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Important: Please read this page before using the dBASE 111 Plus program,
a copy of which is being made available to you for use in conjunction with
this Textbook pursuant to the terms of this Agreement for educational,
training and/or demonstration purposes. By using the dBASE III Plus pro-
gram, you show your agreement to the terms of this license.

EXCLUSIONS OF WARRANTIES AND LIMITATIONS
OF LIABILITY

THE COPY OF THE dBASE III PLUS PROGRAM MADE AVAILABLE
FOR USE WITH THIS TEXTBOOK IS A LIMITED FUNCTIONALITY
VERSION OF dBASE III PLUS, AND IS INTENDED SOLELY FOR EDU-
CATIONAL, TRAINING AND DEMONSTRATION PURPOSES. ACCORD-
INGLY, THIS COPY OF dBASE III PLUS IS PROVIDED “AS IS,” WITH-
OUT WARRANTY OF ANY KIND FROM ASHTON-TATE OR MERRILL.
ASHTON-TATE AND MERRILL HEREBY DISCLAIM ALL WARRANTIES
OF ANY KIND WITH RESPECT TO THIS LIMITED FUNCTIONALITY
COPY OF dBASE III PLUS, INCLUDING WITHOUT LIMITATION THE
IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A
PARTICULAR PURPOSE. NEITHER ASHTON-TATE NOR MERRILL
SHALL BE LIABLE UNDER ANY CIRCUMSTANCES FOR CONSE-
QUENTIAL, INCIDENTAL, SPECIAL OR EXEMPLARY DAMAGES
ARISING OUT OF THE USE OF THIS LIMITED FUNCTIONALITY
COPY OF dBASE III PLUS, EVEN IF ASHTON-TATE OR MERRILL HAS
BEEN APPRISED OF THE LIKELIHOOD OF SUCH DAMAGES OCCUR-
RING. IN NO EVENT WILL ASHTON-TATE’S OR MERRILL’S LIABIL-
ITY (WHETHER BASED ON AN ACTION OR CLAIM IN CONTRACT,
TORT OR OTHERWISE) ARISING OUT OF THE USE OF THIS LIMITED
FUNCTIONALITY COPY OF dBASE III PLUS EXCEED THE AMOUNT
PAID FOR THIS TEXTBOOK.

LIMITED USE SOFTWARE LICENSE AGREEMENT

DEFINITIONS

The term “Software” as used in this agreement means the Limited Use ver-
sion of dBASE III Plus which is made available for use in conjunction with
this Textbook solely for educational, training and/or demonstration pur-
poses. The term “Software Copies” means the actual copies of all or any por-
tion of the Software, including back-ups, updates, merged or partial copies
permitted hereunder.

PERMITTED USES
You may:

—Load into RAM and use the Software on a single terminal or a single
workstation of a computer (or its replacement).

—Install the Software onto a permanent storage device (a hard disk drive).

— Make and maintain up to three back up copies provided they are used
only for back-up purposes, and you keep possession of the back-ups. In ad-
dition, all the information appearing on the original disk labels (including
copyright notice) must be copied onto the back-up labels.

This license gives you certain limited rights to use the Software and Soft-
ware Copies for educational, training and/or demonstration purposes. You
do not become the owner of and Ashton-Tate retains title to, all the Soft-



ware and Software Copies. In addition, you agree to use reasonable efforts
to protect the Software from unauthorized use, reproduction, distribution or
publication.

All rights not specifically granted in this license are reserved by Ashton-
Tate.

USES NOT PERMITTED
You may not:

—Make copies of the Software, except as permitted above.

—Rent, lease, sublicense, time-share, lend or transfer the Software, Soft-
ware Copies or your rights under this license except that transfers may
be made with Ashton-Tate’s prior written authorization.

— Alter, decompile, disassemble, or reverse-engineer the Software.

—Remove or obscure the Ashton-Tate copyright and trademark notices.

—Use the Software or Software Copies outside the United States or Canada.

DURATION

This agreement is effective from the day you first use the Software. Your
license continues for fifty years or until you return to Ashton-Tate the origi-
nal disks and any back-up copies, whichever comes first.

If you breach this agreement, Ashton-Tate can terminate this license upon
notifying you in writing. You will be required to return all Software Copies.
Ashton-Tate can also enforce our other legal rights.

GENERAL

This agreement represents the entire understanding and agreement regard-
ing the Software and Software Copies and supersedes any prior purchase or-
der, communication, advertising or representation.

This license may only be modified in a written amendment signed by an au-
thorized Ashton-Tate officer. If any provision of this agreement shall be un-
lawful, void, or for any reason unenforceable, it shall be deemed severable
from, and shall in no way affect the validity or enforceability of the remain-
ing provisions of this agreement. This agreement will be governed by Cali-
fornia law.



Preface

The advent of the microcomputer is bringing revolutionary changes to the
information environment of today’s businesses. As these changes continue to
affect every aspect of the business organization, many individuals, un-
trained in the discipline of programming theory, will be expected to use mi-
crocomputers to perform their everyday tasks.

This textbook is designed for any course in information systems, business,
accounting, or related fields where learning to use applications software as a
problem-solving tool is necessary. The text has been carefully conceived to
provide students with hands-on experience with microcomputers so that
they can become functional with the applications software as quickly as pos-
sible. Every portion of the text has been extensively class-tested with stu-
dents of varying degrees of sophistication with microcomputers. The result
is a text that will work equally well with students who have extensive pro-
gramming background as with those who have little or no exposure to the
computer and to computer fundamentals.

Scope and Sequence

This text has been organized in five self-contained modules that take stu-
dents command-by-command through the use of the software, the capabili-
ties of the program, and its advantages/disadvantages for given applications.
The modular format allows the instructor to choose which packages to teach
and in what order.

Each module has been organized in an easy-to-follow format that has been
developed for maximum flexibility:

# Kach module begins with an introduction that effectively introduces the
student to the key fundamentals and terminology of the application.

m  Tutorial exercises take the student step-by-step through the basics of the
software, introducing them to essential commands, concepts, and struc-
tures. The objective of this section is to bring students to an initial level
of competency with the software.

®  The Operation and Command Summary is an alphabetic index of com-

mands, functions, and control keys with brief explanations and/or exam-
ples. This summary is both an effective reference guide and review
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source. The summaries have been tabbed throughout the book so that
the students can locate them easily.

Additional topics are covered to explore important advanced topics that
are more appropriately taught by example than tutorial. These sections
are based on examples that will allow students to enter the data pro-
vided to further their understanding.

The Hints and Hazards section presents tips for improving efficiency and
avoiding frustrating pitfalls in the use of the software.

Study questions test the students’ understanding with carefully thought-
out questions that focus on conceptual issues involved in using the soft-
ware.

Text Organization

The text begins with an introduction to the fundamentals involved in using
microcomputers and applications software. This section covers the use of mi-
crocomputers in business, microcomputer operations, and the basics of DOS.
A discussion of the most important DOS commands and DOS utility pro-
grams is included, as well as an explanation of concepts that are common to
various applications software (including file creation and maintenance, nu-
meric and string data expressions, and relational and logical operators).
General exceptions to these rules are explained where they occur. The stu-
dent will need to refer to this section of the manual periodically to review
important concepts as they apply to specific microcomputer applications.

Software Coverage

The software applications chosen for this text include the key software
packages that students will use once they are on the job.

VP-Planner® is a powerful spreadsheet software that may be used to teach
students all of the popular spreadsheet skills and operations. Knowing these
skills and operations is rapidly becoming a job requirement for many orga-
nizations and a growing number of college courses are requiring students to
use spreadsheets in their course work.

WordPerfect® is still the most popular word processing software ever. Learn-
ing to use a word processing application is immediately useful to students
who will use it to write papers, résumés, and written assignments.

dBase III* is perhaps the most important software application for students
to learn since the majority of the data processing problems faced by today’s
organizations concern effectively managing, manipulating, storing, and re-
trieving database-type data.

BASICA has been included for those who are in transition from BASIC pro-
gramming to applications software or require their students to have prior
knowledge of BASIC and plan to review the subject. This section is also a
valuable resource for students who want to learn some programming skills
to enhance their use of applications software.

The final module of the manual introduces a subject neglected in other texts
of this type. Data Transfer between Applications provides instruction on how
to move data from one software application to another. For students willing
to experiment with the subject, this module provides the opportunity to gain
a conceptual understanding of the basics of data structure as well as the
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ability to use applications software to the greatest extent of its processing
power.

Design Features

Because it is important for students to check their work against what is
happening on the computer screen while they are learning, we have in-
cluded accurate representations of the screens throughout every instruc-
tional step of each module. These screen representations provide immediate
feedback regarding student’s correct interaction with the software, as well
as signaling errors or hazards that many have occurred while the student
was inputting data. These should be checked at every stage while the stu-
dent is working through software.

The use of color in this text has been designed for maximum instructional
benefit. Every time the text signals hands-on work at the keyboard, the type
appears in blue rather than black. The explanations, then, are distinct from
the tutorial sections, and students are easily prompted as to when they are
next expected to enter data with the keyboard. Further, the use of color sep-
arates the computer’s response from the user’s input, making it easy for the
students to see the results of their input.
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