Software: Operating Systems,

Business Applications and Office Suites

Understanding the core software that powers your computer, phone, and the modern workplace
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PART 1
Operating Systems

The Digital Conductor: Understanding the core software that powers your computer, phone, and the world
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The Analogy: The Orchestra Conductor

&  Hardware (CPU, memory, keyboard) = Orchestra musicians
Applications (Word, Chrome, games) = Musical score
&  Operating System = The Conductor

~  Directs all pieces to work together in harmony




What is an Operating System (0S)?

The most important software that runs on a computer.
It acts as a bridge between you, your applications, and
the physical hardware.

Without an OS, your computer would be a collection of
components that cannot communicate with each other
or with you.

Core Jobs of the OS:

% Process Management Manages which applications
run and how they use the CPU

= Memory Management Allocates RAM,
ensuring applications don't interfere

L System Management Creates, saves,
and organizes files and folders

L0 Hardware & Device Management Talks to
peripherals (printers, monitors, keyboards)

-

User Interface (Ul) Provides the way you
interact with the machine



The Desktop OS Landscape

In the world of personal computers, three families dominate the scene. Your choice often defines
your user experience and the software you can run.

] Windows

The dominant player in business
and home PC markets. Offers the
widest software compatibility and
hardware support.

Corporate Standard

LJ macOS

Apple's proprietary OS, known for
its sleek interface and seamless
integration with other Apple
devices.

Integrated Elegance

Linux

A family of open-source, free
operating systems. Highly
customizable and powers most of
the internet's servers.



Microsoft Windows - The Corporate Standard

~ Strengths

o
Massive Compatibility Runs the widest variety of

programs and works with the most hardware

d

In

OWS 11 ’ * Familiarity Most people have used it; the
S learning curve is low

M Gaming The primary platform
for PC gaming

“ Weaknesses

Key Characteristic o)

Security A common target for viruses and malware

The dominant player in the business and home PC market _
(though much improved)

2% Ideal For

Office Workers PC Gamers Business Software Users




macOS - The Integrated Elegance

~ Strengths

i®  User Experience Sleek,
intuitive, and stable interface

(D Ecosystem Integration Seamless work with
iPhone, iPad, and Apple Watch

o Security Less vulnerable to viruses
and malware

“ Weaknesses

$  Cost Higher

Key Characteristic hardware cost

Apple's proprietary OS, available only on Apple Macs
®  software Library More limited for

certain specialized fields

2% Ideal For

Creatives Developers Apple Ecosystem Users




Free & Open Source No
cost and highly
customizable

Ultra-Stable & Secure Powers most of the
internet's servers and supercomputers

Power & Control Beloved by developers
and system administrators

Learning Curve Can have
a steeper learning curve

A family of operating systems

Software Compatibility Not all commercial
software (like Adobe Suite) is available



The Mobile World: Android & iOS

¢85 Android & ios

[/ Open-source, used by many manufacturers B Closed ecosystem, only on Apple devices
~" Strengths ~" Strengths
[0 Huge variety of devices and prices i@ Consistent, user-friendly experience

i= Highly customizable [0 Tight integration with other Apple products

Open app ecosystem @ Perceived as more secure

The Takeaway: The same core principles apply—the OS manages the phone's resources and runs your apps.



Key Takeaways & Conclusion

o Essential Conductor Choice Defines (G0 It's Everywhere
llﬂ Experience
@ Manages hardware and @ Powers your laptop and phone
software resources ©  windows: Offers breadth @ Runs servers that host websites
@ Acts as bridge between users andl compatibility @ Embedded in smart devices

and hardware @  macos: Offers integration and appliances

. and elegance
@ Enables applications to :

function properly @ Linux: Offers power and freedom

The next time you use your computer or phone, remember the unseen conductor—the Operating System—working
- hard to give you a smooth and powerful experience.



PART 2
Business Applications Explained

The Specialized Tools of the Modern Company:

How software like ERP and CRM creates efficient, data-driven organizations

;::




From General to Specialized Software

® General-Purpose #1 Business-Specific
Software designed for broad use by many different types Software designed to handle complex, specialized needs
of users with common needs of organizations
=i Examples & Examples
l @ Web Browser l B Word Processor ' i ERP System l =% CRM Platform
l Email Client l ™ Photo Editor ' B HR Software l B Accounting Tools

Business Applications bridge the gap between general tools and specialized organizational needs



The Problem: The Siloed Department

sealed off from the outside world.

Data silos

A data silo is an isolated repository of data disconnected from the rest
of an organization’s information, much like how a grain silo on a farm is
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Sales Marketing Finance Customer
Data Data Data Data
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A In a company without integrated systems:
Sales sells a product but doesn't know if the Warehouse
has it in stock.

The Warehouse ships the product but Finance doesn't
know to create an invoice.

HR hires a new employee, but IT doesn't know to create
a login.

® What Are Silos?

%]
%]
%]

@ Business Impact

©® Operational Errors

Isolated departments that don't share information

Duplicate work across different teams

Inconsistent data across the organization

Frustrated
Employees

® Wasted Time

’I

Unhappy Customers



The Solution: A Single Source of Truth

Legacy
Systems ERP Internal
Databases Applications

' il
E ( I 3 ‘ Business
CRM \ — Processes

@ With integrated business applications:

Data is entered once and shared everywhere

Everyone is on the same page, looking at the same real-
time information

Processes become automated and streamlined

® What is a Single Source of Truth?
& Centralized data that everyone accesses
& Consistent information across all departments

& Real-time updates when data changes

~ Business Benefits

Better Decision

@ | d Effici
ncrease iciency il Making

@ Fewer Errors @ Happier Customers




ERP (Enterprise Resource Planning) - The Company's Brain

ERP System
(Enterprise Resource Planning System)
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Central |
Database E

Finance &
Accounting

[ o

Sales &
Marketing
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Management

——
Reporting o

Planning

@ Analogy

The Central Nervous System of the business. It connects
all major business functions.

i Core Modules

z)

Finance & |
Accounting

General ledger,
accounts
payable/receivable

Manufacturing an
Production planning,
scheduling, quality

control

Supply Chain &
Inventory
Managing stock
levels, suppliers,
logistics

Human Resources

Payroll, benefits,
recruiting

B What is ERP? B Popular ERP Systems

SAP | | Oracle Microsoft Dynamics | | NetSuite

A suite of integrated applications that manage a : )

company's core business processes, often in real-time.




How ERP Works: A Simple Story

A customer places an order on the website. The ERP system automatically triggers a
e ¢ seamless workflow across the entire company.

® @ O @
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Check Inventory Schedule Shipping Create Invoice Update Reports
Verifies product availability Arranges delivery and Sends billing information to Refreshes sales data for
in the warehouse provides tracking number finance department management review

One action triggers a seamless, automated workflow across the entire company



Customer Relationship Management

Generate Prospects

) @ |dentify Prospects / Leads
Run campaigns
\%, w Filter Prospects / Leads

Research market N

& customers ® Convertto Customers

A and diary for
every single customer.

Software for managing all your company's
with current and potential customers.

Every detail about a
customer in one
place

Tracks potential
deals from lead to
close

Logs every call,
email, and meeting

Manages support
tickets and service
issues



A customer calls with a complaint about a shipping delay.

® Without CRM ® With CRM

= "I'm sorry, can you explain the issue from the
beginning? | don't see the notes from your last

"~ "Hello [Customer Name], | can see you spoke with
my colleague yesterday about your shipping delay. |

call."
have an update for you right here."
® Results ® Results
Frustrated Customer, Repeated Information ‘Happy Customer | Efficient Service | Higher Sales

‘Wasted Time | Poor Experience Productive Staff




Other Essential Business Applications in an ERP

=» HR Software

Manages the entire employee lifecycle from
recruitment to retirement

2 Key Functions
O  Payroll © Benefits

© Time Tracking M@ Performance

Ba Popular HR Systems

Workday | | BambooHR ADP

i Accounting Software

Manages the company's financial transactions
and reporting

£ Key Functions
E Invoicing B Expense Tracking

B Financial Reports B Tax Preparation

B Popular Accounting Systems

QuickBooks | | Xero ;| Sage




PART 3
Office Suites

The Essential Productivity Tools: Word Processing, Spreadsheets, Presentations, and Collaboration
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Word Processing with Microsoft Word

Design Layout References Mailings

0y = 2N P 2t
B3 Cover Page D Kl 9 F)' =] SmartArt &l Store
[ Blank Page Sl & N g Chart
T Table  Pictures Online Shapes _
*— Page Break = Pictures =~ 4 Screenshot~

Pages Tables Illustratiol Available Windows
O T —

as+ Screen Clipping

Review

View

.‘ M)’ Add-ins ~ Wlklpedla g
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Key Feature

The industry standard for document creation and editing

#* Common Use Cases

Reports Resumes Contracts Newsletters

Academic Papers

~Key Capabilities

Advanced Formatting Styles,
themes, and layout options

Wl Tables & Graphics Insert and format
tables, images, charts
A,

Proofing Tools Spell check, grammar,
and thesaurus

Collaboration Track changes, comments,
co-authoring

@ (Cloud Integration AutoSave and
access from anywhere



Spreadsheets with Microsoft Excel
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Revenue (in thousands)

A B c D E E G H 1 J K
Department| @1 | a2 | a3 Qs

Sales 120 130 150 160

Marketing %0 ES 100 110 Quarterly Revenue Bar Chart
RE&D 60 70 s0

HR a0 as s0

113 80 a5 S0

Finance 110 115 120

Operations 75 30 85

Legal 50 55 60

Admin 30 35 40

Support as so ss

Quarterly Revenue Column Chart

Departments
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=Qa

Key Feature

The industry standard for data analysis and visualization

8 Common Use Cases

Financial Analysis

Project Management

Data Tracking

Statistical Analysis

Budget Planning

~ Key Capabilities
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Formulas & Functions Powerful
calculations and data manipulation

Data Visualization Charts,
graphs, and pivot tables

Data Management Sorting,
filtering, and data validation

Pivot Tables Summarize and
analyze large datasets

Macros & VBA
Automate repetitive
tasks



Presentations with Microsoft PowerPoint

~ Key Capabilities

P 3 Design Tools Templates, themes,
and layout options

©  Animations & Transitions Dynamic
effects between slides and elements

@ pata Visualization Charts, graphs,
and SmartArt graphics

2GRl L 2)  presenter Tools Speaker notes,

timer, and presenter view
The industry standard for creating and delivering professional presentations

‘=% Collaboration Real-time co-
authoring and commenting

% Common Use Cases

Business Meetings Training Sessions Sales Pitches

Academic Lectures Conference Talks



Collaboration Tools: Google Workspace vs.

& Google Workspace

Cloud-first approach with web-based applications and
seamless real-time collaboration

i Key Applications

B Docs i Sheets
[>] Slides Gmail

% Key Strengths
Real-time Collaboration Cloud Storage

Mobile Experience Cost-effective

Microsoft 365

H1  Microsoft 365

clood-first approach with powerful applications and
enterprise-grade features

i Key Applications

B Word m Excel

] PowerPoint Outlook

% Key Strengths

Advanced Features Enterprise Integration

Offline Capability Industry Standard




Word
Processing

@ Document

creation with
advanced
formatting
Collaboration
tools for real-time
editing

Templates for
professional
documents

]
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Key Takeaways & Conclusion

Spreadsheets

Data analysis
with powerful
formulas

Visualization
through charts
and graphs

Pivot tables for
data
summarization

Presentations

Visual storytelling
with design tools

Animations to
engage audience

Presenter view
for confident
delivery
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Collaboration

Real-time editing
across devices

Cloud storage for
accessibility

Integration
between
applications

Office suites are essential productivity tools that enable efficient document creation, data analysis, and collaboration

in modern workplaces.



