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APPLICATION SOFTWARE

1
After you have read this chapter, you should be able to:

1)

Discuss common features of most software applications.

[v)

Describe browsers.

o

Describe word processors.

o

Describe spreadsheets.

(o)

Describe database management systems.

6]

Describe presentation graphics.

o

Describe software suites and integrated software.
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Peru

Geography and Climate

Peru, located in South America, borders the Pacific Ocean on its west and shares
common borders with the countries of Ecuador, Colombia, Brazil, and Bolivia Peru is
A V e ntu I‘e subdivided into thres regions — La Costa, La Sierra, and La Selva — based on differing
climate and geographical features. Though entirely within the lropics, Peow's climate
waies from region Lo region, ranging from tropical to arctic. s varied climate
rresponds to the sharply ical features of seafront, mountains, and

Travel Tours -

Occupying the slender area along Per's wester coastling, La Costa, provides a division
between the mountains and sea Although some of this area s fertile, taostly 1 is
extremely dry and arid. The Andes Mountains prevent greater annual precipitation
coming from the east. Some areas in the south are considered drier than the S
Canversely, there are a few areas in fhis region where mouniain rivers meet the ocean
that are green with life and do ot give the inpression of being ina desert at all

Presentations

La Sierra

Infand and 1o the sast is the mountainous region called La Sierra, encompgassing Perv’s
share of the Andes mountain range. The southern portion of this region is prons 1o
wolcanic activity, and some volcanoes are active
today. La Sierra i subject 1o a dey season from May
10 September, which is winter in that part of the
world. The weather is Lypically sunay, with moderate
annual preeipitation. The former Incan capital Cuzco
is in this region, as well as the Sacred Valley of the
Incas. This region also contains Lake Tilicaca, the
world's highest navigable Jke.!

"] envy you, for this is the first step on an adventure of a lifetime! T
wish I could go back to 1984 and experience my first Adventure
Travel tour again. I now experience that same thrill through the
anticiym=—_= 1 — L 5. Therefore, this
new Y ployees at

Adve Browsers s to all the world. Figure 1-Sacred Valley

Connect to Web sites LaSelva

N La Sefwa, a region of teopical rainforest, is the easterntanst region in Pery. This region,
and d |5p| ay Web pages witht the easteen foot, of the Andes Mountains, forms the Amazon Basia, into whici

tuimerous tivers fow La Selva is extremely wet, with some aress excerding an annual
precipitation uf 137 imches. Tts wettest seasnn ocours from November to April The
weather here is fwmid and extremely hot

La Costa 2 68

| La Sierra 35 54
La Selva 137 80

1 Lake Titicacais 12,507 feet above sea level

Word Processing Software
Create text-based documents




Not long ago, trained specialists were required to
perform many of the operations you can now per-
form with a microcomputer. Computer scientists
used the Internet. Secretaries used typewriters to
create professional-looking business correspon-
dence. Market analysts used calculators to project
sales. Graphic artists drew 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 appro-
priate application software.

Think of the microcomputer as an electronic
tool. You may not consider yourself very good at

Chapter 2

aging information. A microcomputer, however, can
help you to do all these things—and much more. All
it takes is the right kinds of software.

While most end users today own and run their
own application software, an emerging trend is to
use Web-based applications. These are programs
you access from the Internet and run on your mi-
crocomputer.

Competent end users need to understand the
capabilities of basic application software, which in-
cludes browsers, word processors, spreadsheets,
database management systems, and presentation
programs.

typing, calculating, organizing, presenting, or man-

Presentation Programs

Create interesting and
professional presentations
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SOFTWARE APPLICATIONS

oftware applications, or programs, can be divided
into two categories. One category, general-pur-
pose applications, is the focus of this chapter. These
programs, also known as basic applications, are
widely used in nearly every discipline and occupa-
tion. They include browsers, word processors,
spreadsheets, database management systems, and
presentation graphics. The other category, special-purpose applications,
also known as advanced applications, includes thousands of other programs
that are more narrowly focused on specific disciplines and occupations. Some
of the best known are multimedia, Web authoring, graphics, virtual reality,
and artificial intelligence programs.

General-purpose and special- 5
purpose are the two categories
of software applications.
Common features include
windows, menus, help,
and toolbars.

COMMON FEATURES

A window is simply a rectangular area that can contain a document, pro-
gram, or message. (Do not confuse the term window with the various versions
of Microsoft’s Windows operating systems, which are programs.) Many oper-
ating systems and application programs use windows to display information
and request input. More than one window can be opened and displayed on
the computer screen at one time. For example, one window might contain a
browser, another a word processing program, and another a graphic image.
Windows can generally be resized, moved, and closed.
. Almost all software packages have menus to present com-
% TI PS Have you ever been working on adoc-  mands. Typically, menus are displayed in a menu bar at the
ument when the power goes off? Your top of the screen. When one of the menu items is selected, a

original document and all your recent changes are pull-down menu appears. This is a list of options or com-
gone. Fortunately, most applications automatically mands associated with the selected menu.

save your work every few minutes to a temporary For most application packages, one of the commands on the
recovery or backup file. menu bar is Help. The Help menu options typically provide

Here are a few tips that might help you to
quickly get back underway again.

o Restart your computer.

access to a variety of Help features. The first option commonly
allows access to a table of contents, a keyword index and a
search feature to help you locate the information you need.
e Restart the application. Toolbars typically are below the menu bar. They contain
buttons and menus that provide quick access to commonly
used commands. The standard toolbar and the formatting
toolbar are common to most applications.

To learn more about the common features of most software
applications, study Figure 2-1.

e Open the recovery file. If the recovery file
is not automatically opened, select the option
to open it.

Verify recovery file contents. The recov-

ery file should contain the document current Tvpicall licati db d
up to the last automatic save. Compare the ypically, application programs are owned by users an

contents of the recovery file to the contents stored on their hard disk drive. An emerging trend, however, is
of the original file (if you have one). to free users from owning and storing applications by using
Web-based applications. (See Making IT Work for You: Web-

Save the recovery file. If the recovery file PR
based Applications on pages 32-33.)

contains the information you want, save it
using the original file name or some other
appropriate name.

Concept Check

What are general-purpose applications?

What are special-purpose applications?

Describe four common software features.

m Application Software
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Lontents tag
Help = : Contents
= Microzoft Word Help - q o
Commonly, a table of Microsoft Wrd Help Center Locate information from a
contents, an index, @ End-User License Agreement (Fretail table of contents.
and a search feature = Qﬂ] Getting Started with Microsoft Wiord
are provided to help . EUEP:::];r;e;\IDm icrozoft Word
Iocate tlzje mformatlon @ About getting help while vou work,
ou need. Find a Tutarial
y B nea Index 7= Index
L. Type keywards Locate a specific topic from an
friip; alphabetical list of keywords.
| Clgar I | Search I
4| 2. Or choose keywords
accenk -
accepk A Wizard L :I
access Arsier YWizan
acc_essibility Search
activate what would you like to do? Search for he'P on
Ackive .
add-in o do [use Help? a particular word
: or phrase.
3. Choose a topic (66 fo
|Use Help without the O
Select topic to display:
Use Help without the Office Assistant -
Add Help bext ko a Form
About getting help while you work
Guidelines for searching Help
Troubleshoot Help
About Microsofk technical resources LI
Seatch on Web |
Standard Toolbar Menu Bar
The standard toolbar contains The menu bar provides access to
buttons that are shortcuts to a variety of program features.
the most frequently used
menu commands.
Photo Flye osoft Word _[B]x
© Flle Edt Wiew Insert Format  Tools  Table  Wind Help Type a question For h
NEHIRERY & BRT - ekiadee f [T T Help Menu
- 1 Normal - TmesMNewRoman = 10 = B F O Sz iz QU e §| O-# - A vE|= = The He|p menu provides
What's This? Shift-+F1 | access to resources that
EfE el provide help while you
activephiodlc R work.
Detect and Repair...
About Micrasoft Ward
n v n
Capturing the Seasor
Formatting Toolbar F@LLPMOQ/V&»PM
The formatting toolbar Course
contains buttons that are
shortcuts to commands
that enhance the appear- ]
ance of your documents. Window

A window is a rectangular
= area that encloses a docu-
ment, program, or message.
This window displays an ap-
plication program.

T Figure 2-1 Common features




Would you like access to
free general-purpose appli-
cations from anywhere in
the world? What about
accessing your data files
from any location? You can
have it all with Web-based

WORK FOR YOU

WEB-BASED APPLICATIONS

How It Works A server on the Web, known as an
Application Service Provider (ASP), provides access to
programs such as word processors, spreadsheets,
and more. After registering with an ASP, you can
use the Web to access these applications and
store data files at the ASP rather than on your
hard disk. You can run programs and access data
using the Web from any location in the world.

Application

applications. ASP User
Registering Several ASP sites exist on the Web and some of them offer free services. One of
the best-known sites is Web0S. Their only requirement is that you register for their service.
connect tO |JAgdress IQ http: A wEbOS COM -~ — =] @5
www.Web0S.com. 5
Webo0s WebOS URL
the web operating system
Click the sign up link. s [ et | s [ G s [ s || S || G s [ G
Follow the instructions elehms e oo gs
to register for your ac- Webos is building a [ rc’frﬁfsa -
count. v o ae ey 2o
infrastructure for the Internet.
We are leading a platfarm
shift towards distributed
ety /[Sign up link |
The best is yet to come.
Learn more and sign up for Beta»
. Once you,ve signed up 73 myWeb0S5.com: Running 05. - Microsoft Internet Explorer
for your account, return
to the Web0S home. % 9@ (3)
i)
Hyperword it HalfErain
@ Scroll the page to the Lo Dlemsernchs Spreadsheet
Login area.
Web-based
® Enter your Username Qy @ eiten

and Password.

® Select Web0S Desktop.

@ Click Login.

The Web-based desktop appears,
similar to the figure to the right.
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HyperOffice
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HyperOffice
Calendar

Webboard
Discussion
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Accessing Applications Each time you connect to the WebOS site and log in, your Web-based
desktop will appear. It will display numerous icons that can be used to access Web-based appli-
cations. These include a word processor, spreadsheet, personal information manager, and a vari-

ety of games.

Word Processor
File Edit View Insert Format Tools Help =
RN - Jp e el S L) I I—

B IUES=

= 4= 2 A,

Announcing

New Adventure Travel Trips

This year we are introducing four new tours, offering you a unique
opportunity to combine many different outdoor activities while
exploring the worldl
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@ HyperOffice Calendar
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run applications.

Downtown Internet Café
Annual Forecast

§15600
§ 7400
§ 4500
§ 3300
$30800

$15700
§ 7400
§ 4500
$ 3200
$30,900

§ 7600
§ 7500
§ 6400
§ 5500
$ 000§ 1000
§ 500 § 1500
§29500 $29.355

§ 755
§ 7280
§ 6400
$ 5500

$15800
$ 7500
§ 4500
$ 3200
$31,100

§ 7750
§ 739
§ 6400
$ 5500
$ 1000
$ 1500
$29545

$15 900
§ 7 600
§ 4,500
$ 3200
$31,200

§ 7775
§ 7455
§ 6400
$ 5500
$ 1,000
§ 1500
$29 640

AUG SEP
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Games

Web-based Desktop The Web-based desktop looks and operates like the tradi-
tional Windows desktop. It contains a variety of icons that are used to load and

Some suggest that Web-based applications may replace traditional application software some time in the future. They
point out that Web-based applications offers advantages beyond universal access to software and to data. One advantage is
that users may no longer need to upgrade software on their hard disk when a new version becomes available. Of course,
there are some potential disadvantages or challenges of Web-based applications. One challenge relates to privacy and se-

curity of personal data stored at an ASP.

The Web is continually changing and some of the specifics presented in this Making IT Work for You may have
changed. See our Web site at http://www.mhhe.com/oleary for possible changes and to learn more about this application

of technology.
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BROWSERS

Browsers connect to Web sites

.|.he Web is accessed through your computer using
and display Web pages.

special software known as a browser. This soft-
ware helps connect you to remote computers, open
and transfer files, display text and images, and provides in one tool an un-
complicated interface to the Internet and the Web. The two most widely used
browser programs are Microsoft’s Internet Explorer and Netscape’s Navigator.

FEATURES

In order to connect to other resources with a browser, the location, or ad-
dress, of the resources must be specified. These addresses are called uniform
resource locators (URLSs) or simply Web site addresses.

Once the browser has connected to a Web site, a document file is sent to
your computer. This document contains Hypertext Markup Language
(HTML) commands. The browser interprets the HTML commands and dis-
plays the document as a Web page. Typically, the first page of a Web site is re-
ferred to as its home page. It presents information about the site along with
references and hyperlinks, or connections to other documents that contain
related information. These hypertext links typically appear as colored and/or
underlined text, buttons, or other graphic images. (A thorough and detailed
discussion of the Internet and the Web is presented in Chapter 8.)

CASE

Assume that you have accepted a job as advertising coordinator for Adventure
Travel Tours, a travel agency specializing in active adventure vacations. Carol,
your supervisor, has asked you to review the company Web site, to locate trav-
el information on Peru, and to communicate your findings to her. To learn
more about browsers and how they could assist you to navigate, search, and
communicate, study Figures 2-2 through 2-4.

2 ATT Home - Microsoft Internet Explorer .

J File Edit Yiew Favorites Inn\s Help Web Slte Address

| #Back - =+ - @ 24| @Search (i Favorites QH EaCh Web page haS its own

JAgdrass I@ hitp:/ fpuean. mhhe comycit/attsite/ - j @G Web site addreSS, Ca”ed the
Web Page _—_ Uniform Resource Locator

An HTML document
sent to your computer
and displayed by a
brower is a Web page.

(URL), which provides location
AdVenture information used to navigate

through the Internet to access

Travel Tours e

Hypertext Links
A hypertext link, also called a
hyperlink or simply a link, is a
__________________________________ connection to another Web
e A page or to another location

ish Lioe on the current page.

avel tour again. I now experience that same thrill through tl

anticipation and appreciation of our customers. Therefore, this
new Web site is exciting for me and all the employees at

Adventure Travel Tours, as it opens our doors to all the world. B

CASE: After your browser connects to the Web, you begin navigating by entering
the Web address for Adventure Travel Tours and connecting to that site. The
company'’s Web page appears on your display. You begin your evaluation by

T Figure 2-2 Navigating exploring the site and its hypertext links.

m Application Software




Keyword Search

A keyword search is conducted by entering
a specific word or words into a text box
then searching through a list of resulting
Web sites that contain the word or words.

Search Service

Search services are Web sites that maintain and provide ac-
cess to huge databases of Web pages and Internet sites.

ag 0 0 plo =] ES
J File Edt Wiew Favoites ToolsWHelp
| wBack - = - @ [2) A || @5each [aiFaoies (BHmoy [ By S 0 - 5] 2
| Adtess [£1 b /vwens magicpen.com? =] @6o
Search X versién en espaiiol N

C New CPNewt - | Custorize

YaHoOo!

Topic Search

A topic search is conducted by selecting a
category and then continuing to select sub-
categories until your search has been
narrowed and a list of relevant documents
appears.

Peru travel Search

17 Categories and 138 Jites

Categories (1-60f17)

Regional = . > Recreation and
Spotts > Travel

Recreation . > Countries > Peru
Recreation> . > Countries > Peru
Becreation® . > Countries > Peru
Eegional » ... > 3hopping and
Services > Travel and
Transportation

Regionsl = . Peru > Travel and
Transportation

[ERCa

B

Mext 11 Category Maiches

Sites r1-10of138)

H

| about...
NEWS

dd url | guesthook
o

o

' the magic country ©

Lcb hasing [wob dosian | sortoto| e-mail 3
General Information
[rellow Pages, Photos, Guides...]
Arts and Humanities
[#uchitecture, Fhotography. ]
Computers and Internet
[Internet, Wi ]
Entertainment

[Cool Links, Movies. ]

MNews and Media
[Magazines, TV..]

Science

[Biclogy, Astionamy...]
Government and Politics
[Embassies, Paru resources..]

Ecology

[Natural Resources, Fauna..]

Business and Econom:
[Companies, Investing...]
Education

[Universities, Colleges..]
Health and Fitness
[Medicine, Drugs, Diseases.. ]
Recreation and Sports
[Sports, Autos.. ]

Soclety and Culture
[Feople, Envitoment...]
Travel and Tourism
[Adwenture, Outdoors..]
Regional

[Regions, Cities, Towns.. ]

k>

CASE: After reviewing the company site, you begin your search for information on
Peru. Using the Search button, you connect to Yahoo!, a well-known search
service. After conducting a topic search and a keyword search, you locate a site

that provides just the information you are looking for.

T Figure 2-3 Searching

2 Peru, The Magic Country / Travel and Tourism - Microsoft Internet Explorer

File  Edit Yiew Favoites Tools  Help

GiBack + = - @ [ A @Seach (wiFavoites (HHistow | G- S5 - 5

Address [£] hip.//wnmagicpens comratour. him

File  Edt Yiew Inset Fomat Tools  Message Help

Kt Peru, The Magic Country - Travel and Tourism

E-Mail Address

On the Internet, each person has a
unique e-mail address or means of
identification.

Attachment
An attachment is a file that is included

newsletter about Peru,

add url | guestbool
°

Paul Smaite]

% hitp fwww magicpen comftratour htm

P

T just found this interesting Web site and thought it may be helpful when you are writing the article for the

B % @ Rl -V 0 4 . = =]
Send [0 Copy Paste  Undg ck Speling | Attach  Priority Sign  Encippt Offfine
To. [canl@asuedu
e |
Subject: IF’Eru, The Magic Country - Travel and Tourism /
Atach: @ Peru, The Magic Country - Travel and Tourismurl [150 bytes] g
[TmesNew Foman =] [12 =] &, | B 7 U A | = i= == ==|—= 4K B

|
4

with an e-mail message.

New Message Window
The new message window is a part of

Microsoft Outlook Express and is used
to create e-mail messages.

CASE: To share the Peru site with your supervisor, you choose File/Send/Link By
E-Mail from the browser’s menu bar. An e-mail new message window opens with
a hyperlink to the Peru site and an attachment containing the HTML document.
All you need to do is enter your supervisor’s e-mail address, type your note, and

send it. T Figure 2-4 Communicating
Browsers www.mhhe.com/oleary




WORD PROCESSORS

ord processing software creates text-based docu-

ments such as reports, letters, and memos. Word
processors are one of the most flexible and widely
used software tools. Students and researchers use
word processors to create reports. Organizations of all types create newslet-
ters to communicate with their members. Businesses create form letters to
reach new and current customers. All types of people and organizations use
word processors to create personalized Web pages.

The three most widely used word processing programs are Microsoft
Word, Corel WordPerfect, and Lotus Word Pro.

Word processing software
is used to create
text-based documents.

FEATURES

Most word processors include features to help you write better. For example,
as you enter text, spelling errors are identified. They can be quickly corrected
by selecting from a list of suggested alternative spellings. In a similar manner,
grammar errors, such as capitalization, punctuation and subject-verb agree-
ment problems are identified and can be corrected by selecting from a list of
proposed grammar corrections. Another feature that helps you write better is
the thesaurus which provides synonyms, antonyms, and related words for a
word you look up.

You can quickly locate any character, word, or phrase in your document

: using the search or find commands. In addition, you can re-
,!"4{, TI P s Want to add some interest and a per- place the located text with other text you specify using the re-

sonal touch to your correspondence? place command. For example, you could quickly locate each
You can by including an audio clip of your voice in occurrence of the word Chicago and replace it with the word
the text document. If you are using Word 97, 2000, Denver.
or 2002: One basic word processing feature is word wrap. A word
Position cursor. Place the cursor where processor automatically moves the insertion point to the next
you want the voice attachment to appear. line once the current line is full. As you type, the words “wrap
Start recording. From the menu bar, around” to the next line. To begin a new paragraph or leave a
choose Insert/Object/Wave/ Sound blank line, you press the Enter key.
OK/Record.
e Start talking. Dictate a short message into CASE

the microphone.

Your primary responsibilities as the advertising coordinator
o Stop recording. Choose Stop/File/Exit &

for Adventure Travel Tours are to create and coordinate the

RISy company’s promotional materials, including flyers, form let-

A speaker icon appears in your document. To hear ters, and travel reports. To learn more about word processor

the audio clip, double-click the icon. features and how they could assist you, see Figures 2-5
through 2-7.

Concept Check
What do browsers do?

Describe how a browser displays a Web page.

What do word processors do?

Describe three basic word processor features.
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Font and Font Size

A font, also commonly referred to as a
typeface, is a set of characters with a
specific design. Font size refers to a
character’s height and width commonly
measured in points.

Announcing

New Adventure Travel Trips
Graphics

A graphic is a non-text

element or object, such as

a drawing or picture that

can be added to a

document.
Attend an Adventure Travel presentation to learn about some of the earth’ Word Wrap
greatest unspoiled habitats and find out how you can experience the Word Wrap
adventure of a lifetime. This year we are introducing four new tours and automaticaﬂy begins
. offering you a unique opportunity to combine many different cutdoor a new line of text

Alignment activities while exploring the world. once the current line
Alignment is how text is is full.
positioned on a line Hike the Inca trail to Machu Picchu
between the margins or Camp on safari in Tanzania

indents. There are four
types of paragraph align-
ment: left, center, right,
and justified.

Climb Mt. Kilimanjaro
Explore the Costa Rican rain forests

Presentation dates and times are January 5 at 7 PM, February 3 at 7:30 P,

and March 8 at 7P All presentations are held at convenient hotel
locations. The hotels are located in downtown Loz Angeles, Santa Clara and
at the atrport.

Call 1-800-777-0004 for presentation locations, a full color brochure,
and itinerary information, costs, and trip dates.

Automatic Features

Automatic features include:

e Spelling Check identifies misspelled
words and proposes corrections.

e Grammar Check identifies incorrect
grammar and proposes corrections.

e AutoText and AutoComplete
anticipate commonly used phrases and

insert them upon request.

e AutoCorrect identifies basic typing
errors and automatically corrects them.

CASE: You have been asked to create an advertising flyer for up-
coming promotional presentations. After discussing the flyer’s
contents and basic structure with your supervisor, you enter the
flyer’s text. As you type, the text word wraps to the next line.
You also notice several helpful automatic features. To maximize
the flyer's visual impact, you experiment with different character
and paragraph formats including fonts, font sizes, colors, and
alignments. Finally, you add an interesting graphic. T Figure 2-5 Flyers
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Page Margins

A page margin is the blank
space around the edge of the

page. Standard single-sized -
documents have four margins: Thesaurus

top, bottom, left, and right.

A Thesaurus is a reference tool
that provides synonyms,
antonyms, and related words for
a selected word or phrase.

October 30, 2001

Dear Adventure Traveler,

Imagine hiking and paddling yvour way through the rain forests of Costa Rica, camping
under the stars in Africa, or following in the footsteps of the ancient Inca as you backpack along
the Inca trail to Wachu Picchu Turn these dreams of adventure into memories you will cherish
foreswer by joining Adventure Trawvel Tours on one of owr four new adventure tours.

Indents P> T tell you more about these exciting new adventures, we are offering several
To he|p your reader presentations in your area. These presentations will focus on the features and cultures of the
find information region. We will also show you pictures of the places you will visit and activities you can

participate in, as well as a detailed agenda and package costs Plan on attending one of the

9L2Ck|y1 you can h following presentations:
indent paragraphs Fi
! ) i ind and Replace
from the margins. Date Time Location Room T ke odi .p .
Indenting paragraphs JAUArY 5 -—ee-T:00 P emeemeeeen Town Center Hatel - Room 2545 © make editing easier, you can
63 thE e e Wk _ use the Find and Replace
&5 February 3----7:30 PIM-----o---- Adrport Manor ------------ Conference Room Af £+ re to find text in a docu-

rest of the document.

March &------- 700 PI----mmeeme Country Inn------m-moaoe- Iountainside Room ment and replace it With other
text as directed.

In appreciation of your past patronage, we are pleased to offer youa 109 disco
price of any of the new tow packages. You must book the trip at least 60 days prior to the
depatture date. Please turn in this letter to qualify for the discount.

Bulleted and Our vacation tours are professionally deweloped solely for your enjoyment. We inchide
. almost everything in the price of your touwr while giving wou the best possible value for your

Numbered Lists dollar. Al irips include:

Whenever possible,

use bulleted or ¢ Professional tour manager and local guides

|« All accommodations and meak

numbered li
umbered lists to e All entrance fees, excwrsions, transfers and tips

organize information
and make your writing We hope you will join us this year on another special Adventure Trawel Tours journey.
clear and easy to read. Your memories of fascinating places and challenging physical adventures should linger for a
long, long time. For reservations, please see yowr travel agent, or contact Adwenture Travel Tours
directly at  1-800-777-0004.  Youw vcan also wisit ow new Web  osite  at
warw AdventureTravel Tours.com

Biest regards, Move and Copy

Text and graphics selections
can be moved or copied to
new locations in a document or
between documents.

Student MName

CASE: After creating the brochure, you draft a letter to accompany it and submit the
draft to your supervisor. She reviews the draft and makes several editing
suggestions. One is to increase name recognition by repeating the name of the com-
pany several times. You quickly accomplish this request by copying the name and
inserting it in several places. To improve the logical flow of the text, you reorder or
move several paragraphs. To improve wording, you use the Thesaurus to identify
alternative word choices and the find and replace feature to locate and replace
selected words. To improve the format, you adjust page margins and add paragraph
indents. Finally, you use the numbered and bulleted list feature to improve the clarity.

T Figure 2-7 Letters
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CASE: You are expected to create a report on |

Tanzania and Peru. After conducting your — 2mict |

research, you begin to create the paper using o it |

many powerful word processing features. You S o]

use heading styles to assign consistent e — |
formats to the various heads within your e

paper. To surround a picture with text, you

specify a text wrapping style and to identify
the picture, you add a figure caption. You cre-
ate and format a table to clarify some numeric
information. As you add footnotes and
endnotes to document your report sources,
they are automatically numbered and

Tanzania and Peru

displayed in the report. . mEs T
oA e
Peru

Style
A style is a set of formats Geography and Climate
that is assigned a hame Per, located in Somith Atnerica, horders the Pacific Ocean on its west and shares

d b - kl cotrmnn botders with the countries of Ecvador, Colombia, Brazil, and Bolivia Periis
&l f:an € quickly subdrvided mto three regions — La Costa, La Sterra, and La Selva — basged on differing
applled to a selected text. climate and geographical features. Though entirely within the tropics, Pery’s climate

varies from region to region, ranging from tropical to arctic.  Its varied climate
cotresponds to the sharply contrasting geographical features of seafront, mountains, and
rainforests.

La Costa

COccupying the slender area along Peny’s western coastline, La Costa, provides a division
hetwesen the mountains and sea. Although some of this area is fertile, mostly it iz
extremely dry and arid. The Andes Mountains prevent greater annual precipitation
coming from the east. Some areas in the south are considered drier than the Sahara
Corrrersely, there are a few areas in this region where mountain rivers meet the ocean
that are green wath life and do not give the impression of being in a desert at all.

Captions and Cross

La Sierra f
. Inland and to the east is the mountainous region called La Sierra, encompassing Peny’s References
Text Wrapplng share of the Andes mountain range. The southern portion of this region is prone to A Capt,'on is a title or

wolcanic activity, and some wolcanoes are active .
today. La Sierra iz subject to a dry season from MMay e)'(planatlon fora table'
to September, which is winter in that part of the plcture, or graph. A

world. The weather is typically sunny, with moderate cross reference is a

anrual precipitation. The former Incan capital Cuzco f f rt
1z in thiz region, as well as the Sacred Valley of the rererence from one pa

You can control how
text appears around
a graphic object by
specifying the text

Wrapping sty|e, Incas. This region also contains Lake Titicaca, the of a document to related
world’ s highest navigable lake 1 information in another
Figure 1-Sacred Valley part.
La Selva
La Selbva, aregion of tropical rainforest, is the easternmost region in Pena. This region,
with the eastern foot of the Andes Mountains, forme the Amazon Basin, into which
nutnerous rivers flow. La Belva is extremely wet, with sotne areas exceeding an annual
d precipitation of 137 inches. [ts wettest season occurs from Movember to April. The
Footnote an weather here is humnid and extrerely hot. Table
Endnote Anzssnl Roinfall crage Lemperaisre A table is used to
A footnote is a source - trckes ek organize information
reference or text | LaCosta 2 £ G ——
tori dditi | | [TaSierma 5 7l into an easy-to-read
CinSing) Eeehienel GyplE: | La Sclva &g & format of rows and
nation that is placed at e
the bottom of a Page. =P 1| Lake Titicacais 12,507 fest above sea level

An endnote is a source
reference or long
comment that typically
appears at the end of a
document

T Figure 2-7 Reports
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SPREADSHEETS

Spreadsheet programs

Spreadsheet programs organize, analyze, and
manipulate numeric data.

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

The three most widely used spreadsheet programs are Microsoft Excel,
Corel Quattro Pro, and Lotus 1-2-3.

FEATURES

Data and information are stored in a workbook, which can contain one or
more related worksheets. A worksheet, also known as a spreadsheet or
sheet, is a rectangular grid of rows and columns. The columns are identified
Microsoft is one of the leaders in by letters and the rows are identified by numbers. The intersection of a row
software development. To learn and column creates a cell. For example the cell Al is formed by the intersec-
Iy AR i company, Wit tion of column A and row 1.
oupwepiEie sl Information is entered into cells. Text entries are typically used to identify
hitp://www.mhhe.com/oleary or label information while numeric entries include numbers and formulas.
Formulas are instructions for calculations. They calculate results using the
number or numbers in referenced cells. For example, the formula B9-B18

9 WV € O

Expldratidns

Formulas and Functions
A formula is an equation that performs a calcula-

tion on data contained in a worksheet. Functions
Worksheet are prewritten formulas that perform certain

A worksheet is a rectangular types of calculations automatically.

. i - A =B3-B18 ~
grid of rows and columns. T e e e
Dovwntovwn Internet Café L B

First Quarter Forecast
JAN FEB MAR| TOTAL

§$13600 | § 14,600 | §15,600 | 43500
§ 700§ 7,300 § 7,400 | §21 800
Internet $ 4000 5 4200 5 4,500 $12700
Merchandise | § 3,00 | § 3200 | § 3300 § 9500

—t

Graphic

Total Sales | $27,500 | § 29,300 | §30,500 | $87.900 A -
. . raphic is a non-tex
Text and Numeric Entries JAN  FEB  MAR TOTAL | | grapnicis a non-text
The inf . d enses element or object, such as a
o ormaton o de o piremiiale i Hise e casing o lcuretht canbs
enter in a cell can be tex : : i :
b f I ! mputers | § 6400 § BAO0 § B400 | §13.200 added to a worksheet.
numpers, or rormulas. ase § 5500 5 5500 5 5500 | §16500
[TET Advertising | § 1,000 5 1,000 § 1,000 § 3,000
| 17 | Miscellaneous | § 1,500 & 1500 § 1,600 % 4500
(18| Total Exp | §23,850 5 29200 | 529500 | §87 550
| 19 |Income
20 Net Income
o Number Formats
|2 |ProfitMargin  -378%  034% 422%  0.40% Number formats affect how |

numbers look onscreen and
when printed.

Recalculation

Excel automatically recalculates
formulas whenever a change
occurs in a referenced cell. CASE: Your first project is to develop a first quarter sales forecast for the Café.
After planning the basic structure of the worksheet, you enter descriptive text
labels to identify the row and column headings. Then you enter numeric data
and formulas and functions to perform calculations. To test the accuracy of the
worksheet, you enter different numeric data and compare the recalculated
spreadsheet results with hand calculations. Finally, you focus on the appearance
of the worksheet by applying number formats, including currency ($) and

T Figure 2-8 Worksheets percent (%) symbols to selected cells and by inserting a graphic.
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means to subtract the value in cell B18 from the value in cell B9. Functions
are prewritten formulas that perform calculations automatically. For example,
the function @SUM(B5:B8) adds all the values in the range of cells B5 to B8.

If you change one or more numbers in your spreadsheet, all related formu-
las will recalculate automatically. Thus, you can substitute one value for an-
other in a cell and observe the effect on other related cells in the worksheet.
This is called what-if analysis.

To help visualize the data in your worksheets, you can create analytical
graphs or charts. For example, you could display the numerical data in a
worksheet as a pie chart, bar chart, or a line graph. The graphs automatically
update when the data in the underlying worksheet changes. When the data
changes, the graphs are automatically updated.

CASE

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 learn more about spreadsheet features and how they could
assist you as manager of an Internet café, see Figures 2-8 through 2-10.

Chart Chart Wizard

A chart is a visual repre- The Chart Wizard is an interactive program accessed
sentation of worksheet Formatting toolbar that guides you through the step
data that is used to con- create a variety of different types of charts.

from the
s to

vey information in an

easy-to-understand and
attractive manner. Sales Forecast
Different types of charts
are used to represent
data in different ways.

$1E.000 -

F14,000 4
Effe

ctz of Internet
promotion

F12.000

10,000 -

2,000 o

Sales

FE,000 o

4,000 o

Chart Elements

Chart elements
consist of a number
/| of parts that are
used to graphically
display the
worksheet data.

Data Label $2.000 4
O Beverage
Data labels provide arod |
additional information s e oy e e
about a data marker. Month
|
Chart Object
A chart object is a graphic object that is created
; : using charting features included in Excel. It can

CASE: After completing the First Quarter Forecast for the be inserted directly into the worksheet.

Café, you decide to chart the sales data to make it easier to
see the trends and growth patterns. Using the Chart Wizard
you define chart elements such as the chart title, labels for
the axes, and the legend. You insert the chart as a chart
object into the worksheet. Finally, you decide to add data
labels and a text box to clarify the meaning of the chart data
and to add color to different chart elements to enhance the
appearance of the chart.

T Figure 2-9 Charts
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A = 7S D DN F CEEE e e e b
2
B g Downtown Internet Café Goal Seek
4 Fourth Quarter Forecast . .
Goal Seek is a tool used to find the
s . .
B value needed in one cell to attain a
s = T B G \ 5
N o
e E Downtown Internet Cafe result you want in another cell.
ol S gg
K Third Quarter Forecast
o |
£ ,g:“"i,ge S n s e 1 sm 8 o7 8 o0 ¢ isom sieom st simo s oo E23 - A —B22/E12 y 4
Hi o T v T o W v T T nl [T cH
iy ol B o T - S R e
ENOR Downtown Internet Café Fi | —
e g
7‘:% o Second Quarter Forecast |2 >
LR ey s s o 3
e é“‘;‘y et 50 s a0 s w0 s s i s taw om0 siog w0 5o I‘ SeconFEETE
2o |3 A 1 B c B T K
R 5 Goal Sesking with Cell 523 E
= 15| % g Downtown Internet Cafe = DPR | MAY | pad e
[20. s exps |+ i Quarter Profit Margin
Exu: KON Y First Quarter Forecast 7 |Sales Cancel 9
= ———— 1 | 8 Beverage 15,700 | §15,80( Targst valus:  0.05 —I
L o 515, 515
7 | S B S e S o1 L)
R 9| Food § 7,500 | § 7,500 Cumenk vabue:  5.00% =
biol 8] Beege 5 13600 5 1450 5 15500 5 15,700 !155][! 5 15900 mnnn mnm MBD:I:I 515,900 _ 110 Intemet § 4600 § 4500
pi B C B J - r o
[z D I Café [ 11| Merchandise & 3200 5 3200 =
5 %é OWIltOWll nternet are |12|  Total Sales 530900 | 531,100 $37 200 $93 200 531065
e Annual Forecast | 13 |[Expenses
J |14 CostofGoods | § 7675 | § 7780 | § 7775 $23200 § 7733
o T e e T S 115 Payrol $ 7280 |§ 7395 | % 7465 22,140 § 7,380
I A R R T 16| computers  § 64005 G400 § 6400 $19200 § 4D
Wemmmndis 13 3100 S S 339018 930§ 3am1s 4014 310 31D S dm0ls 3100 [17] Lease § 55005 5500 |% 5500 $16500 | § 5500
o EMETTREERE SR R [18| Marketing § 10005 1,000 § 1,000 § 3000 § 1000
[ 690 s 7am s 7em|s 7G5 s 77| 7775|5750 |5 79m s 7em s T 119 Miscellaneous | § 1500 | § 1500 % 1,500 % 4500 § 1500
S0 s san 3 oum[IETR]s o +oam 3 oam 3 oum 3 640 120  Total Exp | 529,355 | $29,545 | §25,640 | $86.,540 | 529513
S0 s S50 3 oom TS Cim g as0 s s 3 Sam & oam B come
R ThiD S 09§ 1o s Tomis 1000 s o3 3 10w s o0 s 1000 Eil
1505 § 1500 § 150 5 1500 § 1500 § 1500 § 1500 § 1500 22 Net Income § 1555 | % 1560 | § 4560
s S|4 o+ s § e |1 s Sam S mn s Rn - T il | |
e x : What-If Analysis
ﬁjﬂ Wh . . . .
at-if analysis is a technique
used to evaluate the effects of
Workbook changing selected factors in a

A workbook is an Excel file worksheet.

that can contain one or
more related worksheets.

Sheet and 3-D References

F16 ~ =3 d Quarter!C16 o o
M A formula containing sheet and 3-D references
A e e il Lo .
5 to cells in different worksheets in a workbook
e o Downtown Ir allows you to use data from other worksheets
e and to calculate new values based on this data.
y Annual F
5
5} JAN FEB MAR APR MAY JUN JUL AUG SEP 0CT
| 7 |Sales
| 8 | Beverage $ 13600 & 14800 % 15600 | % 15700 % 15800 % 15900  $16000 $16,000  $16,000 | 15500
|5 | Fond § 700§ 7300 § 7400 § 7500 § 7500 § 7500 % 7H00 § 7500 § 7800 | 5 7o00
10 | Intemet § 4000 § 4200 § 4500 § 4500 5 4500 § 4500 § 4700 § 4800 § 4900 | 5 4900
A bkl $ 3100 % 3200 % 3300 % 3200 § 3200 % 5200 % 3700 § 3100 % 3100 % 3,100
ps | b 27800 § 29300 % 30,500 § 50,900 % 31100 | % 31,200 $31600 §31.700 ) $31,800 & 31800
Sheet Names
. bs |5 6050 % 7300 |% V500§ 7675 | 7750 6 7775 % 7000 § 700§ 79005 7O
Each worksheet in a . $ 7500 § ThHO00 % 7500 % 7280 7395 § 7465 | § 7H00 § FA00 0 F 7500 % 700
workbook can be assigned a 5 6400 5 6400 § 5400 § 6400[% B200)6 5400 6 6400 § 6400 § 5400 | 6,400
descriptive name to identify § 5500 § 5500 | $ 5500 % 5500 SE00 § 5500 | $ 5500 § 5500 % 5500 & 5500
h f h $ 1000 % 1000 % 1000 % 1000 % 1,000 % 1,000 1,000 § 1,000 F 1,000 §F 1,000
the contents of the s § 1500 § 1500 § 1500 % 1500 5 1500 $ 1500 § 1500 § 1500 § 1500 |5 1500
worksheet. $ 25550 § 29200 (% 29500 | % 29355 b 29545 % 296540 | $29500 $23 500 | $20.800 | § 29525
\ 1545 | § 1555 § 1660 $ 1900 | % 2,000
j  Fourth Quarker
CASE: After presenting the First Quarter Forecast to the owner, you revise the for-
mat and expand the workbook to include worksheets for each quarter and an an-
nual forecast summary. Each worksheet is given a descriptive sheet name. This
annual forecast uses sheet and 3-D references to calculate and display values
from the other sheets. At the request of the owner, you perform a what-if analysis
to test the effect of different estimates for payroll and you use Goal Seek to
determine how much payroll would have to be decreased to produce a profit
T Figure 2-10 Workbooks margin of 5.00 percent.
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DATABASE MANAGEMENT SYSTEMS

H database is a collection of related data. A data-
base management system (DBMS) or database
manager is a program that sets up, or structures, a
database, such as an inventory of supplies or a list of
employees. It also provides tools to enter, edit, and
retrieve data from the database. Database managers are used by all kinds of
people, from teachers to police officers.

The relational database is the most widely used database structure. Data
is organized into related tables. Each table is made up of rows called records
and columns called fields. Each record contains fields of data about some
specific item. For example, in a table containing information on employees, a
record would contain fields of data such as a person’s last name, first name,
and street address.

Three of the most widely used database management systems are
Microsoft Access, Corel Paradox, and Lotus Approach.

retrieved easily.

FEATURES

A basic feature of all database programs is the capability to locate and dis-
play just the information you want from the tables of data. For example, you
could ask or guery a database of employees to locate only those who work in a
specific department and display just their name and job title. Then, you could
print a report of the information in sorted alphabetical order by last name.

Further, you can analyze the data using built-in math formulas. For exam-
ple, in a database of sales information, you could calculate the total and aver-
age sales during a specified time period.

Most database management programs include a programming control
language for advanced users to create sophisticated applications. In addition,
they allow direct communication to larger, more specialized mainframe data-
bases through languages like structured query language (SQL).

CASE

Assume that you have accepted a job as employment administrator for the
Lifestyle Fitness Club. One of your responsibilities is to create a database
management system to replace the club’s manual system for recording em-
ployee information. To learn more about database management system fea-
tures and how they could assist you as an employee administrator at the
Lifestyle Fitness Club, see Figure 2-11 and Figure 2-12.

A database manager organizes
a related collection of data so
that information can be

'Explorations

Corel is one of the leaders in
software development. To learn
more about the company, visit
our Web site at

http://www.mhhe.com/oleary

Concept Check

What is a workbook?

What is a worksheet?

What is a database?

What is a database management system (DBMS)?

What are the three most common database management systems?
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Primary Key Fields
A primary key is a field A field is the smallest unit of information
that uniquely identifies about a record and is typically stored in
each record. a table’s column.
ID | Last Name | First Name | Street Address | City | State | Zip Code | Phone Mumber | Photo |;|
| |0728 Roman Anita 23458 5. Bala Dr. Faort Myers FL 33301-15855 | (941) 555
| [0745 Matsurnoto | Tyrus 34 5 Onza Ave. Cypress Lake |FL 33205-6911 | (941) 555~ Record
| |0754  Pario lan 933 E. Carrage Ln. Fort Myers  |FL  |33301-15855 | (341) 555-] A record contains all
| |0755 Ernster Barbara 11583 5. Wilsan San Carlos FL 33891-1605 |(341) 555-] the information
| |07B5 [Lamm Chrig 382 E. Ladonna Dr. lana FL 33101-7465 |(941) 555-] about one person,
| |0839 Ruiz Enrigque 35 Palm St Cypress Lake |FL 33205-6911 | (941) 555-] thing, or place.
| {0843 | Smith Erent 4321 Taledo St San Carlos FL 33891-1605 | (941) 5859/5T6T | ENmap mage
| |0543 Rabson Diavid 8584 Bryan Dr. San Carlos FL 33891-1605 | (941) §B5-6666 | Bitrmap Image
| P 1151 | Sutton Lisa 4388 5. Hayden Rd. lona FL 33101-0093 | (941) 5551950 | Bitmap Image
| |1200 | Lettow Ryan 358 Maple Dr. Fort Myers FL 33301-1555 | (941) 555-2805 | Bitmap Image
| 1219 Polonsky Mitch 5701 E. Shendan Faort Myers FL 33301-1855 | (94115551018 | Bitmap Image
| |1223 Reddie Suzanne 932 E. Parkway Dr. lona FL 33101-7465 | (9417 555-1191 | Bitmap Image —
| |1224 Rath Kathy &7 E. Aurora Ave. Cypress Lake FL FZ0S 0005 Al Ses 070 Bitman lnans
| |1234 Delano Gordan 8543 W. Southern Awe. lana FL 3] Table
125 [Sacey—|Dwid |77 5 Calage I [cypress Laka [FL |3 1abiee make up the basic structure of
— : : : database. Their columns display field
| |1238 Thomas Jerjnlfer 773 E. Laurel St dan Carlos  FL 3] 4ot5 and their rows display records.
| |1242 Player Allison 234 5. Sycamore lona FL 3
| |1244 'Hernstreet | Karen 939 Solano Dr. San Carlos FL 33891-1605 | (941) 5556325 | Bitmap Image
| |1251 Reddie tlark 900 Wy, Campus Dr. Fort Myers FL 33301-1555 | (9411 555-1139 | Bitrmap Image
| |1261 Burke Ellen 234 M. 1st St San Carlos FL 33891-1605 | (941) 5557789 | Bitmap Image
| |1266 | Stueland “falerie 34 University Dr. Fort Myers FL 33301-1555 | (941) 555-1845 | Bitmap Image
BEERE [ rvlovecDotaFom I
o M ' Lisa Employee D [1151 e
Suttan Hire Date 1201411987

4389 5. Hayden Rd. | Picture

lona

FL
33101-0093
(9417 545-19¢
F

Form 061 411975

A form displays records =
onscreen and makes it 4] 4] 33 b I p1ivs] of 75
easy to enter new records

and make changes to
existing records.

CASE: 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, you design the basic structure or organization of the new
database system to have two related tables, which will make entering data and
using the database more efficient. Focusing on the first table, Employees, you
create the table structure by specifying the fields, data types, and the primary
key field. You then enter the data for each employee as a record in the table. To
T Figure 2-11 Tables and Forms make the process faster and more accurate you create a form.
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Join

A join is an association between
a field in one table or query and
a field in another table or query.

Query Wizard

The Query Wizard is an inter-
active program that guides
you through the process of
creating a variety of different
types of queries.

Query

A query is a request
for specific data
contained in a
database. Queries
may use single or

/

r Pool : Select Query

. Employees
multiple tables. : — =
E D
Location
Last Mame Job Title
Fir st Marme LI
| === -
4 »
Figld: | Last Mame First harne Street Address it Phone Murnmber Location =
Table: | Employess Employess Ernployess Employess Employess Location and Position
Sart:
Shiow:
Criteria: "Tona" Or "Cypress Lake" "Fark Myers"
ar: il
4 »

Report Wizard

The Report Wizard is an interactive
program that guides you through
the process of creating a variety of
different types of reports.

Report

A report is printed output
generated from tables or

Iona to Fort Myers Car Pool Report

Ll Last Name L LR i Strest Address Lo CY e mremmne L
_Delucchi Bill 2950 5. Terrace D, Cypress Laie (241 5552195
Fromthart Liza 32 Redooat Rd. Cypress Laie (9 555-0110
Helfand Eric: 501 E.Willov Crr. lona (941 955-9101
Lavurence Michol 433 5. Gaucho Dr. Cypress Laie (94 555-TE55
Sort Lopez hlina 4200 E. Alameda Dr. Cypress Lae (8eH ) 5555050
You can quickly rearrange Hichok Cathy 75 Brooklea D, Cypress Lace (94K ) 555-0001
a table’s records by sort- Reddie Sizanne o2 E. Pataway Dr. lona (941 5551131
mg the table data ina Schiff hdar: 225 M. Cactus L. Cyprass Laie (94 555-0010
different order.
_Su‘l'ton Lisa 429 5. Harden Fd. lana (94K ) SE5- 1250

| T~ T~ T~ T~ T~ T — ]

CASE: You have continued to build the database by creating a second table
containing information about the employee’s work location and job title. Now you
want to create a report to help employees form car pools. To do this you use the
Query Wizard to create a query using information from both tables. The tables are
joined on the primary keys and the query specifies the information to display from
both tables. Then you use the Report Wizard to quickly create a professional

report of the query results sorted alphabetically by the employee’s last name. T Figure 2-12 Reports

www.mhhe.com/oleary
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PRESENTATION GRAPHICS

esearch shows that people learn better when infor-

mation is presented visually. A picture is indeed
worth a thousand words or numbers. Presentation
graphics are used to combine a variety of visual ob-
jects to create attractive, visually interesting presentations. They are excellent
tools to help you communicate a message or persuade people.

People in a variety of settings and situations use presentation graphic pro-
grams to make their presentations more interesting and professional. For ex-
ample, a marketing manager may present information to a group on market-
ing strategy and a salesperson may make a presentation to persuade you to
purchase their product. Students use presentation graphics programs to cre-
ate high-quality class presentations that effectively convey their message.

Three of the most widely used presentation graphics programs are
Microsoft PowerPoint, Corel Presentations, and Lotus Freelance Graphics.

Presentation graphics create
interesting and professional
presentations.

BRI e
he Web

Explorations

Lotus is one of the leaders in de-
veloping presentation graphics.
To learn more about the
company, visit our Web site at

http://www.mhhe.com/oleary

FEATURES

Most presentation programs include features that help you organize the con-
tent of your presentation. Commonly, an outline feature is included that
helps you enter and organize the topics of your talk. Most programs also pro-
vide presentation layout files that include sample text for many different
types of presentations—from delivering a report to selling a product.
Professionally designed templates or model presentations are provided.
These can help take the worry out of the design and layout decisions. They in-
clude selected combinations of text layouts with features such as title place-
ment and size. Additionally, various bullet styles, background colors, patterns,

: borders, and other enhancements are provided.
;!:{» TI P S Planning a presentation for school or
work? Here are a few tips from pro-

Animations include special visual and sound effects. These
fessionals to make it the best ever:

effects include moving pictures and transitions between topics.
You can insert audio and video clips that play automatically or
Be prepared. Know your audience, equip-
ment, and presentation room. Practice out

loud in the room.

Begin and end well. Begin with a joke or
story. End with a summary.

Know when to move. Move around to
focus attention on you. Remain still to focus
attention on your slides.

Relax. Prior to a presentation, take a short
walk, stretch, or just take a few quiet
moments to breathe deeply.

when selected. You can even record your own voice to provide
a narration to accompany a slide show.

CASE

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 en-
courage other members from your community to volunteer. To
learn more about presentation software features and how they
could assist you to create a presentation for the Animal Rescue
Foundation, see Figure 2-13.

Concept Check

What do presentation graphics software do?

What are the three most widely used presentation graphics programs?

Describe three basic presentation graphics features.

m Application Software



Presentation Style Foster AngEls

A presentation can be made Provide a temporary home
using five different styles: on- [N
screen presentations,

Web presentations, black-

. ial o <l

Template

A template is a file that includes
predefined settings that can be used
as a pattern to create many common
types of presentations.

and-white or color over-
heads, and 35mm slides.

How You Can Help

[ Donate your time and talent

. . . Angels
Topics of Discussion
Who are Animal Angels pds
pned }
. helps
Become an Animal Angel [°°

AutoContent
Wizard Animal Rescue ~
The AutoContent .
Wizard is an inter- Foundation \
active program that -
guides you through Slides
the process of A slide is an
creating a variety of individual
different types of “page” of your
presentations. presentation.

CASE: You start creating the
presentation using the
AutoContent Wizard and
specify the template and
presentation style to use.
The Wizard creates a sample
presentation containing sug-
gested content in each slide
and uses a consistent design
style throughout. After
replacing the sample
content with the information
for your presentation, you
are on your way to the direc-
tor’s office to show him what
you have.

Design Templates

Design templates are

professionally created slide de-
signs that can be applied to a
presentation.

Foster Angels

m Pravida a tamnarans hama

How Does The
Foundation Help?

: i Special Effects
T@F“CS Of D|5CUSS Special effects such as animation,

sound, slide transitions, and build
slides are used to enhance the on-

= How does the screen presentation.

Become An Animal
Angel

e %)j Animal Rescu

el Master Slide

A master is a special slide that controls
the format and placement of titles and

CASE: After discussing the
presentation with the
director, you have some ideas
to enhance the effectiveness
of the message. First, you im-
prove the color of selected
items and add more graphics.
Next, you select one of the
design templates and make
some other global changes.
You apply these changes to
all the slides by simply adjust-
ing the master slide. You add
some special effects including
animations and sound effects.
Finally, you practice or
rehearse the presentation,
create speaker notes, and
print out audience handouts.
You're ready to give a profes-
sionally designed, dynamic
presentation.

text for all slides in your presentation. . .
y P T Figure 2-13 Presentations

Presentation Graphics
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SOFTWARE SUITES

software suite is a collection of separate applica-
tions bundled together and sold 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.

Microsoft Office is the most popular software suite. It comes in several dif-
ferent versions. One of the most recent is Microsoft Office XP Professional
Edition, which includes Word, Excel, Access, and PowerPoint. (See Figure
2-14.) Other popular software suites are Corel WordPerfect Office and Lotus
SmartSuite.

A software suite is a group of H
application programs. OLE
allows you to share
information between
applications.

OBJECT LINKING AND EMBEDDING

Object linking and embedding (OLE) is a powerful feature of many appli-
cation programs. Using OLE, you can share information or objects between

e i files created in different applications. For example, you could create a chart

. in Excel and then use it in a Word document.
S ice’? With object linking, a copy of the object from the source file (the file in
= Professional . which it was created), is inserted in the destination file (the file receiving the
=~ object) and a link or connection between the two files is established. If the
source file changes, the object in the destination file is updated automatically.
T Figure 2-14 Microsoft Office XP For example, if a chart (an object) in an Excel workbook file (the source file)
Professional Edition is linked to a Word document (the desintation file), the chart appears in the

Word document. Later, if the Excel worksheet changes the chart, the Word
document will be automatically updated. Object linking is useful if you want
the destination document to always contain the most up-to-date information.

With object embedding, the object from the source file is embedded or
added in the destination document and becomes part of the destination docu-
ment. The embedded object can be opened and edited from within the desti-
nation document using the source application. However, changes you make
to the embedded object are not reflected in the source file.

For example, if a presentation (an object) created in PowerPoint is embed-
ded in a Word document (the destination file), the presentation can be run
from the Word document. Object embedding is useful for providing activity
and flexibility to a document.

CASE

As manager and financial planner for the Internet Café, you have been work-
ing on a presentation for the annual sales meeting. You have analyzed recent
sales trends using Excel and have drafted a presentation using PowerPoint. To
present your work to Evan, the owner, you have just completed a Word docu-
ment. To learn more about OLE and how you could use it, see Figure 2-15.

m Application Software




1§ Memo - Microsoft Word |- [5] %]
le  Edt Wiew Insett  Format  Tools  Table  Window Help Type a question for help (=R
FEHIHSGRY BRI -0 ABORES E T s 0.

- Budy Text + 12+ Arial E]i= :

Word Document

The Word document
contains text and two
objects. The first object
is linked to an Excel file.
The second is an
embedded PowerPoint
presentation.

To: BEvan
From: John
Date: MNowernberg, 2001

Re: Sales Forecast

The Downtown Intemet Café sales forecast for the First Quarter is shown in the pie
chart shown below (leff). Based on my financial forecast, | have crested a draft
averview presentation for the upcoming marketing meetng.  The presentation is
ernbedded n this memo. To run the presertation, double-click the slide located
below (right)

Total Sales by Category

Fid
£

-
“ oo om|d

Linked Object

The chart, a linked object,
from the Excel file appears in
the word document. Any
changes in the Excel file that
affect the chart will
automatically be updated in
the Word document.

Embedded Object

The first slide of the
embedded presentation
appears in the Word
document. Double clicking
the slide from the Word
document plays the entire
presentation.

Ed Microsoft Excel - Cafe Sales Charts.

[E] Microsoft PowesPoint - [Downtown Internet Cafe]

E) Fle Edc View Insert Format Tools  Chart  Window  Help Type a question for he] Fle Edt View Insert Format Tooks  Sideshll Window Help Type a question for help 8]/
DEHSB|(GRY|IRA-#|o-o- (@ = -4 % @ 9. BHARERY iR CIETS e

* Tahoma leEvlg g B %, WY LB A | Tahoma -4 B I U g E

Chart Title = = Outline

AT 8 el -l Wl Y g oy Gl | | U >

1] T + [@ Downtown Internet Cafe

2
e Sales Forecast
4] i
=] 2 [ Cbjective Downtown Internet Cafe
e | » Increase the amount of time
e First Quarter Sales i:%ﬂ cLstomer spends in the Sales Forecast
e < \

5 Downtown Internet Café oot i +[E] Customer Requirements
e - + Quality Goads
110 Sales Forecast 2% + Excellent Customer Service

" First Quarter + Fast and Reliable Intermet.
(12 Connections
[13] { Beverage temet 4 Cost Analysis

14 JAN FEB  MAR TOTAL 15 py + Point out financial benefits to
|16 Beverage § 13600 § 14500 § 15800 §43.800 et the customer
|16 Food § 7,100 § 7300 § 7500 $21900 ":[;2 o8 ~ Compare cost-benefits between
|17 Intemst § 4000 § 5000 §12000 §22,000 yBU and your competitors
|18|  Merchandise  § 3,00 § 3200 § 3300 § 9,600 5[] Our Strengths
[19] Total Sales § 27,500 § 31,100 § 38400 $57 300
|20 | & |E| Key Benefits
121 + Calét becomes a destination
|22 e « Customers stay longer and _| Click to add notes =
14 < b w Chartl / Chart2 },Sheet1 { Sheet? / Sheetd (K1} | HJJ gggﬂ' amsammnn " [

CASE: Your supervisor, Evan, has requested an update on your work, which
includes an ongoing analysis of sales data using Excel and a PowerPoint presenta-
tion. You create a memo to Evan using Word that includes a chart as an object
linked to your Excel spreadsheet and a PowerPoint presentation as an embedded
object. By linking your spreadsheet, you can continue with your analysis with
Excel and any changes in the chart will automatically be reflected in the memo.
By embedding your presentation, Evan will be able to view it directly from the
memo even if he does not have PowerPoint installed on his computer system.

Figure 2-15 Object linking and
embedding

Software Suites www.mhhe.com/oleary




INTEGRATED PACKAGES

Integrated software is an all-
in-one application program.

Hn integrated package is a single program that
provides the functionality of a word processor,
spreadsheet, database manager, and more. For exam-
ple, to create a report on the growth of sales for a sporting goods store, you
could use all parts of an integrated package. You could use the database to
search and retrieve yearly sales data. The spreadsheet could be used to ana-
lyze the data and graphics to visually present the data. You could use the
word processor to write the report that includes tables from the spreadsheet
and visuals from the graphics program. (See Figure 2-17.)

The primary disadvantage of an integrated package is that the capabilities
of each function (such as word processing) are not as extensive as in the spe-
cialized programs (such as Microsoft Word). The primary advantage is that
the cost of an integrated package is much less than the cost of purchasing a
word processor, spreadsheet, and database manager. The most widely used
integrated packages are Microsoft Works (see Figure 2-16) and AppleWorks.

For a summary of the basic application software, see Figure 2-18.

Concept Check

What is a software suite?

Describe object-linking and embedding.

What is an integrated package?

4 Microsoft Works ==
File  Edit “iew Insett Format Tool: wWindow Help
fae = = ol s bl 8| o] o] =[=[=] =| s|E/w| &]
D19 | |
Ton|
The chart below shows the sales for the fo A B [ D -
space to expand in areas that are growmng, ;
3
4 YEARLY SALE
The Sports Co 5
6
$300,000 7 X0 2001
$200,000 8 Fitness 5200000  %236,000 Figure 2-17 Integrated package
§100,000 9 Golf 156,000 159 000 (Microsoft Works)
&0 10 Camping $180000  $220 000
2000 2001 11 Tennis $1105960 104 590
12 Total F646 960 $719 590
B Fitress 13
I Carnping 14
15
— 16 -
[zoom[100% =[=l+] | RS LA
Press LT to chooze commands, or F2 to edit. [ [ [ [
R Sla'll I% Microsoft Works 4]5 508 PM

T Figure 2-16 Integrated package (Microsoft Works)
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Word processors

Microsoft Word, Corel WordPerfect, Lotus Word Pro

Database management
systems

Software suites

Microsoft Access, Corel Paradox, Lotus Approach

Microsoft Office, Corel Office, Lotus SmartSuite

T FIGURE 2-18 Software programs

A Look fo the Fufure

New software
versions will offer
more capabilities,
freeing your creativity
and enhancing the
quality and quantity
of your work.

New versions of basic ap-
plication software are
being released all the time. One way these programs
change is in the way you interact with them. Another
way is in the software’s capabilities.

Interacting with them may not be as difficult as
you might think. That’s because almost all new soft-
ware today has a similar command and menu struc-
ture. When a new version comes out, it looks and
feels quite similar to the previous version. This frees
you to focus on the new capabilities.

Basic applications will continue to become more

A Look to the Future

and more powerful by adding breadth to their capa-
bilities. They are no longer limited by the machines
that they were designed to replace. Word processors,
for example, do much more than typewriters ever
could. Recent versions have added desktop publishing
and Web page design capabilities.

Some experts predict that our days of buying, in-
stalling, and upgrading software will some day be a
thing of the past. These activities will be done by spe-
cialized Web sites that provide Web-based applica-
tions. When you want to run the most recent and
powerful applications, you will connect to the appro-
priate site, pay a fee, and run the application.

What does all this mean to you? You will have
access to more powerful applications, which will free
your creativity and enhance the quality and quantity
of your work. Additionally, you will be challenged
to learn how and when to use these more power-
ful tools.

www.mhhe.com/oleary




VISUAL SUMMARY
Application Software

GENERAL-PURPOSE APPLICATIONS WORD PROCESSORS

3 Peru. The Magic Count

Microsoft Internet E xplorer

|| Fie Edt Wew Fawies Tods Hep [

wBack + = - @D A A Buoeacn GFavoies BHisoy [Ey- 5 - H 8 Peru
Adhess [&] rtp:/wnws mageperucom/ e )
Geography and Climate
Search % version an sspanol = Peru, located in South America, borders the Pacific Ocean on its west and shares

common borders with the countries of Ecuador, Colombia, Brazil, and Bolivia. Peruis
subdivided into three regions — La Costa, La Sierra, and La Selva — based on differing
climateand geographical features. Though entirely within the tropics, Peru’s climate
varies from region to region, ranging from tropical to arctic. Iis varied climate
corresponds to the sharply contrasting geographical features of seafront, mountains, and
rainforests

CK Mew C¥Nest - | Customize
Peru travel Search

17 Categories and 138 Sites

the magec connery

Lt vostes Tt s o] it 3
history | culture | business | mystic | places |

General Information
[Vallow Pages, Photos, Suidas. |
Humanities

<, Photagraphy. |

LaCosta

Occupying the slender area along Per’s western coastline, La Costa, provides a division
between the mountins and sea. Although some of this ares is fertile, mostly it is
extremnely dry and arid. The Andes Mountains prevent greater annual precipitation
coming from the east. Some areas in the south are considered drier than the Sahara
Conversely, there are a few areas in this region where mountain rivers meet the ocean
that are green with life and do not give the impression of being in a desert at all

Categories (L-60f17)

A NEws

1. Regionsl> > Recreation and
Sports > Travel

2. Recrestion > .. > Countsies > Peru

3. Recrestion > > Countsies > Peru

4. Recrestion > > Countaiss > Peru

5. Regional » > Shopping and
Services > Travel and
Trensportation

6. Regional > . > Peru®> Travel and
Trensportation

La Sierra

Inland and to the east is the mountainous region called La Sierra, encompassing Pery's
share of the Andes mountain range. The southern portion of this region is prone to
wolcanic activity, and some volcanoes are active
today. La Sierra is subject to & dry season from May
10 Septermber, which is winter in that part of the
world. The weather is typically sunny, with moderate
annual precipitation. The former Incan capital Cuzeo
is in this region, as well as the Sacred Valley of the
Incas. This region also contains Lake Titicaca, the
world's highest navigable lakee !

‘add uri | guestbook.
©
| ii
P!

Browsers connect to remote computers, open

[Mext 11 Category Matches]

Figure 1.Sacred Valley

LaSelva

La Selva, a region of tropical rainforest, is the easternmost region in Peru. This region,
with the eastern foot of the Andes Mountains, forms the Amazon Basin, into which
nurmerous rivers flow. La Selva is extremely wet, with some areas exceeding an annual
precipitation of 137 inches. lis weltest season oceurs from Novernber to April. The
weather here is hurmid and extremely hot.

Sites (1. 10 of138) =l{al

and transfer files, display text and images, and - s
provide an uncomplicated interface to the i 5
Internet. * Laice Titicaca is 12,507 feet above sca level.

Features

Principal browser features include the following:

e Uniform resource locators (URLs)—in
order to connect to other resources with a
browser, the address, or URL must be
specified.

e Hypertext Markup Language (HTML)—
browsers interpret HTML documents to
display Web pages.

e Home page—typically the first page of a Web °

Word processors allow you to create, edit, save,
and print text-based documents including fly-
ers, letters, and reports. They are also used to
create Web pages.

Features

Principal word processing features include the
following:

Word wrap—automatically moves the

site is referred to as its home page.

insertions pointer to the next line.

e Hyperlinks—these create connections e Spelling checkers—identify incorrectly
between information references within a doc- spelled words and present alternative
ument or between documents. spellings.
e Grammar checkers—identify poor wording,
faulty grammar, and long sentences.
e Thesaurus—provides synonyms, antonyms,
or related words.
e Search—quickly locates characters, words,
or phrases.
e Replace—replaces the located text with new

m Application Software
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To be a competent end user, you need to understand the capabilities of basic application
software, which includes browsers, word processors, spreadsheets, database
management systems, and presentation programs.

SPREADSHEETS

F16 - J& =Second Cuarter!C16
A R EEcE e e e e N e e e
2 r
B é 5 g Downtown Internet Café
4 Annual Forecast
5
B JAN FEB MAR APR MAY JUN JuL AUG SEP 0CT
| 7 [Sales
| 8 | Beverage § 13,600 § 14600 § 15600 § 15700 § 15800 § 15900 $16,000 %$16,000 $16,000  §15900
| 9 | Food § 74000 § 7300 § 7400 § FS00 § JGEOD § OO § 7800 % 7800 § 7800 % 7800
[ 10| internet § 4000 § 4200 § 4500 § 4500 5 4500 § 4500 § 4700 § 4500 5 4900 | § 4900
| 11| Merchandise ' § 3100 § 3200 § 3300 § 3200 § 3200 § 3200 § 3,100 $ 3,100 § 3100 | § 3,100
[ 12 Total Sales § 27800 § 25300 § 30800 §$ 30900 § 31100 § 31200 $31,600 $31,700 $31800 31800
|13 |Expenses
| 14| CostofGoods § 6950 % 7300 § 7600 § 7675 % 7750 § 7776 § 7900 % 7000 § 7900 )% 7925
115 Payrol § 7500 § 7500 § 7500 § 7280 § 7395 § 74ES § 7,500 § FS00 § 7500 | § 7500
|16 computers § BAD § 6400 § 6400 § 6400[5 bA00]§ F400 § 6400 5 5400 § BA00 | § G400
| 17| Lease § 5500 § 5500 & 5500 § 5500 § 5500 & 5500 § 5500 % 5500 § 5500 % 5500
| 18| Advertising $ 1000 § 1000 § 1000 § 1,000 § 1000 § 1000 § 1,000 % 1,000 § 1,000 § 1,000
| 19| Miscellarecus § 1500 % 1600 § 1500 § 1500 § 1600 § 1500 § 1500 % 1600 § 1500 | % 1500
| 20 Total Exp § 28050 § 29200 § 29500 § 29355 § 29545 § 29640 $29800 $29,8900 $29.800  §29825
1 [Income
122 Netincome K 100 § 1300 § 15455 1555 § 1560 § 1,800 § 1900 % 2000 /& 1975
[EEX Profit Margin
4

Spreadsheets are used to organize, manipulate,
and graph numeric data. Also known as a work-
sheet, a spreadsheet consists of rows and
columns forming cells. Individual cells are iden-

tified by their cell address.

Features

Principal spreadsheet features include the fol-
lowing:

e Rows and columns form cells in worksheet.

e Text entries (labels) and numberic entries are
entered in cells.

e Formulas are instructions for calculations.

e Functions are prewritten formulas.

e What-if analysis is the result of changing
one or more values and observing the effect
on related cells in the spreadsheet.

e Analytical graphs or charts are used to help
visualize data in a spreadsheet.

Visual Summary

DATABASE MANAGEMENT

SYSTEMS

ID | LestName | First Mame | Street Address | City | State| Zip Code | Phone Number | Photo [«
| |0728 Roman | Anita 2348 5. Bala Dr. Fort hiyers  FL |33301-1565  (941) 6659670 Bitmap Image
| |07a5 Matsumoto | Tyus 34 5. Onza Ave Cypress Lake FL | 332066911 (941)6658572  Bitmap Image
| |orss Parin lan 963 E. Canage Ln Forthyers  FL |33301-1555 (941)665.2321  Gitmap Image
|_|ors5 Emster  |Babara 1153 5. Wilsan San Carlos  FL |33891-1605 (341)6653211  Bitmap Image
[ |ores Lamm Chris 362 E. Ladonna Dr. lona FL (331017468 (3415656332 Bitmap Image
| |0839 Ruiz Enrigue |35 Falm St Cypress Lake FL 332066911 (341)665.0091  Bitmap Image
| |08a3 smith Brent 4321 Toledo St San Carlos  FL |33891-1605 (941)6656464  Bitmap Image
| |0943 Robson | David 6684 Bryan Dr San Carlos  FL 338911605 (941) 6656666  Bitmap Image
] 1151 Sutten Lisa 4389 5. Hayden Rd lona FL |33101-0093 (341)565-1960  Bitmap Image
[ [1200 Lettow Ryan 368 Maple Dr FortMyers  FL |33301.1555 (941)565.2805  Bitmap Image
[ [1219 Polonsky | Mitch 701 E. Sheridan Forthyers  FL |33301.1555 (941)565-1018  Bitmap Image
| 1223 Reddie  |Suzanne 932 E. Parkway Dr. lona FL 331017468 (941)555-1191  Bitmap Image —
I [1224 Rath Kathy 67 E. Aurora Ave Cypress Lake FL 332050093 (941)565.9797  Bitmap Image
[ [1234 Delano  |Gordon 8943 W. Southen Ave. lona FL (331017468 (341) 5658201  Bitmap Image
[ [1235 waker  Aaron 76 Thomas Rd San Carlos  FL 338911605 (941)565.2222  Bitmap Image
[ [123% stacey  |David 737 S. College Rd Cypress Lake FL 332050093 (941)565.7784  Bitmap Image
| [1238 Thomas | Jennifer 773 E. Laurel St San Carlos  FL 338911605 (941)565-4966  Bitmap Image
L[ 1242 Player Alison 234 8. Sycamore lona FL |33101-0093 (941)565-6532  Bitmap Image
[ [1224 Hemstreet | Karen 999 Solano Dr. San Carlos  FL 338911605 (941)565.6325  Bitmap Image
[ [1251 Reddie Mk 900 W. Campus Dr. FortMyers  FL |33301.1555 (941)565.1139  Bitmap Image
I [1251 Burke Ellen 234 M. st St San Carlos  FL |33891.1605 (941)565.7789  Bitmap Image
| [1256 Stueland |valerie |34 University Dr. FortMyers  FL |33301-1555 (941)565.1845  Bitmap Image
{1270 Bader Jeff 947 S. Forest St FortMyers  FL |33301.1555 (941)565.7789  Bitmap Image
I [1273 sabin Greg 90 E. Rawhide Ave. Cypress Lake FL 332066811 (941)565-4455  Bitmap Image

1277 Thi Erona 67 Forest Ave San Carios  FL |3391-1505 (941} 555-1089  Bitmap Image ]
Record: 14] < 35 > [nlrs of 75

Database management systems are used to
create and use databases. A relational database
organizes data into related tables that are linked
by primary key fields. In the tables, rows are
called records and columns are called fields.

Features

Principal database management system features

include the following:

e Locate and display—finding and displaying
records.

e Sort and analyze—rearranging records in a
database. Built-in math formulas may be
used to manipulate and analyze data.

e Program control languages—Ilike SQL
(Structured Query Language) are
programming languages for advanced users
to create sophisticated database applications.

e Form—allows onscreen viewing and editing
of records.

e Report—printed database output.

www.mhhe.com/oleary
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Become An Animal Angel

' )j Animal Rescue

Foundation

Presentation graphics are used to create pro-
fessional and exciting presentations.

Features

Principal presentation graphics features include
the following:

e Content development assistance—Most
provide organizational assistance using an
outline feature. Layout files are provided to
offer content assistance. These files include
sample text for a variety of different types of
presentations.

e Professional design—Sample templates or
model presentations are provided. They
include selected combinations of text layouts,
bullet styles, background colors, patterns,
borders, and other enhancements.

e Animations include special visual and sound
effects including moving graphics and transi-
tions between topics. Additionally, audio and
video clips can be inserted. These features
add interest and keep audience attention.

m Application Software
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A software suite is a collection of individual ap-
plication packages sold together. While func-
tionally identical, application packages pur-
chased in a suite are significantly less expensive
than those purchased separately.

OLE

OLE, or object linking and embedding, allows
sharing of information (objects) between appli-
cations.

e Object linking—Ilinked objects are
automatically updated whenever a change in
the source file is changed.

e Embedded linking—the object from the
source is embedded or added and can be run
from the destination file.

INTEGRATED PACKAGES

An integrated package is a single program pro-
viding the functionality of a word processor,
spreadsheet, database manager, and more. Al-
though not as powerful, integrated packages are
much less expensive than individual packages.



KEY TERMS

advanced application (XX)
analytical graphs or charts (XX)
animations (XX)

basic application (XX)

browser (XX)

cell (XX)

column (XX)

database (XX)

database management system (DBMS) (XX)
database manager (XX)
destination file (XX)

document (XX)

embedded object (XX)

field (XX)

find (XX)

formatting toolbar (XX)
formula (XX)

function (XX)

general-purpose application (XX)
grammar checker (XX)

Help (XX)

home page (XX)

hyperlink (XX)

Hypertext Markup Language (HTML) (XX)
integrated package (XX)

layout files (XX)

linked object (XX)

menu (XX)

menu bar (XX)

numeric entry (XX)

object (XX)

Key Terms

Object linking and embedding (OLE) (XX)
presentation graphics (XX)

range (XX)

record (XX)

relational database (XX)

replace (XX)

row (XX)

search (XX)

sheet (XX)

software suite (XX)

sorting (XX)

source file (XX)

special-purpose application (XX)
spelling checker (XX)

spreadsheet (XX)

standard toolbar (XX)

structured query language (SQL) (XX)
table (XX)

template (XX)

text entry (XX)

toolbar (XX)

uniform resource locator (URL) (XX)
Web page (XX)

Web site address (XX)

what-if analysis (XX)

window (XX)

word processing (XX)

word wrap (XX)

workbook (XX)

worksheet (XX)
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CHAPTER REVIEW

Circle the letter of the correct answer.

1. General-purpose applications are also known as .
a. software suites d. special-purpose applications
b. advanced applications e. none of the above
c. basic applications

2. Multimedia, Web authoring, graphics, and virtual reality programs are examples of
a. special-purpose applications d. occupational applications
b. general-purpose applications e. bandc
c. basic applications

3. Web site addresses are also called

a. HTML d. hyperlinks
b. home pages e. none of the above
c. URLs
4. are prewritten formulas that perform calculations automatically.
a. Functions d. Calculators
b. Macros e. none of the above

c. Templates
5. In arelational database, data is organized into

o feks 3L @bl
b. columns €. TOwWS
c. records

6. Database management systems are comprised of tables that are made up of rows called
and columns called

a. fields, records d. ranges, sheets
b. records, fields e. records, ranges
c. addresses, fields
4 7. Most presentation graphics programs provide that include sample text for many dif-
ferent types of presentations.
a. layout files d. records
b. templates e. formatting
- c. samples
8. The file an object is linked from is called the .
a. destination file d. support file
b. origin file e. source file

c. layout file

9. To have an object automatically updated in a destination file when a change is made to the
source file, the object must be

a. embedded ‘ d. resolved

b. linked e. amended
c. replaced
10. A(n) is a single program that provides the functionality of a word processor, spread-
sheet, database manager, and more.
a. general-purpose application d. program manager
b. software suite e. none of the above

c. integrated package
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Match each numbered item with the most closely related lettered item. Write your answers in the

spaces provided.

browser
cell

o TP

applications
HTML
find

range

S ® -0

formulas

toolbar

|
.

template
window

BB~ F

base
URL
sorting

home page

n 2T 0

presentation
graphics

5

OLE

word processor
general-purpose

what-if analysis
spelling checker
relational data-

software suite

10.

11.
12.
13.
14.

15.

16.
17.
18.

19.

20.

. Word processors, spreadsheets, database management systems, and

presentation graphics.
Rectangular area that can contain a document, program, or message.

A feature that contains buttons and menus to provide access to com-
monly used commands.

Software that connects to and displays Web resources.

. Addresses of resources on the Web.

Programming language for the document files that are used to display
Web pages.

. Opening page of a Web site.

Software that creates text-based documents such as reports, letters, and
memos.

Identifies incorrectly spelled words and suggests alternatives.
Tool that quickly locates any character, word, or phrase in a document.

The intersection of a row and column in a spreadsheet.
A collection of two or more cells in a spreadsheet.
Instructions for calculations.

Spreadsheet feature in which changing one or more numbers results in
the automatic recalculation of all related fields.

A widely used database structure, in which data is organized into relat-
ed tables.

Arranging objects numerically or alphabetically. __

Graphics used to communicate a message or to persuade.
Professionally designed model presentations provided in a presentation
graphics program.

Individual application programs that are sold together as a group.

Powerful feature of many application programs that allows sharing of
information.

OPEN-ENDED

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

1. Explain the difference between general-purpose and special-purpose applications.

What are presentation graphics program? How are they used?

3. What is the difference between an integrated package and a software suite? What are the
advantages and disadvantages to each?

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

5. What is the difference between a function and a formula? How is a formula related to what-if

analysis?

Chapter Review
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USING TECHNOLOGY

lline Personal Information Managers, or PIMs, are among the
most popular Web-based applications. Visit our site at
http://www.mhhe.com/oleary to link to some online PIMs.
Explore each, and then answer the following questions: (a)
Describe the common features of online PIMs. (b) What is the
advantage of using an online PIM versus one that is stored on
our system’s hard disk? (c) What are the disadvantages? (d)
Which would you choose? Why?

Corel Office Suite

Microsoft’s major competltor in the HAddress|€1htlp://wwwI}.corel.com/cgi-bin/gx.cgi/AppLogic+FTContentServer?pagenamej
€ ffice suite market is Corel. Visit our
office suite market is Corel. Visit ou (s corer -
site at http://Www.mhhe_com/()]eary to October 16, 2001  |vAbout ol | Cawss | Froduck | Suppont | Cors®Store | Nameletiar | Domnloads
% Solutions .
3 connect to Corel’s Web site. Review S ReE | puchaseproduc
la: Businzs | | Register Product Print Page
q . Souemment
the site, and then write a one-page

paper that answers the following
questions: (a) What applications are

Resource Sites b » New Features and Enhancements

. . Desianercom i OO
provided in Corel’s WordPerfect Office e > Ctamcing Compatity
OficeSommunity som
Suite? (b) What are the similarities and s KT o
. . Description Power up your office with the time-saving
differences between the Microsoft and innovations and outstanding compatibility of
WordPerfect® Office 2002 — Professional
. . . Try g Edition, the latest version of the suite you know
Corel office suites? (C) Which suite °"“"°-; and love. Along with advanced word processing,

spreadshests, presentations, an e-mail client
wou]d y()u ch()()se? Why7 and address book, it delivers world-class

database and speech-recognition software.
WordPerfect Office 2002: Cutting-edge
technology. Timeless choice.
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EXPANDING YOUR KNOWLEDGE

Interactive Companion CD-ROM

Complete the Word Processing and Spreadsheets Lab located
on your Interactive Companion CD-ROM, and then answer the
following questions in a one-page paper: (a) What was the
first really successful microcomputer, and why did people buy
it? (b) What advantages of word processors are described in
the Lab? (c) What is the sample spreadsheet in the Lab used to

calculate?

Application Service Providers

Application Service Providers (ASPs) “Addressl@http://www.blox.com/products j

offer access to basic applications from

anywh ere in the WOﬂd. Vi Sit our Site at i} blox.com Home Products Services About Us Contact Us My Files

http://www.mhhe.com/oleary to link

Alphablox has powered Blox.com with some dynamic Web-hased appiications that you can embed
within your website. These personalizable analytic interactive tools will help your users profit from
powerful new technology.

to some ASPs. Explore each, then an-

swer the following questions in a one-

page paper: (a) List common applica-
tions provided by ASPs. (b) What are

some advantages to users of ASPs be-

1y alphablox®

Business Analytics

Presentations

Calculators

@

olutions Gallery

yond universal access to software and

Gallery ° ContactUs °  Privacy © Tetms of Service

data? (c) What concerns might a user -
have about personal data stored at an
ASP? (d) Would you use an ASP? If so,

how? If not, explain why.

Building Your Portfolio




Software Suites

Software suites offer both end users and businesses some unique ad-
vantages. In a two-page paper titled Software Suites, address the fol-
lowing items: (a) Define software suites. (b) Which ones are the most
popular today? Why? (c) New versions of software suites are coming
out all the time. As a user, how can you know when it’s time to up-

grade?

Acquiring Software

There are three common ways to obtain new software
(use public domain software, use shareware, buy commer-

cial software). Investigate each option, and then answer

‘ﬁ’ the following questions in a two-page paper: (a) Define
and discuss each option. Be sure to discuss both the ad-
vantages and disadvantages of each. (b) Which seems like

the best method to you? Why? (c) In addition to these

three ways, two others are to copy programs from a
friend or purchase unauthorized copies of programs. Do you think there is anything wrong with

obtaining software in this manner? ldentify and explore the key issues.
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NOTES
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