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FEATURES OF THE
TEXT

The overall purpose of this book is to provide students with an up-to-
date and comprehensive introduction to the principles of computers
and data processing. This book and accompanying student learning
aids and language supplements are intended for the first course in
computers and data processing. Previous course work and computer-
related experience are not required.

Every effort has been made to make this data processing “package”
one of the most effective on the market today. In order to accomplish
this objective, a number of features have been built into the book, the
study guide, and the language supplements.

To facilitate learning, the text uses an integrative approach with a
logical flow from one topic to the next. Whenever possible, the material
in one section is related and integrated with material in other sections.
Furthermore, students are asked to take an active role in the learning
process.

The text is designed to be extremely flexible. The first part covers
the fundamentals of data processing. After completing Part |, Parts I
through V may be covered in any order. Chapter 2 (hardware and soft-
ware) leads to Part Il (hardware) and Part I1| (software). Chapter 3 (sys-
tems and the data processing environment) leads to Part IV (systems)
and Part V (the data processing environment). This book is designed
using the top down approach and structured design. These concepts,
which are covered in this book, are very successful techniques used to
design computer systems and programs. Figure 1 portrays the organi-
zation and structure of the book.

A set of integrated cases at the end of the book ties together the
chapters for each part and integrates the parts into a unified whole.
One case is continued for every part. Students will be able to trace a
growing company and experience some of the data processing prob-
lems that occur. Some of the cases are also continued in the instruc-
tor's manual. The overall approach is to apply what is learned to real
situations.

Each chapter is designed to be a complete learning package. The
chapter starts with a chapter outline and several learning objectives.
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There are ample illustrations and pictures, and the writing style is sim-
ple and concise. A detailed summary is at the end followed by a list of
key terms and concepts and a list of short answer questions. Following
the questions, there is a miniquiz which is self-correcting. The miniquiz
tests students on the knowledge they have acquired and the extent to
which they have satisfied the learning objectives. There is at least one
item of interest in each chapter. This item of interest is either an article
from a newspaper or journal, a quotation from a key executive in the
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data processing industry, or an actual success story of how a profit or
nonprofit organization was able to successfully use a computer system.
These items of interest have been selected to strengthen a point made
in the chapter and to increase student interest in data processing in
general.

This book also contains several support modules to various chap-
ters. These support modules explore careers in data processing, dis-
cuss important social issues, cover the use of inexpensive microcom-
puters, or investigate computer numbering systems and data
representation. These support modules can be covered or omitted
without loss of continuity depending upon the purpose of the course
and the desires of the instructor.

A NOTE TO How you use this text depends in part upon the instructor. There is
STUDENTS ON HOW great flexibility in designing the course and in using the materials in

TO USE THE TEXT this package. Your instructor will decide whether or not you will need
AND SUPPLEMENTS the student learning aid or one or more of the language supplements.

Once the supplements and materials to be used have been deter-
mined, it will be your responsibility to get the most from the assigned
work. Here are some hints.

After a chapter or support module has been assigned in the text,
you should first look at the chapter outline. This will give you an over-
view of the major topics that will be discussed. Next, you should read
and make a note of the learning objectives. At the end of the chapter
or support module, you will be expected to have accomplished these
objectives. While you are reading the chapter or support module, you
may wish to place your own notes in the margin. After reading the ma-
terial, review the key terms and concepts and do all of the end-of-
chapter questions and exercises. If you believe you understand the
material, try the miniquiz. Once you have completed all of this, you
might want a final review before reading new material. The best way to
do this is to review the outline, the learning objectives, the questions,
and the key terms and concepts. This review process will help you re-
tain the material for future use.

Your learning should not be limited to this text or the courses you are
taking. Take an active part in your education. Read newspaper and
magazine articles that describe how the computer has been used in
your field. Computer manufacturers are willing to supply students with
information on a number of subjects related to data processing and
computers. If the local branch does not have the information, ask for
the address and phone number of the national office. These compa-
nies realize you may be a future employee or customer, and they are
willing to help you. You may also want to talk to several local compa-
nies about how they use computers in business. This could give you
some excellent contacts for future employment.
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The concepts presented in any introductory course are many and
varied. This is certainly true of any introductory course in data process-
ing. It can be very difficult for students to pull these concepts together.
It can also be difficult for students to comprehend how various con-
cepts and materials are applied in actual organizations. To overcome
these difficulties, we will show you how a large and successful organi-
zation has efficiently and effectively employed data processing facili-
ties.

The company we will feature in this book is American Express Travel
Related Services Company, Inc. (referred to in this book as American
Express). In most chapters, you will see how the concepts you are
learning have been implemented by American Express. This will give
you the unique opportunity to see how one company uses hardware,
software, data bases, data processing personnel, and operational pro-
cedures to its benefit.

During the course of this text, use is made of a number of American
Express (and its affiliated companies) trademarks, service marks, and
copyrighted material in addition to those marks specified below. This
use is made with the knowledge and permission of American Express
for this limited purpose alone. Appropriate notice as required by law
has been affixed to denote the cited marks and copyrighted material.

American Express® and Gold Card® are registered service marks of
American Express.

“Don't leave home without it"® is a registered service mark of Ameri-
can Express, certificate of registration 1,151,224.

| would like to thank Jim Welch, Terry Smith, Bob Lemker, Mike Con-
nolly, Jim Kravit, Joseph Rosenbaum, and many others at American
Express for their help in developing this material.
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