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Introduction

Software programs are installed on your computer and allow you to do amazing things. You can buy a software program to do almost anything you can think of. You can write letters, create spreadsheets, record and mix sounds, play music, burn information onto a CD, play games, edit videos, create web site and so much more. This document will explain a little more about the software programs available to you, how to get them and what they can do.

Where do you get software?

You can buy it from your local computer shop in a box. You can order it with a new computer system and have them install it onto the computer for you. You can also buy it second hand in classifieds in print or on the Internet. When you purchase software using this method you will usually receive it on a CD or (rarely) on a floppy disk.

Some software programs can be downloaded from the Internet straight into your computer and then installed once it is there. You will have to remember where you downloaded it to if you want to back it up onto a disk.

The End

Microsoft Office is one of the most popular software suites in the world and is required knowledge if you are looking to work in an office for a small or large company. It is available almost everywhere as a retail package.

Other not so well known and sought after software programs have to try a little harder to get you to use them, so some of them make their software available as trial software. This is software that is limited to a set number of transactions or a set period of time when you can use them for free. At the expiry of this limit you have to decide whether you want to buy it or not. There are even less known software programs which are created by uni students and budding software developers and because they want people to use their software, they make it available as freeware or shareware.

Microsoft Word

What can you do with it?
Write letters, create a newsletter with multiple columns, write a thesis with an index and a table of contents, and create a flier for your school group, club or business. You can insert pictures into your documents and you can make the text bigger and smaller, change the size, colour, alignment and much more. (Notice this paragraph is left aligned).

Norton Antivirus

What can you do with it?
This program checks your computer system for anomalies that are usually related to a virus entering the computer. There are several parts to the program but the two most important are a) detecting viruses and b) eliminating them. All Antivirus programs require you to download new virus signatures from the Internet so that your software knows about and can detect and eliminate the latest viruses. Norton has been writing “utility” software for Microsoft Operating systems for many years and has a very good reputation for quality. 

What else could you use?
There are a plethora of companies who write software to detect and eliminate viruses. Here is a list of some of them a) Computer Associates b) F-prot c) McAfee d) Vet and many more. You can see a list of more Antivirus software vendors on our web site in the “Resources” section.

Microsoft Excel

What can you do with it?
You can create a basic table for all your contacts that you later use in a mail merge with Microsoft Word. You can show a table of results and do calculations to show the totals. You can organise a database of information (such as all your contacts) and sort them or filter them (ie. the people who live in Dee Why). You can also create a chart or graph of the figures in your tables.

Quattro Pro used to be the biggest selling spreadsheet program for several years. Quattro Pro was written by a company called Borland. When Microsoft started bundling Excel with Microsoft Office and gave the whole suite of products an attractive price, Quattro Pro began to lose favour with a lot of companies who then started using MS Excel.

Adobe Pagemaker 

What can you do with it?
Great for more complicated desktop publishing, the leader in desktop publishing and design software (Adobe) creates this program. It is a step up from Microsoft Publisher if you are doing more complicated brochures or artwork. You’ll find that professional printing companies much prefer artwork created on programs like this one because they can set the artwork up easier on their printing presses. Create full colour brochures and newsletters.

What else could you use?
Quark Express is another popular software program for serious desktop publishing.

Microsoft PowerPoint

What can you do with it?
You can create basic brochures but most people use PowerPoint to create a slide show presentation. Most of us are familiar with overhead projectors and slides, well PowerPoint puts it all onto your computer so that you can do dynamic slide presentations with pictures, movement and colour full graphics. In the most recent versions you can even produce a web site.

Microsoft Publisher
What can you do with it?
If you want to create fancy fliers and brochures that have a complicated layout, this is the program to use. Everything you put onto the page whether it is text, an image or borders or graphics is put into a frame and frames can be moved anywhere on the page you want. You can put right next to each other or above or below each other. There are preset templates where you can create things like business cards, chose colour patterns and design styles. You can even create a web site with this program.

MYOB

What can you do with it?
In Australia this is the market leading accounting software program for small business. It keeps a record of your clients, suppliers, vendors and staff and financial transactions between them. You can make sales, do purchases, make payments, receive payments and the system puts the information where it needs to be (provided it is set up correctly). You can produce a varied array of reports regarding many aspects of your business.

What else could you use?
On a global scale QuickBooks is a far more widely used accounting software program (particularly in the US) and some Australian businesses and accountants also use it. The distributor for this software in Australia is Reckon software.

Microsoft FrontPage

What can you do with it?
If you are looking to create a web site for yourself, this is Microsoft’s web design program. It allows you to create a site quickly and easily, upload it to your server, incorporate forms that people can fill in and use mouse over effects that make your site look a little better than the average. It is what they call “object oriented” which means that you do most of the work graphically rather than by writing in a complicated language (also called code).

What else could you use?
There is a lot of competition in this product from a company called Macromedia. They have software products like: Flash and Dreamweaver. Macromedia are constantly coming out with new software that allows you to create very fancy looking web sites. Flash is particularly powerful as a web site development tool but is quite a bit more complicated than FrontPage.

Winzip

What can you do with it?
This program allows you to compress files. Most files are stored in a format that can be compressed and the main reason for compressing them is a) so that they don’t take so long to send over the Internet, and b) so you can store them easier on floppy disks.

What else could you use?
Winzip is based on the “zip” form of compression that is open code. It means that anyone who knows how to write a program and use this file format. You’ll find that MYOB compresses files when you back up. The most popular other software product that compresses files is called PKZIP.

Adobe Acrobat

What can you do with it?
There are two parts to this program a) the Reader program that is available free of charge and allows you to read “acrobat” files, and b) the Distiller program that allows you to create them. A lot of companies use this program because they create their flashy end of year reports and want to make them available electronically; Acrobat Distiller allows them to do that.

