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This book is dedicated to the proposition that for every problem, no matter
how complex and hopeless the situation may appear, there is at least one
simple solution . . . and it is usually wrong.
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INTRODUCTION

This book contains a treasure of information. It unlocks the
information stored on your personal computer (PC), and makes
it available in ways that you have only dreamed were possible.
In fact, this book may be almost as important to your produc-
tivity as your computer.

There are few tasks in the microcomputing world as frus-
trating as trying to move information from one program to an-
other. As many people will tell you, if you haven’t yet
experienced it, it often appears faster to reenter the informa-
tion rather than waste time and energy on complex conversion
procedures.

Some writers refer to the fritter factor, which too often is
responsible for lessening the productivity gains offered by com-
puters. Nowhere is this more apparent than in data transfer.
Too many products live in an egocentric universe, and they
communicate with other programs only on their own rigid and
limited terms.

This book is your key to unlock the apparent mysteries, to
reveal the hidden pitfalls, and to uncover the undocumented
tricks encountered when trying to move information between
two programs.

This book is the direct result of real world experiences. As
a computer user, I have frequently been stymied by data that
was trapped in one application when it was needed in another
application. As a consultant, I have lived through similar ex-
periences with many clients. As a writer of software reviews
for major national magazines, I have seen the best and worst of
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2 Introduction

data exchange facilities among famous and not-so-famous pro-
grams on the market.

I hope you view this book as a personal assistant, an ex-
pert data-exchange consultant who sits on your shelf—waiting
to hop down and speed you past whatever roadblocks you may
encounter.

WHO CAN USE THIS BOOK

The primary goal of this book is to offer thorough information
that any PC user can understand and use. You do not need an
advanced degree in computer science to understand this mate-
rial. You will not have to probe hexadecimal file dumps and
master the DEBUG utility commands to benefit from this
book.

If you use two or more programs on a PC, then you will
eventually need this book. If you work with other people, if you
must exchange information with them, and if you use different
programs, then you need this book. If you are responsible for
helping others work with their computers, then it is a safe bet
that you have already encountered instances where you could
use this book.

While novices will find the information accessible and use-
ful, advanced and “power” users will also find a wealth of tips
and tricks. The book does not cover the little details about bi-
nary header record fields in data files, but it goes in depth
about technical matters.

HOW TO USE THIS BOOK

It may be helpful to scan the book’s structure. It is designed as
a working reference, so that you can dive in and get the infor-
mation you need quickly—without having to wade through
endless manuals, limited tutorials, or abstract theoretical
discussions.

Almost every reader should read the first section. This is
a basic survival course in data-file recognition. It lays the
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groundwork for the following sections, and it provides a com-
mon terminology for use throughout the other sections. The
next chapters cover moving data in and out of specific pro-
grams. You will find coverage of Lotus® 1-2-3%, dBASE III
Plus®, word-processing programs, desktop publishing, and ac-
counting programs.

There are many instances where your needs will not be
met by the facilities offered by standard programs. The next
part demonstrates techniques that you can apply safely and ef-
fectively. There are various ways to use a simple text editor to
perform major transformations on data files. Also included are
some simple BASIC programs that you can run to use for some
operations.

Not everyone wants to be a programmer, however. That is
why there is a section devoted to products available from other
sources that you can use to simplify and automate the data-
exchange process. This section only lists the winners, although
you will find that the definition of winner varies depending on
who you are and what you need to accomplish.

Finally, the last part covers what to do when you must
move data between computers and between programs. This is
strictly survival-level coverage, since PC communication is a
topic that can fill volumes. In this chapter, you will learn
enough to solve most of the problems, and you will learn where
to go for help when the easy answers do not work.

The Data Exchange is an old-world bazaar; you enter
through a common gate that opens onto a courtyard sur-
rounded by stalls and small shops. Use the gateway to orient
yourself and learn the language (Part 1), then go straight to
the shop that interests you most or simply browse among them
all—depending on your needs and interests. In any case, enjoy
the trip; you will find treasures waiting around each corner.

A NOTE TO ENGLISH TEACHERS:

I know the difference between a single datum and many data.
Yet, the English language is a living, evolving creature. While
I rant and rave about my usage peeves (such as the “verbifica-



4 Introduction

tion” of the language), I also acknowledge that some errors
have become so common through usage that the “correct” ap-
proach now sounds stilted to the mind’s ear. How many of you
use a “floppy disc drive,” for example?

As a result, I use data is . . . throughout this book. The
primary goal is to give the reader unobstructed access to the
information. If bending the rules of proper usage makes this
book more readable, then I will gladly stray from the straight
and narrow.



PART 1

DATA BASICS

Data Exchange makes it easy for you to jump in and quickly
find information that will make data transfer tasks faster, eas-
ier, and safer. Feel free to read this book in almost any se-
quence you wish, except for the first two chapters. They contain
general information that is of vital importance to novice and
experienced users. Even if you think you may already know
most of the content, take a few minutes to skim this section.

In the next pages, you will find strategic concepts that are
guides in planning a data-transfer project. You will also learn
about standard data-file formats, their essential structures,
and how to identify them. These two chapters provide a com-
mon vocabulary and a set of concepts that are used throughout
the book.
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