this type of editing is
acceptable and is just another way
to express an opinion or feeling from
an editor. Critics note that this type
of image and video manipulation is
unethical because it is being used
intentionally to mislead and fool the
public. What do you think?

To see more ethical issues, visit our
website at www.computing2014
.com and enter the keyword ethics.

Figure 3-13 Flora Photographs
website
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Flora photographs §

Figure 3-14 Partial graphical
site map for the Flora Photographs
website

ethics

Application software has become
increasingly powerful and, in many
cases, can be used to replace
many manual processes. These
programs can allow a few workers
to perform the activities once
required by many. For example,

a single junior accountant using
modern accounting software can
accomplish complex bookkeeping
tasks that once required several
experienced, licensed accountants.
Many argue that the continued
development of automated software
is unethical because it could lead to
widespread job loss. Do you agree
with this claim?

To see other ethical issues, visit our
website at www.computing2014
.com and enter the keyword ethics.

‘ Explorations

concept check
@
]
@

There are several apps that allow you
to create and edit various types of
Microsoft documents.

To learn more about one of these apps,
visit our website at www.computing2014
.com and enter the keyword apps.
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pages of information that make up the website. The first page,
or main page, typically serves as an introduction and supplies
a table of contents. The following pages present the specific
pieces or blocks of information.

Multimedia elements are added to individual pages to
Search enhance interest and interactivity. One multimedia element
found on many websites is moving graphics called animations.
These animations can be simple moving text or complicated
interactive features. There are many specialized programs
available to aid in the creation of animation. One type of inter-
active animation is produced using software called Adobe
Flash. Flash movies can be inserted as a part of the page or to
Links encompass the entire screen.

As we mentioned in Chapter 2, web pages are typically
HTML (Hypertext Markup Language) and CSS (cascading
style sheets) documents. With knowledge of HTML and a sim-
ple text editor, you can create web pages. Even without knowl-
edge of HTML, you can create simple web pages using a word
processing package like Microsoft Word.

More specialized and powerful programs, called web authoring programs, are
typically used to create sophisticated commercial sites. Also known as web page
editors and HTML editors, these programs provide support for website design
and HTML coding. Some web authoring programs are WYSIWYG (what you see
is what you get) editors, which means you can build a page without interacting
directly with HTML code. WYSIWYG editors preview the page described by
HTML code. Widely used web authoring programs include Adobe Dreamweaver
and Microsoft Expression Web. The website depicted in Figure 3-13 was created
using Adobe Dreamweaver. (See Figure 3-15.)

Gallery

Shop

About

Other Professional Specialized Applications

There are numerous other specialized applications including accounting, per-
sonal finance, and project management applications. Accounting applications
help companies record and report their financial operations. Personal financial
applications help individuals track their personal finances and investments.
Project management software is widely used in business to help coordinate and
plan complicated projects.

Discuss desktop publishing programs, image editors, and illustration programs.
What are image galleries? Stock photos? Clip art?
What are blogs? What is web authoring? What are animations? What is Flash?

What are web authoring programs, web page editors, HTML editors, and WYSIWYG editors?

Mobile Apps

®
@

Mobile apps or mobile applications are add-on programs for a variety of mobile
devices including smartphones and tablets. Sometimes referred to simply as apps,
mobile apps have been widely used for years. The traditional applications include
address books, to-do lists, alarms, and message lists. With the introduction of



Computing Essentials: Making IT work for you, Complete 2014 Edition

WYSIWYG Editing

Dreamweaver provides tools to help you lay
out pages with common elements such as text,
images, and links.

HTML Coding
Using descriptions of each web page, Adobe
Dreamweaver creates HTML code for the entire site.

Web Page

Using a browser, the completed HTML
document can be displayed. This is the first
page of the Flora Photographs site.

Figure 3-15 Adobe Dreamweaver and the Flora Photographs website
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Figure 3-16 Specialized apps

Figure 3-17 QR Code

environment

Did you know that using mobile
devices and apps can benefit
the environment by reducing
the production of paper? There
are many apps that allow you
to read electronic books and
reference materials that would
otherwise have been printed
using a large amount of paper.
Furthermore, many apps allow
you to write digital notes so
that you don’t have to buy
paper notebooks or notepads.
To see more environmental
facts, visit our website at www
.computing2014.com and enter
the keyword environment.

Figure 3-18 Apple’s App Store

CHAPTER 3

App Description Site

Facebook Connects to Facebook www.facebook.com/appcenter
Documents To Go Edits MS Offfice documents www.rim.com

Instagram Photo effects and sharing www.instagram.com

smartphones, tablets, and wireless connections to the Internet, mobile capabilities
have exploded. Now, any number of applications are available.

Apps

The breadth and scope of available mobile applications for smartphones and other
mobile devices are ever expanding. There are over 500,000 apps just for Apple’s
iPhone alone. Some of the most widely used are social networking, messaging,
web browsing, e-mail, photo sharing, and games. See Figure 3-16 for a list of some
specialized apps.

One of the fastest-growing apps is QR code readers. These readers allow mobile
devices to use their digital cameras to scan QR codes. QR codes, also known as
quick response codes, are graphics that typically appear as black and white boxes
that automatically link mobile devices to a variety of different content including
games, text, videos, and websites. You likely have seen QR codes in magazines,
newspapers, and even in books. See Figure 3-17.

Many apps are written for a particular type of mobile device and will not run
on other types. For example, an app designed for Apple’s iPhone may not work
with Google’s Android.

App Stores

An app store is typically a website that provides access to specific mobile apps
that can be downloaded either for a nominal fee or free of charge. Three of the
best-known stores are Apple’s App Store, Google Play, and Windows Phone
Marketplace. (See Figure 3-18.) Although most of the best-known app stores
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App Focus Site

Apple App Store iOS devices www.appstore.com

Google Play Android devices play.google.com

BlackBerry App World BlackBerry products appworld.blackberry.com
Windows Phone Marketplace Windows phones windowsphone.com/marketplace

Figure 3-19 App stores

specialize in applications for a particular line of mobile device, other less well-
known stores provide apps for a wide variety of mobile devices. For a list of some
more widely used app stores, see Figure 3-19.

concept check

What are mobile apps?

What are some of the most common applications? What are QR codes and QR code readers?

What are app stores?

eee B

=Software Suites

A software suite is a collection of separate application programs bundled together
and made available as a group. While the applications function exactly the same
whether purchased in a suite or separately, it is significantly less expensive to buy
a suite of applications than to buy each application separately. Four types of suites
are office suites, cloud suites, specialized suites, and utility suites.

Office Suites

Office suites, also known as office software suites and productivity suites, con-
tain general-purpose application programs that are typically used in a business
situation. Productivity suites commonly include a word processor, spreadsheet,
database manager, and a presentation application. The best known is Microsoft
Office. (See Figure 3-20.) Other well-known productivity suites are Apple iWork
and OpenOffice. Figure 3-20 Microsoft Office

Cloud Computing

Cloud suites or online office suites are stored at a server on the Internet and
are available anywhere you can access the Internet. Documents created using
online applications can also be stored online, making it easy to share and collab-
orate on documents with others. One downside to cloud applications is that you
are dependent on the server providing the application to be available whenever
you need it. For this reason, when using online applications, it is important to
have backup copies of your documents on your computer and to have a desktop
office application available to use. Popular online office suites include Google
Docs, Zoho, and Microsoft Office Web Apps. To learn more about one of the
most widely used online office suites, see Making IT Work for You: Google Docs
on page 83.

Application Software 81



Essentials of Computers and Software

Specialized and Utility Suites

Two other types of suites that are more narrowly focused are specialized suites
and utility suites.

* Specialized suites focus on specific applications. These include graphics
suites, financial planning suites, and many others.

* Utility suites include a variety of programs designed to make computing
easier and safer. Two of the best known are Norton SystemWorks and Norton
Internet Security Suite. (Utility suites will be discussed in detail in Chapter 4.)

eeee §)

concept check

Now, that you have learned about
application software, I'd like to tell
you about my career as a software
engineer.
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What is a software suite? What are the advantages of purchasing a suite?
What is the difference between a traditional office suite and a cloud or online suite?
What is a specialized suite?

What is a utility suite?

Careers in IT

Software engineers analyze users’ needs and create application
software. Software engineers typically have experience in program-
ming but focus on the design and development of programs using
the principles of mathematics and engineering.

A bachelor’s or an advanced specialized associate’s degree in
computer science or information systems and an extensive knowl-
edge of computers and technology are required by most employers.
Internships may provide students with the kinds of experience
employers look for in a software engineer. Those with specific expe-
rience with web applications may have an advantage over other
applicants. Employers typically look for software engineers with
good communication and analytical skills.

Software engineers can expect to earn an annual salary in the
range of $53,000 to $97,000. Starting salary is dependent on both
experience and the type of software being developed. Experienced
software engineers are candidates for many other advanced careers
in IT. To learn about other careers in information technology, visit us
at www.computing2014.com and enter the keyword careers.
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Making IT work for you

GOOGLE DOCS

Do you need to create and collaborate with others on a document, presentation, or spreadsheet? Do you need access from
different computers in different locations? If so, an online office suite, such as Google Docs, might be just what you need.

Creating a Document You must have a free Google account in order to start creating and sharing documents. To get started:

Go to www.google.com. If you are not currently signed in or
you do not have a Google account, click the Sign in button and
follow the appropriate instructions.

Once you are signed in, click Documents at the top of the page.
If the Google Drive screen appears, click the Get started button
to continue.

94 Click the Create button; then select Document.

04 Start typing in the blank document. You will notice many
familiar buttons in the toolbar above the document area.

9* Click the Untitled document area at the top left, and you will be
prompted to enter a name for the document.

Close the browser tab (or window) in order to close the
document.

You may have noticed that there is no save option. This is because
your document is automatically being saved as you work on it.

Sharing a Document Any document that you create can be shared with
one or more individuals. Those individuals can be granted read-only
access, or they could be allowed to edit the document, even at the same
time that you are working on it. To share a document:

04 With the document open, click the Share button at the top right.

Type in the e-mail addresses of those with whom you wish you
share the document.

To the right of this text box, select the permission these
individuals will have for the document.

04 Click the Share & save button to finish.

The web is continually changing, and some of the specifics presented
in this Making IT Work for You may have changed.

To learn about other ways to make information technology work for you, visit
our website at www.computing2014.com and enter the keyword miw.
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A LOOK TO THE FUTURE

Next-Generation User Interfaces

How will you be interacting with computers in the future? Will
you continue using a mouse and keyboard for your desktop,
or will touch screen and voice recognition replace them? Will
a new type of interface emerge? One thing is for sure: We
humans interact with the world around us in many ways, rang-
ing from using our fingers to manipulate objects to making ver-
bal requests. The goal of any future user interface is to bring
that same level of interaction to

a computer.

There are several challenges

with designing interfaces. First
is the simple fact that individu-
als have varying preferences.
Some might prefer to interact
with a friend through text mes-
sages, while others prefer voice
communication. Therefore, it is
doubtful that a single interface
will become dominant. The
second challenge is ergonomic
in nature; that is, it must be
comfortable to use.

Since tablets and smartphones have touch-screen inter-
faces, many people believe that all home and business comput-
ers will eventually have them too. In futuristic movies individuals
use both hands to interact with a large screen. Such a setup
allows a person to interact with multiple objects at the same
time. The only problem with a multitouch, multigesture screen is
that it is not comfortable to extend our arms for prolonged peri-
ods. Knowing this, many companies are looking toward large,
interactive surfaces that perform the same function while lying
flat on a desk. Microsoft has already developed a product called
“Surface” that acts like a large, interactive table. It responds to
both human interactions and objects that are placed on top
of it. Although costs prevent it from replacing the desktop of
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today, the strain on a person’s neck from looking down could
prevent it from being used for long periods of time. The ideal
use of Surface appears to be activities involving collaboration
and teamwork.

\oice recognition is another form of input that is already
available, but much improvement is needed. Computers are
becoming better at following specific voice commands, but
they cannot engage in everyday conversation or follow complex
requests. Researchers in the field of artificial intelligence are

working to improve natural lan-
guage processing to help com-
puters understand our writing
and speech. When that is fully
developed, you will be able to
speak to your computer in the
same way you would speak to
another person.

The field of interactivity
generating the most buzz
involves using the entire body.
Both cameras and software
are becoming sophisticated
enough to observe and inter-
pret our movements and ges-

tures. The “Kinect” system for the Xbox 360 is enjoying success
for its ability to use body movements to interact with various
games and fitness programs. Researchers at MIT are also
working with cameras that can observe our gestures and the
physical objects we interact with in order to communicate with
a computer. In the future, computers could become so attuned
to our emaotions and expressions that they will be able to see our
frustration with the current operation and take various corrective
actions to relieve that frustration.

Which type of interface do you currently enjoy using the
most? Do you think that touch-screen interfaces will replace
keyboards? Do you believe that a computer can ever under-
stand your speech as well as another human does?
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VISUAL SUMMARY

Application Software

APPLICATION SOFTWARE

GENERAL-PURPOSE APPLICATIONS

NN o —

The three categories of application software are general
purpose, specialized, and mobile.

User Interface

You control and interact with a program using a user

interface. A graphical user interface (GUI) uses icons

selected by a mouse-controlled pointer. A window

contains a document, program, or message. Software

programs with a traditional GUI have:

* Menus—present commands listed on the
menu bar.

* Toolbars—contain buttons for quick access to
commonly used commands.

* Dialog box—provides additional information or
requests user input.

Software programs with a Ribbon GUI have:

* Ribbons—replace menus and toolbars.

e Tabs—divide ribbons into groups. Contextual tabs
automatically appear when needed.

* Galleries—graphically display alternatives before
they are selected.

Common Features
Common features include spell checkers, alignment,
fonts and font sizes, tables, and reports.

General-purpose applications include word proces-
sors, spreadsheets, database management systems,
and presentation graphics.

Word Processors

Word processors create text-based documents. Indi-
viduals and organizations use word processors to
create memos, letters, and faxes. Organizations also
create newsletters, manuals, and brochures to provide
information to their customers. Microsoft Word is the
most widely used word processor. Others include
Corel WordPerfect, Apple Pages, OpenOffice Writer,
and Google Docs.

Spreadsheets

Spreadsheets organize, analyze, and graph numeric
data such as budgets and financial reports. They are
widely used by nearly every profession. Microsoft
Excel is the most widely used spreadsheet program.
Others include Apple Numbers and OpenOffice Calc.

Application Software 85



Essentials of Computers and Software

To be a competent end user, you need to understand the capabilities of general-purpose and specialized appli-
cation software. Additionally, you need to know about mobile applications and software suites.

GENERAL-PURPOSE APPLICATIONS

SPECIALIZED APPLICATIONS

Database Management Systems

A database is a collection of related data. A database
management system (DBMS) or database manageris a
program that structures a database. It provides tools to
enter, edit, and retrieve data from the database. Orga-
nizations use databases for many purposes including
maintaining employee records. Two widely used data-
base management systems designed for microcom-
puters are Microsoft Access and OpenOffice Base.

Presentation Graphics

Presentation graphics are programs that combine a
variety of visual objects to create attractive, visually
interesting presentations. They are excellent tools to
communicate a message and to persuade people. People
in a variety of settings and situations use presentation
graphics programs to make their presentations more
interesting and professional. Three of the most widely
used presentation graphics programs are Microsoft
PowerPoint, OpenOffice Impress, and Apple Keynote.
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Specialized applications are widely used within spe-
cific professions. They include graphics programs and
web authoring programs.

Graphics Programs

Graphics programs are used by graphic arts

professionals.

* Desktop publishing programs (page layout
programs) mix text and graphics to create
professional-quality publications.

* Image editors (photo editors) edit digital photo-
graphs consisting of thousands of dots or pixels
that form bitmap or raster images.

 Illustration programs (drawing programs) create
and edit vector images. Vector images (vector
illustrations) use geometric shapes.

* Image galleries are libraries of electronic images.
Two basic types are stock photographs and clip art.

Web Authoring Programs

Web authoring is the process of creating a website.
Individuals create online diaries called blogs. Many
sites have animations (moving graphics) and Flash
movies (interactive animation). Website design is rep-
resented by a graphical site map.

Web authoring programs (web page editors, HTML
editors) create sophisticated commercial websites.
Some are WYSIWYG (what you see is what you get)
editors.
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MOBILE APPS

SOFTWARE SUITES

Mobile apps (mobile applications, apps) are add-on
programs for a variety of mobile devices. Traditional
applications include address books, to-do lists, alarms,
and message lists. Recently mobile capabilities have
exploded.

Apps

One of the fastest-growing apps is QR code readers.
These readers allow mobile devices to use their digital
cameras to scan QR codes. QR codes (quick response
codes) are graphics that automatically link mobile
devices to content, including games, text, videos, and
websites.

App Stores

An app store is typically a website that provides access
to specific mobile apps that can be downloaded either
for a nominal fee or free of charge. Two of the best-
known stores are Apple’s App Store and Google Play.

App Focus Site

Apple App Store  iOS devices www.appstore.com
Google Play Android devices  play.google.com
BlackBerry App BlackBerry appworld.blackberry.com
World products

Windows Phone  Windows windowsphone.com/
Marketplace phones marketplace

A software suite is a collection of individual applica-

tion packages sold together.

e Office suites (office software suites or productivity
suites) contain professional-grade application
programs.

* Cloud suites (online office suites) are stored on
servers and available through the Internet.

° Specialized suites focus on specific applications
such as graphics.

e Utility suites include a variety of programs
designed to make computing easier and safer.

CAREERS IN IT

Software engineers analyze users’ needs and create
application software. Bachelor’s or advanced spe-
cialized associate’s degree in computer science or
information systems and extensive knowledge of
computers and technology are required. Salary range
is $53,000 to $97,000.
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CHAPTER 3

KEY TERMS

animation (78)

app (78)

application software (64)
app store (80)

bitmap (74)

blog (77)

button (64)

clip art (77)

cloud suite (81)

contextual tab (65)
database (71)

database management system
(DBMS) (71)

database manager (71)
desktop publishing program (73)
dialog box (64)

document (66)

drawing program (74)
Flash (78)

gallery (65)
general-purpose application (64)
graphical site map (77)
graphical user interface (GUI) (64)
group (65)

HTML editor (78)

icon (64)

illustration program (74)
image editor (74)

image gallery (74)

menu (64)

menu bar (64)

mobile app (64, 78)

mobile application (78)
office software suite (81)

To test your knowledge of these key terms with animated flash cards, visit our website
at www.computing2014.com and enter the keyword terms3. Or use the free Computing

Essentials 2014 app.

office suite (81)

online office suite (81)
page layout program (73)
photo editor (74)

pixel (74)

pointer (64)
presentation graphics (71)
productivity suite (81)
OR code (80)

QR code reader (80)
quick response code (80)
raster (74)

ribbon (65)

Ribbon GUI (65)
software engineer (82)
software suite (81)
specialized application (64)
specialized suite (82)
spreadsheet (69)

stock photograph (77)
system software (64)

tab (65)

toolbar (64)

user interface (64)
utility suite (82)

vector illustration (74)
vector image (74)

web authoring (77)

web authoring program (78)
web page editor (78)
window (64)

word processor (66)
WYSIWYG (what you see is what
you get) editor (78)
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MULTIPLE CHOICE

Circle the correct answer.

1. This type of software works with end users, application software, and computer
hardware to handle the majority of technical details.

a. application c. system
b. general purpose d. utility
2. Arectangular area that can contain a document, program, or message.
a. dialog box c. frame
b. form d. window

3. Programs that create text-based documents.

a. DBMS c. spreadsheets
b. suites d. word processors

4. Programs that organize, analyze, and graph numerical data such as budgets
and financial reports.
a. DBMS c. spreadsheets
b. suites d. word processors

5. Program that allows you to mix text and graphics to create publications of profes-
sional quality.

a. database c. presentation

b. desktop publishing d. productivity
6. The type of image that consists of geometric shapes.

a. bitmap c. ribbon

b. raster d. vector

7. An online diary or commentary.
a. bitmap c¢. HTML
b. blog d. vector

8. Programs that combine a variety of visual objects to create attractive, visually inter-
esting presentations.
a. DBMS c. spreadsheet
b. presentation graphics d. word processor

9. Graphics that typically appear as black and white boxes that automatically link
mobile devices to various content.
a. Flash c. vector
b. animation d. OR codes

10. Also known as an online suite.

a. cloud c. office
b. integrated d. utility

For an interactive multiple-choice practice test, visit our website at www.computing2014
.com and enter the keyword multiple3. Or use the free Computing Essentials 2014 app.
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MATCHING

Match each numbered item with the most closely related lettered item. Write your
answers in the spaces provided.

buttons __ 1. Toolbars typically appear below the menu bar
cloud and include small graphic elements called
database ___ 2. Simplifies the process of making a selection from

a list of alternatives by graphically displaying the
effect of alternatives before being selected.
3. A general-purpose program that creates text-

galleries
image editor

FEFR PR PR YR

L[ based documents.
spreadsheet ___ 4. Program that organizes, analyzes, and graphs
store numerical data.
utility ____ 5. Acollection of related data.
j. word processor ___ 6. Also known as a photo editor, this special-

ized graphics program edits or modifies digital
photographs.

7. The overall site design for a website is commonly
represented in a graphical site

8. A website that provides access to specific mobile
apps is known as an app

9. A type of suite that is stored at a server on the
Internet and is available anywhere you can access
the Internet.

10. A type of specialized suite that includes a variety
of programs designed to make computing easier
and safer.

For an interactive matching practice test, visit our website at www.computing2014.com
and enter the keyword matching3. Or use the free Computing Essentials 2014 app.

OPEN-ENDED

On a separate sheet of paper, respond to each question or statement.

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

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

3. Discuss specialized applications, including graphics programs, web authoring
programs, and other professional specialized applications.

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

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

Respond to each of the following questions.

(1) Making IT Work for You: IMAGE EDITORS

Would you like a simple way to fix
problems in your photos? Review
the Making IT Work for You: Image
Editors on pages 75 and 76 and then
respond to the following: (a) What
software do you currently use to edit
your photos? Why did you choose
this particular one? If you do not use
photo editing software, would you
consider installing Windows Live
Photo Gallery? Why or why not?
(b) List and briefly describe three
features of photo editing software.
(c) Do you normally tag your friends and family in photos, either with your software or on a social
networking site? Why or why not? (d) Other than on your computer, where else do you store your
photos? Do you have all your important folders backed up? If so, where? Would you consider using a
cloud service, such as SkyDrive, to store your photos in the future? Why or why not?

9 Making IT Work for You: GOOGLE DOCS

Would you like to try free alternatives to traditional office software suites? Review the Making IT
Work for You: Google Docs on page 83 and then respond to the following: (a) Do you currently
use Google Docs? If so, what types of documents do you typically create? If not, then list some
possible benefits Google Docs could provide. (b) Do you share documents and/or collaborate with
others? How do you do it? If you have used Google Docs, describe how you would share docu-
ments. (c) Using a search engine or your own research, list a few differences between Google Docs
and Microsoft Office Web Apps. Which one do you prefer? Why?

Q Explorations: ADOBE

Did you know that Adobe is one of the leaders in developing software for the graphics, publishing,
and web authoring industries? Review the Explorations box on page 73 and then respond to the
following: (@) What is the difference between Adobe Reader and Adobe Acrobat? What are some of
the benefits of using Acrobat to create and edit PDF files? (b) Which Adobe product is used for pro-
fessional video editing? What are some key features of video editing software? (c) Briefly describe
an Adobe software suite that contains several related products. What are the benefits of purchasing
such a suite? (d) What is the Adobe Creative Cloud? Would you use this service instead of purchas-
ing the software? Why or why not?
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0 Exploration: MICROSOFT OFFICE APP

Did you know that there are several apps that allow you to create and edit Microsoft Office files?
Review the Explorations box on page 78 and then respond to the following: (a) Which mobile oper-
ating systems will work with this app? (b) Which types of Microsoft Office files can be created and
edited? When these files are viewed on this app, do they retain their formatting and layout? If so,
how does the app accomplish this? (c) Does this app offer file synchronization with your desktop or
notebook computer? How about the cloud? If so, what are the supported services? (d) Would you
purchase this app? Why or why not?

€D Ethics: IMAGE EDITING

Various image and video editing applications have made it easy for both professionals and ama-
teurs to alter photographs and videos. Some of these edits raise ethical concerns when they are
used inappropriately. Review the Ethics box on page 77. Research examples of digital photo or
video editing that have resulted in controversy and then respond to the following: (a) Do you see any
ethical issues related to altering photographs or videos? (b) What do you consider the boundary to
be between acceptable editing and deceptive or misleading practices? (c) How does such editing
affect courtrooms where visual evidence is often presented? (d) Do you feel the old saying “seeing
is believing” needs to be reconsidered for the digital age? Defend your answers.

() Ethics: AUTOMATION AND APPLICATION SOFTWARE

Modern application software has
become easy to use, and many are
able to automate many manual pro-
cesses. This raises an ethical con-
cern about automation reducing the
need for human workers in many
types of businesses. Review the
Ethics box on page 78 and respond
to the following: (a) What kind of jobs
do you feel are at risk from such soft-
ware? (b) What are the benefits of
businesses using this software? Do
customers also benefit? Why or why not? (c) Are there any professions that could enjoy an increase
in demand from automation? Explain your answer. (d) How do you feel about automation? Should we
regulate the types of programs they develop? How about businesses that use software that replaces
human workers? Defend your position.
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0 Environment: DOWNLOADING SOFTWARE

Did you know that downloading soft-
ware can actually generate energy
savings? Review the Environment
box on page 65 and then respond to
the following: (a) Why does purchas-
ing software as a digital download
benefit the environment? (b) List a
few examples of software that you
have purchased and downloaded
in the past. If you have never done
so, find three examples of applica-
tion software that you can purchase
using this technique. (c) Do you feel
that there are any disadvantages to
purchasing software online? Explain
your answer.

0 Environment: APPS

Did you know that using mobile
devices and apps can benefit the
environment? Review the Environ-
ment box on page 80 and then
respond to the following: (a) In what
ways are mobile devices helping the
environment? (b) Do you currently
read any books on mobile devices? If
s0, list a few of your most recent ones.
If you do not, name three of your tra-
ditional textbooks that are available as
e-books. (c) List and briefly describe
three apps that allow you to take notes
on your mobile device. If you do not
own a mobile device, research these
apps for any mobile operating system.
(d) Is it possible that mobile devices
could actually be worse for the envi-
ronment? Discuss your response.
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