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The Intended Audience for
This Book

We wrote Microcompulters in Business: Word-
Star, dBASE I and [11, and Lotus 1-2-3 for a
practical, hands-on, first course on how to
use the microcomputer as a business prob-
lem-solving tool. This course is typically
taught at the freshman or sophomore level
in two- or four-year colleges and is typically
aimed at business majors, information sys-
tems majors, and MBAs. Our book assuimnes
no previous knowledge of the three soft-
ware packages.

Why We Wrote This Book

Several years ago our consulting work indi-
cated increasing demand for microcom-
puter application systems and for instruc-
tion on microcomputers and software
packages. In response to this trend, we
developed one of the first college-level
courses designed to provide students with
hands-on use of computers.

A book was originally written for our
course to fill the void that the then-available
books couldn’t fill. [t began as a locally pro-
duced software manual, and, through ex-
tensive class testing and marketing-based
development, it evolved into a business-ori-
ented microcomputer concepts and spe-
cific applications textbook, Using Microcom-
puters: Applications for Business. For those
courses that teach only WordStar, dBASE
IT and I1I, and Lotus 1-2-3, we wrote this
text, Microcomputers in Business.

While we were writing our book, anum-
ber of competing books were published.
We've taken great care to ensure that our
book does not have the deficiencies present
in these currently available competitors.
We specifically note the following:

Some Books Don't Address
Specific Packages

A generic approach is fine for nonbusiness
majors who need to “get their feet wet.”
Most businesses, however, now expect pro-
spective employees to know how to use the
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popular packages to solve business prob-
lems.

Few Books Have a Business Orientation

When they do have any, it’s “tacked on’ in
the form of exercises or boxed features. In
general, our competitors do not integrate a
business problem-solving theme, but in-
stead concentrate on package commands.

Why We Think You
Should Use This Book

Put quite simply, it works! The materials
in our book have either been directly
classroom tested or based on a classroom-
tested model. Furthermore, much of this
text has been used at North Texas State and
in seminars for business professionals, em-
ployees of governmental agencies, and
members of professional associations. We
have taught from this material, located its
weaknesses, and altered its presentation so
that it meets the following educational ob-
jective:

To Emphasize Business Applications
and a Problem-solving Orientation

Each Module focuses on solving a problem
associated with searching for and finding a
job. The strength of this approach is that
students see how business problems are
solved, rather than simply learning a list of
commands.

How to Use This Book

The Modules are self-contained and as such
may be taught in any order without loss of
continuity. We do recommend, however,
that Module Two be taught before Module
Three.

Modules

The Modules provide a step-by-step ap-
proach to solving business problems. Kach
software package presentation is preceded
by background information and an Infro-
duction that identifies the details of the busi-
ness problem to be solved. Fach Module
can be discussed in the classroom (ideally
with a live demonstration), or students can
work through each Module in the lab. Each
Module concludes with a Summary, which
contains a general review of package fea-
tures, a discussion of uses, and a checklist
for evaluating software of that application
type. Appendix B contains questions and
problems that test students’ knowledge of
the specific commands of each software
package and students’ ability to use the soft-
ware to solve business problems.

The Job Hunting Problem

As mentioned above, realistic business ex-
amples are found throughout the book.
The Job Hunting Problem is used through-
out the Modules. Solving the same problem
with different packages offers a building-
block approach not found in other texts.

Additional business problems to solve
can be found in the Student Lab Manual
that accompanies our text. These problems
encourage student interest, reinforce con-
cepts, and promote a problem-solving ap-
proach.

Additional Options

Microcomputer concepts are often taught
in combination with computer concepts
and/or BASIC programming. Thus this
text may be used with:

oA computer con(iepts text

® A BASIC programming text



Times Mirror/Mosby’s two offerings in this
area are Floyd, Essentials of Data Processing
(1987), and Cohen-Alger-Boyd, Business
BASIC for the IBM PC with Cases (1987).

Long Version of Our Text

A version of our text that contains generic
chapters and additional modules for oper-
ating systems, word processing, spread-
sheets, database, graphics, and integrated
software is available from Times Mirror/
Moshy.

Supplements

This text has a direct, practical approach.
Likewise, our supplements package reflects
a clear, useful business-oriented theme.
The supplements can be used with both
versions of our book.

Instructor’s Manual

Our Instructor’s Manual provides the most
complete assistance currently available to
instructors of introductory microcomput-
ing courses. Further, this guide was de-
signed to allow instructors to add their own
teaching notes and so tailor it for their use.
It includes:

® Notes on establishing and managing a
microcomputer laboratory facility.
® A series of course syllabus suggestions
for:
—semester/quarter-oriented courses
~—courses with limited/extensive soft-
widre use
—courses to be supplemented by
other material

® Approximately 100 Transparency Mas-
ters, which include:
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— key graphics that appear in the book
—adaptations of text graphics
—completely new illustrations

® (Chapter components include:
— teaching tips and notes
— Transparency Master guide for each

chapter

—answers to all Chapter Questions

® Module components include:
— teaching tips and notes
— Transparency Master guide for each
Module
—answers/solutions  to all Module
Questions and Problems
—additional Module Problems with
solutions
® Sign-up sheet for those instructors
wishing to be notified of Module Up-
dates

Student’s Laboratory Manual

This supplement, designed to facilitate stu-
dents’ use of the laboratory, is composed
of:

® Hardware configuration guide —to
record the types and locations of hard-
ware available

® Software inventory —to keep track of
the software packages and versions

® Restatement of all Module Problems
with the appropriate data for each ex-
ercise

® “Test Yourself "— fill-in-the-blank and
matching review questions and answers

® Quick response form—to be com-
pleted and submitted to the instructor
for each exercise solved (minimizes
amount of printout produced)

® Additional Module exercises, with the
accompanying data for each exercise
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® “Where do I find?”’ guide— to identify
where items such as microcomputer
magazines, hardware vendors, software
vendors, and so on may be found

® Software summary sheets for each of
the software packages presented in the
text indicating the organization and
structure of menus and commands (re-
duces the need to have both text and
lab manual in the lab at the same time)

Data Diskettes

A set of three data diskettes contains data
sets for the Module Job Hunting Problem
and the four additional problems in the
Student Lab Manual as well as solutions for
all Module exercises.

Acknowledgments
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OVERVIEW:

MICROCOMPUTER
APPLICATIONS IN

Welcome to the world of computers,
especially microcomputers! You are
about to learn how to use a computer to
solve problems.

In the following modules, you will
become familiar with three of the most
popular microcomputer packages available
today.

Module 1 covers the word processing
program WordStar. If you have to write
textual material and want to be able to
change it easily, a word processing program
can solve the problem. As a student, you
might want to use word processing to write
letters, prepare class papers, or create out-
lines to assist you in studying for an exam.

dBASE I1 and 111, database software, is
covered in Module 2. If you find it neces-
sary to keep a list of many items and then

search that list for particular entries (or
combinations of entries), a database pro-
gram can help you. For example, you could
create a list containing all of your credit
card accounts and names and addresses of
persons to notify in case the cards are lost or
stolen. You could create a household inven-
tory that could be reported to an insurance
company in the event of theft or damage by
fire. You could record expenses in particu-
lar categories to assist you in preparing
your federal or state income tax.

Module 3 explores Lotus 1-2-3, a
spreadsheet program. Spreadsheets are
used to solve problems dealing with sets of
interrelated numbers. For example, you
might want to keep track of your progress in
the courses you are taking by creating a
spreadsheet that computes course averages
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based on exam scores and grades on other
assignments. You could also use a spread-
sheet to maintain a personal budget and
keep track of expenses. Thus, whereas word
processing deals with words, spreadsheets
generally deal with numbers.

Sometimes ‘‘a picture is worth a thou-
sand words’’; therefore, it is often better to
use a visual representation of data that
words or numbers cannot adequately de-
scribe. Lotus 1-2-3 has the capability of
presenting information pictorially — by the
use of charts. Perhaps you want a visual rep-
resentation of how you spend your money
each month. You could produce a spread-
sheet table that shows you, with numbers,
where your money went, or you could pro-
duce a pie chart that demonstraies how
your money was used. Perhaps you want to
track your total income from year to year.
One way of illustrating this type of compari-
son is to use a line or bar chart.

We have already identified a few per-
sonal uses of microcomputers and com-
puter programs. Table 1 illustrates these
and more. You will notice that the table lists
anumber of occupations or professions. Al-
though the list is not exhaustive, see if your
planned profession is in the list. Whether it
is or not, you should examine the complete
table; not only will you get an idea of how
computers are being used in other occupa-
tions or professions, you might also get
some new ideas about how computers could
be used in your chosen career.

A computer program is a piece of soft-
ware or a instruction set that tells the com-
puter hardware what to do. In other words,
computers are made to work for you
through the use of software. For this rea-
son, no introduction would be complete

without a quick overview of computer soft-
ware.

Historical Development
of Software

Starting with the abacus, software was
being developed along with calculating and
computing equipment. During the early
years, software was the set of procedures or
instructions followed by the individual
using a machine. [As advances were made in
the design of these machines, more of the
instruction processing was shifted from the
individual (user) to the machine.] However,
no major advances were made in software
until 1804, when Joseph Jacquard trans-
formed some of the instructions for a weav-
ing loominto punched holes in paper cards.

Jacquard’s punched cards were the
first example of instructions put on a me-
dium (or device) usable by a machine; by
changing the program, one could change
what the machine did. The principles be-
hind the punched cards were used by Au-
gusta Ada Byron, Countess of Lovelace, in
the early 1840s to code the instructions for
Charles Babbage's Analytical Engine, which
was capable of doing certain types of math-
ematical computations. Lady Lovelace has
since become known as the world’s first
programmer, and the codes she developed
have been called the first software.

No further advances were made in soft-
ware development until John von Neu-
mann published his paper detailing the
theory needed for the stored-program con-
cept. The idea was to store instructions in
the machine and change those instructions
directly rather than write a new set each
time the desired function changed. As the
stored-program concept became better un-
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