Choosing the correct software for the task
1. Make a list of different types of software (at least 5).

· Note – It is the type of software wanted, not the manufacturer’s name

· Eg:  Word processing not Microsoft Word.

	· Word processing




2. Give different types of software that can be used to produce the following items.  You can use the same type of software more than once.
	Item
	Type of software

	A letter to a customer
	Eg: Word processing

	A record of customers details
	

	A graph showing sales figures
	

	Design plans for a new car
	

	Details of all students at a College
	

	A flyer telling people about an event
	

	A logo design
	

	A presentation to a group of students
	

	A poster advertising a sale
	

	A memo
	

	A sales invoice
	

	Cash flow forecast for tracking money
	


