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PREFACE

During the past few years, we’ve taught a few thousand people--college students and professional business
managers alike--how to use programs such as Lotus 1-2-3, SuperCalc4, WordPerfect, WordStar,and dBASE
III PLUS. We've taught in one-on-onesituations, in classroom settings, and in two- and three-day intensive
seminars. Virtually all the training we do involves students’ hands-on use of computers. Observing others
who are learning to use the computer has helped us develop successful teaching techniques.

Our objective in writing Using Lotus 1-2-3, SuperCalc4, WordPerfect, WordStar, and dBASE IIl PLUS was
to take those techniques that work well in a classroom with an instructor present and translate them into
media (a workbook and a diskette) that a student can use without an instructor.

Of course, nothing can replace a trained teacher at your side: someone who’s there to answer ques-
tions that printed matter doesn’t cover. If structured properly, however, written and diskette-based
materials can serve as excellent complements to classroom or individual instruction. So to make your
learning experience as meaningful as we know how, we’ve translated our classroom and seminar experi-
ences into a two-step, self-teaching approach that’s built around real-world business applications. As you
learn the commands for each of the programs covered in this book, yow’ll be able to practice them right
away in meaningful exercises. In fact, in most cases each exercise builds upon work you completed in pre-
vious lessons. As you progress through each Part in the book, you’ll create models and applications just
like day-to-day users do in the business world.

Using Lotus 1-2-3, SuperCalc4, WordPerfect, WordStar, and dBASE IIl PLUS can be used in the following
situations:

*  For colleges and universities:

- As a primary text in a course such as “Introduction to Microcomputers,” where the emphasis is
on lab work;

- Asasupplemental lab manual to an “Introduction to Computers” course;

- As asupplemental lab manual to Management, Accounting, Finance, or General Business
courses in which the instructor wants to focus on the PC applications of business principles.

For working managers, analysts, and other professionals:

- As aself-paced workbook that can serve as the first learning tool or as a supplement to reference
manuals or other types of training materials,

- As course notes and workbook for workshops, seminars, or in-house training programs.

We have designed this book for the first-time PC user. So before we get to the programs themselves,
there are a few general computer- and DOS-related concepts you'll need to know; we cover these in the
Introduction.

This book is divided into six major parts, each numbered separately. Part 1 covers Lotus 1-2-3
spreadsheets, data bases, and graphics; Part 2 presents SuperCalc4 spreadsheets, data bases, and graphics;
Part 3 deals with version 4.2 of the WordPerfect word processing program; Part 4 covers the WordStar
word processing program; Part 5 examines data base management applications with dBASE 111 PLUS;
and Part 6 treats version 5 of WordPerfect. Within each part, there are several lessons that deal with
more specific topics.



Each lesson is divided into two components:

1. A textsection that describes a command or function of the program under discussion. For
each lesson, the text is divided into the following groups:

- A general overview of the topic
- A section called “Some Preliminary Information”
- A section called “Preparing for the Exercise”

2. A step-by-step exercise with accompanying “Tips” and “Troubleshooting Hints” to help
should you get lost.

In addition to the basic exercises, you’ll find some optional exercises to help you experiment with
general concepts and commands. And every few lessons you'll find an “Application Problem” that lets
you explore a group of topics in greater detail. The Application Problems set up scenarios and then ask
you to provide a solution to the problem at hand.

If you have no prior experience with the topic covered by a given lesson, we recommend you read the
material carefully. On the other hand, if you've used a particular command before, you may find you’re
able to go straight to the exercises without having to read the related material first. However you ap-
proach the work, you should complete the exercises for every lesson, since many exercises build on work
that was to have been completed earlier.

Notes to Instructors

The publisher distributes educational, limited versions of SuperCalc4, WordPerfect 4.2, and dBASE III
PLUS foruse with the exercises in this book. This softwareis available, free of charge to professors who adopt
this book, forduplication anddistribution to all students in courses for which this book is used. Alternatively,
the instructor can elect to have all students purchase the book packaged with the educational versions of the
software. While these products can be used to learn the programs, they have certain limitations so they may
not be used effectively in a setting where a full commercial version of the product is needed.

Many of the exercises in this book require that the student use work files we have created and stored
on one data diskette. The publisher will supply you with a diskette that contains these files. We recom-
mend that you make copies of these files for individual student use. In the case of WordPerfect S files, we
recommend that you retrieve and save each file on a system that has been configured for use with the
printer your students will be using.

The data disk contains 91 files: 17 .WKS files for Lotus 1-2-3 Version 1A; 17 .WK1 files for
Lotus 1-2-3 Version 2.0 and above; 17 .CAL files for SuperCalc4; 12 files for WordPerfect 4.2 (full com-
mercial version); 12 .ED files for Limited WordPerfect 4.2 (educational version); 12 files for WordPerfect
5; and 3 .DBF files and 1 .FRM file for dBASE IIT PLUS.

There are also 12 WordStar files, contained on a separate disk, available directly from the publisher.

Here are the files you should copy, depending upon which version of the various programs you
choose to use. .



For Lotus 1-2-3, Version 1A (17 files):

FUNCTION.WKS
COMPETE.WKS
LOANAMT.WKS
LOANAMTX.WKS
SALES87.WKS
SLS8687.WKS
SALES86.WKS
REPS.WKS
SALESREP.WKS
LAWN.WKS
RENT.WKS
SHOES.WKS
EMPLOYEE.WKS
BANK. WKS
CLOCATE.WKS
CUSTMAST.WKS
INVEST.WKS

For Lotus 1-2-3, Version 2.0 and above (17 files):

FUNCTION.WK1
COMPETE. WK1
LOANAMT. WK1
LOANAMTX. WK1
SALES87. WK1
SLS8687.WK1
SALES86.WK1
REPS.WK1
SALESREP.WK1
LAWN.WK1
RENT.WK1
SHOES.WK1
EMPLOYEE. WK1
BANK WK1
CLOCATE.WK1
CUSTMAST.WK1
INVEST.WK1

For SuperCalc4, commercial and educational version (17 files):

FUNCTION.CAL
COMPETE.CAL
LOANAMT.CAL
LOANAMTX.CAL
SALES89.CAL
S1.S8889.CAL
SALESS8.CAL
REPS.CAL
SALESREP.CAL



LAWN.CAL
RENT.CAL
SHOES.CAL
EMPLOYEE.CAL
BANK.CAL
CLOCATE.CAL
CUSTMAST.CAL
INVEST.CAL

For WordPerfect 4.2, commercial version (12 files):

FIRST
MANUALS
FINDIT
INFO
MEMO
FORMAT
BLOCK
CONTRACT
DANGER
INSPIRE
NUTS
PRODUCTS

For WordPerfect 4.2, limited/educational version (12 files):

FIRST.ED
MANUALS.ED
FINDIT.ED
INFO.ED
MEMO.ED
FORMAT.ED
BLOCK.ED
CONTRACT.ED
DANGER.ED
INSPIRE.ED
NUTS.ED
PRODUCTS.ED

For WordPerfect 5, commercial version (12 files):

FIRSTS
MANUALSS
FINDITS
INFOS
MEMOS5
FORMATS
BLOCKS
CONTRACS
DANGERS5



INSPIRES
NUTSS
PRODUCTS

For WordStar (12 files):

BEGIN
PRINTOUT
FORMS
LONGFILE
BLOCKING
GETIT
NOTE
NEWSTUFF
BREED
PEP
BUNCH
WSERIES

For dBASE III PLUS (4 files):

CUSTOMER.DBF
MOREHIST.DBF
PROFILES.DBF
SAMPLEX.FRM

On the work disks you distribute to your students, we recommend that you include only those files the
student will use. For instance, if you're using Lotus 1-2-3 Version 2.0 or above, having .WKS files (for
Version 1A) on the disk may cause some confusion. Likewise, if you’re using the limited/educational
version of WordPerfect supplied with this book, there’s no reason to have the regular WordPerfect files
on the work disk.

You'll notice that all Lotus 1-2-3, SuperCalc4, and dBASE IIT PLUS files include extensions. These
extensions are placed automatically in the file names by the programs, so they must be included when the
files are copied. The file names for commercial WordPerfect and WordStar do not include extensions.
However, we've placed .ED extensions on the files for the limited/educational WordPerfect version so you
can distinguish them from the commercial WordPerfect files. (We’ve added the .ED extensions merely
for convenience; they are not required by the program nor do you have to include them if you create new
files using the limited/educational WordPerfect program.)

The .WKS Lotus 1-2-3 files work with version 1A. The .WK1 Lotus 1-2-3 files work with version 2.0
and above. The .CAL SuperCalc4 files work with the commercial version and with the educational
version of the program. The WordPerfect files, without extensions, work with the commercial version of
the program. The WordPerfect files, with .ED extensions, work with the limited/educational 4.2 version
of the program. The dBASE files work with either the commercial or the educational versions of the
program.

For the most part, the educational versions of SuperCalc4, WordPerfect 4.2, and dBASE III PLUS
function like their commercial cousins. However, here are a few differences you should be aware of.



SuperCalc4, educational version:

1

2.

The maximum size of the worksheet is 26 columns by 40 rows.

When printing, an “educational version” message prints approximately every 23 lines and at the
bottom of the printout.

For graphics, only the default fonts can be used.

Worksheets cannot be printed sideways.

WordPerfect 4.2, limited/educational version:

1.

2.

The maximum file size is 50K, or approximately 25 to 30 pages of text.

Files created with the commercial version cannot be used by the limited/educational version; files
created with the limited/educational version will not work with the commercial version.

When printing, a “*WPC” message appears after every paragraph.

Allfiles mustbe printed through parallel port 1, as it is not possible to define printers, to change fonts,
or to use extended ASCII characters.

When “Help” is accessed, only a function-key template appears.
The commercial Speller and Thesaurus cannot be used on limited/educational version files.

However, there isa “readme.wp” file on the limited/educational version program disk that gives step-
by-step instructions for using these features.

dBASE III PLUS, educational version:

1.
2.

1t allows only 40 records.

The dot prompt appears as: (DEMO).



INFORMATION ABOUT dBASE Ill PLUS

Important: Please read this information 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 III PLUS program made available for use with this textbook is a limited-function
version of dBASE IIT PLUS and is intended solely for education, training, and demonstration purposes.
Accordingly, this copy of dBASE III PLUS is provided “as is,” without warranty of any kind from
Ashton-Tate or Scott, Foresman. Ashton-Tate and Scott,Foresman hereby disclaim all warranties of any
kind with respect to this limited-function copy of dBASE ITI PLUS, including without limitation the
implied warranties of merchantability and fitness for a particular purpose. Neither Ashton-Tate nor
Scott, Foresman shall be liable under any circumstances for consequential, incidental, special, or exem-
plary damages arising out of the use of this limited-function copy of dBASE III PLUS, even if Ashton-
Tate or Scott, Foresman has been apprised of the likelihood of such damages occurring. In no event will
Ashton Tate’s or Scott, Foresman’s liability (whether based on an action or claim in a contract, tort or
otherwise) arising out of the use of this limited-function 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 version of dBASE III PLUS that
is made available for use in conjunction with this textbook solely for educational, training, and/or demon-

stration 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 permitted hereunder.

Permitted Uses
You may:

-~ Load in 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 to use the Software and Software Copies for educational,
training, and/or demonstration purposes. You do not become the owner of, and Ashton-Tate retains title
to, all the Software 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, Software Copies, or your rights
under this license except transfers 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.

Duration

This license 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 Software Copies. Ashton-Tate can also enforce its 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 written 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 provi-
sions of this agreement. This agreement will be governed by California law.




[When purchasing directly, for personal use, fill out this side.]

School Software Direct Order Form

[J Ship to student [ Ship to reseller (replacement stock)

Qualifying teachers, as well as college, university, and other post-secondary students, can now purchase WordPerfect Corporation
(WPCORP) software directly from WPCORP at a reduced price. To qualify, a participant must be a full-time teacher/administrator
or currently enrolled as a full-time post-secondary student, and must agree in writing not to resell or transfer any package purchased
under this program.

If you satisfy these qualifying conditions and would like to purchase software directly from WPCORP under the School Software
Program, complete the following six steps and sign at the bottom of the form.

Step 1. From the list below, select the appropriate software and disk size for your computer (please note that you are limited to
one package of each program) and mark an “x” in the corresponding box(es).

Product Price* Disk Size
0 WordPerfect--IBM PC & Compatibles $125.00 03127 0514
O WordPerfect-Apple Ile/llc 59.00 0 3-1/2" & 5-1/4"
0 WordPerfect--Apple IIGS 59.00 0 s3-12
O WordPerfect--Amiga 99.00 O 3-12
O  WordPerfect--Atari ST 99.00 832
O WordPerfect--Macintosh 99.00 a3-1/2"
O PlanPerfect-IBM PC & Compatibles 99.00 0312 [Os-14"
O DataPerfect-IBM PC & Compatibles 125.00 O3-1/2" & 5-14"
O wordPerfect Library-IBM PC & Compatibles 59.00 0312 &5-114".
O WordPerfect Executive--1IBM PC & Compatibles 79.00 0 3-1/2" & 5-1/4
O  Junior WordPerfect--IBM PC & Compatibles 35.00 O312° Os-v4
O WordPerfect, Foreign Versions--1BM PC & Compatibles 175.00 O3-120 Os-1/4
Language
O WordPerfect Speller, Foreign Versions--IBM PC & Compatibles 40,00 O3120 Osua
Language
*No changes or additions can be made to this list.

Step 2. Makea photocopy of your current Student ID or Faculty card and a photocopy of some well known form of identification
displaying your social security number, such as your Driver License of Social Security Card. (WPCORP will hold this
information strictly confidential and use it only to guard against duplicate purchases.) Your school ID must show current
enrollment. (If it does not show a date, you must send verification of enrollment.) If you have serious reservations about
providing a social security number, call the Education Division at (801) 227-7131 to establish clearance to purchase any of
the above software products at these special prices.

Step 3. Eater your social security number: - -
Step 4. Enclose payment for the total cost of the package(s) ordered with your personal check, money order, Visa, or MasterCard.

Account # Expiration Date O VISA [MasterCard

(Make check or money order payable to WordPerfect Corporation.)

Step 5. List your shipping address and the address of your local computer store (dealer) in the space provided:

Ship To Designated Dealer

Phone Phone

Step 6. Enclose this signed and completed form, the photocopies of your identification cards, and your signed check or money
order (or Visa or MasterCard account number and expiration date) in an envelope and mail to School Software Program,
WordPerfect Corporation, 288 West Center Street, Orem, UT 84057.

The information provided herein is correct and accurate, and I will abide by the restricting conditions outlined by
WPCORP in this document. I understand that at its sole discretion, WPCORP may refuse any order for any reason.

Signature Date

*Utah residents add 6.25% sales tax. Prices ate quoted in U.S. dollars and apply to U.S. delivery for US. customers only.

WordPerfect Corporation 288 West Center Street - Orem, Utah 84057  (801) 225-5000



INTRODUCTION TO COMPUTERS AND
THE DISK OPERATING SYSTEM

Welcome to Using Lotus 1-2-3, SuperCalc4, WordPerfect, WordStar, and dBASE IIl PLUS. Before you get started
with the programs, there are four things we want to cover.

1. The operating system and what it means to you

2. DOS and some important housekeeping tools you can use
3. Your program diskettes

4. The PCkeyboard and how we’ll refer to specific keys

If you've used a PC before, feel free to skip any part of this Introduction.

What the Operating System Means to You

To use a program, be it Lotus 1-2-3, WordPerfect, dBASE III PLUS, or any other, you first have to
put another program--the operating system--into your computer.

The IBM PC uses an operating system called PC-DOS (Personal Computer Disk Operating System),
or DOS for short. DOS is a very special program that, once inside the PC, functions something like the
brains of your computer. DOS holds all the pieces of hardware and software together, so not a lot can
happen without it. For example, DOS tells the printer when to print, the screen when to write something,
and the keyboard when to send your messages to the internal parts of the computer.

For programs such as those you’ll be using in this book, the operating system sits between the pro-
gram you use and the computer so that everything gets moved around properly and efficiently. (DOS also
serves as a general housekeeper for your computer, and since it’s actually a program it has commands that
let you take advantage of its housekeeping functions. For now, though, you don’t have to know how any
of these commands work.)

If the screen shows the letter “A” and the greater-than symbol ( A> ), what you see is called the “A
prompt.” (If there’s a B or a C, then it’s called the “B prompt” or “C prompt.”) Any of these prompts
mean that DOS is placed (loaded) into the computer, you'’re at the operating system, and the computer is
waiting for a command. The computer interprets whatever you type in after the > as a command. It will
look at the disk drive that is indicated by the prompt and act upon the command you issue. For example,
when you see the A> prompt, the computer will read any command you type in and look at the diskette
in the left-hand floppy-disk drive (the A drive) for the command. The B drive is the right-hand floppy
disk-drive (if your computer has two floppy-disk drives), and the C drive is for a hard-disk drive (if you
have one).

In short, the first thing you must do every time you turn on your PC is to load DOS to get the operat-
ing system prompt. To do this with a PC that has two floppy-disk drives and no hard disk drive, all you
have to do is put the DOS diskette into the A drive, close the drive door, and turn on the computer and
monitor. To do this with a hard-disk PC, you simply turn on the machine.

When you use floppy diskettes, make sure to insert the diskette with the label up and the cut-out
(write-protect) notch to the left.



Once DOS is loaded into the computer you may see the following message on your screen:

Current date is Tue 1-01-1980
Enter new date:

You can respond to the message by typing in a date and pressing the {ENTER} key (which looks like
a crooked arrow on some keyboards). When you do this, the computer will ask for a new time with a
message that looks like this:

Current time is 0:00:28.94
Enter new time:

You can respond to this message by typing in a time (where the first entry is an hour, the second is
minutes, and the third is seconds and hundredths of a second) and then pressing the {ENTER} key again.
This will give you a message about the version of DOS which you've just loaded and then bring you to the
A> prompt (on two-floppy systems) or to the C> prompt (on hard-disk systems), the point at which
you’re ready to begin your serious work.

You are not required to enter a date and time when you load DOS. In fact, most users don’t. If you
simply press the {ENTER} key twice instead of typing a date and time, DOS will let you move on to the
DOS > prompt.

Once you’re at the A> prompt, you put the program disk you want to use in Drive A, type in the
program’s name, press the {ENTER} key, and you’re ready to begin work with that program. To run a
program that’s on a hard disk (Drive C), first type CD\ and the name of the directory where the program
is stored and press the {ENTER} key. Then type the name of the program you want to run and press
{ENTER} again to start that program. (Because hard disks are so large and sometimes difficult to
manage, most people like to divide them up into smaller sections called subdirectories. There’s more
information about subdirectories in Appendix A.)

Some Important DOS Housekeeping Tools

As indicated earlier, DOS helps you work with application programs such as Lotus 1-2-3 and WordPerfect.
But DOS can also be used by itself to help you keep track of your data, get diskettes ready for use,and do a
variety of status-checking tasks.

There are dozens of DOS commands, so many, in fact, that you could take an entire course devoted
strictly to DOS. Here are some of the most important DOS commands, along with descriptions of what
they do:

COMMAND PURPOSE

DIR DIRECTORY displays a list of the files (chunks

of information) on a diskette or on a section
(subdirectory) of a hard disk.

COPY COPY lets you copy one or more files from one
disk to another.

FORMAT FORMAT gets a diskette ready for use with your
computer.



CHKDSK CHKDSK checks adisk and the memory of your computer
to tell you how much space you've used.

DISKCOPY DISKCOPY puts acopy of an entirediskette onto another
diskette.

ERASE ERASE deletes files from your diskette.

RENAME RENAME lets you change the name of a file.

Fortunately, if you’re using a two-floppy-disk system, you only need to know about one DOS com-
mand, FORMAT, to get your system ready for use with the lessons in this book. If your PC has a hard
disk, you won’t even need to know about the FORMAT command just yet. (If you're interested in other
DOS commands, please refer to Appendix A for related information.)

FORMAT is a command that takes a blank diskette and gets it ready (formats it) to hold information
you create with an application program. To use the FORMAT command, simply follow these steps.

FOR A PC WITH TWO FLOPPY-DISK DRIVES:

1. With your machine off, place your DOS diskette in the A disk drive (usually the drive on the left) and
a new diskette you want to format in the B disk drive (usually the drive on the right).

2. Turn on the machine and monitor; then wait about thirty seconds until the date and time messages
appear.

3. Enter the date and time or simply press the {ENTER} key twice to get to the A> prompt.

4. From the A> prompt, type FORMAT B: and press the {ENTER} key to have the command
executed. (The B: part of the command tells DOS that you want to format the diskette in the B disk
drive.) You will see the following message on your screen:

Insert new diskette for drive B:
Strike any key when ready

5. With your new diskette already in the B disk drive, simply press any key to start formatting, a process
that will take about forty seconds. When you press any key, you'll notice that the red light on the B
disk drive comes on and you’ll see a message that looks like this:

Formatting ...
6. When the formatting process is completed, you’ll see this message:

Formatting complete

362496 bytes total disk space
362496 bytes free

Format another (Y/N)?



This message says that the diskette you just formatted in the B disk drive has space for 362,496 bytes
(abyteis an individual character, such as a letter or a number) and that since the diskette is still empty
there are 362,496 free bytes remaining on the diskette.

You’re also asked if you want to format another diskette at this time. If you type an N (to indicate
“No”), then you’ll be returned to the A> prompt. If you do want to format another diskette, type a
Y (for “Yes”) and DOS will instruct you to insert another new diskette into the B disk drive.

Remove the newly formatted diskette from the B disk drive. This is the diskette you’ll use to store
the information you create with the programs covered in this book.

FOR A PC WITH ONE FLOPPY-DISK DRIVE AND A HARD-DISK DRIVE:

1.

Turn on the machine and monitor; then wait (about thirty seconds) until the date and time messages
appear.

Enter the date and time or simply press the {ENTER} key twice to get to the C> prompt.

From the C> prompt, type FORMAT A: and press the {ENTER} key to have the command
executed. (The A: part of the command tells DOS that you want to format the diskette in the A disk
drive.) You will see the following message on your screen:

Insert new diskette for drive A:

Strike any key when ready

With your new diskette in the A disk drive, simply press any key to start formatting, a process that
will take about forty seconds. When you press any key, you'll notice that the red light on the A disk
drive comes on and you’ll see a message that looks like this:

Formatting ...

When the formatting process is completed, you'll see this message:

Formatting complete

362496 bytes total disk space
362496 bytes free

Format another (Y/N)?

This message says that the diskette you just formatted in the A disk drive has space for 362,496 bytes
(abyteisan individual character, such as a letter or a number) and that since the diskette is still empty
there are 362,496 free bytes remaining on the diskette.

You’re also asked if you want to format another diskette at this time. If you type an N (to indicate
“No”), then you’ll be returned to the C> prompt. If you do want to format another diskette, type a
Y (for “Yes”) and DOS will instruct you to insert another new diskette into the A disk drive.

Remove the newly formatted diskette from the A disk drive. This is the diskette you'll use to store
the information you create with the programs covered in this book.



Your Program Diskettes

Virtually every program you use must be set up (configured) in a special way so that it recognizes the type of
monitor, printer, and graphics equipment it’s working with.

So, before you use any of the programs, take one of the following steps.

1. Read the instructions in the manual that comes with the program and follow the steps on how to set
things up for your system.

2. Seeyour instructor or lab assistant to verify that the program diskettes will work on your PC.,
3. Have the computer dealer or whoever sold you the program set up the diskette for you.

If the programs are not properly set up for your computer, you may not be able to get them to work.

The PC Keyboard

Before you getinto Lesson 1 for any part, please take a few minutes to study the PC keyboard youw’ll be using.
You will need to know where specific keys are located and how we’'ll refer to them in the text and in the
exercises before you can use this material effectively.

Here are the things to look for:

1. The alphabetic, text keys: these are the keys, laid out just like those on a typewriter, in the center of
the keyboard.

2. Function keys: the keys (labeled F1 through F10) to the left of the alphabetic keys. These are special
program keys that we’ll introduce and explain as you need them. On some keyboards there are 12
function keys and they’re placed at the top, above the top row of letter keys.

3. Numerickeypad keys: (a) Toward the right of the keyboard you’ll see several keys with numbers (and
other things) on them. These keys can be used to enter numbers into the computer or they can be
used for the other functions that are labeled on them. (b) In addition to the number keys on the
numeric keypad, you'll also see number keys across the top of the keyboard. Because of the peculiar
ways certain programs use various keys, for now it would be a good idea to use these keys when
entering numbers.

4. The crooked-arrow key: (labeled ENTER on some keyboards) immediately to the right of the
alphabetic keys. This is the key you press to send information you’ve typed in to the computer.

5. The Ctrl key: located on the left side of the keyboard, immediately to the left of the “A,” this key is
held down for certain commands when you press other keys simultaneously.

There are other keys that we’ll discuss as we come to them. For now, though, you know enough to get
started.

When we get to specific spots in each lesson, and when you do the exercises, you’ll note that there are
some specific keystroke-by-keystroke things you must do. For instance, in the exercises we’ll ask you to
press specific keys to make something happen. When we do this, we’ll use a short-hand method to
describe various keys. Here’s what to look for:



