IT2000
Software


Operating systems

These are basically programs which run in the background, providing the essential link between you and what appears on the screen.  The most common is Microsoft's Windows.  Many PCs also use DOS.  The operating system will control a range of functions, including: what happens when you switch on, the colour schemes, managing links to the various components of a system, determining how items are stored etc.

Make a note of the operating system you are using.

Essential applications

As well as an operating system there are several programs which are necessary to conduct day-to-day business.  Naturally these will vary with individuals' or organisations' needs but the following can be regarded as moreorless a bare minimum.

	Type
	Example
	
	Type
	Example

	Word processing
	Microsoft Word 


	
	Diary and address book
	Microsoft Outlook



	Number processing
	Microsoft Excel


	
	Internet browser
	Microsoft Internet Explorer



	Data management
	Microsoft Excel


	
	Image scanning and editing
	Serif PhotoPlus


	E-mail management
	Microsoft Outlook


	
	Virus protection
	McAfee VirusScan



	
	
	
	
	

	
	
	
	
	


There are many other examples of software for each type of task.  Make a note in the space provided of any alternatives to those listed that you are aware of.  If another application is essential in your field of work, add this to the list too.

Useful additional applications

As well as software to handle the basic tasks there are thousands of additional programs available.  The table below provides examples of just a few.

	Name
	What it does
	
	Name
	What it does

	Microsoft Access
	Professional database management
	
	Microsoft PowerPoint
	Produces and shows on-screen presentations and other DTP uses

	Serif Draw Plus
	Original artwork and design
	
	Microsoft Money
	Small business / home budget accounts management

	Caere Omnipage Pro
	Converts scanned text to WP documents
	
	Macromedia Dreamweaver MX
	Web page design

	Media Player
	Plays CDs, internet radio and music files
	
	Hauppage WinTV
	Acts as a TV tuner, displaying programmes on screen

	
	
	
	
	


Add any more that you know about.

Specialist tools and utilities

There are a whole host of programs which can help keep equipment running smoothly and well-organised, or which diagnose problems, sometimes automatically detecting conflicts before they cause loss of data.  This category includes items which may well be essential or in daily use by some people.  Others may just function in the background, unnoticed by many users. The advent of Windows XP operating system has incorporated many monitoring tasks which used to be performed by a range of different software. Most normal home-small office users will need little else.
The table below gives a few examples that you might encounter – try and find out what they do:

	Name
	What it does

	McAfee Security Centre

	

	IrfanView 3.80

	

	TweakUI

	

	Ad-aware 6.0


	

	WinZip 8.1a

	

	Adobe Acrobat Reader 6.0

	

	NetObjects Fusion 7.5

	

	CyberLink Power Producer 1.0

	

	Incredimail

	

	Mandrake Linux 9.1

	

	
	

	
	


You should be able to add a few more to this list.
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