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If you have ever tried to learn a new software program on your own,
chances are that you were left somewhat frustrated by the experi-
ence. Even if you learned to use the program, you probably won-
dered if you were doing things correctly. Learning to use a software
package requires repetitive use of its features. You must practice the
skills covered in the material to make them a skill that you can apply
to various tasks. Mastering Microcomputer Applications is designed to
provide that solution and to meet the needs of both academic and
business users.

The short, easy-to-follow lessons in Mastering Microcomputer
Applications presents basic skills step by step. Each new skill builds
on the skills learned previously. Before long, you will be able to per-
form all types of computer-related tasks.

The book uses a learning-by-example approach and avoids
lengthy discussions of features. The chapters are organized by les-
sons, each focusing on a learning objective. As you master a learning
objective, you will acquire a new skill. Each lesson takes about 15
minutes to complete.

Every chapter (except the first in each section) begins with a
Skills Check. The Skills Check exercises test your readiness to begin
the chapter. If you experience difficulty with an exercise, you will
want to review earlier chapters on the topic tested before proceeding.

Once you have mastered the Skills Check, you are ready to tackle
the first learning objective. A brief description of the skill is followed
by the steps it involves and one or more practical applications. By
following these steps you will be able to perform the applications.
You will want to enter the examples at your keyboard if at all possi-
ble, since reading about the feature does not offer the same reinforce-
ment as trying it out on the computer. The examples are followed by
a set of exercises that test your ability to use the feature covered in
the learning objective. Even if you understand the techniques dis-
cussed in a learning objective you will want to take the time to work
through the examples and exercises. It is these practice sessions that
help incorporate the techniques covered into usable skills that can be
applied to later tasks.
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Preface

Each chapter concludes with three additional sets of exercises: the
Mastery Skills Check, the Integrating Skills Check, and the Business
Skills Check. Unlike the section exercises, which focus on one learn-
ing objective, the Mastery Skills Check tests your skill with all the
chapter’s objectives. Some exercises incorporate several learning
objectives from the chapter and others emphasize only one. The Inte-
grating Skills Check brings together your new skills and skills mas-
tered in earlier chapters. If you have difficulty completing these
exercises you should work through the chapter again for reinforce-
ment of its learning objectives. This test helps assure you that you
will be able to apply any combination of skills that you have learned.
If you have difficulty with an exercise, you will want to look back to
the chapter where the skill was initially covered and review the
examples and exercises for the learning objectives. The Business
Skills Check allows you to apply what you have learned in the con-
text of real business applications. These are the types of problems
that you might encounter in a work environment and will test your
ability to apply features of the package to solve them. Every few
chapters, you will encounter a Business Case Study which allows
you to further apply the skills of several chapters to business prob-
lems. These exercises are more complicated and integrate the skills
covered in many learning objectives. Although you can proceed
through the book at a much faster pace by skipping exercises, this is
not advised. The practice obtained in the exercises will help ensure
that you remember how to apply these skills in the future.

As you complete a chapter, you will find that you can use the
skills immediately to create a wide variety of documents. After com-
pleting the last chapter, you will have acquired a good set of begin-
ning-level skills. You will have gained these skills through hard work
and repetition but without the frustration so often associated with
learning a new package.

The student disk provided with your book allows you to com-
plete many of the Business Skills Check exercises and Business Case
Studies with a minimum of typing. You can retrieve the file specified
in the exercise and focus on testing your knowledge of the package
features.

The student disk is provided in both 5 1/4-inch and 3 1/2-inch
sizes to work with any computer you might be using. Working with
these files will require you to use the instructions provided for the
particular package to retrieve the files.

Conventions Used in This Book

» Menu selection approach Menu selections are provided for all

examples in the book. Instructions are provided for the use of
either keyboard or mouse as explained in each section. Conve-
nient short-cut keys that allow you to bypass menu selections
are also provided in many cases.

User input Text to be typed into the computer is shown in
bold type.



Preface

- Keys Keys are shown in keycap symbols. Keys to be pressed
simultaneously are separated by hyphens, as shown in the exam-

ple [CTRL]-[ENTER]. In packages where the keys have names, these
names are also provided in the text such as (Help).
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We would like to extend our thanks to all the people who contrib-
uted to producing this book, and to Gabrielle Lawrence and Eliza-
beth Reinhardt for all their work. Their ideas helped make this a
better book and added variety to chapter examples and exercises.
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DExpand Your Skills Even More

with help from our expert authors. Now that you've gained
greater skills with Mastering Microcomputer Applica-
tions, let us suggest the following related titles that will help
you use your computer to full advantage.
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Release

1-2-3 Release 2.4 Made Easy

by Mary Campbell

Whether you're a first-time 1-2-3 user or experienced in 1-2-3 but new
to release 2.4, Lotus expert Mary Campbell takes you step-by-step
from the basics to more advanced techniques so you'll build the skills

you need to master the latest release of Lotus 1-2-3.
$19.95 ISBN: 0-07-881839-7, 512 pages 7 3/8 x 9 1/4

1-2-3 Release 2.4: The Complete Reference

by Mary Campbell

Mary Campbell’s ever popular reference is updated and revised to
cover the newest version of Lotus 1-2-3. Every 1-2-3 feature,
command, and function is fully described and accompanied by a short

example of its use so you can quickly find the information you need.
$29.95, ISBN: 0-07-881853-2, 912 pages, 73/8 x 9 1/4

1-2-3 Release 3.4: The Complete Reference

by Mary Campbell

This updated version of Mary Campbell’s popular reference guide
covers the newest version of Lotus’ IBM PC-based super spreadsheet,
Release 3.4, as well as Releases 3.0 and 3.1. With every 1-2-3 feature,
command, and function fully described, this book is a must for users

at every skill level.
$29.95, ISBN: 0-07-881900-8, 1008 pages, 7 3/8 x 9 1/4

Osborne McGraw-Hill ® Available at local book and computer stores
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| WORDPERFECT

Teach Yourself WordPerfect, Second Edition

by Mary Campbell

The 15-minute approach to learning WordPerfect has been
enthusiastically welcomed by new users everywhere. You can easily
learn at your own speed when computer trainer and best-selling

author Mary Campbell takes you through the steps.
$24.95, ISBN: 0-07-881894-X, 656 pp., 73/8x 91/4

WordPerfect Made Easy, Third Edition

by Mella Mincberg

Mincberg’s WordPerfect 5.1 Made Easy, winner of PC Magazine’s
Editors” Choice Award, has been the book chosen by WordPerfect
beginners everywhere. Now Mincberg has completely revised her
best-seller to cover the newest version of Word Perfect. With Mincberg
leading the way, you'll soon be a skilled and confident WordPerfect

user.
$24.95, ISBN: 0-07-881895-8, 880 pp., 73/8 x 9 1/4

DOS Made Easy, Fourth Edition

by Herbert Schildt

The newest version of DOS is making headlines everywhere. Find out
how to use it with Schildt’s updated classic that’s helped users all
around the world. Everything you need to know, from installing the
program to using it on a network is covered through simple
instructions that are accompanied by a wealth of examples,
illustrations, and diagrams.

$19.95, ISBN: 0-07-881896-6, 512 pages, 7 3/8 x 9 1/4

DOS: The Complete Reference, Fourth Edition

by Kris Jamsa

Kris Jamsa returns with the revised fourth edition of his bestselling,
DOS: The Complete Reference covering the newest version of DOS.
From an overview of the disk operating system to programming and
disk management techniques, you’ll explore DOS’s newest features

and find out how they can work productively for you.
$29.95, ISBN: 0-07-881904-0, 1152 pages, 73/8 x 9 1/4

Osborne McGraw-Hill

B Available at local book and computer stores
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Starting DOS and
Working with the DOS Shell

Chapter Objectives
After completing this chapter, you should be able to:

1.1 Perform a Cold Boot

1.2 Perform a Warm Boot

*1.3 Switch Between DOS Prompt and DOS Shell
1.4 Use the Menus in DOS Shell

* 1.5 Switch Between Drives with DOS Shell

1.6 Move Between Directories with DOS Shell
*1.7 Move to Subdirectories in the Directory Tree
* 1.8 Move Between Files with DOS Shell

You are about to join millions of people in learning how to use a
personal computer. The first thing you will need to learn to do
is to use DOS. DOS stands for Disk Operating System. DOS is the
software that tells your computer how to do everything from finding
the printer when you want to print a document, to formatting a disk
so that you can use it. If you do not understand these terms, there is
no reason to worry because you will learn all about them in this
book.

DOS A disk operating sys-
tem that controls the interac-
tion between you and the
hardware of your computer.
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As you work with this chapter, you will learn a little about hard
drives and floppy disk drives. Most of the instructions in this book
will assume that you have a hard drive on your computer. If your
computer does not have a hard drive, you may find that some of the
examples and exercises will require extra steps. Ask your instructor
about what to do if your computer does not have a hard drive, and
the directions require one. At different stages in this chapter, there
are figures illustrating how the screen appears. These may not be
identical to the way that your screen appears, because of certain set-
tings that can vary by computer.

Program A file that con-
tains instructions you want
DQOS to perform every time
you run the program.

Cold Boot The process
of turning on a computer,
and loading DOS into mein-
ory.

Perform a Cold Boot

The first step to using a computer is the same step you use to use a
light. You need to turn it on before you get any benefit from it. How-
ever, turning on a computer is slightly more complicated than turn-
ing on a light. When a light is turned on, you can use it immediately,
but when you turn on a computer, there is an additional step. You
must load DOS into memory, which then allows you to use the com-
puter to run programs and carry out operations.

To understand what loading a file or program, such as DOS, into
memory means, think about reading a book. Until you read a book,
you do not know about its contents. When you read the book, you
read it into your memory. Then you know what it is about. Your
computer reads a book, or loads a file, in order to know what is in the
tile. If that file contains direction telling the computer how to do
something, it is called a program.

Your computer is like an amnesiac. Every time you turn it off, it
forgets everything. Each time it is turned back on, it checks itself to
make sure it is working properly, and then it looks for the informa-
tion that tells it how to communicate with you, and other parts of the
computer. DOS is the program that tells your computer how to talk
to you and run other programs. Each time you turn on your com-
puter, you need it to read DOS into its memory. This is called a cold
boot. DOS can be stored in one of two places: on your hard drive or
on a floppy disk.

To load DOS into memory from a hard drive:
a. Take all floppy disks out of any floppy disk drives.

b. Turn the computer on.

To load DOS into memory from a floppy disk:

a. Remove all floppy disks from any floppy disk drives.
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b. Put a DOS system disk—a floppy disk with specific DOS files on

it—in drive A. (Drive A is usually the top or left-hand drive.) System Disk A disk
that contains the DOS files
c.  Turn the computer on. required to boot a compuiter.

You can perform a cold boot anytime your computer has been
turned off. It is important to remember that every time your com-
puter is turned off, it forgets everything in memory. If you were
working on something in another program, the program is lost from
memory and your data may be lost as well if you simply turn the
computer off. If you want to save something you are working on,
you need to save it to a file, just as you would write down something
you did not want to forget. Files, and how to save to them, are dis-
cussed later. For now, just remember never to turn the computer off
until you are completely finished with what you are doing.

a. Remove all floppy disks from the floppy disk drives. Exa mple
The floppy disk drives are the slots in the front of your com-
puter that have levers or buttons you can use to extract the
floppy disks. You need to remember to remove the disks from
drive A because if you leave a disk in, your computer looks in
drive A for the files that are stored on a system disk. When your
computer cannot find the files, your system will not boot.

b. Turn on the monitor.

The monitor is the screen of the computer. On many systems
it is turned on separately from the rest of the computer. Usually
the button or toggle switch that turns on the monitor is on the
front or along the side. Until the computer is turned on, the
monitor shows nothing. Even after you turn the monitor on, it
will be empty because the computer is not sending it the instruc-
tions that tell the monitor what to display.

¢. Turn on the computer.

The switch or button that turns the computer on is normally
along the side or at the front of your computer. If it is a switch, it
may be marked with a 1 and a 0. The 1 is the on position, and
the 0 the off position.

d. Watch the monitor.

Depending on the brand of computer, and how it is set up,
you may see a message on the screen indicating that it is check-
ing its memory to ensure that its memory is functioning prop-
erly. After that is done, your computer will start searching for a
copy of DOS. It starts with drive A, which is the top, or left-
hand, floppy disk drive. If it does not find DOS in drive A, and
you have a disk in drive A, you will see a message that indicates
that there is a nonsystem disk in drive A. If drive A does not
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DOS Prompt The sym-
bol that first appears when
you start DOS, if DOS
Shell is not set to load at the
same time.

DOS Shell A DOS pro-
gram that makes it easier to
use DOS commands.

PART 1

contain a disk, your computer checks any hard drive for a copy
of DOS. If your computer’s hard drive has DOS on it, your com-
puter will read the DOS from the hard drive. You cannot boot a
computer from drive B. Also, if your hard disk is not set to boot
DOS from it, you must put a DOS disk in drive A to boot your
computer. The next thing that appears on your monitor is either
the DOS prompt, as in Figure 1-1, or the DOS Shell, as in Figure
1-2, depending on how your system is set up.

Exercises

With your computer turned off, insert your student disk into
drive A, and remove all other disks. Then turn on the computer
and the monitor. Look at the screen, then turn off your com-
puter.

With your computer turned off, remove all floppy disks. Switch
the computer and monitor on. Turn them off again.

FIGURE 1-1 DOS prompt

C>

FIGURE 1-2 DOS shell
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Perform a Warm Boot 1-2

Sometimes, when you are working with a computer, you find your-
self at a dead end, for example, when a program stops functioning
correctly. In this case, you may find yourself trapped, because noth-
ing is responding correctly. One way to get out of this dead end is
called a warm boot. In a warm boot, you tell the computer to erase

everything in memory, and load DOS again. When you do a warm Warnt Boot The process
boot, it is like turning your computer off and performing a cold boot of restarting a computer and
again, except that you don’t actually have to turn your computer off. loading DOS into memory

without turning off the com-

Once again, you are erasing everything in memory. Do not perform ;
puter.

either a warm or cold boot until there is nothing else you can do,
because you may lose the work you have done. If you are using a
computer that is part of a network, you will want to follow the net-
work administrator’s directions for what you should do when your
system freezes. Networks often have their own set of directions that
you should follow instead.

To perform a warm boot:

Remove all floppy disks from the floppy drives.

IS

If DOS is stored on a floppy disk, put it in drive A.
Press the key and do not release it.

Press the key and do not release it.

Press the key.

Release all three keys.

-~ 0 a 0

a. Remove all floppy disks and turn your computer on, so that it 11
reads DOS from the hard drive. Elﬂﬂlp le
When your computer has finished loading DOS into mem-
ory, you should see a screen similar to either Figure 1-1 or Fig-
ure 1-2.

b. Press the keys [CTRL]-[ALT)-[DEL].

Your screen will flicker and go blank for a moment, since
there is nothing left in memory to tell it what to show you. As
your computer reloads DOS, the screen will look like Figure 1-1
or 1-2 again.

1. Start your computer, loading DOS from the hard drive. At the ( ]
DOS prompt, or the DOS Shell, perform a warm boot. EX@?‘CZS@S



6 DOS

PART 1

2. Start your computer, loading DOS from the hard drive. Perform
a worm boot, loading DOS from your student disk this time.

1-3

Mouse A pointing device
that can be used with DOS
Shell and other applications
to allow you to select objects
on the screen such asfilbs,
drives, or commands.

Click The process of
quickly pressing the left but-
ton of a mouse while point-
ing at an object or command
on the screen. Clicking usu-
ally selects the object you are
pointing at.

Switch Between DOS
Prompt and DOS Shell

After you start most computers you will see a screen like Figure 1-1.
The C> that you see is the DOS prompt. From the DOS prompt, you
can enter various commands that DOS will carry out. On some other
computers, you will see the DOS Shell, shown in Figure 1-2, when
you start the computer. The DOS Shell is a graphical interface that
DOS provides to make it easier to use many of DOS’s commands.
This book focuses on using the DOS Shell. If your computer is set to
show the DOS prompt when you boot it, you will need to know how
to move to the DOS Shell.

To load the DOS Shell
into memory from the DOS prompt:

a. Type DOSSHELL.
b. Press the key.

Chapter 6 deals with working from the DOS prompt. You will
sometimes want to work at the DOS prompt because you will have
more control over some commands than you can have in the DOS
Shell. To use the DOS prompt, you need to exit the DOS Shell, which
erases the DOS Shell program from your computer’s memory.

To exit from DOS Shell:
a. DPress the key.

b. Press [F] to open the File menu.
c. Press [X] for Exit to exit DOS Shell.

When you press and then [F], you open the File menu, so
that your screen looks like Figure 1-3. The words on the bar across
the top of the screen are the titles of the menus. You will learn more
about menus later in this chapter. You can see on the menu in Figure
1-3 that there is a keystroke combination on the menu after the word
Exit that reads “Alt+F4”. Pressing these keys together is another way
to exit the DOS Shell. A third way to exit the DOS Shell is to use the
nmouse. Point the mouse at the word File and click the left mouse but-
ton once. Then point it at the menu option Exit and click the left
mouse button once.
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FIGURE 1-3 File menu
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1. You can start DOS Shell after loading DOS into your computer. Examples

a. Start your computer by turning it on. Make sure that all the
disk drives are empty, or that you have a system disk such as
your student disk in drive A. Your screen should look like
this:

C>

The prompt may look different depending on the con-
tents of the files your computer reads when it loads DOS.
b. Type dosshell and then press at the DOS prompt.
Your screen should now look something like Figure 1-2.
Your screen may look slightly different, depending on
whether you are using a monochrome or color monitor, and
whether you have a graphics card.

2. You can exit DOS Shell to use the DOS prompt after starting it
from the DOS prompt, or if it is set to appear when you boot
your computer.

a. Press and then [F], opening the File menu shown in Fig-
ure 1-3.
b. Press [X] to select Exit.

Notice that the F in File and the X in Exit in Figure 1-3 are
different than the rest of the word, because they are under-
lined. Depending on the settings of your computer, and
whether you have a graphics card, they may appear in
another color or intensity.



