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Materials and
Requirements for
Use of this Package

Using Application Software consists of this manual and software diskettes for
the following commercial application packages:

e  WordPerfect (one diskette)
e  VP-Planner (one diskette)
e dBASE III PLUS (two diskettes).

To use the software, you will need an IBM PC (or compatible) microcomputer
with at least 256 K of memory and two disk drives. You also should have a
printer available to output documents you will create in completing
assignments included in this manual.

Before you start using the software, you also should have a formatted diskette
of your own. This diskette is to be used to record and store the data that you
generate as you complete the assignments in this manual.

Be sure that you have all of the provided diskettes and your own data diskette
ready for use before you begin assignments involving use of a micro-
computer.



Preface

This manual was first published in 1984 as Using Microcomputers: An IBM
PC Lab Manual. It was designed for use in the lab of a microcomputer
applications course or as a supplement in an introductory computer course. It
presented several then-popular software programs spanning applications of
word processing (WordStar), spreadsheet (VisiCalc and LOTUS 1-2-3), and file
management (PFS:File), in a manner that reduced greatly the need for
instructor intervention to assist students.

As time passes, however, some interesting phenomena occur in Com-
puterdom. For one thing, software comes and goes. VisiCalc has become a
thing of the past, whereas dBASE is gaining popularity. Then, there is always
the problem of a software vendor coming out with a newer version of
software, called an upgrade. The second edition of this manual, Using IBM
Microcomputers: Second Edition, published in 1986, took these factors into
consideration and featured WordStar, dBASE III Plus, and LOTUS 1-2-3
Release 2.

My goal always has been to teach the most popular software packages in
their latest versions so that a student may gain a marketable skill. Thus, in
this newest version of the manual, WordPerfect 4.2 is used for word
processing, VP-Planner for spreadsheet, and dBASE III PLUS for file
management. The manual also takes advantage of educational versions of
these software packages that are made available through the efforts of
Mitchell Publishing, Inc. These educational versions of commercial software
are not tutorials. They are the actual working copies of the software that may
be limited in certain capabilities, such as in the number of pages a document
may produce.
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MANUAL DESIGN

The manual answers most questions asked by students in a manner which is
neither too technical nor too elementary. It uses many screen displays and is
written so that students either are told or shown, at every step, what response
to expect from the computer and what entries to make next. Wherever
possible, the reason for the response or the entry is given. Intermittently,
PRACTICE TIME exercises are given to test the student's understanding of the
material. The solutions for these are not given. If a student cannot
successfully complete any one of the exercises, he/she should review the
material given immediately before the exercise.

SPECIAL FEATURES

The strengths of this book include:
e It contains keystroke-by-keystroke instructions.
e It is written for the beginner.
e It is practical—covering the most popular software packages.
e Its modular format is adjustable to any course.
e Itis a complete package, including software disks students can keep.
o It is well illustrated.
e It includes interesting applications.

e It is flexible—it can be a supplement or core text.

SOFTWARE REQUIREMENTS

For the first module in the manual, each student needs a disk containing DOS
(Disk Operating System) and a scratch disk. A scratch disk is a disk that either
is blank or contains information no longer needed.

Three software packages are covered in this manual: Module 2 discusses
WordPerfect 4.2 for word processing; Module 3 discusses VP-Planner for
electronic spreadsheet; and Module 4 discusses dBASE III PLUS, a powerful
relational database management system. For each module, the student needs
the accompanying disks that contain the educational versions of the software
and at least one scratch disk that has been formatted.
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HARDWARE REQUIREMENTS

The hardware configuration required is an IBM PC with 256K bytes of RAM
memory (384K if you are using dBASE III Plus with DOS version 3.0 or
higher). Also required are a monochrome or color monitor, two floppy disk
drives, and either a printer or access to an IBM PC with a printer.

LAB SESSION STRUCTURE

Everyone using the manual should go through Module 1 first. Its purpose is
to acquaint the student with the microcomputer and give him/her
confidence in the use. After that, it is up to each individual (or instructor) to
decide which modules to study, and in what order. Each module is
completely independent of the others. Each consists of lab lessons, exercises
and projects for students to do on their own, and a summary of commands.

ACKNOWLEDGEMENTS

I extend much gratitude to the staff at Mitchell Publishing, Inc., particularly
Erika Berg and Raleigh Wilson, for encouraging me and trusting me with this
project. Above all, Santa Claus should be good to my children, Greg and
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Licensing Agreement

LIMITED USE SOFTWARE LICENSING AGREEMENT

IMPORTANT: Please read this page before using the dBASE III 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 program, you show your agreement to the
terms of this license.

EXCLUSIONS OF WARRANTIES AND LIMITATIONS OF LIABILITY

THE COPY OF THE dBASE 11l PLUS PROGRAM MADE AVAILABLE FOR USE WITH THIS TEXTBOOK IS
A LIMITED FUNCTIONALITY VERSION OF dBASE 11l PLUS, AND IS INTENDED SOLELY FOR EDUCA-
TIONAL, TRAINING AND DEMONSTRATION PURPOSES. ACCORDINGLY, THIS COPY OF dBASE Iii
PLUS IS PROVIDED "AS 1S,” WITHOUT WARRANTY OF ANY KIND FROM ASHTON-TATE OR
[LICENSEE]. ASHTON-TATE AND [LICENSEE] HEREBY DISCLAIM ALL WARRANTIES OF ANY KIND
WITH RESPECT TO THIS LIMITED FUNCTIONALITY COPY OF dBASE 11l PLUS, INCLUDING WITHOUT
LIMITATION THE IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR A PARTICULAR
PURPOSE. NEITHER ASHTON-TATE NOR [LICENSEE] SHALL BE LIABLE UNDER ANY CIRCUMSTANCES
FOR CONSEQUENTIAL, INCIDENTAL, SPECIAL OR EXEMPLARY DAMAGES ARISING OUT OF THE
USE OF THIS LIMITED FUNCTIONALITY COPY OF dBASE 11l PLUS, EVEN IF ASHTON-TATE OR
[LICENSEE] HAS BEEN APPRISED OF THE LIKELIHOOD OF SUCH DAMAGES OCCURRING. IN NO
EVENT WILL ASHTON-TATE'S OR [LICENSEE'S] LIABILITY (WHETHER BASED ON AN ACTION OR
CLAIM IN CONTRACT, TORT OR OTHERWISE) ARISING OUT OF THE USE OF THIS LIMITED FUNC-
TIONALITY COPY OF dBASE 111 PLUS EXCEED THE AMOUNT PAID FOR THIS TEXTBOOK.

LIMITED USE OF SOFTWARE LICENSE AGREEMENT
DEFINITIONS

The term *“Software™ as used in this agreement means the Limited Use version of dBASE III PLUS which is made
available for use in conjunction with this Textbook solely for educational, training and/or demonstration purposes.
The term *Software Copies” means the actual copies of all or any portion of the Software, including back-ups,
updates, merged or partial copies permitied 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 addition, 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 1o use the Software and Software Copies for educational, training and/or
demonstration purposes. You do not become the owner of, Ashton-Tate retains title to, all the Software and Sofiware
Copies. In addition, you agree 10 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.
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USES NOT PERMITTED
You may not:

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

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

e Alier, decompile, disassemble, or reverse-engineer the Software.
e Remove or obscure the Ashton-Tate copyright and trademark notices.
e 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 original 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 Sofiware Copies. Ashton-Tate can also enforce our other legal rights.

GENERAL

This agreement represents the entire understanding and agreement regarding the Software and Software Copies and
supersedes any prior purchase order, communication, advertising or representation.

This license may only be modified in a writien amendment signed by an authorized Ashton-Tate officer. If any
provision of this agreement shall be unlawful, void, or for any reason unenforceable, it shall be deemed severable
from, and shall in no way affect the validity or enforceability of, the remaining provisions of this agreement. This
agreement will be governed by California law.
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NOTE TO THE INSTRUCTOR

Please sign and return the License Agreement below to the publisher when
this book is adopted for classroom use.

EXHIBIT A
LICENSE AGREEMENT

THIS AGREEMENT is between (Publisher)
and hereafter "Institution."

Institution is granted permission to create backup copies of the Educational
Version of VP-Planner as distributed with the adopted textbook, Using
Application Software.

This software is for use only in conjunction with said adopted textbook and
the duplicated software diskettes will be used only by students enrolled in
courses where said textbook is being used.

The software will not be resold for profit, nor distributed in any manner other
than for normal student use in accordance with classroom activities.

AGREED, this_ | dayof ____________________ , 1988
(Publisher) @~ (Imstitution)
By:  _ _ _ _ _ . By __ __
Title Title
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