Year 11 Computer Studies
	Week 5 and 6
		Notes and Excercises
11.2.2 Application Software
Lesson 43: Features of Application Software
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Lesson 43:  Common Features of Application Software
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Lesson 44:  Define the Acronym “WYSIWYG”
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Lesson 45:  Describe Word Processing Software
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Lesson 46:  Features of Word Processing Software
CLO: Define and Describe Word Processing Software Featrues
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Lesson 47:  Spreadsheet Software
CLO: Define and Describe Spreadsheet Software 
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Lesson 48:  Spreadsheet Software
CLO: Spreadsheet Features Formatting Cells
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Lesson 49:  Spreadsheet Software
CLO: Spreadsheet Features :Formulas and Functions Cells
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Lesson 50:  Spreadsheet Software
CLO: Spreadsheet Features : Features of a Worksheet
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WORD PROCESSING SOFTWARE

@ It create text-based documents such as reports, letters and
memos. Word processing software is used to create, edit,
save and print documents

© Word processors are one of the most flexible and widely used
software tools

® Some of the word processor software:

= Microsoft word, Corel WordPrefect, Lotus Word Pro, Apple Pages,
OpenOffice Writer, Google Docs, Kingsoft Writer, etc.
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REVIEW EXERCISE

1. Prog[rams that coordinate computer resources, provide an interface, and run
applications are known as:
a)  Application programs
b)  Operating systems
<) Storage systems
d)  Utility programs
2. Abrowser is an example of a:
a)  General-purpose application
b)  Specialized program
<) System application
d)  Utility program
3. The type of file created by word processors to save, for example, memos, term papers
and letters
a)  Database
b)  Document
<)  Presentation
d)  worksheet
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Describe the two major kinds of software
Describe three types of system software programs

Define and compare general-purpose, specialized, and mobile
applications
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Feature

Description

Word wrap

Automatically moves the word to the next
line once the current line is full. To begin a
new paragraph or leave a blank line. you
press the Enter key.

Spelling and
Grammar

Spelling can be checked by running a
spelling checker program.  Incorrectly
spelled words are identified and alternative
spelling suggested. In a similar manner,
grammar checkers can be run that will
identify poor wording. excessive long
sentences. and incorrect grammar.

Thesaur

Enables you to quickly find the right word or
an alternative word with similar meaning

Find and You can quickly locate any character. word,

Replace or phrase in your document using the search
or find commands.

Merge Mails merge or form letter features allows

you to merge different names and addresses.

Reference

Tables contents, footmotes, end notes,
indexes, page numbers, bulleted lists etc

Clipboard

Cut, delete, copy. undo., redo and paste
options.

Features of
Word
Processing
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Paragraph

Numbering. bullet points.
indentation. alignment. line/character
spacing and borders & shading
allows better organization of the
contents in a document

Font

Type. color, size. bold italics.
underline and change case allow
enhancing the appearance of the
contents of the document

Styles

Allow contents to be organized
according the heading. sub headings
and captions

Tables

Text documents often include both
text and numbers, This type of
information can be displayed as a
table in row-and-column format

Hypertext link

Can be created to cross-reference
information  within  the current
document and between other files
including WWW.

IMuserations/Graphics

Objects such as lines and shapes can
be inserted and modified.

Internet publishing

Many word processors are including
features that allow you to create and
edit documents to be displayed on
the web.
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SPREADSHEET

@ spreadsheet is an electronic worksheet used to organize
and manipulate numbers and display options for “What-if”
analysis It is used to organize, analyze, and graph numeric
data such as budgets and financial reports.

® Marketing professionals analyze sales trends

® Financial analysts evaluate and graph stock market trends.

® Students and teachers record grade and calculate grade point
average.

® Some of the Spreadsheet software are:

= Microsoft Excel, Corel Quattro Pro, Lotus 1-2-3, Apple Numbers,
OpenOffice Calc, Ability Offfice, SoftMaker PlanMaker, Corel
Calculate
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® It enables one to manipulate figures and texts in columns and
rows and perform calculations using formulas.

® The columns are identified by letters and rows are identified
by numbers.

® The intersection of row and column creates a cell. For
example, the cell A10 is formed by the intersection of
column A and row 10. Thus spreadsheet programs organize,
manipulate and graph numeric information.
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FORMATTING CELLS

Labels are often used to identify information in a worksheet.
Usually a label is a word or symbol, such as hash sign (#).

A number in a cell on which calculation is done is called a
value.

Labels and values can be displayed or formatted in
different ways. For example, a label can be centered in
the cell or positioned to the left or right or indented. A
value can be displayed to show decimal places, dollars, or
percent
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FORMULAS AND FUNCTIONS

® Formulas are instruction for calculations written by the user
which consists of arithmetic operations (+,*,-,/).

For example: to add cells C6, D6, E6 & F6, the user defined
formula written in cell G6 would be = C6+D6+E6+F6.

® Functions are prewritten formulas that perform calculations
automatically. For example to perform the same addition,
the function to be used in cell G6 would be = SUM(C6:G6).
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MOBILE APPS OR MOBILE APPLICATIONS

® Are small programs designed for mobile devices such as
smartphone, tablet computers, and other mobile devices.
® Some of the example are:
= Text messaging,
= Internet browsing, and
= Connecting to social networks.
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COMMON FEATURES OF APPLICATION

SOFTWARE

Feature Description

Tabs Presents tools/buttons available
for selection from the ribbon.

Shortcut keys Special-purpose keys for
frequently used commands.

Ribbon Presents sraphic objects buttons
for commands

Help Presents explanations of various
commands.

Dialog Box Used to specify additional

command options.

Insertion Point

Shows where data can be
entered.

Scroll Bars Used to display additional
information.

Quick Access Tools that are frequently used
can be set here. Eg Save, undo,
print and print preview.

Groups, Provide categorized tools

options under specific headings.
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WYSIWYG

® stands for “What You See Is What You Get”. This means that
the image on the screen display looks the same as the final
printed document.

© The WYSIWYG feature allows the user to preview the
document"s appearance before it is printed out.




