Discovering Computers
Enhanced Edition ©2017

Tools, Apps, Devices, and the Impact of Technology

Chapter 4

Programs and Apps
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Objectives Overview
T

Describe how an
|dentify the general operating system Differentiate among the
categories of programs interacts with ways you can acquire
and apps applications and programs and apps
hardware

Identify key features of
productivity features of graphics and
applications multimedia applications

© 2017 Cengage Learning®. May not be scanned, copied
See Page 158 or duplicated, or posted to a publicly accessible website,

for Detailed Objectives in whole or in part.



Objectives Overview
T

ldentify the

purpose of
software used in
communications

ldentify the uses of
personal interest
applications

|dentify the key
features of security
tools

features of file,
disk, and system
management tools

© 2017 Cengage Learning®. May not be scanned, copied

See Page 158 or duplicated, or posted to a publicly accessible website,
for Detailed Objectives in whole or in part.




Programs and Apps

* A program, or software, consists of a series of related
instructions, organized for a common purpose, that tells
the computer what tasks to perform and how to perform
them

* An application, or app, sometimes called application
software, consists of programs designed to make users
more productive and/or assist them with personal tasks

* An operating system is a set of programs that coordinates
all the activities among computer or mobile device
hardware

— Tools and activities
— System software

© 2017 Cengage Learning®. May not be scanned, copied
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in whole or in part.



Programs and Apps

W

Productivity
W Graphics and Media
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t, Calling via Google Voice
b +1-760-555-0537

Programs
and Apps

Speaker
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Programs and Apps

T

An Example of How an Operating System Interacts with a User, an Application, and Hardware

Page 160
Figure 4-2

Step 1

An operating system user
interface is displayed

on the screen when a
user turns on a computer.

Print
button

Step 3

Step 2
The user instructs the operating
system to run an application, such
as a word processing application,
which appears on the user's screen.
The user then instructs the application
to print a document.
document to be printed

Step 4 —J

The operating system sends the print
instruction to the printer (hardware),
which prints the document.

The application sends the
print instruction to the

computer's operating
system (software),
which is running on
the computer.

© 2017 Cengage Learning®. May not be scanned, copied
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Programs and Apps

—
» Software is available in a variety of forms:

Retail Custom

Mobile Mobile
Shareware
app web app
Open Pub
Freeware P
source
© 2017 Cengage Learning®. May not be scanned, copie
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Productivity Applications

* Productivity applications can assist you in
becoming more effective and efficient while
performing daily activities at work, school, and
home

Word_ Presentation Spreadsheet Database Note taking
processing
Calendar and .
Project . Personal
contact Accounting ) Legal
management finance
management
Tax Document Enterprise
preparation management computing

© 2017 Cengage Learning®. May not be scanned, copied
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Productivity Applications

O
* With productivity applications, users often:

Create a Edit a Format a Save a Distribute

project project project project a project

© 2017 Cengage Learning®. May not be scanned, copied
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Productivity Applications

WE———

* Word processing
software allows users
to create and
manipulate documents

* A major advantage of
using word processing =TT i
software is that it ST ||
enables users to change
their written words
easily

Page 167 © 2017 Cengage Learning®. May not be scanned, copied
or duplicated, or posted to a publicly accessible website,
in whole orin part

Figure 4-5



Productivity Applications

A

* Presentation software 9
allows users to create
visual aids for
presentations to
communicate ideas,
messages, and other
information to a group

Page 168 © 2017 Cengage Learning®. May not be scanned, copied
or duplicated, or posted to a publicly accessible website,
in whole orin part

Figure 4-6



Productivity Applications

W

* Spreadsheet software allows users to organize data in
columns and rows and perform calculations on the data

formula assigned to active
cell contains a function

oo sreamm Budget columns J,. K, L T m

File Edit View Insert Format Data Tools Help All changes saved in Drive

P s % vt B AR L@ E- = I-uvy
rows 3, 4, =SUM(BS:B16)
A ] € D E : G H I 1 K L M N
5, and 6
Personal Budget Worksheet -
| 2 Monthly Estimates
3 Income  January February March April May June July August September October MNovember December Total
4 Wages $1,000.23 $1,000.23 $1,000.29  $1,000.29 $1,000.23  $1,000.23 $1,000.29 $1,000.29 $1,000.29 $1,000.29 $1,000.23 $1,000.29 $12,003.48
L—3 5 Dividends 4,000.75 \ 000 000 0.00 0.00 0.00 4,000.75 0.00 0.00 0.00 B,001.50
— & Total $5,001.04 51, Ce” B4 2@ $1,000.29 $1,000.29  51,000.29 $1,000.29 $1,000.29 $5,001.04 $1,000.29 51,000.29 $1,000.29 $20,004.98
T
¢ Expenses January February = March April May June July August September October November December  Total
% Rent $400.89 $400.89 $40089  $400.89 $400.89 $400.89 $400.89 $400.89 $400.89 $400.89 $400.89 $400.89  $4,810.68
0 Food 300.00 300.00 300.00 300.00 300.00 300.00 300.00 300.00 300.00 300.00 300.00 300.00 3,600.00
11 Tuition 1,500.00 0.00 0.00 000 000 0.00 0.00 1,500.00 .00 0.00 0.00 0.00 3,000.00
12 Books 500.00 0.00 0.00 0.00 0.00 0.00 0.00 500.00 0.00 0.00 0.00 0.00 1,000.00
13 Entertalnment 100.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 1,200.00
4 Car Payment 154.79 154.79 154.79 154.79 154.79 154.79 154.79 154.79 154.79 154.79 154.79 154.79 1,857.48
15 Gas 100.00 100.00 100.00 100.00 150000 150.00 150.00 100.00 100.00 100.00 100.00 100.00 1,350.00
6 Miscellaneaous 100.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 100.00 1,200.00
17 Total $3,155.68| $1,155.68  $1,155.68  S1,155.68  $1,205.68  $1,205.68  $1,205.68  $3,155.68 5115568  51,155.68 $1,155.68 $1,155.68  $18,018.16

§1.845.361 ($155.39) | ($155.39)| _($155.39) _($205.39)| ($205.39)| ($205.39)| ($2,155.39)| _ $3.84536| _(§155.39)| __($155.39) _[$185.39) _$1986.82

+ B E

Monthly Budget Planner = =SUM(B3-B16)
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Productivity Applications

WE———

* A database is a collection of data organized in a manner
that allows access, retrieval, and use of that data

— Database software allows users to create, access, and manage
a database

fields
b2 TeReplace [

records

0.1%

| stant Date - Salary - onus Rate - Click fo 4id -
014 a7, ?.‘\'l::::
common BR # field relates
the Customer table to the 1
Book Rep table y

© 2017 Cengage Learning®. May not be scanned, copied
Page 170 or duplicated, or posted to a publicly accessible website,
Figure 4-8 in whole or in part.




Productivity Applications

——

* Note taking software is an application that enables users

to enter typed text, handwritten comments, drawings,
sketches, photos, and links anywhere on a page

- oo =
Cardiovascular Systems 9/18 Page Group :[ s

show all note:
11:11 AM 1of2 In current notebo v]
=/ Top Priority 1
= |
Circulatory System Variations WJ'@ ] spanishLit
Paper
—
1] rewn
e Dorsal blood vessel / % 2k
. 3
\ \ - ] Payfe
ﬁ* (X _. - semester
,___“ r;_» ___\. [ | tuition
Fhe ”" A heans Ventral biood M ' | )10 ca
vessel
Planaria: Insect: Earthworm: W E
gnshovnsculur open circulation closed circulation
cavity
Human Heart L1 Shraiviragy
: : - : % . | DQE.’TEE“ re
« Primordium forms in cardiegenic plate at cranial
end of embryo , | #pcony resuits toa
+ Angiogenic cell clusters lie in horseshoe shape See also 1
s Tilam amm lam adaadiidasd inka B Customize Note Fl
< ) ]
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Productivity Applications

WE———

e Calendar and contact management software is
an application that helps you organize your
calendar, keep track of contacts, and share this
information with other users

aaaaaaaa
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Page 171 or duplicated, or posted to a publicly accessible website,
Figure 4-10 in whole or in part.



Productivity Applications

M———

* A software suite is a collection of individual related
applications available together as a unit

* Project management software is an application that
allows a user to plan, schedule, track, and analyze the
events, resources, and costs of a project

Prionty:

Stide Previen

...... 30,
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Productivity Applications

* Accounting software is an application that helps
businesses of all sizes record and report their
financial transactions

Sample Rock Castle Construction - QuickBooks Accountant 2013 [US] - [Create Invoices]

Page 173
Figure 4-12

Eile Edit View Lists Favorites Accountanl Company Customers Vendors Employees Banking Reports
LI ¥ K B ®
Home Calendar Snapshois Cusiomers Vendors Employees Docs Reporls StatemeniVirder AppCenler Ivoice UserLicsnses
Main Formatting Send/Ship Reports WA
-« P D E }:@ 18 Greate a copy @ - = Print Later '] (R Add Tme/Costs @ reate a Baich
Find New Save Deiete @BMemorize  MarkAs Print  Email |  EmaiLlater  Aftach &R Apply Credits  Progress @ Refund/Credit
- - Pending - - File Online
Pay -
cusToMER: JoB | ADErCrombie, Kris ~ Remodel ~ yempLate RockCastl. ~
" 1 we7c (ShipTod =
Invoice o : ¢
12102017 B Kristy SUMMARY
) 5647 Cypress Hill Rd 5847 Cypress Hill Rd eh
ks Bayshore CA94326 Bayshore, CA94326 e
1091 Email
Open balance
ER UE DATE Active estimates
Net20 ~ 0092019 B || Sales Orders to be invoiced 0
Unbilled time and expenses: 1,910.00
Removal Removal labor 16 4550 728.00 Non .
SubsTile &C... Install tile or counter 825.00 82500 Mon e
Subs:Electrical | Elecirical work 275.00 275.00 Non | [ RECENT TRANSACTION
Subs:Painting | Painting 154.00 154.00 Non 1211517 Pay 763328
Subs:Plumbi.. Plumbing 550.00 550.00 Mon 12nzn7 7.676.13
v [ 121017 452200
1200117 .15
on = SanTomas  ~ | (7.75%) 0.00 112517 311128
452200
4,522.00 WOTES &
= 0.00
s v | saescose | [ECTIITER | Rewn
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Productivity Applications

A —

* Personal finance software is a simplified accounting application
that helps home users and small/home office users balance their
checkbooks, pay bills, track personal income and expenses, verify
account balances, transfer funds, track investments, and evaluate

financial plans
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Productivity Applications

* Legal software is an application that assists in the
preparation of legal documents and provides legal
information to individuals, families, and small
businesses [rrrE— B o

Get Started Choose Docs («{{TICAel") Manage Docs Advice Library Finances

Interview: sill of sale - Motor Vehicle Show Preview ll  Show Help [l Close Interview
x

What motor vehicle is being sold?

Bill of Sale - Motor Vehicle -

— The Bill of Sale - Motor Vehicle is a document under which

Make one or more sellers transfer title rights in a motor vehicle to
Model one or more buyers. This document only represents the
transfer of the RIGHT to ownership; the motor vehicle’s

VIN certificate of title represents ACTUAL ownership. Thus,
this document and the certificate of title are needed to
complete the transfer of the motor vehicle.

The Bill of Sale - Motor Vehicle should be signed by the
seller(s), and becomes effective as of the date provided in

For example, 1990, Toyota, Camry, 289A5436BH5868. the text of the document. The buyer(s) should sign the Bill
m m _ of Sale - Motor Vehicle immediately below the odometer
- : — statement in the document. The buyer(s) should also -

BILL OF SALE - MOTOR VEHICLE

For the consideration of $5,250.00, Sara Albertson (the "Seller"), of 2887 Fourth Place
12, does hereby sell, assign and transfer to Jesse Martinez (the "Buyer"),
of 7761 Cedar Road, Riverton, Indiana 46323, the following described motor vehicle (the

Harrington, Indiana 463

U ZUl/ Lerngdge Ledining . ividy 1ot pe scdrireaq, copieu
Page 175 or duplicated, or posted to a publicly accessible website,
Figure 4-14 in whole or in part.




Productivity Applications

WE—

* Tax preparation software is an application that
can guide individuals, families, or small businesses
through the process of filing federal and state
taxes LT sl

- » Q&A Forms Save Alerts Tools Edfile Print Help

All jIMIDucumems
=) Federal

=12 Forms and Schedules

53-{2) Form 1040 - U.S. Individual Income Tax Return

] Federal Form 1040 -U.S, Individual Income Tax Return

) Form 10404 - U.S. Individual Income Tax Return
) Form 1040EZ - Income Tax Return for Single and Joir
&1 {2) Form 1040-55 - U.5. Self-Employment Tax Return
%1 {3 Form 1040V - Payment Youcher
& {2 Form 1040-ES - Estimated Tax Worksheet
{2 Form 1040X - Amended U.S. Indvidual Income Tax Return
) Schedule A - Itemized Deductions
j ;z:‘;ﬁ: i i ;‘:’é(‘i isfj:::;:ei“d‘ Chy, fowen or post office T ZP Code i
) Schedule C-Statutory Employee - Profit or Loss from Business for Statutory Employees P SOy s For SRy Fomgraoaicod |
) Schedule D - Capital Gains and Losses y
) Schedule D - Short-Term Capital Gains Summary Report J
=) Schedule D - Long-Term Capital Gains Summary Report
() Schedule EIC - Earned Income Credit Filing 1 | X |Single
) Schedule E, Pg 1 - Supplemental Income and Loss Status 2 Married filing joint return (even if only one had income)
() Schedule E, Pg 2 - Supplemental Income and Loss ™
L) Schedule F - Profit or Loss From Farming
() Schedule H - Household Employment Taxes
() Schedule - Income Averaging for Farmers and Fishermen

FORM Department of the Treasury - internal Revenue Service

1040 u.s. individual Income Tax Return ‘ous

Filers

Vour first name

initiall_Last name \

Home address (number and street) Apt

Married filing separate return. Enter SSN above and full nam
3 First Name sl Last Name
[JCheck here if you i

apart from your spouse

T A Head of household (with qualifying person)
=] ;:ezje EE CTredw for m;g:;m;r theﬂ\;ab‘ed If the qualifying person is a child but not your dependent ente
I SO e ket Tax 4 First name Lastname

() Schedule SE - Spouse - Self Employment Tax

) Form 1045 - Applcation for Tentative Refund Also enter the childs SSN »

{23 Form 1045 - Application for Tentative Refund Additional Forms 5 Qualifying widowi(er) with dependent child
%) {2) Form 1045 - Schedule A--NOL Stk S Check to ndicale whether the taxpayer o spouse were enrolle
5){3) Form 1045 - Schedule B—-NOL Carryover For Retrement Savings Creqy 327 Partof 8ny S calendar mantis (nol necessarly consecul
1-{_3) Form 1115 - Foreign Tax Credit [ Taxpayer was a student [OTaxpayer was nota
@) {2) Form 1310 - Refund Due a Deceased Taxpayer [JSpouse was a student [JSpouse was nota ¢
41 {2 Form 2106 - Employee Business Expenses Disability Status Theck 1o maicale Whether The [BXpayer of SpOUSE Were permai
59 Form 2120 - Multiple Support Dedaration
1 {_) Form 2210 - Underpayment of Estimated Tax by Individuals [OJTaxpayer was disabled [ISpouse was disabl
{2 Form 2210 - Schedule Al - Annualized Income Instaliment Method .
41 () Form 2210F - Underpayment of Estimated Tax by Farmers and Fishermen | _Ga[EYourselt DaleotBit:_________ DaleofDeath

i ~ll Frvamntinne - bl

Vi

T evas Culipupe Evun

TID s IViUy 11Ul ML UtulilIcu) CUpNICU

Page 176 or duplicated, or posted to a publicly accessible website,
Figure 4-15 in whole or in part.




Productivity Applications

* Document management software is an application that
provides a means for sharing, distributing, and searching
through documents by converting them into a format

that can be viewed by any user

3
o
Y O, "
i e
1 e 2
AE | e
)
staff can contact their managers or - )
security personnel. ww
balloon symbol g e
O€«———— indicates comment "
inserted in document
-
1

globe!

y
= eV Ar TelipuDY BTV Gy IVIUy TTVLE MY YU I v) WY MW
Page 176 or duplicated, or posted to a publicly accessible website, 21
Figure 4-16 in whole or in part.



Productivity Applications

O

* A large organization, commonly referred to as an
enterprise, requires special computing solutions
because of its size and geographic distribution

Engineering or
Human resources Accounting product Manufacturing S A
software software development software
software
Distribution Customer service
Sales software
software software

© 2017 Cengage Learning®. May not be scanned, copied
Page 177 or duplicated, or posted to a publicly accessible website,

in whole or in part.

Software for
information

technology staff




Graphics and Media Software

Computer-aided design
(CAD) software

Desktop publishing
software

Paint/Image editing
software

© 2017 Cengage Learning®. May not be scanned, copied
P.ages 180-181 or duplicated, or posted to a publicly accessible website,
Figures 4-17 - 4-19 in whole or in part.




Graphics and Media Software

Photo editing and
photo management
software

Video and audio
editing software

© 2017 Cengage Learning®. May not be scanned, copied
Pages 181 -183 or duplicated, or posted to a publicly accessible website,
Figures 4-20 —4-21 in whole or in part.




Graphics and Media Software

——

 Multimedia authoring
software allows users to
combine text, graphics,
audio, video, and animation
in an interactive application

* Website authoring
software helps users of all
skill levels create webpages
that include graphics, video,
audio, animation, and
special effects with
interactive content

© 2017 Cengage Learning®. May not be scanned, copied
or duplicated, or posted to a publicly accessible website,
in whole orin part

Page 184
Figure 4-22




Graphics and Media Software

WE————

A media player is a
program that allows you
to view images and e
animations, listen to - Raa 0
BRI ol ich video — e ——

() M Chrannels Q@ What's New J7 Music Guide ¢ Radio Playlist Central
L] @ Burn a OO Music Guide > Blues > Modern Blues > Chris Duarte > Love Is Greater Than Me
[ES ON your computer or L LU | CrrisDuarte
&
b Tracks
Albums options

Love Is Greater Than Me
(%) [¥] Play/add Album

aaaaa

Rate Aum

mobile device e
* Disc burning software

similar albums

[i 4 $9.99 | Buy WP
1. Baddness $0.99 | Buy WP,

writes text, graphics, e B =
: ; : ! — T, 5D L I
audio, and video filesona —= — i a3

recordable or rewritable
disc

R .
Page 185 © 2017 Cengage Learning®. May not be scanned, copied
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Personal Interest Applications

W

NENIE Medical Entertainment
applications applications applications

Convenience Education
applications applications

© 2017 Cengage Learning®. May not be scanned, copied
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Communications Applications

T

—
.

Mobile

Online

Discussion

Instant
Messaging

Web Feeds

© 2017 Cengage Learning®. May not be scanned, copied
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in whole or in part.

Internet Phone

Videoconference

Messaging




Security Tools

* A personal firewall is a security tool that detects
and protects a personal computer and its data
from unauthorized intrusions

ZONEALARM
' Free Firewall

© 2017 Cengage Learning®. May not be scanned, copied :
Page 189 or duplicated, or posted to a publicly accessible website,

Figure 4-24 in whole or in part.



Security Tools

M———

* An antivirus program protects a computer against
viruses by identifying and removing any computer
viruses found in memory, on storage media, or on
incoming files

X ¢ AVG. Anti-Virus FREE

@ You are protected

O % @m @

Computer Web Browsing Identity E-mails
@ Pr (®) Protected ¥) Protected (#) Protected

ctected

U 2 ®

+ More from AVG
Fix Performance  Mobile protection Speedtest Upgrade

0 Scan now c Update now

Computer
i-Virus protects your computer from v
Computer component is active.

© 2017 Cengage Learning®. May not be scanned, copied
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Figure 4-25 in whole or in part.




Security Tools

* Spyware is a type of program placed on a
computer or mobile device without the user’s
knowledge that secretly collects information
about the user and then communicates the
information it collects to some outside source
while the user is online

* Adware is a type of program that displays an
online advertisement in a banner or pop-up or
pop-under window on webpages, email
messages, or other Internet services

© 2017 Cengage Learning®. May not be scanned, copied
Page 192 or duplicated, or posted to a publicly accessible website, 31

in whole or in part.



Security Tools

—

A spyware remover is a type of
program that detects and deletes
spyware and similar programs

An adware remover is a program that
detects and deletes adware

© 2017 Cengage Learning®. May not be scanned, copied
Page 192 or duplicated, or posted to a publicly accessible website,

in whole or in part.



Security Tools

W

Anti-spam Web filtering
programs software

Pop-up and
pop-under
blockers

Phishing
filters

© 2017 Cengage Learning®. May not be scanned, copied
Pages 193 - 194 or duplicated, or posted to a publicly accessible website,
in whole or in part.




File, Disk, and System Management Tools

W

* A file manager is a tool that performs functions
related to file management

thumbnail

¢ Favorites
B Desktop
& Downloads

=1 Recent places

- Libraries
& Documents
@' Music

=/ Pictures

B Wideos

Daog and Kids Green Enerqgy

& Homegroup
W Computer

*‘H Metwark

© 2017 Cengage Learning®. May not be scanned, copied
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Figure 4-27 in whole or in part.




File, Disk, and System Management Tools

A

search

e A searchtoolisa —

Map/
program, usually ;__]

. , -
included with an - £ Google Maps

operating system, that el
. 1 Matt Gorl

attempts to locate a file, . A~ """
results &S GVKP board meeting
contact, calendar event,

. Work day
app, or any other item
stored on your
computer or mobile
device based on criteria

you specify

. Maps

© 2017 Cengage Learning®. May not be scanned, copied
or duplicated, or posted to a publicly accessible website,
in whole orin part

Page 195
Figure 4-28




File, Disk, and System Management Tools

—

* An image viewer is a
tool that allows users to = cesmss wmeensmaoviens = = B
display, copy, and print - |
the contents of a
graphics file, such as a
photo

 An uninstaller is a tool
that removes a
program, as well as any [
associated entriesinthe | 5 . LG o ¢
system files

© 2017 Cengage Learning®. May not be scanned, copied
s duplicated ted to a publicl ible websit
Figure 4-29 or duplicated, or posted to a publicly accessible website,

in whole orin part



File, Disk, and System Management Tools

T
* A disk cleanup tool searches for and removes
unnecessary files

= Dizk Cleanup iz calculating how much space vou will be
e abletofree on [C:). This may take a few minutes to

searching for complete.
unnecessary files

Calculating...

- e— Cancel

Scanning: System error memary dump files

© 2017 Cengage Learning®. May not be scanned, copied
Page 196 or duplicated, or posted to a publicly accessible website,
Figure 4-30 in whole or in part.




File, Disk, and System Management Tools

———

* A disk defragmenter is a tool that reorganizes the files
and unused space on a computer’s hard disk so that the

operating system accesses data more quickly and
programs run faster fragmented ik T frgment

defragmenting

— Defragmenting

disk after
defragmentation
process

file after
defragmenting

© 2017 Cengage Learning®. May not be scanned, copied
Page 197 or duplicated, or posted to a publicly accessible website,

Figure 4-31 in whole or in part.



File, Disk, and System Management Tools

A screen saver is a tool that causes a display device’s screen to show

a moving image or blank screen if no keyboard or mouse activity
occurs for a specified time

A file compression tool shrinks the size of a file(s)

N

A PC maintenance tool is a program that identifies and fixes
operating system problems, detects and repairs drive problems, and
includes the capability of improving a computer’s performance

© 2017 Cengage Learning®. May not be scanned, copied
Pages 197 - 198 or duplicated, or posted to a publicly accessible website,

in whole or in part.



File, Disk, and System Management Tools

———

* A backup tool allows
users to copy, or back

up, selected files or the == = ==
contents of an entire
storage medium to s o
another storage
location e s

* A restore tool reverses p— —
the process and returns oo

backed up files to their *’
original form

© 2017 Cengage Learning®. May not be scanned, copied
I duplicated ted to a publicl ible websit
Figure 4-32 or duplicated, or pc?s edtoa pl.J icly accessible website,
in whole orin part




Summary
T

Programs and apps Role of the operating
available for system and the Features of a variety
computers and mobile various ways software of applications
devices is distributed

ecurity tools anc
disk, and system
management tools

Communications
applications

© 2017 Cengage Learning®. May not be scanned, copied
Page 199 or duplicated, or posted to a publicly accessible website,
in whole or in part.
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