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I. Ch 3 Basic Application Software

Lecture Outline
A. Competencies pg 60

1. Discuss common features of most software applications

2. Discuss word processors & their features

3. Describe spreadsheets & their features

4. Discuss database management systems & their features

5. Describe presentation graphics & their features

6. Discuss integrated suites and software suites

B. Introduction pg 61

· Today you can do all sorts of tasks that used to require trained specialists, including:

· Creating business correspondence

· Making sales projections

· Creating graphic designs

· Processing electronic files

· Think of a microcomputer as an electronic tool.  It can help you with typing, calculating, organizing, presenting, and managing information.

· Web-based applications may replace packaged software.

· Competent end users need to understand capabilities of basic application software, including:

· Word processors: create text-based documents

· Spreadsheets: use functions and formulas to analyze numeric data

· Database management systems (DBMS): organize data for efficient retrieval

· Presentation programs: create interesting and professional presentations

· Software suites: combine separate application programs

C. Application software pg 62

· There are two major categories of software:

· System software

· Application software

· Application software includes:

· Basic applications (general-purpose applications): widely used in nearly every discipline & occupation.  Examples include:

· Word processors

· Spreadsheets

· Database management systems

· Presentation graphics

· Specialized applications: Narrowly focused on specific disciplines and occupations.  Examples include:

· Graphics programs

· Audio/video editors

· Multimedia creation

· Web authoring

· Virtual reality

1. Common features

· User Interface, typically a Graphical user interface (GUI) which has icons, pointers, windows, menus, menu bars, pull down or drop down menus, dialog boxes, other toolbars, and buttons.

· The Standard toolbar on a Microsoft Windows application includes short cuts for opening, saving and printing files.

2. Web-based applications

· Application service providers (ASPs) allow you to access basic applications via web

· This is a different approach than the typical Microsoft approach where software applications are loaded on each microcomputer.



D. Making IT Work For You: Web-based Applications pg 64

· This section describes how it is possible to access free general-purpose applications via the web.  Steps include:

1. Registering

· Connect to http://www.WebOS.com

2. Accessing applications

· Some applications that are typically offered include: Notes, Personal Information Managers, Calendars, Games, all on a Web-based desktop.

· Note: Much of the ASP hype has turned out to be just that – HYPE.  Like many new technologies, it is best to do some current research to see what is happening at the time you discuss the topic.

· You may want to look at the following article for a start, http://www.cio.com/summaries/outsourcing/asp/ and then do some additional research yourself.

· Finally, use this as a way to discuss with your students how IT managers need to analyze industry trends, and help set the strategic direction for their firms.



E. Word processors pg 66

· Used to create and edit documents such as memos, letters, faxes, newsletters, manuals, brochures, and reports

· Common word processing programs include Microsoft Word, Corel Word Perfect, and Lotus Word Pro

1. Features

· Word wrap: sentences “wrap” to the next line without enter a carriage return

· Editing: allow the user to make and track changes to a document

· Thesaurus: provide synonyms and antonyms

· Find and replace: replace a series of selected words or phrases

· Spelling and grammar checkers

· Format: change the style of characters, paragraphs, and whole documents

· Font: the design of a character

· Font size: the size of the character measured in “points”

· Character effects including Bold, Italic, Colors

· Bullets and numbered lists

2. Case

· Students may want to review how you can use a word processing program to make sample flyers and reports

· See pg 67 Figure 3-4 for sample flyer

· See pg 68 Figure 3-5 for sample report

F. Spreadsheets pg 69

· Spreadsheets are used to organize, analyze, and graph numeric data

· Common uses for spreadsheets include planning and tracking budgets, consolidating financial reports, recording grades & calculating GPA, analyzing sales trends, evaluating and graphing stock market trends

· Common spreadsheet programs include Microsoft Excel, Corel Quattro Pro, and Lotus 1-2-3

1. Features

· Workbook files consisting of worksheets (aka spreadsheets or sheets)

· Worksheets contain rows & columns

· The intersection of a row & column is called a cell

· Cells may contain text entries or labels, numeric entries, and/or formulas and functions

· A group of cells is called a range

· Spreadsheets are useful for creating analytic graphs or charts

· The recalculation automatically re-computes formulas when a change is made to a number in the spreadsheet.  This is useful for performing what-if analysis, e.g. What if sales increase by 10% - what will happen to profits?

2. Case

· Students may want to review how you can use a spreadsheet program to make sales forecasts and charts

· See pg 71 Figure 3-8 sales forecast spreadsheet

· See pg 72 Figure 3-9 how to create a chart

G. Database management systems – pg 74

· A database is a collection of related data.

· A Database Management System (DBMS) is a program that structures the database

· Uses for DBMS include: teachers recording grades, police officers checking criminal histories, universities keeping student records, and organizations maintaining employee databases

· Common desktop DBMS programs include Microsoft Access, Corel Paradox, and Lotus Approach

1. Features

· Relational databases use Tables that are made up of Records, each containing a number of Fields

· DBMS Tools include those for sorting, building queries (questions or requests for specific data), making forms (giving users the ability to enter or change data one record at a time), and creating reports (typically used to list many records on the screen or paper)

2. Case

· Students may want to review how you can use a database management program to make a database and a query

· See pg 75 Figure 3-11 Creating a Database

· See pg 76 Figure 3-12 Creating a Query

H. Presentation graphics

· Presentation graphic programs combine visual objects to create interesting presentation for communicating a message

· Common programs include Microsoft PowerPoint, Corel Presentations, and Lotus Freelance Graphics

1. Features

· Slides: may include text, clip art, photos, sounds, any multimedia message

· AutoContent Wizard: steps you through the process of creating a presentation

· Master Slide: a special slide that controls the format and placement of all slides in a presentation

2. Case

· Students may want to review how you can use a presentation graphic program to create a presentation and update a presentation.

· See pg 78 Figure 3-13 Creating a Presentation

· See pg 78 Figure 3-14 Updating a Presentation

I. Integrated packages pg 79

· An Integrated package is a single program that provides the functionality of a word processor, spreadsheet, database management and more.

· The main disadvantage of an integrated package is the capabilities of each function not as extensive as stand alone packages.

· However, the main advantage is they are cheaper and easier to use.

· They are typically found on low end PCs, popular with home users.

· Common programs include Microsoft Works and AppleWorks

1. Case

· See pg 79 Figure 3-15 creating a newsletter with an Integrated Package (AppleWorks)

J. Software suites pg 80

· Software suites are collections of separate applications sold as a group

· The main advantage is they are less expensive than buying each individually

· Types of suites include:

· Productivity Suite (aka Business Suite): popular examples include Microsoft Office, Corel WordPerfect OfficeSuite, Lotus SmartSuite

· Personal Suite (aka Home Suite): popular examples include Microsoft Works Suite, Works plus Calendar, Streets&Trips, and more

· Specialized Suite: examples include graphics suites, financial planning suites, and others

· Utility Suite: examples include Norton System Works and Norton Internet Security Suite

K. Sharing data between applications pg 81

1. Copy and Paste

· This is a static copy, in that a change to the source will not affect the destination

2. Object Linking and Embedding (OLE)

· A feature that allows you to dynamically link items so a change in the source affects the destination of where it was copied.

· The methods of using OLE include:

· Object Linking - Destination file is updated when source changes

· Object Embedding - makes a copy of source, but no updates when original changes – you can edit the destination in place

L. A Look to the Future pg 83

1. Web based applications ease software maintenance

· Pay as you go software

· No administration work

· No installation & configuration headaches

· No upgrade hassles

· Any platform can be used

· Web based system doesn’t depend on Windows or Mac

M. Visual Summary at a Glance – Basic application Software pg 84

1. Application Software

a) Types

(1) Basic applications (general-purpose)

(2) Specialized applications (special-purpose)

b) Common features

(1) User interface

(2) Windows

(3) Menus

(4) Dialog box

(5) toolbars

c) Web-based applications

2. Word Processors

a) Features

(1) Thesaurus

(2) Find and replace

(3) Spelling and grammar checkers

(4) Font control

(5) Character effects

(6) Bulleted and numbered lists

3. Spreadsheets

a) Features

(1) Workbook

(2) Worksheets (aka spreadsheets or sheets)

(3) Cells

(4) Text entries (aka labels)

(5) Formulas

(6) Range

(7) Analytical graphs (aka charts)

(8) Recalculation

(9) What-if analysis

4. Database management systems

a) Features

(1) Relational database

(2) Tables, records, and fields

(3) Sort

(4) Filter

(5) Query

(6) Forms

(7) Reports

5. Presentation Graphics

a) Features

(1) Autocontent wizard

(2) Master slides

6. Integrated Packages

a) Characteristics

(1) Includes word processing, spreadsheets, DBMS, etc.

(2) Each function not full powered as single function applications

(3) Less expensive than a suite

(4) Simple to use

(5) Popular on low end PCs

7. Software Suites

a) Characteristics

(1) Collection of individual applications

(2) Full featured, but sold at a lower bundled cost

8. Sharing Data

a) Copy and paste

b) OLE

N. Key Terms pg 87

	TERM

	PAGE

	DEFINITION


	analytical graph

	70

	aka chart, a graphical display of numeric data in a spreadsheet, e.g. a pie chart, line graph, etc.


	application service providers (ASPs)

	63

	special web sites that allow users to access common applications via the web


	application software

	62

	on e of the main categories of software, includes basic and special purpose programs utilized by end users


	AutoContent wizard

	77

	presentation graphics feature that guides you through the process of creating a presentation


	basic applications

	62

	aka general purpose applications, these include such things as word processors, spreadsheets, DBMS, and presentation graphics


	bulleted list

	66

	list of items in a word processed document with small marks to make them easy to read


	business suite

	80

	aka Productivity suite; group of fully functional basic application software, e.g. Microsoft Office Suite contains Word, Excel, and PowerPoint


	button

	62

	a special place you can click on to navigate to a location, or perform an action in an application


	cell

	69

	the intersection of a row and column on a spreadsheet - you can enter text, numbers, or formulas into it


	character effect

	66

	changing the look of a typed character by boldfacing, italicizing, or changing it's color

	chart

	70

	aka analytic graph, a graphical display of numeric data in a spreadsheet, e.g. a pie chart, line graph, etc.


	column

	69

	all the cells in a vertical group in a spreadsheet, e.g. column A, column IV


	database

	74

	a collection of related data, e.g. a relational database, a hierarchical database


	database management system (DBMS)

	74

	a method to create and modify databases, e.g. Microsoft Access is a relational DBMS for desktop computers


	database manager

	74

	aka DBMS; a method to create and modify databases, e.g. Microsoft Access is a relational DBMS for desktop computers


	destination file

	81

	the file or location that receives some copied data


	dialog box

	62

	display additional options, or allow a user to provide additional input into an application


	document

	66

	an electronic file, typically produced by a word processor, such as a memo, letter, report, etc.


	drop-down menu

	62

	a list of options or commands associated with a selected menu


	editing

	66

	modifying the contents of a file or document


	field

	74

	an attribute in a database such as student name, student GPA - a column in a spreadsheet


	find and replace

	66

	changing several occurrences of an item several places within one document


	font

	66

	the design of a character, e.g. Arial or Times New Roman

	font size

	66

	the size of a character measured in points, e.g. an 8 point font, a 10 point font, etc.


	form

	74

	allow a user to create and edit one record in a database


	format

	66

	the appearance of a document, e.g. the style of characters, paragraphs, etc.


	formula

	69

	an expression to perform a calculation in a spreadsheet


	function

	69

	a "pre-built" formula in a spreadsheet, e.g. =AVERAGE( ) function


	general-purpose applications

	62

	aka basic applications, these include such things as word processors, spreadsheets, DBMS, and presentation graphics


	grammar checker

	66

	feature in a word processor that verifies the capitalization, punctuation, and sentence structure


	graphical user interface (GUI)

	62

	way for an end user to interact with computer software, typically contains icons, buttons, etc. that you can click with a mouse


	Help

	62

	a place to get additional information about an application


	home software

	79

	aka personal software; programs that someone might use at home rather than in a business


	home suite

	80

	aka personal suite; contains personal software for home rather than business use, e.g. Works + Calendar, etc.


	icons

	62

	graphic images that represent an application


	integrated package

	79

	a single program that provides some of the functionality of several basic applications at a low cost


	label

	69

	a text entry in a spreadsheet cell, consisting of alphanumeric characters


	master slide

	77

	an "undisplayed" slide that controls the format of all the other slides in a presentation


	menu

	62

	a list or group of buttons for a particular application


	menu bar

	62

	a group of menu items


	numbered list

	66

	list of items in a word processed document with numbers to make them easy to read


	numeric entry

	69

	entering numbers or numeric formats in a spreadsheet cell


	object embedding

	81

	dynamic copying of data so the destination can edit the results in place


	object linking

	81

	dynamic copying of data so the destination reflects any changes to the source


	object linking and embedding (OLE)

	81

	a feature for making dynamic copies of data from one file/location to another


	personal software

	79

	aka home software; programs that someone might use at home rather than in a business


	personal suite

	80

	aka home suite; contains personal software for home rather than business use, e.g. Works + Calendar, etc.


	pointer

	62

	the cursor for a mouse as it appears on the screen


	presentation graphic

	77

	a type of software program that allows you to create and edit electronic slides for conveying a message


	productivity applications

	62

	aka general purpose applications, these include such things as word processors, spreadsheets, DBMS, and presentation graphics


	productivity suite

	80

	aka Business suite; group of fully functional basic application software, e.g. Microsoft Office Suite contains Word, Excel, and PowerPoint


	pull-down menu

	62

	additional menu choices that appear when the main menu item is chosen


	query

	74

	a question or request for specific information from a database, e.g. a query to pull all records where sales > 50,000


	range

	70

	a group of cells in a spreadsheet, e.g. range of cells B1:C15


	recalculation

	70

	feature to automatically recompute all the formulas in a spreadsheet


	record

	74

	a group of related field values, e.g. a customer record - synonymous to a row in a spreadsheet


	relational database

	74

	particular structure of a database using related Tables of data such as a customer table, a product table, an order table


	report

	74

	the output of many records from one or more database tables


	row

	69

	all the cells in a horizontal group in a spreadsheet, e.g. row 1, row 65536


	sheet 

	69

	aka spreadsheet; a 2-D set of cells in a spreadsheet, consisting of rows and columns of cells


	slide

	77

	one part of a larger presentation graphic file, which can contain multimedia data to display some content


	software suite

	80

	generic term for a collection of separate application programs bundled to be sold at a lower cost


	sort

	74

	the ability to resequence a series of records based on a particular field value, e.g. sort customers by their zip codes


	source file

	81

	the file or location where you copy some data from


	specialized applications

	62

	aka special-purpose applications - specific, occupation oriented software such as video and audio editing tools


	specialized suite

	80

	group of specialized applications, e.g. a graphics suite or financial planning suite


	special-purpose application

	62

	aka specialized applications - specific, occupation oriented software such as video and audio editing tools


	spelling checker

	66

	feature in a word processor to correct the spelling in a document


	spreadsheet

	69

	aka sheet; a 2-D set of cells in a spreadsheet, consisting of rows and columns of cells


	standard toolbar

	62

	contains buttons for File Open, Save, Print, etc. in a Microsoft application


	system software

	62

	on e of the main categories of software, includes operating systems, etc. to keep the computer running


	table 

	74

	a group of related records, such as a student table, a course table, and a faculty table


	text entry

	69

	a label in a spreadsheet cell, consisting of alphanumeric characters


	Thesaurus

	66

	feature in a word processor to help find synonyms and antonyms


	toolbar

	62

	group of common buttons, e.g. format toolbar


	user interface

	62

	allows the user to interact with computer applications, typically character based or graphical user based


	utility suite

	80

	group of individual utility programs, e.g. Norton System Works


	Web-based application

	63

	a common application such as a word processor that can be accessed via the web rather than just the client PC


	what-if analysis

	70

	spreadsheet feature to recalculate a number of different scenarios, e.g. what happens to profits if sales falls 10%


	window

	62

	a rectangular area that displays an application or dialog box in a Microsoft Windows GUI


	word processor

	66

	software application to create electronic documents such as letters, memos, etc.


	word wrap

	66

	feature in a word processor so you don't need to hit a carriage return to go to the next line


	workbook file

	69

	a collection of several sheets in a spreadsheet document


	worksheet

	69

	aka sheet; a 2-D set of cells in a spreadsheet, consisting of rows and columns of cells


	analytical graph

	70

	aka chart, a graphical display of numeric data in a spreadsheet, e.g. a pie chart, line graph, etc.



	
	
	
	
	


O. Chapter Review pg 88

1. Crossword

a) Across

	1
	FORMULA
	Pg 69

	4
	CHART
	Pg 70

	7
	CELL
	Pg 69

	9
	ICONS
	Pg 62

	12
	POINTER
	Pg 62

	15
	FUNCTION
	Pg 69

	17
	FONT
	Pg 66

	18
	EDITING
	Pg 66

	19
	DBMS
	Pg 74

	20
	MENUS
	Pg 62

	21
	DATABASE
	Pg 74

	22
	HELP
	Pg 62

	23
	WORKSHEET
	Pg 69

	24
	SHEET
	Pg 69


b) Down

	2
	RECALCULATION
	Pg 70

	3
	BUTTONS
	Pg 62

	5
	ROW
	Pg 69

	6
	REPORT (?)
	Pg 74

	8
	GUI
	Pg 62

	10
	COLUMN
	Pg 69

	11
	SPREADSHEET
	Pg 69

	13
	TOOLBARS
	Pg 62

	14
	DOCUMENTS
	Pg 66

	16
	THESAURUS
	Pg 66

	23
	WINDOW
	Pg 62


2. Multiple Choice

	1
	C
	Basic applications
	Pg 62

	2
	A
	Special-purpose applications
	Pg 62

	3
	A
	Functions
	Pg 69

	4
	D
	Tables
	Pg 74

	5
	B
	Records, fields
	Pg 74

	6
	E
	(AutoContent) Wizard
	Pg 77

	7
	E
	Source file
	Pg 81

	8
	B
	Linked
	Pg 81

	9
	C
	Integrated package
	Pg 79

	10
	E
	Business
	Pg 80


3. Matching

	TERM

	MATCH

	NUMBER

	HINT


	general-purpose applications

	E

	1

	Word processors, spreadsheets, DBMS


	Window

	S

	2

	Rectangular area containing a doc, program, message


	Toolbar

	P

	3

	A feature that contains buttons…


	ASP

	A

	4

	Site that provides access to web-based applications


	Utility

	Q

	5

	Type of suite that makes computing safer and easier


	grammar checker

	F

	6

	Checks for problems with capitalization, …


	integrated package

	G

	7

	Includes the functionality of a word processor, spreadsheet…


	word processor

	T

	8

	Software that creates text-based documents…


	spelling checker

	N

	9

	Identifies incorrectly spelled words…


	find and replace

	C

	10

	Tool that quickly locates and replaces words in a document


	Cell

	B

	11

	The intersection of a row and a column in a spreadsheet


	Record

	J

	12

	Contains fields of data about a person, place, or thing


	Formulas

	D

	13

	Instructions for calculations


	what-if analysis

	R

	14

	Spreadsheet feature in which changing one or more numbers…


	relational database

	K

	15

	A widely used database structure, in which data is organized…


	Sort

	M

	16

	Rearranges a table's records according to a selected field


	presentation graphics

	I

	17

	Programs used to communicate a message or persuade


	Table

	O

	18

	Made up of rows called records and columns called fields


	software suite

	L

	19

	Individual application programs sold together as a group


	OLE

	H

	20

	Feature that makes it easy to share & exchange data.



	
	
	
	

	
	
	
	

	
	
	
	


4. Open Ended

a) Explain the difference between general purpose and special purpose applications: 

· General purpose are used by many users in many different professions 

· Examples include word processing, spreadsheet, DBMS, and presentation graphics

· Special purpose are focus on a particular occupation or task

· Examples include video editing, etc.

· See pg 62

b) What is the difference between a function and a formula?  How is a formula related to what-if analysis?  

· Functions and formulas are used in spreadsheets

· A function is a “built in” formula, e.g. =SUM( ) to total up a range of cells

· A formula is a function the user enters, e.g. =A3^B10 will raise the number in cell A3 to the B10 power

· See pg 69.

c) What are presentation graphics programs?  How are they used?  

· Presentation graphics programs are used to create a set of electronic, multimedia slides for conveying a message

· One of the most popular software packages is Microsoft PowerPoint

· See pg 77

d) Explain the difference between a linked object and an embedded object?  What are the advantages of OLE?  

· A linked destination object reflects changes in the source 

· An embedded object does not reflect the changes in the source, but allows the destination to be edited in place.

· OLE is a way to copy something and establish a dynamic rather than a static link

· See pg 81.

e) What is the difference between an integrated package and a software suite?  What are the advantages and disadvantages of each?  

· Integrated packages are cheaper, yet lack the full functionality of a software suite

· See pgs. 79-80

P. Using Technology pg 91

1. Web-based Applications

· You can get access to free general-purpose applications from anywhere in the world.

· Review Making IT Work for You: Web-based Applications on pages 64-65.

2. Presentation Graphics

· See the Tim’s Toolbox on CD or link to http://www.mhhe.com/oleary/CE05 to learn more about presentation software packages.

Q. Expanding your knowledge pg 92

1. Computing Essentials CD

· Review the animation on “How Web-based Applications Work”

· Complete the following case: Assume you are about to give a presentation at your company’s national sales meeting.  Early in the week you created the presentation using a Web ASP’s program PRESENT and saved the presentation at the ASP’s site.  This presentation will be run from a notebook computer and be displayed on a projection screen large enough for everyone at the sales meeting to see.  To run the program, you need access to the presentation file and the PRESET program.

· On a single page of paper, create a drawing that describes how you will use the Web-based application to give the presentation.

2. Application Service Providers

· Conduct a Web search to learn more about application service providers, and answer the following questions:

· What are the common applications provided by ASPs?

· What are some advantages to using ASPs?

· What concerns might a user have about personal data stored on an ASP?

· Would you use an ASP?  Why or Why not?

R. Building your portfolio pg 93

· In this section, students are asked to write about their understanding of:

1. Software Suites

2. Acquiring Software

II. Concept Check at a glance
A. Ch 3 Pg 63

1. What is the difference between basic and specialized applications?

a) Basic

· Typically used by every discipline and occupation

· Includes: Word processors, Spreadsheets, Database management systems, Presentation graphics

b) Specialized

· Narrowly focused on specific disciplines and occupations

· Includes: Graphics programs, Audio/video editors, etc.

2. Describe common features (of basic & specialized applications)

· Have a GUI to control access including: Icons, Pointers, and Windows

· Use menus to control functions

· Toolbars have common shortcuts for Opening, Saving and Printing files

3. What are Web-based applications?

· Typical applications are owned by users

· Web-based apps are “leased” from ASPs

· Advantages: No upgrade hassles, Always available from Web

B. Ch 3 Pg 66

1. What do word processors do?

· They create text-based documents for such things as memos, letters, faxes, newsletters, brochures, reports, etc.

2. Describe editing features.

· Typical editing features include word wrap, a Thesaurus, find and replace features, spelling and grammar checking, etc.

3. Describe formatting features.

· Allow you to improve the appearance of the document by changing the font type and size, using character effects such as boldfacing and italicizing text, and adding bullets or numbered lists.

C. Ch 3 Pg 70

1. What are spreadsheets used for?  What is a workbook?  What is a worksheet?

· Spreadsheets are used to organize, analyze, and graph numeric data

· You can create budgets, grade reports, chart stock prices, etc.

2. Define cells, ranges, text, and numeric entries

· Cells: the intersection of a row and column in a worksheet

· Ranges: a series of continuous cells

· Text entries: describe the contents of rows and columns entered in a cell

· Numeric entries: can be a number or formula entered into a cell

3. Describe the following spreadsheet features: formulas, functions, charts, recalculation, and what-if analysis.

· Formulas: an instruction to calculate or process, e.g. =A4*B5

· Functions: a prewritten formula, e.g. =SUM( )

· Charts: visual representation of data in a worksheet

· Recalculation: automatically re-compute the formulas in a worksheet

· What-if analysis: change one cell to see the results in other cells e.g. find the effect of a rent increase on a monthly budget

D. Ch 3 Pg 74

1. What is a database?  What is a DBMS?  A relational database?

· A database is a collection of related data.

· It is the electronic equivalent of a file cabinet

· A DBMS (Data Base Management System) is a program that sets up or structures, a database.

· A relational database is the most widely used database structure.

· It differs from other structures such as flat file systems, hierarchical databases or network databases in that it uses data that is organized into related tables.

2. What are records and fields?

· A record is a row in a database table.  For example, you might have a student database with a record for each unique student, or a customer database with a record for each unique customer.

· A field is a column in a database table.  For example, the student database would contain fields for name, address, major, GPA, etc.

3. What is a sort (tool)?  A query?  A form?

· A sort (tool) allows you to rearrange the database records in order of a selected field, e.g. sort the student records by GPA in descending order.

· A query is a question or request for specific data contained in a database, e.g. a query to select all the students who have a GPA below 2.0.

· A form may look similar to a traditional printed form.  They are typically used to enter data into a table, or to modify the contents of a specific record.  For example, you might design a form to add a student to the student table.

E. Ch 3 Pg 77

1. What are presentation graphics programs?  What are they used for?

· Presentation graphics programs combine a variety of visual objects to create attractive, visually interesting presentations.

· They are excellent tools to communicate a message and to persuade an audience

· Common programs are Microsoft PowerPoint, Corel Presentations, and Lotus Freelance Graphics

2. What are slides?

· Slides are the electronic pages in a presentation.  You can have slides that contain text, images, sounds, tables, etc. to convey the information you want to present.

3. What is the AutoContent Wizard?  What is it used for?

· The AutoContent Wizard is used in Microsoft PowerPoint to step you through the process of creating a presentation.

· It provides you with hints for structuring the presentation, as well as for including specific content on each slide.

· Examples of content include: recommending a strategy, communicating bad news, training, etc.

F. Ch 3 Pg 79

1. What is an integrated package?

· An integrated package is a single program that provides the functionality of a word processor, spreadsheet, database manager, and more.

· An example would include Microsoft Works.

2. Describe the advantages and disadvantages of an integrated package.

· The key advantages of an integrated package are they are inexpensive, and they are generally simple to use.

· The key disadvantage of an integrated package is that they lack the capabilities of each component included in the package, e.g. they lack the full power of the word processor, spreadsheet, etc.

3. Why are integrated packages classified as personal or home software?

· Because they are typically used by home users – they don’t provide the full capabilities that a business user would typically need

G. Ch 3 Pg 80

1. What is a software suite?  What are the advantages to purchasing a suite?

· A software suite is a collection of separate application programs bundled together and sold as a group.

· They typically include word processing, spreadsheet, database management and presentation graphics applications.

· They differ from integrated packages in that they have “fully functioning” components, and they typically cost more.

2. What are the four types of software suites?

· Productivity suites: also known as business suites, such as Microsoft Office.

· Personal suites: also known as home suites contain personal applications for home use, such as Microsoft Works bundled with Calendar & Streets&Trips.

· Specialized suites focus on specialized applications, such as a financial planning suite.

· Utility suite designed to make computing safer and easier, such as Norton’s System Works or their Internet Security Suite.

3. What is the best-known productivity suite?  What is the best-known personal suite?

· The best-known productivity suite is Microsoft Office.

· The best-known personal suite is Microsoft Works Suite.

H. Ch 3 Pg 81

1. Discuss three ways to share data between applications.

· Three common ways to share data include:

· Copy and Paste – it is a static copy: if you change the source, the destination is not affected.

· Object linking – keeps a link with the source – if you change it, it will change the destination.  This is good to use if you have a spreadsheet linked to a word processing report.  If you change the spreadsheet data, it will automatically be updated in the report.

· Object embedding – the source is copied into the destination, and you can manipulate the data in the destination by clicking on it.  This is good if you don’t need the destination to reflect the original source data, and you want to be able to manipulate it.

2. What are OLE, source files, and destination files?

· OLE is the acronym for Object Linking and Embedding.

· The source file is the original file that you copy the data from.

· The destination file is where you put the source.

3. What is the difference between object linking and object embedding?

· See the definition above.

· This would be a good place for an example.  Open a word processor and spreadsheet program.

· In the spreadsheet, enter a small table of data, e.g. Sales 5000, Expenses 3000, and Profits (sales – expenses).

· In the word processor, make three entries: this is copy and pasted info, this is linked info, and this is embedded info.   Then make these three types of copies from the spreadsheet to the word processing program.  Finally, change the data in the spreadsheet, and show how it affects the word processing document.

· Example:

· Copy & Paste 

	Sales
	 $     5,000 

	Expenses
	 $     3,000 

	Profits
	 $     2,000 


· Linked data 
[image: image1.emf]Sales 7,000 $      

Expenses 3,000 $      

Profits 4,000 $      


· Embedded data 
[image: image2.emf]Sales 5,000 $      

Expenses 3,000 $      

Profits 2,000 $      


III. List of Figures at a glance
· Ch 3 Pg 62 Figure 3-1 Common features of the Standard toolbar

· Typical Windows standard toolbar includes shortcuts for opening, saving and printing files among other things

· Ch 3 Pg 63 Figure 3-2 Common features (of a GUI)

· Screen shot of a Microsoft Word application showing features such as a menu, button, pull down menu, help function, a toolbar, a window, and a dialog box

· Ch 3 Pg 66 Figure 3-3 Sample Fonts; that you can change in a document, for example:

· Arial

· Impact

· Times New Roman

· Broadway

· Ch 3 Pg 67 Figure 3-4 Sample Flyer; created by word processing software, this  demonstrates some of the features that you can use including;

· Spelling checker

· Fonts and font size

· Center aligning

· Word wrap

· Character effects

· Grammar checker

· Ch 3 Pg 68 Figure 3-5 Sample Report; created with word processing software, this demonstrates some more features you can use including:

· AutoCorrect

· Header or Footer

· Captions and cross references

· Footnote

· Table

· Ch 3 Pg 69 Figure 3-6 Monthly budget worksheet (created with spreadsheet software)

· Ch 3 Pg 70 Figure 3-7 Selected spreadsheet functions:

· Financial: PMT, PV

· Mathematical: SUM, ABS

· Statistical: AVERAGE, MAX

· Logical: IF, AND

· Ch 3 Pg 71 Figure 3-8 Sample worksheet (creating a sales forecast)

· Worksheets

· Text Entries

· Cells

· Functions

· Formulas

· Ch 3 Pg 72 Figure 3-9 Sample Chart

· Titling

· Chart types

· Chart

· Data labels

· Legend

· Ch 3 Pg 73 Figure 3-10 Sample workbook (analyzing your data)

· Goal seek

· What-if analysis

· Workbook

· Sheet name

· Ch 3 Pg 75 Figure 3-11 Sample table and form (creating a database)

· Primary key

· Fields

· Records

· Table

· Form

· Ch 3 Pg 76 Figure 3-12 Query and report (creating a query)

· Query

· Joined

· Criteria

· Report

· Sorted

· Ch 3 Pg 78 Figure 3-13 Sample presentation (creating a presentation)

· Presentation style

· AutoContent Wizard

· Templates

· Ch 3 Pg 78 Figure 3-14 Revised presentation (updating a presentation)

· Design templates

· Special effects

· Master slide

· Ch 3 Pg 79 Figure 3-15 sample Integrated package (AppleWorks)

· Ch 3 Pg 80 Figure 3-16 sample software suite (Microsoft Office XP)

· Ch 3 Pg 80 Figure 3-17 sample personal/home suite (Microsoft Works Suite’s Streets&Trips)

· Ch 3 Pg 83 Figure 3-18 Object linking and embedding

· Destination file: receives the objects

· Linked object: updates to source are reflected in destination

· Embedded object: separate copy of source

· Source files: provides the objects
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