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Preface

—

Welcome to the wonderful world of personal computing! The technology that
you are about to encounter is the result of an enormous amount of progress that
has occurred during the past ten years. Today’s hardware and software offer
power that is extraordinary, for a price that is amazingly inexpensive.

THE PURPOSE/ORIENTATION OF THIS BOOK

This book will provide you with a comfortable introduction to the world of
personal computing, in general, and to the world of Microsoft Works for the PC,
in particular. After a quick overview of personal computers and of the Works
"look," each chapter will introduce you to one of the main types of software
applications that are used with personal computers and to ways of using
applications together in an integrated program, such as Works. Since the amount
of class and practice time allotted to Works will vary depending on the overall
content of the course in which it is being used, a second chapter on each
application has been included for those courses that devote more time to Works.
These chapters will give you an opportunity to extend your knowledge of the
three main applications introduced.

The emphasis is on learning by doing and on learning skills in context.
Therefore, after the introduction, you will learn the relevant skills by following
instructions to complete projects. Each new chapter, and each project within the
chapters, will reinforce previously learned skills as well as introduce new ones.
After the instructional projects, independent projects will give you further
opportunity to practice previously taught skills. Several of the independent
projects also include new features that some of the users of the book will want
to explore.

CURRENT REVISION

This book is a revision of a 1993 edition of Discovering Microsoft Works, which
used Works, Version 2. Obviously, instructions for those procedures that are
different in Version 3 have been modified. The book also reflects the enhanced



capabilities of Version 3. Therefore, we were able to include new material on
topics such as the Toolbar, new Help features, templates, and WorksWizards.
Appendices on the Calendar, Calculator, and Macros are included. In addition,
in response to reviewers’ comments, we equalized emphasis on the mouse so
that either the mouse or the keyboard can be used to complete all projects. New
features such as the AUTOSUM function were also added.

WHAT IS MICROSOFT WORKS?

Vi

Works is a software program for IBM and IBM-compatible computers that
provides the most popular computer applications, word processing, database
management, a spreadsheet with graphics capabilities, and telecommunications.
In the computer industry, Works is known as an "integrated software package."
This means that while the four separate components, or tools — word processor,
database, spreadsheet, and communications — are capable of performing well
on their own, they interact with each other more easily than do stand-alone
programs that are purchased separately. With Works it is possible to move from
one task to another directly, without exiting from one program and starting
another. Also, information may be copied easily from one tool to another, and
tools can be used together. For example, the database and the word processor
can be used to create the customized form letters that account for a growing
proportion of each day’s mail.

Equally important is the fact that learning to use the individual Works’ tools
1s much easier than learning several unrelated packages. Many of the commands
in each tool are similar, the screens are alike, and the methods of
communicating with the program are consistent.

By the time you have finished learning Works, you will be able to do your
writing for school and work in a faster, more effective fashion, by using the
Word Processor tool.

The Database Manager tool is the answer if you have a lot of data in your
life, such as the names and addresses of friends, or the names and addresses of
possible employers or clients. You will be able to store this information in an
orderly fashion, search for it, modify it when necessary, and print it, whenever
it is needed.

The Spreadsheet tool is wonderful if you work with financial information
or any numeric data requiring calculations. If you need to compare and contrast
the prices for a new car, a spreadsheet is your answer. If you need to calculate
the averages and ranges of grades for your students, a spreadsheet will do the
trick. And if you need to prepare the budget for a club or organization, a
spreadsheet is indispensable. What’s more, you may use the spreadsheet’s
graphics capabilities to create charts so that you can see the trends or
relationships among your data. Charting is also a great way to actually see the
mathematics equation you’re learning or to create a model illustrating a basic
engineering concept.

The Communications tool of Works allows your computer to communicate
with other computers. This tool will be discussed only briefly in this book,
however, since most students do not have access to the hardware necessary for



computer communications.

Continued enhancements make Works look and feel more like a Windows
package. All the skills learned to use the menus, toolbar, mouse symbols, and
dialog boxes are identical to those required by the increasingly popular Windows
packages, so you’ll have a head start in working within that environment too.

OVERVIEW OF THINGS TO COME

For the most part, the world of personal computing with Works is a friendly and
inviting one. It does have its own language, which means that you will have to
learn some new vocabulary words. We will keep the jargon to a minimum, but
there will be some terms and concepts that will be new and will perhaps seem
a little unusual at first. Key terms will be highlighted in order to help you
become familiar with them.

Our first order of business will be to acquaint you with the elements of
computer hardware. Without the hardware, of course, you would be unable to
run the software, so it is important that you have some basic ideas about the
various components and how they work.

After that, we would like to introduce you to what is known as the Disk
Operating System, or DOS. This program is vital if you are going to use any
computer software, now or in the future. We will provide you with the
fundamentals of the Disk Operating System, so that you can prepare all your
disks for use, make copies of your files, and keep track of all the files that you
will prepare with your word processor, database manager, or spreadsheet. We
will also show you how to reach some of these same commands using Works’
enhanced file management capabilities.

Next, we will introduce you to the special world of Works. This guide will
give you experience with the basics of the Word Processor, Spreadsheet, and
Database tools and a brief introduction to the Communications tool. Equally
important, your explorations should provide an overall feeling for what the
computer can do for you. The introductory Word Processor, Spreadsheet, and
Database chapters are followed by more advanced chapters on the same topics.
These chapters will let you practice your developing skills while learning new
ones. They should also help you develop a greater appreciation for the power
of computing and for your ability to learn new computer skills.

An integrated program such as Works is perfect for an introductory journey
through four of the main applications of personal computing. Since the interface
is consistent, you will find that learning Works is a pleasant, comfortable
experience. Creating a spreadsheet requires different skills from writing a letter,
but once you've seen the word processing screen, the spreadsheet screen will
look familiar. Having "opened” or "saved" or printed a spreadsheet, you will
be able to guess how to do the same with a database.

Periodically, we will show you how the separate tools in Works can be
"integrated." Each of the component parts has been carefully designed to work
comfortably with the others. This ability greatly enhances the power and
usefulness of each individual tool.

vii
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craeter Introduction to

Computing with
Microsoft Works

In this chapter you will learn:

Some of the terminology used to des-
cribe computer hardware.

The functions of some of the special
keys on the keyboard.

What DOS is, and how to use DOS
commands to prepare a disk for use, to
copy entire disks and parts of disks,
and to obtain a listing of the contents

of a disk.

How to get ready to use Works.

How to start Works.

How to create, open, and save Works
files.

How to use the Works menu and dialog
boxes.

INTRODUCTION TO THE COMPUTER

Your computer is really a complex system of parts, all of which have an impor-
tant relationship to each other. If you are new to the world of personal comput-
ing, perhaps the simplest way to think about these components is as the hard-
ware and software that make up this system. The hardware is the physical
equipment that comprises your computer system. Software consists of programs
or sets of instructions to the computer.

What Is Microsoft Works?

Works is a software program that provides the most popular computer applica-
tions — word processing, database management, a spreadsheet with graphics
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capabilities, and telecommunications. This book discusses Version 3 of Micro-
soft Works for IBM and IBM-compatible computers. In the computer industry,
Works is known as an "integrated software package." This means that while the
four separate components, or fools, are capable of performing well on their F
own, they also interact efficiently with each other. With Works it is possible to ;
move from one task to another directly, without exiting from one program and
starting another. Also, information may be moved easily from one tool to
another. Works also makes extensive use of windowing, allowing the user to
have as many as eight different documents open, and visible, at the same time.

The Word Processor is the tool to use to enter documents or letters. The
Database Manager is the tool that handles volumes of data such as the names
and addresses of friends or clients. The Spreadsheet tool is used for numeric
data that requires calculations. The spreadsheet’s graphics capabilities may be
used to create charts so that the trends or relationships among the data can be
seen. Charting is also a great way to actually see the mathematics equation
you’re learning, or to create a model illustrating a basic engineering concept.
The Communications tool of Works allows your computer to communicate with
other computers.

Works also contains several accessories — the calendar, the calculator, and
the alarm clock — to take the place of these common work aids. The calendar
and the calculator are discussed in Appendices G and H.

Parts of a Computer—The Hardware

The computer hardware you will most likely encounter includes the system unit,
which contains the CPU (central processing unit), the keyboard, the mouse, the
monitor or CRT (cathode-ray tube), one or more disk drives, and the printer.
These components allow you to "input” or enter information, process the infor-
mation, "output” or display the information, and store the information for future
use. While your particular configuration may differ slightly, we will describe
below the common configurations found on an IBM PC or PC-compatible.

The System Unit — The Central Processing Unit

The System Unit is the heart of the computer. It contains the Central Process-
ing Unit or CPU, which controls all of the processing of the data, the main
memory, which stores the commands and data being used, and the circuitry
needed to control the rest of the hardware.

The Keyboard

The computer keyboard is the main input device of the computer. As Figure 1-1
shows, the computer keyboard in many ways resembles a typewriter keyboard.
There are some additional keys that are used to help give the computer instruc-
tions. Following is a further description of some of the keys on the keyboard.
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Figure 1-1

The TAB key and SPACE BAR

The TAB and SPACE BAR are typical typewriter keys. On some computer
keyboards the TAB key may be hard to recognize because it is indicated by an
arrow pointing left over an arrow pointing right. The specific effect of the TAB
key is different in each tool (i.e., word processor, database, spreadsheet, com-
munications) of Works, but in general it causes the cursor to move a greater
distance than one space at a time. The SPACE BAR is the big key in the
middle of the bottom row of the keyboard and is used to create a space.

NOTE:

The cursor is the blinking line on the computer screen. It indicates where the
next character typed will appear, or which item on a menu is being selected.

The SHIFT and CAPS LOCK Keys

These keys also are found on typewriter keyboards. On some computer
keyboards the SHIFT key is indicated by an outline of an upward arrow; other
keyboards also include the word "Shift." To type a single capital letter, press
the SHIFT key and hold it down while typing the letter.

CAPS LOCK is used to type multiple capital letters. It is a toggle key,
which means that each time you press the key it changes its state from off to on
or vice versa. When CAPS LOCK is on, or activated, all letters you type will
be capitalized. CAPS LOCK only affects the letters A-Z; you still have to
press SHIFT in order to type the top characters on any keys that print two
characters. The letters CL appear on the Works screen when CAPS LOCK has
been activated.

In Works the SHIFT key also can be used in conjunction with nonletter
keys to change the effect of those keys. These key combinations typically are
used as shortcuts for tasks that can be accomplished in a variety of ways.
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The CTRL and ALT Keys

The CTRL, or Control, key and the ALT, or Alternate, key are similar to the
SHIFT key in that they are typically used in conjunction with other keys to
change the effect of pressing these other keys. For example, Works uses the
CTRL key combinations to move the cursor around the screen. In the word
processor, if you press the END key by itself, the cursor moves to the end of
the line. If you press CTRL and END together, the cursor moves to the end
of the document.

The ALT key has a more significant role in Works. The ALT key is
pressed any time you want to access the menus. This is one of the few times
when the ALT key can be used by itself. It also is used in conjunction with
other keys to provide information necessary to carry out commands.

Always depress the CTRL or ALT key first and keep it depressed while
you press the other key.

The BACKSPACE Key

The BACKSPACE key, as it is used in Works, is a destructive backspace. As
it moves the cursor to the left, it erases any characters that are there. The
BACKSPACE key is usually located on the top row of the main part of the
keyboard. On some keyboards it is represented only by an arrow pointing to the
left, whereas on others it has an arrow and the word Backspace.

The ESC Key

The ESC key typically is used to back out of, or escape from, the current situa-
tion. Among its uses in Works are to leave a menu, cancel a dialog box, cancel
a command, quit from Exfend, cancel editing changes, stop printing, or erase
material from the Formula Bar. (These concepts will be clearer by the end of
this book!) The general rule is that ESC can be used to escape from an oper-
ation before it is completed.

The ENTER Key

In DOS, the ENTER key is used to indicate that you have finished typing a
command and are ready for DOS to execute it. In Works, the ENTER key has
several different functions. It can be used to make selections from a menu or to
tell Works that you have finished providing the information it needs to carry out
a command. It also has specific uses in each of the tools that will be explained
in the following chapters.




