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Objectives

1. ldentify the types and uses of business productivity
software.

2. ldentfify types and uses of personal software.

3. Assess a computer system for software
compatibility.

4. Compare various ways of obtaining software.

5. Discuss the importance of cloud computing.
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Objective 1: Overview
Making Business Work

1. Identify types of business productivity software
2. ldentify the uses of business productivity software

Key Terms

= Word processor

= Cell and spreadsheet

= Field, record, and database

= Document management system

= Office application suites

= PIM (personal information manager)
= Project management software

= WYSIWYG
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Business Productivity Software

Office Suites
Office Applications Applications:
Suites: = Word processing
= Microsoft Office » Spreadsheet
" Apple iWork » Database
" Apache = Presentation

OpenOffice.org
= Google Docs

Visualizing Technology

= Personal information
manager (PIM)
software



Business Productivity Software
Word Processing

N, et A ——

fiiPage D. Geoghan

Necessity is the Mother of Invention|

Augusta Ada King, Countess of Lovelace

In the early 19th century. Charles gf igned a called
an Analytical Engine, a i puter that could be prog; using p

cards, which were originaily developed by Joseph Marie Jacquard as part of the
Jacquard loom to manufacture textiles with complex patterns. Had the Analytical Engine

actually been built, It would have been the first mechanical computer, but the technology
simply didn't exist at the time to bulld the machine. In 1864, in his book “Passages from
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e Microsoft Word » Apache OpenOffice.org

. iWork Pages Writer
= Google Docs Document
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Business Productivity Software
Spreadsheet
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Business Productivity Software
Presentation

Create electronic presentations

— = Microsoft
—= ’ PowerPoint
- = Apple IWork
g Keynote
= DIGITAL " Apache
i CAMERAS OpenOffice.org
s% February 8,2013 |mpress
= 4 = Google Docs
| Presentafions
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Business Productivity Software
Database

Organize collected information

@ H © (4 - TABLE TOOLS Contact list : Database- C:\Users\Debra\Documents\C... @2 - O X
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8 New Customer.Form . 4 Austin Tyler 267-555-3468  mrfixit1234@gmail.co No Job's Too Small
{8 Phone List Report | 5 Simmons Paul 609-555-6534 paul@paulsimmons.c Paul Simmons Hair
* (New)

= Microsoft Access
= Apache OpenOffice.org Base
= Google Docs Form
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Business Productivity Software
Personal Information Manager

Manage email, calendar, contacts, and
tasks all in one place

B E o - Inbox - - Outlook WS R
HOME SEND / RECEIVE FOLDER VIEW
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\x -
4 Yesterday B
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your Xbox LIVE gamertag. Use Microsoft |
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& more from Xbox LIVE Marketplace. Your: «
7 <] »

ITEMS: 2 UPDATING Calendar CONNECTED E
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Business Productivity Software
Other Types of Business Software

PROJECT MANAGEMENT

= Helps to complete projects
= Stay within budget

= Stay on schedule

= Track collaboration

DOCUMENT MANAGEMENT
= Track all documents in a business

FINANCIAL
= Track business finances, accounting

= Microsoft Project
= Basecamp

= Microsoft SharePoint
= KnowledgeTree
= Alfresco

" |ntuit QuickBooks
= Sage Peachtree
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Microsoft Office is a full suite, but not every user needs the
whole package. Use the Internet to research the MS Office
versions available. Create a table of findings. Include a list of
applications found in each version, cost, number of licenses
available, and any information you deem important.
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Objective 2: Overview
Making It Personal

1. Identify and discuss the uses of personal software
options

2. ldentify types of open source software and their
advantages and disadvantages

Key Terms:
= QOpen source
= Portable apps
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Personal Software

= Office applications

= Finance and tax preparation

= Enterfainment and multimedia
= Video and photo editing

= Educational and reference

= Portfable apps
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Open Source Software

Source code is published and made available
to the public

Anyone can:
= Copy
= Modify
= Redistribute it without paying fees

= Apache OpenOffice.org
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Personal Software

__App Stor e D 3=
800 (<] X Kk @ N ® Q

Featured  Top Charts  Categories  Purchases  Updates

- A i

Pages. Keynote. Numbers.

Work Is the easiest way to create great-looking documents, spreadsheets, and presentations on your Mac, Writing and page layout are easy using Pages.
Numbers gives you simple ways to make sense of your data. Cinematic animations, transitions, and effects in Keynote will keep your audience captivated. And
iWork lets you open, save, and share Microsoft Office files, making it easy to work with anyone on a Mac or PC.

iWork SortBy: Featured &

= Pages Keynote Numbers
Productivity Productivity Productivity
L2 8.8 1 519 Ratings %k k% ¥ 64 Ratings L2 2 8 1 141 Ratings
INSTALLED v CINSTALLED v (INSTALLED (v

Copyright © 2012 Apple Inc. Al rights reserved. Privacy Palicy | Terms and Conditions

Word
processing

Spreadsheet
Database
Presentation

PIM
application
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Online Alternative Suites

= Microsoft Office Web Apps
= Google Docs
= /oho Docs
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Personal Software
Finance and Tax Preparation

= Track of your __

& Mint.com > Budgets
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EDIT
- Create a Budget Sorting by | Category |Z|
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$846 so far —
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U g ( } S » Other Income $15 Spending -$1,980

Goals s0

Leftover: $5,000

- F ° | ° Spending Auto & Transport: Gas & Fuel $101 of$340
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m

faxes

Visualizing Technology Copyright © 2014 Pearson Education, Inc. Publishing as Prentice Hall




Personal Software
Entertainment and Multimedia

= Windows Media Player
= Apple iTunes

. ® iTunes File Edit View Controls Store Advanced Wmdov.v HeIE
= Winamp | =-

(=)( > )(>>) + commmm—m) S L == om s i (Q Search Store
LIBRARY o > A Music Movies TV Shows v App Store Books Podcasts iTunes U Ping
J3 Music ; ..
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(2] TV Shows ® ,
A’ Radio S
STORE .

A Frunés Match { N
<2 Ping . The wonders of science and the natural world. Stories rich in drama and hi: ed and in-depth news, public affairs and

investigative reporting. And, of course, the greatest children's programs ever. When America wants the shows that inspire audiences to
know more, do more and be more, It turns to P8S. And now, thanks to iTunes, the adventures continue far beyond the living room. Your
.’3} Home Sharing purchase supports P8S' efforts to enrich the lives of millions of people. To learn how to get more Involved and become a member of your
local P8S station, visit us at www.pbs.org/membership.

SHARED

GENIUS »

#% Genl Check out PBS Kids %) Ken Bumns Documentaries
enius

PLAYLISTS
(= Tunes D) Page 10f3 3 Ll Best-seilers 3 |
£+ 90’s Music
£ Classical Music - Masterpiece American Experience
£F Music Videos . 1 : Genre: Drama Genre: Nonfiction

TR | During its storied history — the : Acclaimed by viewers and critics

4+ My Top Rated - > ¢ o ko, B
¥ Recently Added ;T g i i ¢ documentaries bring to life the
% recenty Payed : ety
4¥ Top 25 Most Played h bring the best in iterature-based J America's past and present. The

drama, mysteries filled with series has received every major

eclectic characters, and broadcast award including 24

groundbreaking contemporary {‘:?,U,?([CQ: Emmy Awards, four DuPont-

works. o Columbia Awards, and 14 George
Foster Peabody Awards.
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Personal Software
Video and Photo Editing Software

®__iMovie File Edit Clip Text _Share  Window _Help © @ % 2= 4) Gk Mon5:14PM _Deb

= Picasa

= Apple IMovie

= Sony Vegas
Movie Studio

= Adobe
Premiere
Elements

“’!G'—Q‘ & 04 Im‘ﬁ. 325 .E

Visualizing Technology Copyright © 2014 Pearson Education, Inc. Publishing as Prentice Hall




Personal Software
Educational and Reference Software

= Trip planning = Cooking
= Genealogy = Art
* Home and landscape desjgn
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Personal Software
Portable Apps

Programs that you can carry and run from a flash drive

) PORTABLEAPPS.COM

YOUR DIGITAL LIFE, ANYWHERE ™ Login Create new account

Home Download GetApps Forums Development Support AboutUs Search

Get the new PortableApps.com Platform 10.0: Gorgeous themes, a full portable app store and advanced functionality
Announcing the World's Best Flash Drive: The PortableApps.com Companion

Set your PC free.

€266

il »
(2]
(=]
=}
¥ —
: W= E
= - — -
o ; r I } : 1
B T
’ Download Now - Free
Learn more... | Latest apps and news...
As Seen In...
NN -
A7 PCWORLD S26K:48 51 CANY
] j SCIENCE® L=:ld
:q/ Fast “\ Flexible Free
s * Make every PC feel like your own * Free. No time limits. No catch.
v =3 % ™ v * Use your favorite software everywhere * No registration required. Never was.
« Carry your bookmarks and settings e No adware. No spyware. No malware.
own and GO
D load Install o Edit your documents, photos and more * 05| Certified Open Source Software™,
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Games

= Video game sales reached $23 billion
= Computer games sales $500 million

= Average age: 32-35 years old

= About 40 percent are female

= System requirements are important
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Use the Internet to learn about Apache OpenOffice.org, then
answer the following: Is it available in different versions? What
applications are included? How does it compare with MS
Office? Does Apache OpenOffice.org offer everything that
MS Office does? If not, what is missing?
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Objective 3: Overview
Will It Run?

1. Discuss how to use the Control Panel to find system
specifications

2. Discuss the Windows Experience Index and how it
can help to determine the software your system can
run

Key Terms
= System requirements

= Windows Experience Index
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Software Compatibility

System specifications: specific hardware
and software information about system

System requirements: the minimum
hardware and software specifications
required to run a software application
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Software Compatibility

= System Control Panel
= Version
= Type of processor
= Amount of RAM
= Windows Experience Index
= Rafing system
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Research a game that you would like to run on your
computer. What are the system requirements for that
game? Does your computer meet the minimum
requirements to run the game? In what ways does it
exceed them?
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Objective 4: Overview
Where to Get It

1. Discover various ways to obtain software

2. Differentiate between proprietary software and open
source software licenses

3. Differenfiate among retail, freeware, shareware, and
donationware software

Key Terms
= Donationware ‘
= EULA (End-user license agreement) |

= Freeware

= Retail software

= Shareware
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Obtaining Software

s Retail website

= Publisher websit

= Software down

e

oad websites
1
L1

=227



Software License

Proprietary I Open Source
" Grants a license = Grants ownership
= Ownership remains = Source code must be
with the software freely available
publisher = Right to modify and
" Found on most redistribute

commercial software

= Most restrictive In
terms of distribution
and installation
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Software License

= Retail: user pays fee to use software for unlimited time
= Microsoft Office, Adobe Photoshop

= Freeware: can be used at no cost for unlimited period of
time
= Apple iTunes, 7-Zip, Evernote

= Shareware: offered in trial or limited period; allows you to
try before you buy

= Microsoft, Adobe, Apple

Donationware: developers accept donations
= Apache OpenOffice.org
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Software Download Websites

= Publishers websites
= cnet.com, fucows.com, and zdnet.com

= sourceforge.net
= Apple Mac App Store

¥ Kk @ v @ @

©00 [« »]
;’l Featured Top Charts Categories  Purchases  Updates

Quick Links

Welcome Debra

1. OS X Lion 2. iPhoto 3. Pages Accouiit

Productivity Photography Productivity

#* & kK7 382 Ratings * %k %k # 15 Ratings # % % K 77 524 Ratings Redeem

“DOWNLOAD | =] “INSTALLED | * ] CINSTALLED | Support

4. FaceTime 5. Keynote 6. Numbers Top Charts Categories
Social Networking Productivity Productivity All Categories

k& &k 75 943 Ratings k& k& 66 Ratings k& &k 75 142 Ratings »

Business

[ $0.99] v/

Developer Tools

Education

Visualizing Technology Copyright © 2014 Pearson Education, Inc. Publishing as Prentice Hall




Use the Internet to find out what the terms “shrink-
wrap license” and “click-wrap license” mean.
What are they? How are they alike? Are they legal

and binding?
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Objective 5: Overview
Your Head in the Cloud

1. Define cloud computing and discuss its importance

2. Differenfiate among Infrastructure-as-a-Service (laas),
Platform-as-a-Service (Paas), and Software-as-a-
Service (Saas)

Key Terms

= Cloud computing

= |nfrastructure-as-a-Service (laas)
= Platform-as-a-Service (Paas)

= Software-as-a-Service (Saas)
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Cloud Computing

* |nfrastructure-as-a-Service (laaS)
e Platform-as-a-Service (PaaS)
e Software-as-a-Service (SaaS)
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Cloud Computing
Infrastructure-as-a-Service (I1aaS)

Company uses the cloud instead of purchasing
and maintaining the hardware

= Saves hardware costs personnel
= Pay for only what you use
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Cloud Computing
Platform-as-a-Service (PaaS)

Programming environment to develop, test, and
deploy custom Web applications

= App Engine
=" Force.com

= _Microsoft Windows Azure Services Platform
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Cloud Computing
Software-as-a-Service (SaaS)

The delivery of applications over the Infernet, or
Web apps

Email
= Word processing
= Photo editing

= Facebook and Twitter

= Online file storage/sharing
Collaboration
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Advantages of SAAS

= Available anytime from any computer
anywhere with Intfernet access

= Eliminates the need to apply vupdates to
local software installations

= Saves fime
= Saves money
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COST COMPARISON
FOR A SMALL
BUSINESS

Initial Cost

Price Per User Per Year

Annual Cost for 10 Users

Support/updates

Cost Advantages

MS OFFICE HOME AND
BUSINESS 2010

$199.95 per license

$1,999.50 for first year- or
$666.50 per year over *3 years,
plus support costs

Local updates must be done
on site by users or IT.
Microsoft community support

*New MS Office releases about
every 3 years.

GOOGLE APPS FOR
BUSINESS

$50
$500

24/7 phone and email support;
self-services online support

MS OFFICE 365 SMALL
BUSINESS PLAN

$6/month = $72
$720

Microsoft community support
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Does your school use cloud computing (also known as
above-campus computing)? If so, which services do
you access from the cloud (for example, email, apps)?
Give two examples of your personal use of cloud
computing.
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This work is protected by United States copyright laws and is provided solely
for the use of instructors in teaching their courses and assessing student
learning. Dissemination or sale of any part of this work (including on the
World Wide Web) will destroy the integrity of the work and is not permit-
ted. The work and materials from it should never be made available to
students except by instructors using the accompanying text in their
classes. All recipients of this work are expected to abide by these
restrictions and to honor the intended pedagogical purposes and the needs of
other instructors who rely on these materials.

All rights reserved. No part of this publication may be reproduced, stored in a retrieval
system, or transmitted, in any form or by any means, electronic, mechanical,
photocopying, recording, or otherwise, without the prior written permission of the
publisher. Printed in the United States of America.
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