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Preface

Getting Started with Paradox 5.0 for Windows provides a step-by-step, hands-on
introduction to Paradox. It is designed for students with basic PC and Windows skills
who have little or no experience with Paradox. Basic skills are taught in short, focused
activities which build to create actual applications.

Key Elements

Each lesson in Getting Started with Paradox 5.0 for Windows uses eight key elements to
help students master specific database concepts and skills and develop the ability to apply
them in the future.

* Learning objectives, located at the beginning of each lesson, focus students on the
skills to be learned.

e Project orientation allows the students to meet the objectives while creating a real-
world application. Skills are developed as they are needed to complete projects, not
to follow menus or other artificial organization.

*  Motivation for each activity is supplied so that students learn why and when to
perform an activity, rather than how to follow a series of instructions by rote.

»  Bulleted lists of step-by-step general procedures introduce the tasks and provide a
handy, quick reference.

e Activities with step-by-step instructions guide students as they apply the general
procedures to solve the problems presented by the projects.

e  Screen displays provide visual aids for learning and illustrate major steps.

¢ Independent projects provide opportunities to practice newly acquired skills with
decreasing level of support.

* Feature reference at the end of the book allows students to have a single place to
look for commands to carry out the activities learned in the book.

Stop and Go

The steps for completing each Paradox feature introduced in this book are covered in
two ways. First they are described clearly in a bulleted list, which can also be used for
reference. Then the steps are used in a hands-on Activity. Be sure to wait until the
Activity to practice each feature on the computer.

Taking Advantage of Windows

Getting Started with Paradox 5.0 for Windows provides a balanced approach to using a
Windows application. The use of the mouse and buttons for carrying out commands is
emphasized. However, familiarity with the menus is developed so that students can take
advantage of the wider range of options available in menu commands. Shortcut keys are
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Flexible Use

Data Disk

introduced when appropriate. The convenient Feature Reference at the end of the book
summarizes menu commands and mouse and keyboard shortcuts for each of the features
covered in the lessons. Students can use this both to review procedures or learn alternate
ways of carrying out commands.

Getting Started with Paradox 5.0 for Windows is designed for use in an introductory
computer course. As a “getting started” book, it does not attempt to cover all of the
features of the software. However, the topics included in later lessons allow instructors to
provide opportunities for individualized or extra credit assignments or use the book in
short courses focused specifically on Paradox. While designed to be used in conjunction
with lectures or other instructor supervision, basic concepts are explained so that students
can use the book in independent learning settings. Students should be able to follow
specific instructions with minimal instructor assistance.

Data disks are provided to the instructors for distribution to the students. A few of the
projects use files from the data disk so that the focus of the lesson is on the new skills
being learned in each project. Initial projects require that students develop applications
from the beginning, and later projects build on those applications. Enough explanation is
always included so that students understand the full application that they are building.
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Paradox for
Windows

Introduction

Objectives

In this lesson you will learn:

What a database is e Database terminology

How to start Paradox for Windows e How to use the Help System

The parts of the screen e How to exit from Paradox for Windows
How to use the menus and dialog boxes in o The typographical conventions used in this
Paradox for Windows book

How to use the toolbar in Paradox for

Windows

PURPOSE OF THE INTRODUCTION

Unlike the other lessons in this book, which contain specific steps to complete database projects,
this introduction will discuss databases and Paradox for Windows in general. It will start with
how to get Paradox for Windows running, review the Windows aspects of Paradox, point out the
features that are different from other Windows programs you may have used, and examine the
Help system. It will also explain several terms that are used in database work. The final section
describes the typographical conventions used by this book.

WHAT IS PARADOX FOR WINDOWS?

Every business and institution needs to keep lists of facts. A customer list, an inventory list, a
sales invoice list, and a list of course enroliments would be but four examples. Such lists are
called databases, and the facts and figures they contain are called data. To work with these
databases on the computer, businesses and institutions, as well as individuals, use database
programs. One such program is Paradox for Windows.

Paradox for Windows is a powerful, yet remarkably straightforward, database tool. It is a
RDBMS, or Relational Database Management System, which means it handles muitiple lists of
data simultaneously. It allows you to organize, edit, search for, report on, and calculate with your
data. Since most people despise keeping and working on long lists of data on paper, using
Paradox on a computer makes an otherwise tedious job quick and painless; many would say fun.

GETTING STARTED

Paradox for Windows is a Windows program. That is good news, because if you know how to
start and work with any other Windows program, you already know a portion of how to work with
Paradox for Windows. This book assumes you have previously used a mouse, and that you know
how to run Windows on the computer you are using, as well as the fundamentals of operating
Windows. Any basic procedures that are unique to Paradox for Windows will be discussed in this
introduction.

Because Paradox for Windows is a Windows program, and both Paradox for Windows and
Windows can be customized in various ways, there might be small differences between the
appearance of your screen and the illustrations in this book. For example, the thickness of the
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frames around the windows can be changed in Windows from the normal 3 dots wide to a larger
or smaller value. 1f someone made the frames 20 dots thick, the frame lines would look peculiar
in every Windows program, including Paradox for Windows. They would still work the same
way, however. By simply setting the frame width back to 3, all would appear normal again.

Like any Windows program, there are ways to perform operations with the mouse and with
the keyboard. While Paradox for Windows was designed for a mouse, often a key combination is
easier. This book will favor whichever method is easier, although both ways will be described.

Pacadox for
Windows

The steps for completing each Paradox feature introduced in this book are covered in two ways.
First, they are described in a bulleted list, that can also be used for reference. The steps are used
in a hands-on Activity. Be sure to wait until the numbered instructions in the Activity to practice
each feature on the computer.

To start Paradox for Windows:

e Turn on the computer and start Windows.
e Locate the Paradox for Windows icon that represents the program.

¢ Double-click on the Paradox for Windows icon or name. Alternatively, click once to
highlight the icon’s name, then press the ENTER key.

Activity 1.1: Starting Paradox for Windows

1. Turn on the computer and start Windows.

2. Locate the Paradox for Windows icon. To find the icon you may need to open the program
group that contains the icon by double-clicking on the group icon, or clicking once on the
group icon and choosing Restore from the control menu that appears.

The Paradox for Windows icon could be in almost any program group, but the likely
candidates would be groups named Paradox for Windows or Windows Apps. If neither of
those groups contains Paradox for Windows, consult your instructor or lab assistant.

3. Run Paradox for Windows by double-clicking on the Paradox for Windows icon or clicking
once to highlight the name and pressing the ENTER key.

As it takes a few moments to load all of Paradox for Windows, the progress will be monitored
in a box in the middle of the screen.

THE PARADOX WELCOME SCREEN

When Paradox for Windows 5.0 first begins, you may see a “Welcome to Paradox” screen like
Figure 1 - 1. While you might want to explore on your own the use of the “Coaches” as an
introduction to several beginning topics (and see Independent Project 1.1), once you have worked
with Paradox for Windows for a while you will already know most of the information that the
Coaches offer.

At the bottom middle of that screen (see Figure I - 1) is a box that can be checked so it will
not be displayed the next time Paradox for Windows is run. If anyone who previously used the
computer you are now using checked that box when they used Paradox for Windows, this screen
will not appear. (Also, if you are using an earlier version than 5.0 of Paradox for Windows, this
screen will not appear.) Do not worry if it didn't appear as you do not need the Welcome screen:
we do not do anything with it. In fact, the next thing we will do is close it if it is showing.

Closing the Welcome screen:

e Ifthe “Welcome to Paradox” screen is displayed, click the mouse near the lower left corner of
the screen on the gray button that says Paradox.



Click the mouse
on this button to
close the
Welcome to
Paradox screen
and proceed to
the Paradox
desktop.
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Welcome to Paradox

Paradox for Windows features 13 Coaches that can teach you
how to perform tasks using your own data or sample data.

You can slways access the
Coaches by choosing
Help|Coeches from the
menu bar or by clicking the
Coaches button in the
Toolbar.

m Click to run Peradox

Click to run Coaches [~ Don't display this screen again

Figure -1

Activity 1.2: Closing the Welcome screen

l.
2.

If the “Welcome to Paradox” screen is not displayed, skip directly to step 3.

Click the left mouse button once on the Paradox button near the lower left corner of the
screen.

If the window that contains Paradox for Windows is not covering the entire screen, click the
Maximize | &« button (see Figure I - 2) to make the Paradox workspace as large as possible.

The Maximize Button is the button with the upward pointing triangle at the extreme right end
of the line that says Paradox for Windows. If the window is already maximized (covering the
entire screen), however, the Maximize button is replaced by the Restore button, a button
showing a pair of triangles, one pointing up, the other pointing down. The Restore button
puts the program back into a less-than-full-screen window.

“File Options Window Help
lick the Maximize'
button so Paradox
will use the entire
screen.

Project Viewer

C \PDOXWIN £l

Figure I - 2
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THE PARADOX FOR WINDOWS SCREEN

Once the Welcome screen is out of the way, you will see the Paradox for Windows desktop (see
Figure I - 3). The Project Viewer will probably be open. While we will use the Project Viewer
later in these lessons, we would like to concentrate on the remainder of the screen at this moment.
Thus, we will close the Project Viewer window.

Paradox for Windows

Elle View Project Properties Tools Window Help ’

Figurel-3

To close the Project Viewer:
e Choose Close All in the WINDOW menu or Close in the FILE menu.

Activity 1.3: Closing the Project Viewer

1. If the Project Viewer window is not open on your screen, skip to the paragraph that follows
step 3.

2. Move the mouse pointer so it points at the WINDOW menu and click the left mouse button
once to open that menu.

3. Click the left mouse button on Close All within that menu.

THE PARADOX FOR WINDOWS DESKTOP

The desktop should resemble a typical Windows screen (see Figure I - 4) with a title bar at the
top, the menu bar on the second line, the toolbar on the third line, and the status bar at the
bottom. (If your screen resembles but doesn’t look exactly like Figure I - 4, we will adjust it in
the next section so it matches.)

The Title Bar

The title bar is the colored bar at the very top of Paradox’s window. It contains the name of the
program in the center, the Application Control Menu at the left end, and the Minimize button and
Restore button at the right end (see Figure I - 4). These are all common to every Windows
program.
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Paradox for Windows RE
Hel » Menu Bar
Title Bar peos L )

(o)

Status Bar

FigureI - 4

The Menu Bar

The second line contains the menu bar (see Figure I - 4). There are different menu bars for
working on different items. Paradox for Windows automatically displays the appropriate menu
bar. Since no data has been opened on the desktop, there is nothing to work on, and Paradox is
currently displaying a minimal menu bar. The menu bar is common to all major Windows
programs.

The Status Bar

The bottom line of the window is the status bar (see Figure [ - 4). Its left section displays various
messages about the current operation. Two of the more useful messages are the name of the
toolbar button that the mouse pointer is on top of and the current position within a data table. On
the right end of the status bar in indented boxes, Paradox will display the current modes. It is
important to read the status bar during operations in Paradox to obtain such information.

The Scroll Bars

When the length of the listings in any Paradox for Windows list extends beyond the size of the
window that displays those listings, scroll bars will automatically appear at the right side of the
list, the bottom of the list, or both (see Figure I - 10 for an example). To operate the scroll bars,
click the mouse on the arrow that points in the desired direction of movement at one end or the
other of the scroll bar. The listings in the window will scroll. Continue clicking until the desired
listings or columns scroll into view. The box within the scroll bar will travel along it to indicate
the position of the listings that currently show relative to the entire set of listings.

The Toolbar

The third line at the top of the window is the foolbar (see Figure I - 4). It contains buttons that
provide shortcuts to the most frequently used activities in Paradox for Windows. The toolbar will
automatically switch among the different built-in toolbars to supply the appropriate tools for the
item you are currently working on.
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The last person to use this copy of Paradox for Windows might have hidden the toolbar or
changed it to a floating toolbar. If so, you will see in the following Activity how to adjust it or
make it reappear. It is normally displayed on the third line at the top of the window.

To display the toolbar on the third line of the window:

e Click the left mouse button once on the PROPERTIES menu.
e Pick Desktop by clicking the left mouse button once on that choice within the open menu.

e In the Toolbar: section (see Figure I - 5), neither Floating nor Hidden should have an X in
the box to its left. If either one does, click the left mouse button once on top of the box to
remove the X.

e Click on the OK button to close the Desktop Properties box.

Desktop Properties

Neither Floating nor
Hidden should be
checked for a normal
toolbar.

Figurel -5

Activity 1.4: Displaying the toolbar

We will verify that the toolbar is displayed on the third line at the top of the desktop.

1. Move the mouse pointer on top of the PROPERTIES menu and click the left mouse button
once to open that menu.

2. Within the open menu, move the mouse pointer on top of Desktop and click the left mouse
button once to open the Desktop Properties options.

3. If either of the choices Floating or Hidden has an X in the box to its left, click the left mouse
button once on top of the box to remove the X.

4. When neither box contains an X, click on the OK button to close the Desktop Properties
box.

Your screen should now match Figure I - 5.
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THE MOUSE POINTER

There are several different shapes for the mouse pointer, depending on what tool or item the
mouse pointer is on top of. First, you must not confuse the mouse pointer with the text cursor.
The text cursor is a blinking vertical bar that will be seen within text only while you are typing or
ready to type. Clicking the mouse button while the mouse pointer is on top of some text will
cause the text cursor to move to that spot. Otherwise, there is no relationship between the two.

The various mouse pointer shapes include the regular diagonal arrow ( [}3 ) for choosing
items on the screen like a menu, the I beam ( [ ) to position the text cursor, various hollow
double-headed arrows (for example ¢ ) for sizing items, and the hourglass (£ ) for those
occurrences when an operation will take a little time. These mouse pointers will be described at
each place in the book when they are encountered. For the moment, simply be ready to see many
different shapes.

USING THE MENU

The menu in Paradox for Windows works exactly the same way any other Windows program’s
menu operates. That is, you push the mouse until the mouse pointer is on top of the desired
choice on the menu bar and click the left mouse button once to open that menu. You then click on
the particular choice within the menu to initiate an action. The choices within the menus are

commands.
Record Tools Window |

ObjectPAL...
View Properties »
Grid... Ctrl+G
Data... Ctri+M
Heading... Ctrl+H
Preferred 3

Figurel -6

Three things can happen when you click on a command. If the choice within the menu has a
triangle to the right of its name (see Figure I - 6), a submenu will open (see Figure I - 7) and you
may pick from its choices. If the command name ends with an elipsis (...) like most of the
commands in the PROPERTIES menu that is shown in Figure I - 6, a dialog box will appear for
the selection of options pertaining to that command. Dialog boxes will be fully described in the
next section. If just the command name appears on the line within the menu, the command will be
carried out directly. If the command is displayed in pale letters it is currently unavailable; it will
become available when the proper items are open on the desktop. Clicking on a pale command
will accomplish nothing.

Occasionally you will see a check mark to the left of a menu choice. The check means that
command option has been activated. It will remain active as long as the check remains. Clicking
a command that is checked deactivates that action and removes the check mark. Of course, you
can click that command yet again to reactivate it.

Also, there are some key combinations that will initiate certain menu commands. Those keys
are named at the right of any command that has a keyboard equivalent, like the three shown in the
PROPERTIES menu in Figure | - 4.
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View Table Record

Edit

Save Library...
Save As... Query...
Close Report...
Print... Script...
Printer Setup... Iable.:.
SQL File...

Working Directory...
Private Directory...
Aliases...

Exit

Figure I -7

To initiate any menu command:

e  Push the mouse until the mouse pointer is on top of the desired menu.

e  Click the left mouse button once to open that menu.

e In the open menu, move the mouse on top of the desired choice.

e Click the left mouse button once to initiate that command.

e If a submenu opens, choose from it by clicking on the desired command.

e Ifadialog box opens, fill out the various items as described in the next section.

KEYBOARD ALTERNATIVE: Press the ALT key to activate the menu bar, then tap the
underlined letter in the desired menu name to open that menu. Within the menu, tap the
underlined letter or digit in the desired command name. Note that in both cases the underlined
letter is not necessarily the first letter of the menu or command name.

To close a menu:

e  Click the left mouse button again on the menu name. The quickest keyboard method is to
press the ALT key.

DIALOG BOXES

A dialog box is the Windows tool you use to select options for a command. For example, if the
menu command you pick is to open a database table, which table do you want, on which disk
drive is it recorded, and in which directory?

Open Table [

BAGENCIES DB ORK - .

CDROM.DB : -

i » -t | Command
3 R | - Buttons

™ PUBLISHR.DB
m SALSFORC.DB

List Box

Drop-down List

Figurel -8




