
Introduc)on	
  to	
  Computer	
  
CC111	
  

Computer	
  Applica)ons	
  

1 



© 2013 Cengage Learning. All Rights Reserved. This edition is intended for use outside of the U.S. only, with content that may be different from the U.S. Edition.  
May not be scanned, copied, duplicated, or posted to a publicly accessible website, in whole or in part. 

A	
  look	
  at	
  the	
  most	
  widely	
  used	
  types	
  of	
  applica)on	
  so:ware	
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–  Edi)ng	
  a	
  Document	
  
•  Changing	
  the	
  content	
  of	
  the	
  document,	
  such	
  as	
  
inser)ng	
  or	
  dele)ng	
  words	
  

•  Inser)on	
  point	
  
– Indicates	
  the	
  current	
  loca)on	
  in	
  a	
  document,	
  which	
  
is	
  where	
  the	
  changes	
  will	
  be	
  made	
  

•  Typing	
  text	
  inserts	
  the	
  text	
  at	
  the	
  inser)on	
  point	
  
loca)on	
  

•  Delete	
  and	
  Backspace	
  keys	
  delete	
  text	
  
•  Text	
  and	
  objects	
  can	
  typically	
  be	
  selected	
  and	
  moved,	
  
copied,	
  deleted,	
  or	
  formaEed	
  

The Basics of Application Software 
Common Software Commands 
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–  FormaGng	
  a	
  Document	
  
•  Changes	
  the	
  appearance	
  of	
  the	
  document	
  

– Changes	
  font	
  face,	
  font	
  size,	
  and/or	
  font	
  color	
  
– Changes	
  line	
  spacing	
  or	
  margins	
  
– Adds	
  page	
  numbers	
  and/or	
  borders	
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–  GeGng	
  Help	
  
•  Online	
  help	
  (via	
  manufacturer’s	
  Web	
  site	
  and	
  
independent	
  sites)	
  	
  

•  Offline	
  help	
  (periodicals,	
  books,	
  tutorial	
  videos,	
  classes)	
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Word Processing Concepts cont… 

•  What	
  Is	
  Word	
  Processing?	
  
–  Using	
  a	
  computer	
  and	
  word	
  processing	
  so:ware	
  to	
  create,	
  
edit,	
  save,	
  and	
  print	
  wriEen	
  documents	
  such	
  as	
  leEers,	
  
contracts,	
  and	
  manuscripts	
  

–  Common	
  Word	
  Processing	
  So:ware	
  Programs	
  
•  Microso:	
  Word	
  	
  
•  Corel	
  WordPerfect	
  
•  Apple	
  Pages	
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•  Crea)ng	
  a	
  Word	
  Processing	
  Document	
  
– Word	
  wrap	
  

•  Automa)cally	
  returns	
  the	
  inser)on	
  point	
  to	
  the	
  next	
  
line	
  when	
  the	
  end	
  of	
  the	
  screen	
  line	
  is	
  reached	
  

–  Character	
  formaGng	
  (font	
  face,	
  size,	
  style,	
  or	
  color)	
  
–  Paragraph	
  formaGng	
  (line	
  spacing,	
  indenta)on,	
  tabs,	
  
alignment,	
  and	
  styles)	
  

–  Page	
  formaGng	
  (margins,	
  paper	
  size,	
  orienta)on,	
  headers,	
  
footers,	
  etc.)	
  

–  Document	
  formaGng	
  (headers,	
  footers,	
  footnotes,	
  end	
  
notes,	
  table	
  of	
  contents,	
  index,	
  background,	
  theme)	
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•  Tables,	
  Graphics,	
  and	
  Templates	
  
–  Tables	
  

•  Allow	
  content	
  to	
  be	
  organized	
  in	
  a	
  table	
  consis)ng	
  of	
  
rows	
  and	
  columns	
  

–  Graphics	
  or	
  Drawing	
  Features	
  
•  Allow	
  images	
  to	
  be	
  inserted	
  into	
  a	
  document	
  (clip	
  art,	
  
photographs,	
  drawn	
  images,	
  etc.)	
  and	
  then	
  modified	
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•  Word	
  Processing	
  and	
  the	
  Web	
  
– Most	
  word	
  processing	
  programs	
  today	
  include	
  Web-­‐
related	
  features	
  allowing	
  you	
  to:	
  

•  Send	
  a	
  document	
  as	
  an	
  e-­‐mail	
  message	
  
•  Include	
  Web	
  page	
  hyperlinks	
  in	
  documents	
  
•  Create	
  or	
  modify	
  Web	
  pages	
  
•  Create	
  and	
  publish	
  blogs	
  
•  Collaborate	
  with	
  others	
  online	
  

10 

Word Processing Concepts cont… 



© 2013 Cengage Learning. All Rights Reserved. This edition is intended for use outside of the U.S. only, with content that may be different from the U.S. Edition.  
May not be scanned, copied, duplicated, or posted to a publicly accessible website, in whole or in part. 

Spreadsheet Concepts 

•  What	
  is	
  a	
  Spreadsheet?	
  
–  Documents	
  containing	
  a	
  group	
  of	
  numbers	
  and	
  other	
  data	
  
organized	
  into	
  rows	
  and	
  columns	
  

–  Spreadsheet	
  so:ware	
  is	
  used	
  to	
  create	
  electronic	
  spreadsheets	
  
•  Formulas	
  
•  Data	
  analysis	
  tools	
  
•  Charts	
  and	
  graphs	
  

–  Most	
  widely	
  used	
  spreadsheet	
  programs:	
  
•  Microso:	
  Excel	
  
•  Corel	
  QuaEro	
  Pro	
  
•  Apple	
  Numbers	
  

11 



© 2013 Cengage Learning. All Rights Reserved. This edition is intended for use outside of the U.S. only, with content that may be different from the U.S. Edition.  
May not be scanned, copied, duplicated, or posted to a publicly accessible website, in whole or in part. 

Spreadsheet Concepts cont… 

•  Crea)ng	
  a	
  Spreadsheet	
  
– Worksheet	
  

•  A	
  single	
  spreadsheet	
  
– Workbook	
  

•  A	
  collec)on	
  of	
  worksheets	
  saved	
  in	
  a	
  single	
  file	
  
– Worksheets	
  are	
  divided	
  into	
  rows	
  and	
  columns	
  
–  Cell	
  

•  The	
  intersec)on	
  of	
  a	
  row	
  and	
  a	
  column	
  
•  Each	
  cell	
  is	
  iden)fied	
  by	
  a	
  cell	
  address	
  –	
  A1	
  
•  Cell	
  pointer	
  marks	
  current	
  cell	
  

–  Groups	
  of	
  cells	
  are	
  called	
  ranges	
  or	
  blocks	
  and	
  can	
  be	
  
selected	
  with	
  mouse	
  or	
  keyboard	
  

–  Data	
  is	
  entered	
  into	
  current	
  cell	
  
12 
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–  Entering	
  Data	
  into	
  a	
  Spreadsheet	
  Cell	
  
•  Labels	
  

– Text-­‐based	
  entry	
  in	
  a	
  worksheet	
  cell	
  that	
  iden)fies	
  
data	
  on	
  the	
  worksheet	
  

•  Constant	
  Values	
  
– Numerical	
  entry	
  in	
  a	
  worksheet	
  cell	
  

•  Formulas	
  
– Perform	
  mathema)cal	
  opera)ons	
  on	
  the	
  content	
  of	
  
other	
  cells	
  

– Usually	
  reference	
  the	
  cell	
  address,	
  	
  
not	
  the	
  current	
  data	
  in	
  a	
  cell	
  

– Use	
  mathema)cal	
  operators	
  	
  	
  
– Begin	
  with	
  an	
  =	
  sign	
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–  Func)ons	
  
•  Named,	
  pre-­‐programmed	
  formulas	
  
•  In	
  formulas	
  and	
  func)ons,	
  use	
  cell	
  addresses	
  of	
  the	
  
numbers	
  to	
  be	
  included	
  in	
  the	
  calcula)ons	
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–  Absolute	
  vs.	
  Rela)ve	
  Cell	
  Referencing	
  
•  Rela)ve	
  cell	
  references	
  

– Cell	
  addresses	
  are	
  adjusted	
  as	
  the	
  formula	
  is	
  copied	
  
•  Absolute	
  Cell	
  References	
  

– Cell	
  addresses	
  are	
  not	
  adjusted	
  as	
  the	
  formula	
  is	
  
copied	
  	
  

– Necessary	
  when	
  the	
  formulas	
  should	
  always	
  use	
  
the	
  value	
  in	
  a	
  par)cular	
  cell,	
  regardless	
  of	
  the	
  cell	
  in	
  
which	
  the	
  formula	
  is	
  placed	
  

– Use	
  $	
  to	
  make	
  cell	
  references	
  absolute:	
  $B$6	
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–  Charts	
  and	
  What-­‐If	
  Analysis	
  
•  Can	
  create	
  charts	
  from	
  the	
  data	
  in	
  the	
  spreadsheet	
  
(don’t	
  have	
  to	
  reenter	
  it)	
  

•  Charts	
  change	
  accordingly	
  if	
  the	
  data	
  in	
  the	
  
spreadsheet	
  changes	
  

• When	
  cell	
  contents	
  are	
  changed,	
  formulas	
  are	
  
automa)cally	
  recalculated	
  

•  Tools	
  frequently	
  used	
  to	
  help	
  make	
  business	
  decisions	
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•  Spreadsheets	
  and	
  the	
  Web	
  
– Most	
  spreadsheet	
  programs	
  have	
  built-­‐in	
  Web	
  capabili)es	
  
enabling	
  the	
  user	
  to:	
  	
  

•  Save	
  the	
  current	
  worksheet	
  as	
  a	
  Web	
  page	
  
•  Insert	
  hyperlinks	
  inserted	
  into	
  worksheet	
  cells	
  
•  Select	
  and	
  copy	
  ranges	
  of	
  cells	
  to	
  a	
  Web	
  publishing	
  or	
  
word	
  processing	
  program	
  to	
  insert	
  spreadsheet	
  data	
  
into	
  a	
  Web	
  page	
  as	
  a	
  table	
  

•  Send	
  document	
  as	
  an	
  e-­‐mail	
  message	
  collaborate	
  
online	
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Database Concepts 

•  What	
  Is	
  a	
  Database?	
  
–  A	
  collec)on	
  of	
  related	
  data	
  that	
  is	
  stored	
  in	
  a	
  manner	
  
enabling	
  informa)on	
  to	
  be	
  retrieved	
  as	
  needed	
  

–  Database	
  Management	
  System	
  (DBMS)	
  
•  So:ware	
  that	
  allows	
  the	
  crea)on	
  and	
  manipula)on	
  of	
  
an	
  electronic	
  database	
  

– Most	
  widely	
  used	
  rela)onal	
  database	
  programs	
  
•  Microso:	
  Access	
  
•  Oracle	
  Database	
  
•  IBM	
  DB2	
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Database Concepts cont… 

― Most	
  PC-­‐based	
  databases	
  are	
  rela)onal	
  databases	
  and	
  
organized	
  into	
  fields	
  (columns),	
  records	
  (rows),	
  and	
  tables	
  
•  Field	
  (column)	
  

― A	
  single	
  type	
  of	
  data	
  to	
  be	
  stored	
  in	
  a	
  database	
  
•  Record	
  (row)	
  

― A	
  collec)on	
  of	
  related	
  fields	
  
•  Table	
  

― A	
  collec)on	
  of	
  related	
  records	
  
•  Database	
  file	
  

― Collec)on	
  of	
  related	
  tables	
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Presentation Graphics Concepts 

•  What	
  Is	
  a	
  Presenta)on	
  Graphic?	
  
–  An	
  image	
  designed	
  to	
  visually	
  enhance	
  a	
  presenta)on	
  
–  Can	
  be	
  used	
  in	
  electronic	
  slide	
  shows,	
  as	
  well	
  as	
  in	
  printed	
  
reports	
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Presentation Graphics Concepts cont… 

–  Slide	
  
•  A	
  one-­‐page	
  presenta)on	
  graphic	
  that	
  can	
  be	
  displayed	
  
in	
  a	
  group	
  with	
  others	
  to	
  form	
  an	
  electronic	
  slide	
  show	
  

–  Electronic	
  Slide	
  Show	
  
•  A	
  group	
  of	
  electronic	
  slides	
  that	
  are	
  displayed	
  one	
  a:er	
  
the	
  other	
  on	
  a	
  computer	
  monitor	
  or	
  other	
  display	
  
device	
  

–  Presenta)on	
  Graphics	
  So:ware	
  
•  Used	
  to	
  create	
  presenta)on	
  graphics	
  

– Most	
  common	
  presenta)on	
  graphics	
  programs	
  are	
  
•  Microso:	
  PowerPoint	
  
•  Corel	
  Presenta)ons	
  
•  Apple	
  Keynote	
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•  Crea)ng	
  a	
  Presenta)on	
  
–  Templates	
  and	
  preformaEed	
  slide	
  layouts	
  can	
  o:en	
  
be	
  used	
  

–  Slides	
  can	
  contain	
  a	
  variety	
  of	
  elements	
  
•  Text	
  
•  Images	
  
•  Charts	
  
•  Audio	
  clips	
  
•  Video	
  clips	
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–  Slides	
  can	
  be	
  formaEed	
  as	
  needed	
  
– Mul)media	
  and	
  anima)on	
  can	
  be	
  added	
  to	
  slides	
  

•  Anima)on	
  
•  Transi)ons	
  

–  Overall	
  appearance	
  of	
  the	
  slide	
  show	
  can	
  be	
  changed	
  by	
  
applying	
  a	
  theme	
  

•  A	
  combina)on	
  of	
  colors,	
  fonts,	
  and	
  effects	
  
•  Can	
  be	
  applied	
  to	
  en)re	
  presenta)on	
  or	
  individual	
  
slides	
  

27 

Presentation Graphics Concepts cont… 



© 2013 Cengage Learning. All Rights Reserved. This edition is intended for use outside of the U.S. only, with content that may be different from the U.S. Edition.  
May not be scanned, copied, duplicated, or posted to a publicly accessible website, in whole or in part. 

•  Presenta)on	
  Graphics	
  and	
  the	
  Web	
  
–  Presenta)on	
  graphics	
  programs	
  can	
  be	
  used	
  to	
  generate	
  
Web	
  pages	
  or	
  Web	
  page	
  content	
  

–  Slides	
  can	
  include	
  hyperlinks	
  
–  Users	
  can	
  usually	
  control	
  Web-­‐based	
  presenta)ons	
  
accessed	
  via	
  a	
  Web	
  browser	
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Graphics and Multimedia Concepts 

•  Graphics	
  
–  Graphical	
  images,	
  such	
  as	
  digital	
  photographs,	
  clip	
  art,	
  
scanned	
  drawings,	
  and	
  original	
  images	
  created	
  using	
  a	
  
so:ware	
  program	
  

•  Mul)media	
  
–  Technically	
  refers	
  to	
  any	
  applica)on	
  that	
  contains	
  more	
  
than	
  one	
  type	
  of	
  media	
  

–  O:en	
  used	
  to	
  refer	
  to	
  audio	
  or	
  video	
  content	
  
•  Large	
  variety	
  of	
  graphics	
  and	
  mul)media	
  so:ware	
  used	
  to:	
  

–  Create	
  or	
  modify	
  graphics	
  
–  Edit	
  digital	
  audio	
  or	
  video	
  
–  Play	
  mul)media	
  files	
  
–  Burn	
  CDs	
  and	
  DVDs	
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Graphics and Multimedia Concepts cont… 

•  Graphics	
  So,ware	
  (Digital	
  Imaging	
  So,ware)	
  
–  Used	
  to	
  create	
  or	
  modify	
  images	
  

–  Drawing	
  Programs	
  (Illustra)on	
  programs)	
  
•  Typically	
  create	
  images	
  using	
  mathema)cal	
  formulas—
vector	
  graphics	
  (Adobe	
  Illustrator,	
  CorelDRAW	
  )	
  

–  Image	
  Edi)ng	
  or	
  Photo	
  Edi)ng	
  Programs	
  
•  Designed	
  for	
  touching	
  up	
  or	
  modifying	
  images	
  

– Correc)ng	
  brightness/contrast	
  
– Cropping/elimina)ng	
  red	
  eye	
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•  Audio	
  Capture	
  and	
  Edi=ng	
  So,ware	
  
–  Used	
  to	
  create	
  and	
  edit	
  audio	
  files	
  (narra)ons,	
  podcasts,	
  
etc.)	
  

•  Sound	
  recorder	
  so:ware	
  captures	
  sound	
  from	
  a	
  
microphone	
  

•  Ripping	
  so:ware	
  captures	
  sound	
  from	
  a	
  CD	
  	
  
–  Edits	
  and	
  applies	
  special	
  effects	
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•  Video	
  Edi=ng	
  and	
  DVD	
  Authoring	
  So,ware	
  
–  Video	
  Edi)ng	
  So:ware	
  

•  	
  Modifies	
  exis)ng	
  videos	
  
•  Prepares	
  video	
  clips	
  for	
  presenta)ons	
  or	
  Web	
  sites	
  

– DVD	
  Authoring	
  So:ware	
  
•  Organizes	
  content	
  to	
  be	
  transferred	
  to	
  DVD	
  

– Impor)ng	
  videos,	
  crea)ng	
  menus,	
  burning	
  onto	
  
a	
  DVD	
  

– DVD	
  Burning	
  So:ware	
  
•  Records	
  data	
  on	
  recordable	
  or	
  rewritable	
  DVDs	
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•  Media	
  Players	
  
–  Programs	
  designed	
  to	
  play	
  audio	
  and	
  video	
  files	
  

•  Music	
  CDs,	
  downloaded	
  music,	
  online	
  audio	
  
•  Downloaded	
  and	
  online	
  video	
  
•  Important	
  to	
  adhere	
  to	
  copyright	
  laws	
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