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Study Guide: Chapter 22 — Software Types
Objective:

Explain the purpose and proper use of different types of software.

Introduction

Software enables computers to function as powerful tools for various tasks. Different types of
software serve different purposes, from general productivity to business operations.
Understanding these software types is crucial, especially for those preparing for the ITF+ exam.

This chapter covers:

e Productivity Software
o Collaboration Software
e Business Software

1. What is Software?

Software is a set of instructions that tell a computer what to do. The operating system (OS) is
one example, but many other types of software help users complete tasks for work,
communication, and business.

Key Categories of Software

1. Productivity Software — Commonly used for daily tasks such as writing, calculating,
and presenting information.

2. Collaboration Software — Helps teams communicate and work together efficiently.

3. Business Software — Manages business operations, including finance, project
management, and specialized industry needs.

2. Productivity Software

Used for daily tasks in personal and professional settings. Administrators typically install the
same productivity software on all systems in an organization.
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Examples of Productivity Software

Type

Purpose

Examples

Word Processing

Create, edit, and share text-
based documents.

Microsoft Word, Google
Docs, Apple Pages

Spreadsheets

Organize, analyze, and
visualize numerical data.

Microsoft Excel, Google
Sheets, Apple Numbers

Presentation Software

Create and present visual
slideshows.

Microsoft PowerPoint,
Google Slides, Apple
Keynote

Web Browsers

Access and interact with web
content.

Google Chrome, Microsoft
Edge, Apple Safari

Visual Diagramming
Software

Create diagrams and
flowcharts.

Microsoft Visio, Lucidchart

Exam Tip:

You will likely encounter at least one ITF+ exam question on productivity software. Be
prepared to identify the right software for different scenarios.

3. Collaboration Software

Collaboration software enables users to work together, communicate, and share information in

real time.

Examples of Collaboration Software

Type

Purpose

Examples

Email Clients

Manage email
communication.

Microsoft Outlook

Conferencing Software

Enable virtual meetings with
audio and video.

Zoom, Skype, Microsoft
Teams

Online Workspaces

Provide a shared digital
environment for messaging
and document sharing.

Zoom, Skype, Microsoft
Teams




4. Business Software
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Business software is designed to manage and run operations efficiently.

Examples of Business Software

Type

Purpose

Examples

Project Management
Software

Schedule tasks, track
progress, and manage
complex projects.

Microsoft Project, Trello,
Asana

Accounting Software

Track finances, invoices, and
payroll.

QuickBooks, FreshBooks,
Xero

Computer-Aided Design
(CAD)

Create product designs and
structures.

AutoCAD, SolidWorks

Computer-Aided
Manufacturing (CAM)

Control and optimize
production processes.

Fusion 360, Mastercam

Custom Business Software

Many organizations develop custom software to meet specific business needs.

5. Summary

Software Category

Purpose

Examples

Productivity Software

Helps users complete daily
work tasks.

Word processors,
spreadsheets, presentation
software, web browsers,
visual diagramming tools

Collaboration Software

Helps teams communicate
and work together.

Email clients, conferencing
software, online workspaces

Business Software

Manages and runs business
operations.

Project management,
accounting, CAD, CAM
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Key Takeaways for ITF+ Exam

o Be familiar with different types of software and their uses.

« Understand how to match software types to specific business or personal needs.

o Expect at least one scenario-based question requiring you to identify the right software
for a task.

By understanding these software types, you'll be well-prepared for the ITF+ exam and real-
world applications! g7
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