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= Publisher’s Foreword

This book is in the Houghton Mifflin Software Solutions Series. The series
is explicitly designed to offer solutions to the problems encountered by ed-
ucators who wish to include instruction on popular commercial application
software programs as a component of courses they teach.

The purpose of this series is to provide high quality, inexpensive—in
fact, remarkably inexpensive—tutorial manuals keyed to the leading
software packages available.

Instructionally Innovative

Each manual in the Software Solutions Series focuses on those features of
a particular program that will actually be used by most individuals. The
manuals do not purport to teach everything there is to know about the
product; to do that, the manual would have to be needlessly complex and
would impose unrealistic time constraints on both students and instructors.
The manuals will enable students to attain comfortable proficiency in the
use of software products.

Flexible

The Software Solutions Series permits instructors to choose the manuals
that best suit their needs. This offers an important advantage over those
manuals that combine coverage of several programs in a single publication
and thus limit flexibility. ‘
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Publisher’'s Foreword

Cost

High

Students enrolled in a computer literacy or business data processing course
often required lab-based instruction on the use of three or more application
programs, usually a word processing program, a database manager, and a
spreadsheet program. This common course configuration can impose a
financial burden on students if they must purchase three expensive manu-
als in addition to the primary course text. We believe the Software Solu-
tions Series goes a long way toward solving this problem by providing an
effective and inexpensive method for learning about software.

Quality

All manuals in the Software Solutions Series are authored by writers who
have teaching experience in the classroom and in training programs in
business and industry. Each manual in the series has been reviewed for ac-
curacy and pedagogical effectiveness.

Software Program Disks

The Software Solutions Series currently consists of seven manuals and soft-
ware for the following products: Microsoft Works, WordPerfect, Word-
Star, dBASE III Plus, SuperCalc 4, Lotus 1-2-3, and PageMaker.

Master disks containing educational versions of Microsoft Works,
WordPerfect, WordStar, dBASE III Plus, and SuperCalc 4 are available
from Houghton Mifflin without charge to adopters of the manuals. These
disks may be duplicated for individual student use by instructors in accor-
dance with applicable license agreements.

For Lotus 1-2-3 and PageMaker, exercise disks rather than educational
versions of the program disks are available from Houghton Mifflin with-
out charge to adopters.

All manuals in the Software Solutions Series and their accompanying
disks are for use with IBM equipment except for PageMaker, which is only
for the Macintosh.

We wish to thank Microsoft Corporation, WordPerfect Corporation,
MicroPro International, Computer Associates, and Ashton-Tate for their
cooperation in helping to make this series available.
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USING MICROSOFT WORKS introduces the student to one of the newest
and most powerful integrated application programs available today. The
package makes it easy for students to learn the basics of Microsoft Works
in a very short period of time. It does so by building on the natural learn-
ing process so that students avoid frustration and confusion. This sharp fo-
cus allows students to develop an understanding of how Microsoft Works
functions and to issue commands confidently to achieve useful results—all
within a reasonable time.

Pedagogical features that ensure mastery of the basics in a short peri-
od of time are an integral part of each chapter.

An introduction explains features covered in the chapter.
New terminology is presented at the beginning of each chapter.

Step-by-step instructions are followed by an illustrated example and
practice exercises that allow students to use each feature in a hands-on en-
vironment.

Every exercise step number is enclosed in a box, making it easy for students
to identify what they are to read and what they are to do.

Frequent illustrations make it easy for students to check their work as
they go along, building their confidence and understanding and providing
positive reinforcement.

Tips give students important shortcuts and reminders as well as directions
and explanations.

Each chapter ends with a summary of the concepts and commands present-
ed in the chapter; this encourages review and mastery of the basics.

Four appendixes provide a summary of commands, information on using a
hard disk, formatting commands, and a menu summary.
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The manual’s step-by-step instructions complement the classroom-
tested Read and Do approach to teaching. After reading a simple expla-
nation of a new concept and studying an example, students complete an ex-
ercise on the computer. This logical presentation means that students focus
on one feature at a time, are guided through an exercise in which they
practice using the feature under discussion, and complete the exercise on
their own—gaining confidence as they complete the performance of each
new feature. Clear hands-on instructions walk students through each new
element of the program, and illustrations showing correct screens or print-
ed output allow them to check their work as they go along.

Because this manual is designed to give first-time users basic compe-
tence in using the program, advanced Microsoft Works features are not
covered. Seven text chapters teach the basics for using the word process-
ing, spreadsheet, database, and communication components of this power-
ful program.

A disk containing the educational version of Microsoft Works, Release
1.0, which can be copied, is supplied to instructors who adopt this manual.
The educational version of the software has been limited in the following
ways:

1. No documentation, printer or plotter drivers other than TTY and Epson
FX are supplied. Choose the Epson FX printer if you have an Epson FX
or a printer than emulates one. Otherwise, choose TTY, which will
emulate most other printers. Epson FX is the default.

2. Certain chart fonts, the spelling checker, help disk, computer-based
tutorials, and macros are not included. Help Index and Tutorial Index
will appear on the window menu in each tool but are not included with
the Educational Version of the software.

3. The maximum file size for the word processor is 25K, between five pag-
es (with dense formatting) and 10 pages (with sparse formatting) of
text. Neither the spreadsheet nor the database can exceed 32 columns
by 256 rows with a maximum column width of 79 characters. Although
the educational version of Microsoft Works will not save or open files
that exceed these size limitations, the program does read and write
files compatible with the full retail version.

4. No other commands have been removed. Except as noted in 1 and 2
above, the educational version is as functional as the full retail ver-
sion.
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Students may store their work directly on the program disks, or they
may format data disks of their own. If they choose to save files on the
program disk, it will be necessary to delete files as the disk fills. To de-
lete a file, exit to DOS (ALT, F, D, press ENTER). When the A:> appears,
type: erase (name of file), then press Enter for each file to be deleted. To
return to Works, type: exit. If students choose to store their work on separ-
ate data disks, they will have to switch disks in the A drive if they
have only a single drive or put the data disk in drive B and precede all
document names with B: if they have a dual-floppy system. Students may
also copy their program disks to a hard drive. Instructions for using this
software on a hard-disk system are found in Appendix B. This text as-
sumes students will save all files onto a data disk of their own using a
two-disk drive system.

Your program disk contains five screendriver files: EGA.GSD, HER-
CULES.GSD, MCGA.GSD, and TANDY.GSD. Depending on the type of
graphics card you have installed, you will need to rename one of these
files so that you may later display charts on your screen. Before copying
and/or loading the Using Microsoft Works disk, select and rename the ap-
propriate screendriver file to SCREEN. GSD. For example, if you are using
a CGA interface you will need to do the following:

1. Load DOS.
2. Remove the DOS disk and insert the Microsoft Works disk.
3. Type RENAME CGA. GSD SCREEN. GSD

To use this package, you must have the following:

A copy of the Microsoft Works Educational Version master disk supplied
to instructors adopting this manual

An IBM-PC or compatible computer or an IBM Personal System/2 series
computer that uses double-sided floppy disks

At least 384K RAM (Random Access Memory)

MS or PC DOS 2.0 or higher

Two 320K or one 720K disk drive; a hard (fixed) disk system may be used
CGA, EGA, MCGA, VGA, or Hercules graphics adapter for charting

A standard monitor or an IBM Enhanced Color Display monitor

A color or black and white graphics printer
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B A Hayes-compatible modem and/or Microsoft Mouse optional

B Formatted 5.25” or 3.5” disks for backing up the program disk and storing
data
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==mmm End-user Agreement

Houghton Mifflin Company End-User and Limited Reproduction Rights License
Agreement for Teachers and Students

HOUGHTON MIFFLIN COMPANY SOFTWARE LICENSE

READ THIS FIRST. Your use of the Microsoft software (the "SOFTWARE") is
governed by the legal agreement below. If you are a teacher and you receive a
diskette with your copy of this book, your use of the SOFTWARE is governed by
both sections I and II. If you are a student and you are receiving a copy of the
teacher's diskette, your use of the SOFTWARE is governed by only section II.

I. HOUGHTON MIFFLIN COMPANY LIMITED REPRODUCTION RIGHTS LI-
CENSE AGREEMENT FOR TEACHERS

BY OPENING THE SEALED DISK PACKAGE, YOU ARE AGREEING TO
BE BOUND BY THE TERMS AND CONDITIONS IN BOTH SECTIONS I AND
Il OF THIS AGREEMENT. IF YOU DO NOT AGREE TO SUCH TERMS AND
CONDITIONS, PROMPTLY RETURN THE UNOPENED DISK PACKAGE TO-
GETHER WITH THE BOOK TO THE PLACE WHERE YOU OBTAINED THEM
FOR A REFUND.

1. If you are a teacher and you are using this Book for educational purposes, you
may make limited copies of the SOFTWARE on the following conditions
only:

(a) You must first notify each student receiving such copy that his or her use of
the SOFTWARE is governed by the end-user license agreement as contained
in section II below.

(b) You must make only one copy of the SOFTWARE copy per copy of the Book
purchased or owned by the student. STUDENTS ARE NOT AUTHORIZED
BY THIS AGREEMENT OR OTHERWISE TO MAKE COPIES OF THE SOFT-
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WARE, EXCEPT AS PROVIDED IN THE END-USER LICENSE AGREE-
MENT BELOW.

(c) If you make any additional copies of the SOFTWARE, you are violating the
terms of this Agreement that you have signed, and you will risk legal penal-
ties against you.

II. HOUGHTON MIFFLIN COMPANY END-USER LICENSE AGREEMENT
Students:

BY ACCEPTING THE COPIED SOFTWARE FROM YOUR TEACHER, YOU
ARE AGREEING TO BE BOUND BY THE TERMS AND CONDITIONS BELOW
IN THIS SECTION II. IF YOU DO NOT AGREE WITH SUCH TERMS AND
CONDITIONS, YOU SHOULD RETURN THE SOFTWARE TO YOUR TEACH-
ER TOGETHER WITH THE BOOK.

1. GRANT OF LICENSE. Houghton Mifflin Company grants to you the right
to use one copy of the enclosed SOFTWARE on a single terminal connected
to a single computer (i.e. with a single CPU). You must not network the
SOFTWARE or otherwise use it on more than one computer or computer ter-
minal at the same time.

2. COPYRIGHT. The SOFTWARE is owned by Microsoft or its suppliers
and is protected by United States copyright laws and international treaty
provisions. Therefore, you must treat the SOFTWARE like any other copy-
righted material (e.g. a book or musical recording) except that you may either
(a) make one copy of the SOFTWARE solely for backup or archival purposes,
or (b) transfer the SOFTWARE to a single hard disk provided you keep the
original solely for backup or archival purposes. You may not copy the writ-
ten materials.

3. OTHER RESTRICTIONS. You may not rent or lease the SOFTWARE, but
you may transfer the SOFTWARE and written materials on a permanent ba-
sis provided you retain no copies and the recipient agrees to the terms of this
Agreement. You may not reverse engineer, decompile or disassemble the

SOFTWARE.

4. DUAL MEDIA SOFTWARE. If the SOFTWARE package contains both 3
1/2" and 5 1/4" disks, then you may use only the disks appropriate for your
single-user computer. You may not use the other disks on another computer
or loan, rent, lease, or transfer them to another user except as part of the per-
manent transfer (as provided above) of all SOFTWARE and written materi-
als.

DISCLAIMER OF WARRANTY AND LIMITED WARRANTY

THE SOFTWARE AND ACCOMPANYING WRITTEN MATERIALS (INCLUD-
ING INSTRUCTIONS FOR USE) ARE PROVIDED "AS IS" WITHOUT WAR-
RANTY OF ANY KIND. FURTHER, HOUGHTON MIFFLIN COMPANY DOES
NOT WARRANT, GUARANTEE, OR MAKE ANY REPRESENTATIONS RE-
GARDING THE USE, OR THE RESULTS OF THE USE, OF THE SOFTWARE OR
WRITTEN MATERIALS IN TERMS OF CORRECTNESS, ACCURACY, RELIA-
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BILITY, CURRENTNESS, OR OTHERWISE. THE ENTIRE RISK AS TO THE RE-
SULTS AND PERFORMANCE OF THE SOFTWARE IS ASSUMED BY YOU. IF
THE SOFTWARE OR WRITTEN MATERIALS ARE DEFECTIVE YOU, AND NOT
HOUGHTON MIFFLIN COMPANY OR ITS DEALERS, DISTRIBUTORS,
AGENTS, OR EMPLOYEES, ASSUME THE ENTIRE COST OF ALL NECESSARY
SERVICING, REPAIR OR CORRECTION.

Houghton Mifflin Company warrants to the original LICENSEE that (a) the
disk(s) on which the SOFTWARE is recorded is free from defects in materials and
workmanship under normal use and service for a period of ninety (90) days from
the date of delivery as evidenced by a copy of the receipt. Further, Houghton
Mifflin Company hereby limits the duration of any implied warranty(ies) on the
disk to the respective periods stated above. Some states do not allow limitations
on duration of an implied warranty, so the above limitation may not apply to you.

Houghton Mifflin Company’s entire liability and your exclusive remedy as to
the disk(s) shall be at Houghton Mifflin's option, either (a) return of the purchase
price or (b) replacement of the disk that does not meet Houghton Mifflin Compa-
ny's Limited Warranty and which is returned to Houghton Mifflin Company with
a copy of the receipt. If failure of the disk has resulted from accident, abuse, or
misapplication, Houghton Mifflin Company shall have no responsibility to re-
place the disk or refund the purchase price. Any replacement disk will be war-
ranted for the remainder of the original warranty period of thirty (30) days,
whichever is longer.

NO OTHER WARRANTIES. HOUGHTON MIFFLIN COMPANY DISCLAIMS
ALL OTHER WARRANTIES, EITHER EXPRESS OR IMPLIED, INCLUDING BUT
NOT LIMITED TO IMPLIED WARRANTIES OF MERCHANTABILITY AND FIT-
NESS FOR A PARTICULAR PURPOSE, WITH RESPECT TO THE SOFTWARE,
THE ACCOMPANYING HARDWARE. THIS LIMITED WARRANTY GIVES
YOU SPECIFIC LEGAL RIGHTS. YOU MAY HAVE OTHERS, WHICH VARY
FROM STATE TO STATE.

NO LIABILITY FOR CONSEQUENTIAL DAMAGES. IN NO EVENT SHALL
HOUGHTON MIFFLIN COMPANY OR ITS SUPPLIERS BE LIABLE FOR ANY
DAMAGES WHATSOEVER (INCLUDING WITHOUT LIMITATION DAMAGES
FOR LOSS OF BUSINESS PROFITS, BUSINESS INTERRUPTION, LOSS OF
BUSINESS INFORMATION, OR OTHER PECUNIARY LOSS) ARISING OUT OF
THE USE OR INABILITY TO USE THIS MICROSOFT PRODUCT EVEN IF
HOUGHTON MIFFLIN COMPANY HAS BEEN ADVISED OF THE POSSIBLILI-
TY OF SUCH DAMAGES. BECAUSE SOME STATES DO NOT ALLOW THE EX-
CLUSION OR LIMITATION OF LIABILITY FOR CONSEQUENTIAL OR INCI-
DENTAL DAMAGES, THE ABOVE LIMITATION MAY NOT APPLY TO YOU.
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Learning About Your
IBM PC

Welcome to the IBM PC and Microsoft Works!
So that you willi be more efficient in using
Works, take a few minutes to become
acquainted with the IBM Personal Computer.
For specific instructions on its use, refer to the
IBM PC Guide to Operations, to DOS manuals,
or to any other training materials you have.

Do not be intimidated by the computer. It is
simply a sophisticated tool that saves time and
improves your efficiency and productivity in
handling Iinformation. Before you begin,
however, you should know that learning to use
Works on your IBM PC involves paying atten-
tion to details, as well as practicing.

The presentation in this manual follows the
same basic information (with a few exceptions)
used In the Microsoft Works Reference manual.

This chapter acquaints you with the basic termi-
nology and components of your computer sys-
tem.



