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PREFACE

I'm excited about this book because I've long felt that there is a need for
introductory computing courses that present problem solving with personal
computers. This book provides that introduction by discussing the most
popular personal-computer tools, often called applications software. These
tools include word processing, spreadsheets, idea processing, business
graphics, database, and integrated software.

My intention is that readers use this book and its tutorial approach to
develop computer skills useful in many environments — in school, on the
job, or at home. The skills you’ll develop are among those most widely ac-
quired by personal computer users. I hope that they are skills that will serve
you throughout your career.

The book is unique in its presentation of this material, for each tool
is discussed from two perspectives.

* First, applications software is presented generically; that is, the book
provides an introduction to the general categories of software available
in the marketplace.

® Second, material is presented with a hands-on tutorial approach that
uses the limited-use version of Framework included with the book.

By studying and using this book, you'll be able to learn about ap-
plications software with material specifically developed for an academic
environment, complete hands-on assignments, work on a realistic case
study that parallels the presentation of content, have ready access to in-
tegrated software, and learn to use a real product.

Don Beil
Spring, 1986
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CHAPTER

OVERVIEW

personal computers
applications software

In this book, we'll concentrate on the use of problem-solving tools with
personal computers. We'll provide an introduction to the most widely used
personal-computer tools, often called applications software. These include
word processing, spreadsheets, idea processing, database, business graphics,
and integrated products.

WHAT’S IN THIS BOOK?

integrated software

We'll explain these terms in the next chapter and discuss their use
throughout the remainder of the book. The tools are presented from two
perspectives. First, each tool is presented generically; that is, we'll discuss
the capabilities and limitations provided by each category of tool. Second,
we'll provide an opportunity to learn about these tools through a hands-
on approach that uses the Framework® software included in this book.
Framework is an integrated software product (published by AshtonTate®,
a software developer and publishing company). Integrated means that this
single product combines multiple functions.

WHAT’S NOT IN THIS BOOK?

A number of introductory computing topics are not covered in this book,
for example, binary numbers, programming, and the history of computing
are not included. Because these topics are of interest and importance for
many computer users, it is fortunate that a large number of other books
and courses in the computer science area provide this information.
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GOALS OF THE BOOK

The course is designed to help you develop a selected set of computer
skills useful in the real world, whether that world is school, a job, or
elsewhere. I have selected this set of skills from the broad variety of com-
puter skills an individual can acquire and I have restricted these to the
introductory skills associated with using software in the categories listed
above.

Word processing, for example, is a powerful general-purpose computer-
based writing tool that’s useful in English Composition and other courses
that require written work. The word-processing knowledge and skill
gained in the classroom is also useful on the job for written communica-
tion. Finally, in addition to being useful in school and on the job, many
individuals use word processing in their personal correspondence.

The set of selected skills presented here are among those most widely
acquired by personal-computer users. It's the great number of users of soft-
ware in these categories who account for the rapid growth in the popularity
of personal computers during recent years. A very large proportion of the
personal computers in the workplace and at home are in use with soft-
ware in the categories we'll discuss in this book. In general terms, these
are our goals:

® Master the concepts associated with using personal computer applica-
tions software in the categories listed above.

® Develop hands-on skill with the major categories of software available
for personal computers.

® Develop an appreciation of the fact that more than one type of com-
puter tool may be needed to solve a problem and understand when and
how multiple tools can be used together for problem solving.

® Understand the capabilities and limitations of each type of tool.

® Develop the ability to recognize problems which can be solved by per-
sonal computer applications software and then select an appropriate tool
for the job at hand.

®* Recognize problems which cannot be solved by these tools and
distinguish between problems which have computer solutions with com-
puter resources other than applications software and those which do
not have computer solutions.

® Develop an understanding of basic computer terminology.
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WHY FRAMEWORK?

hands-on skills

Framework was chosen for several reasons. First, it has capabilities in each
of the areas we intend to study. This means that by learning to use it, we
can achieve our first two objectives: mastering the concepts of personal com-
puter applications software and developing hands-on skills with personal
computers, Because the product encompasses a variety of tools, we can
also discuss how those capabilities can be used together for problem solv-
ing, our third goal. We can study the concepts typically associated with
integrated products — those products which contain several different
problem-solving tools.

Second, Framework is a single product and therefore has learning ad-
vantages for those who are new to computers. Because it’s a single prod-
uct, what's learned in one area of functionality often transfers to another.
There'’s the implication that when we've mastered one of the tools of the
product, the others will be easier to learn. In an academic setting, using
a single product with multiple capabilities is preferable to having to discuss
and learn several software products, each of which performs one function.

New users may not realize how much learning energy is required to
become comfortable with most computer products. Experienced users know
that different products are usually built upon unique designs that must
be absorbed and understood in order to use the product. For new users,
learning to use a single general-purpose product is probably simpler than
having to learn a series of separate tools that together provide the same
capability.

However, there's a sacrifice here also, for concentrating on one prod-
uct for the hands-on portion of the learning means that we will not study
the wide variety of approaches used by different software producers to
provide similar capabilities. Also, many personal-computer users believe
that single integrated products that try to do everything succeed only by
sacrificing depth within one or more of their separate tools.

There's another reason for using Framework. For the purpose of this
and other books, AshtonTate has prepared a special limited-use version
of Framework. It contains the bulk of the functionality of the original prod-
uct, but is limited in other ways. For example, the unrestricted, commer-
cially available version of Framework (which costs hundreds of dollars per
copy) allows users to write lengthy documents with its word processor,
whereas the limited-use version severely restricts document length. (See
Appendix A.)

From our point of view, the restriction on document length will not
hamper instruction on word-processing concepts. From AshtonTate’s point
of view, the limited-use version will not harm sales of its unrestricted prod-
uct, given that the limited-use version has little value to someone in a
business environment. Thus, in creating the limited-use version, the ma-
jority of the features have been preserved — without destroying the com-
mercial value of the full-featured product.

Because the limited-use version is included on the diskette enclosed
with this book, a copy of the program is readily available to each student with
the book. In the past, software producers have focused on sales of their prod-
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ucts at regular price to their commercial customers and, with a few excep-
tions, have not taken steps to make software available for use by students
at lower costs. The approach taken by AshtonTate provides a vehicle for
the academic study of personal-computing software without destroying the
place that the full-featured product enjoys in the business community. The
availability of this limited-use version was a major reason for the selection
of Framework for this text.

AUTHOR AND READER CAUTIONS

In many ways this is a unique, positive position for an author. I'm able
to talk generally about categories of software that are of great interest to
me and I can present hands-on experiences based on a specific product
that is readily available to every reader.

You as the reader and I as the author both know that the book and
the software have been published by the same company and that the
publishers hape you will use their products in the future. From my perspec-
tive this places a unique responsibility on me as an author. In the hands-
on sections of the book that discuss Framework, I've tried to provide an
honest analysis of the product by writing about it with integrity, presenting
its capabilities as well as its limitations. You can be the judge as you work
with the the book and product.

I like using Framework and I believe it’s an innovative product in the
personal-computer market. It has also been the winner in product com-
parisons reported by computer magazines. For example, PC Magazine spon-
sored a product face-off in which 29 MBA candidates formed teams to com-
pare ten different products in the solution of a series of business problems.
The Framework team was judged the winner. (PC Magazine, May 28, 1985).
I did not, however, use Framework or an IBM personal computer as my
word-processing tools in preparing the book. From habit and preference,
I used a word processor on a different brand of computer.

I've tried throughout the book to present the foundation topics for
each tool, the topics that are common to most product implementations
of the tool. It is my hope that this book and this approach will help you
build a foundation that’s useful no matter what computer system you may
use in other computing activity.

SOME PERSONAL NOTES

As a writer, my most important goal is to write with respect for the reader.
For me this means assuming an intelligent reader who enjoys learning,
Because each of you has a different learning style, I try to provide a varie-
ty of writing techniques, artwork, problems, and assignments.

I avoid telling you that anything is “easy.” Using a personal computer
requires skill, knowledge, and experience. We need time, effort, and pa-
tience to use personal computer software tools effectively.

I'm a teacher of the deaf at the National Technical Institute for the
Deaf at the Rochester Institute of Technology (NTID/RIT) where I've been
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teaching Computer Science to deaf college students for the past eleven
years. Before joining NTID/RIT, I taught Computer Science at The Penn-
sylvania State University for four years. I also worked for the Peace Corps
for five years: I taught mathematics in the Somali Republic, East Africa
for two years and I worked in the Washington, DC., office as a systems analyst
for three years.

Personal computer software has fascinated me since 1978. My prin-
cipal interests are in the use of computers in the area of productivity —
the subject of this book — and in education. This is my eleventh book about
computers and my second textbook (the first is an advanced book that
discusses computer programming with the COBOL language).

I own seven personal computers with all kinds of peripheral equip-
ment (printers, plotters, and so forth) and software, and I use computers
for long hours every day — mostly for writing, but also because of the
pleasure of using the technology.

If you want to contact me, here is my address:

National Technical Institute for the Deaf
Rochester Institute of Technology, Building 14
One Lomb Memorial Drive

Post Office Box 9887

Rochester, NY 14623-0887

I answer my mail.
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CHAPTER 1 VOCABULARY

My primary concern is that you develop an understanding of the meaning
of computing terms, rather than an ability to define the words. In the
vocabulary lists at the end of each chapter, the terms are divided into several
categories including general-purpose computing terms, terms specific to
IBM personal computers, terms specific to Framework, and other terms.

General Computing Terms

Applications software
Binary numbers
Business graphics
Computer

Database

Hands-on

Idea processing
Integrated software
Peripheral equipment
Personal computer
Plotters

Printers
Programming
Spreadsheets

Users

Word processing



