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Productivity Application Software

by Sophia

WHAT'S COVERED

A computer can be a valuable tool. However, the value of a computer is not fully realized until it is
loaded with software. With the correct software applications, a computer can perform useful tasks for
its user, such as performing calculations, maintaining a schedule, typing a paper, or creating graphics.
Recall that software can be categorized into two types: system software and application software. In
this tutorial we will take a closer look at application software.

Our discussion will break down as follows:

1. Overview of Application Software

Essentially, application software is a computer program that provides the user with the ability to accomplish a
goal or purpose. For example, if you have to write a paper, you might use the application software of
Microsoft Word. If you want to listen to music, you might use iTunes. To surf the web, you might use Internet
Explorer or Firefox. Even a computer game could be considered application software. There are a myriad of
application software packages, and each one is designed to perform a specified task or set of tasks. A major
subcategory of application software is productivity software. Examples of productivity application software
include data management, text editing, and web page development. In most instances, application software
can be purchased either from a store that sells computer products, or directly from a website.

Two other subcategories of application software worth mentioning areutility software and programming
software. Utility software includes software that allows you to fix or modify your computer in some way.
Examples include antivirus software and disk defragmentation software. These types of software packages
were invented to fill shortcomings in operating systems. Many times, a subsequent release of an operating
system will include these utility functions as part of the operating system itself. Programming software is
software whose purpose is to make more software. Most of these programs provide programmers with an
environment in which they can write the code, test it, and convert it into the format that can then be run on a
computer.

@ TERMS TO KNOW

Application Software
Software that provides user with the ability to accomplish a goal or purpose.

Utility Software
Software that allows you to fix or modify your computer in some way.
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Programming Software

Software whose purpose is to make more software.

2. Productivity Software

While personal computer users make use of all types of application software on a regular basis, some of the
most commonly-used types of application software are word processing, spreadsheet, database, and
presentation software. These software packages are typically referred to as productivity software because
they increase productivity of users, especially of individual office workers. Generally, productivity applications
are applications used to create and edit documents associated with word processing, spreadsheet,
presentation, and data management. Microsoft popularized the idea of the office-software productivity bundle
with its release of Microsoft Office. This package continues to dominate the market, and most businesses
expect employees to know how to use this software.

The following sections list productivity applications and their basic functions.

@ TERM TO KNOW

Productivity Software
Software that allows people to complete daily work; typically utilized in business or organizational

settings.

2a. Word Processing

This class of software provides for the creation of written documents. Functions include the ability to type and
edit text, format fonts and paragraphs, and add, move, and delete text throughout the document. Most
modern word processing programs also have the ability to add tables, images, and various layout and
formatting features to the document. Word processors save their documents as electronic files in a variety of
formats. By far, the most popular word processing package is Microsoft Word, which saves its files in the
DOCX format. This format can be read and written by many other word processor packages.
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Lorem Ipsum
3 Lorem ipsum dolaor sit amet, consectetuer adipiscing elit. Aenean commodo ligula
eget dolor. Aenean massa. Cum sociis natogue penatibus et magnis dis parturient montes,
nascetur ridiculus mus. Donee quam felis, ultricies nec, pellentesgue eu, pretium guis,
] sem. Nulla consequat massa quis enim. Donec pede justo, fringilla vel, aliquet nec,
é vulputate eget, arci.

In enim justo, rhoncus ut, imperdiet a, venenatis vitae, justo. Nullam dictum felis
eu pede mollis pretium. Integer tincidunt. Cras dapibus. Vivamus elementum semper nisi.
Aenezn vulputate eleifend tellus. Aenean leo ligula, porttitor ew, consequat vitae, eleifend
ac, enim. Aliguam lorem ante, dapibus in, viverra quis, feugiat a, tellus.

Phasellus viverra nulla ut metus varius laoreet. Quisque rutrum. Aengan
imperdiet. Etiam ultricies nisi vel augue. Curabitur ullamcorper ultricies nisi. Nam eget
dui. Etiam rhoncus. Maecenas tempus, tellus eget condimentum rhoncus, sem quam
e semper libero, sit amet adipiscing sem neque sed ipsum. Nam quam nunc, blandit vel,

5 luctus pulvinar, hendrerit id, lorem. Maecenas nec odio et ante tincidunt tempus. Donec

vitae sapien ut libero venenatis faucibus. Nullam quis ante. Etiam sit amet orci eget eros

faucibus tincidunt. Duis leo. Sed fringilla mauris sit amet nibh. Donec sodales sagitis

magna.
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2b. Spreadsheet

This class of software provides a way to do numeric calculations and analyses. The working area is divided
into rows and columns, where users can enter numbers, text, or formulas. The formulas are what make a
spreadsheet powerful, allowing the user to develop complex calculations that can change based on the
numbers entered. Most spreadsheets also include the ability to create charts based on the data entered. The
most popular spreadsheet package is Microsoft Excel. Just as with word processors, many other spreadsheet
packages can read and write to this file format.
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_1 |Month Total Sales
2 |January S 8,943.23
3 |February S 7,992.54
4 |March S 8,012.87
_5 |April S 10,635.20
6 |May S 9,742.45
7 |June S 11,543.22
_ 8 |luly S 10,465.66
9 |August 5 9,465.21
10 |September S 9,834.45
‘11 |October S 9,657.56
1z |November S 8,468.23
13 |December S 8,046.25
14 |

15 |Montly Average $  9,400.57
16 |Total for year $ 112,806.87
17 |

18 |

2c. Presentation

This class of software provides for the creation of slideshow presentations. Harkening back to the days of

overhead projectors and transparencies, presentation software allows its users to create a set of slides that

can be printed or projected on a screen. Users can add text, images, and other media elements to the slides.

Microsoft's PowerPoint is the most popular presentation software right now.
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2d. Database Software

This class of software allows the user to enter, retrieve, and update data in an organized and efficient way.
Database software has inquiry and reporting abilities that allow users to access the data in different ways and
to create custom reports that include some or all of the information in the database. Microsoft Access is
popular in academia and small business applications and systems. Microsoft SQL Server, Oracle, and IBM
DB2 are the industry standard software applications for professionals working with database systems.
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3. Using Productivity Application Software

Productivity application software works to increase the overall productivity of its users. You are probably used
to using productivity application software in your personal or professional lives. If you have ever written
documents, created presentations or spreadsheets, made graphics, or edited photos or electronic music, you
have used productivity application software. The key to successfully using productivity application software is
understanding when to use a particular application. For example, if your company needs to regularly
communicate information to shareholders, you may wish to use a word processor such as Microsoft Word.
Microsoft Word is best suited for working with and producing text-based documents. If you frequently work
with numbers, using a spreadsheet such as Microsoft Excel would be your best option. Listed below are
productivity software examples and how they are used.

Type of Common .
Typical Use
Software Example
Microsoft Word
Word Google Doc

) Create letters, memos, newsletters, posters, reports
Processing Open Office

Writer
Microsoft Excel

Charts, graphs, data visualizations, simple databases, grade book,
Spreadsheet  Open Office Calc

invoices
Google Sheets
Microsoft
Powerpoint
Presentation Open Office Linear presentations, hyper presentations, simple animation
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Google Slides

Microsoft Access

Datab Microsoft SQL Data driven reports, electronic filing system, simple database
atabase

Server management system

MySQL

This video follows Naomi Bishop and how she uses Word in her career as a travel writer.
SUMMARY

In this tutorial we took a look at application software and the various types of application software.
Productivity application software packages are some of the most commonly used software in
business and personal situations because they increase efficiency.

Source: Derived from Chapter 3 of “Information Systems for Business and Beyond” by David T. Bourgeois.
Some sections removed for brevity.
https://www.saylor.org/site/textbooks/Information%20Systems%20for%20Business%20and%20Beyond/Text
book.html, Screenshots of Microsoft software created by Sophia.

B TERMS TO KNOW

Application Software
Provides user with the ability to accomplish a goal or purpose.

Productivity Software
Software that allows people to complete daily work; typically utilized in business or organizational
settings.

Programming Software
Software whose purpose is to make more software.

Utility Software
Software that allows you to fix or modify your computer in some way.
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