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Preface

very day microcomputers become more important in our working lives.

Many companies have announced that microcomputer skills are not
only desirable but sometimes requirements for employment. This integra-
tion of microcomputers into society’s mainstream means that what you
learn from this book will surely help you in your academic pursuits and
your career.

This book presents concepts and enables hands-on experience in the
IBM-compatible environment. The software covered includes the operating
system and the three most widely used software productivity tools in the
business environment: word processing, database management and elec-
tronic spreadsheets. The software presented in each category is the best-
selling software of its type.

Just as driving a car and playing a musical instrument are developed
skills, using a microcomputer is a skill that evolves with practice. The
step-by-step approach used in this book will help you develop the skills to
become an effective user of microcomputers and microcomputer software.

How This Book Is Structured

This book is divided into five chapters.

¢ Chapter 1describes the components that together make up a com-
puter system.

¢ Chapter 2 introduces and illustrates the use of DOS, the operat-
ing system that orchestrates the integration of a computer
system’s various elements.

¢ Chapter 3 introduces and illustrates the use of WordPerfect 5.0
while presenting word processing concepts.

¢ Chapter 4 introduces and illustrates the use of dBASE III PLUS
while presenting database management concepts.

¢ Chapter 5 introduces and illustrates the use of Lotus 1-2-3 while
presenting electronic spreadsheet concepts.

Why This Book?

¢ Each software application (DOS, WordPerfect, dBASE, and Lotus)
is presented step by step, keystroke by keystroke. Each chapter is
divided into several sessions. Each session is a complete unit that
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discusses software concepts, guides the student through step-by-
step examples, and includes practice questions based on the mate-
rial covered. Each successive session introduces concepts of greater
complexity.

¢ The presentation of each concept and the accompanying keystroke
examples have been thoroughly "classroom tested." This book is
based on actual courses taught to over 1000 professionals in a vari-
ety of careers.

¢ Over 200 "screen shots" help students know if they are performing
the keystrokes correctly.

¢ Many "problem solving" boxes provide solutions to commonly made
mistakes.

¢ An Example Files Diskette is supplied to the instructor of each
class that adopts this book. The Example Files Diskette contains
files that have been prepared by the authors to facilitate keystroke
entry and expedite the learning process. The Example Files Disk-
ette is referred to throughout the book.

Production Notes

The text of this book was created and edited in WordPerfect 5.0 and
formatted in Ventura Publisher 2.0. The book was printed on a Hewlett-
Packard LaserdJet Series II enhanced by a LaserMaster LX-6 controller.
Each page was supplied "camera ready" to the publisher.
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How to Use This Book

Using the Step-by-Step Sessions

In learning to use a computer, your major activity should be using the
computer. Throughout this book, concepts are not only explained but also
are presented keystroke by keystroke to familiarize students with com-
puter concepts through actual experience.

Because the acquisition of new skills requires time and practice, all
keystroke sessions are designed to be used more than once. Students should
not expect to understand new concepts the first time through. In actual
use, students find that second and third "workthroughs" greatly enhance
their understanding.

General Format of the Sessions

Each session begins with a general description of the material to be covered
followed by a listing of the concepts that will be introduced. Each step
appears in the following format:

Step #: Descriptive Title

Overview description of this step, if needed.

(3 Brief description of the current activity.
* Actual keystroke entries <

Follow-up clarification and additional remarks regarding commands
and idiosyncrasies of the package.

0 A sequence of activities is continued until the step is completed.
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The Use of Bullets, Boxed Keys, and ltalic
All keystroke entries are preceded by a star:
* This is a sample keystroke entry <

In most cases, you should type exactly what you see. Exceptions occur when
arrows or text within a box appears. For example:

« [Fi]1

In the foregoing, you should tap function key F1, tap the up cursor control
key and then tap the ENTER key.

Italics are used in the keystroke entry area to include additional informa-
tion. For example:

¥ 7 (4times)

In the foregoing, you should tap the right cursor control key 4 times.

Summary of Keystroke Conventions

Keystroke(s) Action
d Tap ENTER, RETURN, CR(carriage return).
< =t Tap the left, right, up, or down cursor control key,
as indicated.
Tap function key number 1 (or the number
indicated).
ESC Tap the ESCAPE key (or the key indicated).
/FS Tap the "/" key, then tap the "F" and "S" keys.
-C Press and hold the ALT key, tap the "C" key, then
release the ALT key.

SHIFT |- Press and hold the SHIFT key, tap function key F7,

then release the SHIFT key.

Xiv



Effective Learning

It is possible to breeze through the steps, jumping from keystroke entry to
keystroke entry. Doing so will complete the task but will not help you
understand the importance of each keystroke. We suggest that you read
the activity’s summary before you tap any keys. We also suggest that you
glance at the screen during keystroke entry to see what effect the key-
strokes are creating. Your goal should be to understand WHY you are
tapping each key so that, ultimately, you will be able to make your own
keystroke choices based on the needs of the task at hand.
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