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PREFACE

The course that uses Microcomputer Use: Software Applications and
Problem Solving with WordPerfect, WordStar, Lotus 1-2-3, and dBASE III
Plus may well be the most interesting and useful one students take. It
would be difficult to think of many academic areas in which the develop-
ments in technology continue to be so rapid and astonishing, and virtually
no career or profession remains untouched by the everchanging role of the
microcomputer. Whether students enter business, teaching, or the profes-
sions, they will interact with the computer. Facility in microcomputer use is
a highly valued asset in the work place.

It is obvious that this skill is desirable. But which aspects of computer
use are best to include in a microcomputer course? What types of
applications are most appropriate for students? And how can instructors
educate rather than simply train students in microcomputer use? To
address these questions, Microcomputer Use: Software Applications and
Problem Solving uses the following features.

Concepts should be stressed along with techniques, so that education and
skill building are combined. Different manufacturers of the same type of
software give their packages different procedures and capabilities. New
versions of the same software package differ from their predecessors (as can
be seen in WordPerfect’s versions 4.2 and 5.0, presented simultaneously in
Chapters 3-5). If students have been taught only which buttons to
push—if they have been trained but not educated—then their knowledge
will quickly become obsolete. Much better prepared for change are the
students who grasp the technological and business needs that the various
software packages attempt to meet. In Microcomputer Use: Software Ap-
Dlications and Problem Solving, each lesson first presents the concepts—
to help educate the user. The tutorials then train the user in which buttons
to push to produce specific results.

CONCEPTUAL
FOUNDATION
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TUTORIALS
AND EXERCISES
WITH
REAL-WORLD
APPLICATIONS

COMPREHENSIVE,
VERSATILE
STRUCTURE

Once they know the conceptual bases for different techniques and
applications, students learn best by doing. The tutorials and exercises in
each lesson of Microcomputer Use: Software Applications and Problem
Solving follow this “learn by doing” approach. Whenever possible, they
focus on practical applications—such as using word processing to produce
business letters, resumés, and term papers; using a spreadsheet to pre-
pare an individual budget, analyze financial data, and create charts and
graphs to display and compare data more clearly and imaginatively; and
using a database to maintain a list of book or compact disk titles or the
list of customers and inventories required in many typical business
applications.

Microcomputer Use: Software Applications and Problem Solving is com-
posed of 13 lessons organized into 5 major parts. Part One, Microcomputer
Fundamentals, provides an introduction to microcomputer hardware and
software, including a discussion of the essential MS-DOS system commands
each student needs to prepare a disk for future exercises; Part Two, Word
Processing, includes three lessons on word processing; Part Three, Elec-
tronic Spreadsheets, has three lessons about spreadsheets; and Part Four,
Database Management, presents three lessons about database manage-
ment. Part Five, Other Microcomputer Applications, contains lessons on
using the microcomputer for data communications, statistics and graphics,
and various other management applications.

Students who have little or no experience using a microcomputer
should certainly begin with Part One. Parts Two through Four can be
studied in any order, but it is usually most useful to study the parts in the
order presented, especially if output from the spreadsheet or the database
management system is to be integrated into a document produced on a
word processor.

Each lesson contains an extensive discussion of key concepts, a
summary, and exercises that range from simple to challenging. Lessons
1-11, which deal with the operating system and specific software applica-
tions, contain tutorials that help students truly understand and appreciate
the concepts and reach a competent, confident skill level.

The tutorials and exercises provide over 100 hours of computer lab
time. The tutorials teach the use of a software package in a step-by-step
manner, taking the student slowly and thoroughly from booting the
microcomputer, to entering specific data, to saving data on a file, to
retrieving and editing that file, to printing the final product. The exercises,
which let students practice their new knowledge, range from simple
reinforcement of skills, through mastery of a wide variety of topics, to more
difficult, project-length assignments.
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Students need access to software that is reasonable in cost yet, to the
greatest degree possible, full-featured, up-to-date, and similar to what they
are likely to find in the work place. In the areas of databases and
spreadsheets, identifying the most popular commercial packages is rela-
tively easy: dBASE 111 Plus and Lotus 1-2-3, both covered here, are currently
the most popular packages. In word processing, however, the choice is not
so obvious. WordStar has been the industry leader, but WordPerfect is
currently the best seller. Therefore, we have included them both. Also, for
those who prefer an inexpensive work-alike of Lotus 1-2-3, a VP-Planner/
VP-Planner Plus supplement is available. Some schools prefer, and can
afford, to purchase sufficient copies of the latest versions of these commer-
cial software packages. Others will opt to use educational versions, which
may not contain all the options of the commercial versions but will be more
than sufficient for almost every conceivable student application.

Harcourt Brace Jovanovich, the publisher of this textbook, has
contracted with the commercial software producers to make the most
recent educational versions of several of the above-mentioned packages
available at no cost to schools that adopt this book. Specifications for each
of these packages are given on page 82 for WordPerfect, page 340 for dBASE
111 Plus, and on page 547 for VP-Planner Plus. Whether students use the full
commercial version or the educational version of the software, Microcom-
puter Use: Software Applications and Problem Solving will fit their needs.
For still other schools or individuals who prefer to use software specifically
created for educational purposes but featuring the typical “‘commercial”
options, another version of this book— Microcomputer Use: Word Proces-
sors, Spreadsheets, and Data Bases, Second Edition, by Teresa Alberte-
Hallam, Stephen F. Hallam, and James Hallam—is available with accompa-
nying free MicroUSE software for the IBM PC and compatibles.

Although students may learn how to apply the personal computer using the
currently most popular commercial software packages, they should be
introduced to the main features of some of the competing packages, such
as SuperCalc, R:BASE, and Paradox. No one software package can suit every
need, but each has advantages. Microcomputer Use: Software Applications
and Problem Solving examines the concerns involved in selecting the
appropriate software for word processing, spreadsheet, database, and other
applications and briefly presents the main features of over a dozen
packages.

The major portion of the book is devoted to word processing, spreadsheets,
and databases, but several other exciting and useful areas of application are
also considered: data communications and public-access databases such as

SOFTWARE
OPTIONS

TIPS ON
SELECTION
AND
COMPARISON
OF SOFTWARE

OTHER
APPLICATIONS
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The publisher of this textbook has contracted with commercial software
firms to make educational versions of WordPerfect 4.2 and dBASE III PLUS
available, through instructors, to the students who use this textbook.
Instructors who request this software will receive specific instructions on
how to inform students of their rights and responsibilities under those
license agreements.

In addition, the publisher is required to print the following notices in
the Preface. The first notice duplicates the license agreement under which
dBASE III PLUS is made available; the second lists in detail the nature of
the limitations to the educational version of WordPerfect 4.2.

dBASE III PLUS

Important: Please read this page before using the dBASE 111 Plus program, a
copy of which is being made available to you for use in conjunction with
this Textbook pursuant to the terms of this Agreement for educational,
training and/or demonstration purposes. By using the dBASE III Plus
program, you show your agreement to the terms of this license.

Exclusions of Warranties and Limitations of Liability

THE COPY OF THE dBASE III PLUS PROGRAM MADE AVAILABLE FOR
USE WITH THIS TEXTBOOK IS A LIMITED FUNCTIONALITY VERSION
OF dBASE IIT PLUS, AND IS INTENDED SOLELY FOR EDUCATIONAL,
TRAINING AND DEMONSTRATION PURPOSES. ACCORDINGLY, THIS
COPY OF dBASE IIT PLUS IS PROVIDED “AS IS,” WITHOUT WARRANTY
OF ANY KIND FROM ASHTON-TATE OR HARCOURT BRACE ]JO-
VANOVICH, INC. ASHTON-TATE AND HARCOURT BRACE JOVANOVICH,
INC. HEREBY DISCLAIM ALL WARRANTIES OF ANY KIND WITH RE-
SPECT TO THIS LIMITED FUNCTIONALITY COPY OF dBASE III PLUS,
INCLUDING WITHOUT LIMITATION THE IMPLIED WARRANTIES OF
MERCHANTABILITY AND FITNESS FOR A PARTICULAR PURPOSE. NEI-
THER ASHTON-TATE NOR HARCOURT BRACE JOVANOVICH SHALL BE
LIABLE UNDER ANY CIRCUMSTANCES FOR CONSEQUENTIAL, INCI-
DENTAL, SPECIAL OR EXEMPLARY DAMAGES ARISING OUT OF THE
USE OF THIS LIMITED FUNCTIONALITY COPY OF dBASE III PLUS,
EVEN IF ASHTON-TATE OR HARCOURT BRACE JOVANOVICH HAS BEEN
APPRISED OF THE LIKELIHOOD OF SUCH DAMAGES OCCURRING. IN
NO EVENT WILL ASHTON-TATE’S OR HARCOURT BRACE JOVANOVICH’S
LIABILITY (WHETHER BASED ON AN ACTION OR CLAIM IN CON-
TRACT, TORT OR OTHERWISE) ARISING OUT OF THE USE OF THIS
LIMITED FUNCTIONALITY COPY OF dBASE III PLUS EXCEED THE
AMOUNT PAID FOR THIS TEXTBOOK.

SOFTWARE
LICENSING
INFORMATION
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Limited Use Software License Agreement
Definitions

The term “Software” as used in this agreement means the Limited Use
version of dBASE IIT Plus which is made available for use in conjunction
with this Textbook solely for educational, training and/or demonstration
purposes. The term “Software Copies” means the actual copies of all or any
portion of the Software, including back-ups, updates, merged or partial
copies permitted hereunder.

Permitted Uses

You may:

* Load into RAM and use the Software on a single terminal or a
single workstation of a computer (or its replacement).

¢ Install the Software onto a permanent storage device (a hard disk
drive).

* Make and maintain up to three back-up copies provided they are
used only for back-up purposes, and you keep possession of the
back-ups. In addition, all the information appearing on the original
disk labels (including copyright notice) must be copied onto the
back-up labels.

This license gives you certain limited rights to use the Software and
Software Copies for educational, training and/or demonstration purposes.
You do not become the owner of and Ashton-Tate retains title to, all the
Software and Software Copies. In addition, you agree to use reasonable
efforts to protect the Software from unauthorized use, reproduction,
distribution or publication.

All rights not specifically granted in this license are reserved by
Ashton-Tate.

Uses Not Permitted

You may not:

Make copies of the Software, except as permitted above.

* Rent, lease, sublicense, time-share, lend or transfer the Software
Software Copies or your rights under this license except that
transfers may be made with Ashton-Tate’s prior written
authorization.

)

¢ Alter, decompile, disassemble, or reverse-engineer the Software.

* Remove or obscure the Ashton-Tate copyright and trademark
notices.
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* Use the Software or Software Copies outside the United States or
Canada.

Duration

This agreement is effective from the day you first use the Software. Your
license continues for fifty years or until you return to Ashton-Tate the
original disks and any back-up copies, whichever comes first.

If you breach this agreement, Ashton-Tate can terminate this license
upon notifying you in writing. You will be required to return all Software
Copies. Ashton-Tate can also enforce our other legal rights.

General

This agreement represents the entire understanding and agreement regard-
ing the Software and Software Copies and supersedes any prior purchase
order, communication, advertising or representation.

This license may only be modified in a written amendment signed by
an authorized Ashton-Tate officer. If any provision of this agreement shall
be unlawful, void, or for any reason unenforceable, it shall be deemed
severable from, and shall in no way affect the validity or enforceability of
the remaining provisions of this agreement. This agreement will be
governed by California law.

WORDPERFECT

The Limited-Use introductory version of WordPerfect 4.2 (L-WP) is intend-
ed to allow one to learn the features of WordPerfect 4.2; however, the L-WP
is not intended to allow one to print usable academic or professional
documents.!

Certain limitations (whbich should not deter learning WordPerfect through
the L-WP) have been encrypted into the L-WP to guard against productive
use, and are as follows:

I.  One may work with as large a document on screen as desired,
but one may only save to disk a data file no larger than 50,000k
(appx. 25-30 regular pages).

1. A data file created with the L-WP cannot be imported into
regular WordPerfect, nor can a file created in regular
WordPerfect be imported into L-WP.

o wpC” will be automatically printed after each paragraph of text to discourage academic or
professional use of the L-WP. See paragraph 1I on page x.
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II. Data files of any size may be printed through parallel printer
port “1” without defining a printer, but font changes and
extended ASCII characters are not allowed. Also, "*WPC” will
be printed after each paragraph.

III. One will be able to learn all the functions of WordPerfect
4.2’s speller and thesaurus by calling up the “readme.wp” file
and following the step-by-step directions; however, one
cannot use the L-WP speller and thesaurus with any of one’s
own documents because there are only a limited number of
words in the L-WP speller and thesaurus. (The regular speller
has 115,000 words, and the regular thesaurus has
approximately 150,000 words.) ‘

IV. The help file of L-WP allows the user to retrieve the
function-key template, but similar to the speller and the
thesaurus described above, space will not allow the full help
files on the L-WP disk.

L-WP is designed to be used for introductory, word processing courses, and
thus far has been well received in these types of environments. Notwith-
standing the broad abilities provided in the L-WP, presumably the L-WP
will not satisfactorily substitute for regular WordPerfect 4.2, and therefore
the full-feature version may be obtained directly from WordPerfect Corpora-
tion at a 75% educational discount.
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