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-
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7 . CHAPTER ONE. . -~ . ko
G T e ey
" 4INTRODUCTION ANQ PROBLEM - -~ . -+ ¥'
L / . AL INTRODUCTION e
’ . 3 ". - b i . -" . - . .

Sport organlza?i_gﬁ_ere a fmajor _component ln vthe

14

| very system of sport physlcal educatlon £ltne s and/or."

f Tl

‘;eatlon; : Throughout_~the\ past .1%—20 years these

'rganlzet}ons and thelr _admlnlstrative structures 1haVe<:_

lndlvldually moved From slMple admlnlstrat}ve systems ‘to ﬁ,

‘e o~

- more . complex admlnlstratlve . systems overwhelmed ' wlth

-’ -
\ R - . Lo '

Increaslng Informatlonaﬁm tasks.,4’For lexample,,vltoday'

_ . : S
arrangements tothost a sportlng event-are far more comple;;
\_

. Typlcally. more‘lndlvlduals are rnyolved (from the custodlal
i N _ N o . .
. \ 3 . ,

unlon to, _the 'lnternaj , udltor or .gomptrol1er), thet

7 N . - \ - ’,‘

grrangements xre more va Iedr end “the. tasks are lhterrelated-

wlth the Interests of other systems (Haggerty.‘1985)\\\P -

. ¥ vd | ‘
At the present tlme each sport _orgaqiggtlon IL o
) . R ¢ - : T 0 - .
. o ! .
%». respdnslble\\ior dellverlhg thelr prbgram(s) ,In the;:most
) 7 ' RO o 4‘
: efflclent manner.t.There are many operatlonal issues to
- . ’ * .

-

consTder when de|1verlng sport _phys1cal,educatlon,‘fItness

‘and recreatlon to the publlc, Therewls the technlcal aspect'

-

- of provldlng programs for coaches offlclals,.and of course, '

the athkétes or: partlclpants..~.However, as lmportant ls the<+
N T

- » ot : .
admlnlstratlve,--_ day—to—day ~ ‘component ;: oF'_' aetually.
accompllshlng ‘these tasks. "In. order to deai wlith these
"~"v-- : RS - . : . , '_‘-'



1&_.

”admlnlstratlve taskg.leach sport ‘organ

e

' teéhnology gultable thcompletlng theln tasks. leen‘the

'.dlvenslty of'e h sport organTzaf/on..the technology used to
=agc

73to prod e documentatlon for the organlzatlons. Telephone%-

'accompllsh these; tasks varles from structure to structure._f

b ‘4 R
- g - . S
For example. for many

~»

.2

sport structures electrlc typewrlters_“

Yy

are belhg used to accompllsh ‘the day—to-day tasks such as.

-

~preparlng documents.

flnancjal statements. etc,_

‘.

letters._ pamphlets.,

_newsletters.f

Prlntlng servﬂces are belng used'

Izatlon lnéorporates a.

>3

$Y3t°ms .are belno used for, communicatlon*purposes.__ And“v'
ystem . e . An

. s ’ I e
- flﬂal]y, accounﬂ' f'rms are bgfna used for

'purLoses of the dlfferent sport o;ganlzaglona,

' -igﬁlf 1n thls technlcal era,

., Introduclng 'a new technology,

Y

o se tlngs to perform lnput

'o.

~

-admlnlstratlve system.

[

A ml

tpe f_vlllnia‘h'ola"l' e

- -

mlcrocomputers..lntor thelr

. )

crocompuger is.

thq smaflest'

general-purpos' processlng system that can execute‘program

lnstructlons to perform a ,wlde varlety of

1

3983).' lt can be.

r . te ¥

can be readlly adapted

2

admlnlstrators understand

tool.. LoIn addltlon. N provlded this . too! 'y, adaptxi-’;

utlllzed

lnto the admlnlstratlve settlng once;

Ty

T
tasks.(Sanders;.

Inr/various organlzatlonal
%

v storage. math—loglc. control and

approprlately. :t’ n be accesslble to non-technlcal Users. :

.

P Accordlng t‘_ Keem--

nd Morton (1978).

effectlvenessfr

some sport» organlzatlons are o

e

$o

e

t,
,\'

-o?

the 'varlous functlons of thlsfﬂr

xputput functldns. ' For sport organlzatlons, mlcrocomputers;,'

|nvolves 'lde?xlfylng what should ‘be done and ensurlng thatff

\the chosen crlterlon.

Is the

relevant one. '

Efflclency



=related to performlng a glveh task as well 'poQSIble jnp

™~

"relatlon to some predeflhed performance —crlterlon (p 7)

vifTh\s ‘new “techno|ogy Is belleved, to. enhance both Avfthe'

[

'H{effectheness and efflclency of accompllshlng admlnlstratlve -

:tasks wfthlh a sport 'organlzatlon. Thls Is accompllshed by'

/.

»hallowlng lndlvlduals “to b&tter cope wlth the lncreaslng data_,“

f processlng requlrements.

.-‘)'

©© B. STATEMENT OF PROBLEM
-, % L : >.‘.‘ '. ‘v o . Q» o«

' When learnlng to use a mlcrocomputer Onengffthe'most

e

"ftlmportaht conslderatlons Is the use of proper lnstructlonali;

o

software._ Accordlng to Marshall : (1982) %there '»]ar‘-e_.:, »tWO'. ’

A cholces when selectlng software,' elther buy an' eXIStihg.

: tasks wlthln the p‘ysl

”commerclally produced software, Qorf make :yopr 'oth;- The t“

e

“objectlve of thls study was - to adapt an exlstlng Integrated:f'

v

P

'mlcrocomputer program for physlcal educatlon "recreationyor.t

'educatlon students for sport admlnlstratlve purposes.

ln order to accompllsh thls task the capabllltlesv

P

jand IlmltatIOhs of thls chosen 'system,.as well as the needS'

-~ - N : . »

’

of the students requlred conslderatlon.7

-
4 PEEE
RN : ) Lo

: Flve ‘areas were exam!ﬁﬁa ”;"'; : ;.tﬂf"f‘ :;fﬁi__'

11; Establlshment of a computer software system to adaot for -

l e RS

use'by;phy31cal educat#bn recreatlon ‘or educatlon students,"

2. Establlshment of

o e

al‘edUcatlon recreatlon or educatlon

oftware' system. tO'f create 'an ,effectlve ;IntrdectOry;f.'

: \ S
pproprlate examples of admlnlstratlve ;



P _r‘_'- Y

i

A fleld that could be lncorporated 'lnto thefmanugh;hslng:wordtyfQ T

”i;processlng,w database management. jspreadsheetiand;'

9"”“'°S-J';~!-:,l R

Creatlonl of 'a manual ,of lessons 'ffom fthls' chos '

- °

oftware system. that rncluded examples of admlnlstratlv

t:educatlon students I rlti. o r.’lxiéf'ir; -°$‘ | iif‘
4. “Establishment: of an ‘effective, well organizel.. and
comprehenslve manual ]fo}:l.use .hy;ybphyslcal - educa ‘hﬂ;.
) recreatlon or eduoatlon students. i N
s, Establlsl’lnent of .a manual of . |'e'sso‘ns .‘th_a-tlhel.ﬁs" the
“:student avold the syndrome ComDuterphobla ‘:‘-.’H
c JUSTIFICATION - :

N Computer technology Is=a recent phenomenon for the'

!\day-to—day tasks of sport admlnlstrators ' ln fact 'cmeﬂf‘

[}
R

ass-l’st- " them with admlnlstr’tlve tasks. " However' 'van' R
lncreaslng number of admlnlstrators are recognlzlng thatfl

: thls new technology has been wldely accepted by the bus+ness 5

o9

world and Is here ‘to stay. The Justlflcatlon ‘for. this study o

S ‘ 2

was.that as yet no one . had undertaken a proJect of thls::
[ RS Sl

s

'klnd;f Creatlon of a'course,’;trlctly for the purpose— of[v'7
.~|nstructlng physlcal 'educatlon _recreatlon. or educatlon"' .

students l the uses of: mlcrocomputers (utlllzlng examples.fy7

v

from the tspﬂr\ fleld) was a concept whlch was proposed byff;h

admlnlstrators have yet to ,lntroduce a computer system tol':fg



o . - -

m»Macnab (1986) F\g?;;h' e',zn_i ‘-;ﬁj B ,;vfi.:c o
T As & result o e need for' sport admlnlstrators-to_if
maxlmlze thelr~ dellvery "of sport physlcal educatlon,L

F . -
pag P

Fltness andlor recreatiot to the publlc ‘or . prlvate sectors,

N -

admlnlstratlve tasks must be ' deaIt _wlth in- the most'j~

y;efflclent _manner avallable.tv Proper Instructlon,.use‘.and

.adaptatlon of compute# technology can accompllsh thls."lf

’

L
admlnlstratlve-tasks within a sport orgaﬁlzatlon (offices uk

o

Aschools. or clubs for example) could Be Improved through the

;use of an Integrated computer system, admlnlstrators could
l .

\ N
. then focus on the dellvery system of the organlzatlon s

L . . : ’ . ) - ' i i
;‘act1V|t133A ' wlth a betthr understandlng .~ of sport
vadmlnlstratlve tasks,.f the usev of< Integrated¥ COmputer

technology by graduates should Improve the deIIvery system s

A\
efflclency. effectlveness and control of Informatlon tasks.

PO

B STWhen plannfhg and Implementlng a. computer system in a’
sport

organlzatlon ' an admlnlstrator must conslder ‘the

n personnel the admlnlstratlve structure the age and slze of

the st?ucture. and the technlcal appllcatlon of the system

ﬁThe success of a new Installatlon wIII denpnd heavlly on. the .

<

degree to’ whlch the system meets the needs of the entlre‘
organlzatlon.

Justlflcatlon ;}or'-uslng the Integrated .softWare’

EN . .

“system. Symphony..was the avallablllty of Its sophIstIcated~

‘and powerful yet slmp Istlc software package.: 1was

adaptable to any sport organlzatlon be lt slmple or. complex o
whether the user ls a beglnner or ‘an experlenced computer”l

° .



operator, ﬁhéiv Symphony system offers a comprehenslisyt
'_explanat|on ‘of flve capabllltles Fbr' the stUdent- L]

processlno. database management , spreadsheet buslness &

Aemmrmnieme

graphlcs and communlcatlons. A user can swltch back and o

. (N
'forth among each of the appllcatlons and data,entered lnto

3

one appllcatlon Is avallable to the other appllcatlons, such ff“

“;1a ’~spreadsheet data for graphlcs 'purposes » In addltion,
documents dlsplaylng data and text In multfple forms are

aslly created (Athey a Zmud ) 1988) Spuck' and Atklnson
~
(1983) recommend the software package be wel1 supported.

Al

5 For the Symphony system.jcontacts' exlst for users. by phone‘

' 'or'maII' and as well‘ the company LOTUS contlnqes to provlde:
updates Of the sofiware system ' Though other compatlblev'
lntegrated software systems are avallable ‘on the market M

thls SYstem was currently one the lnvestlgator was studylng -
':gand'uslng, AR B _'.,f {,'f - | PR : v
B ‘ ' ’ . - e

-

A flnal Justlflcat\on for thls study was,that other'
E unlversltles and colleges could potéﬁtlally Incorporate the o
use of thls manual ln sport admlnlstratlon courses for thelr

Physlcal Educatlon. Recreatlon Ol" Educatlon atudents.

D. LIMITATIONS . |
. ’ S .
°

SN

ThIs thesls descrlbes the development,, Tn]tlal~usef

-

and evaluatlon of ‘a mlcrocomputer -manual ?br prospectlvenf

educatlonal.‘u" |n a.unlverslty settlng The manual'

| speclflc focus Was dlrected toward sport admlnlstratlon fOr g

L .‘ - L \!{, . v ]



R

<

T

_..physlcal educatlon. recreatlon and educgtlon students use.}“

t

dlscusses them below

]

Examples deslgned by the: Investlgator f In['the'

mlcrocomputer manual were chosen wlth the expectatlon that“f

o jhb{'|nvestlgator Identlfled potentlal;g IImltatlons a df’;

. they would be representatlve of actual gport admlnlstratlve_

'tasks .that unlverslty_#students would potentlally employ

' However due to the dlverslty of adm1nlstratlve tasks wIthIn;p

1 - \
” .

tne vast fleld of sport the Investlgator recognlzes the

' representatlveness of the chosen examples may be IImIted.
< o \ .

. .

‘ Inuestlgators cholce‘?f the Integrated system, Symphony;

S

e ‘. -

are numerous ot:’ﬁauigtegrated systems‘ currently avallable

whlch -were ‘not chosen for;>thls‘ theslst_ ‘Thls system

( . ‘

selectlon ‘'was based on the Investlgator s aocesslbllltypto

The,- second posslble IImItatJon Involves the.

"for’the mlcrocomputer .manual.' It must be noted that there

Symphony,. not on vany partlcular advantage to the system

Itself. ,'f RN o ,-fg' o R
The selection = of partlclpahts for this thesis

. demonstrated”f another -potentIaI IImItatIon. AN four

:_‘partlclpants were not dlrectly 'Involved in ‘the erId of "

sport admlnlstratlon.' As a result potentlal dlfferencesvlni.

thelr use. "and- eventual-evaluatlon .of 'the mlcrodomputer

» . -

mahual may reflect the partlclpants ‘sport admlnlstratlon'

background or lack of experleﬁce 'In the fleld 'rather than?

true dlfferences o the'manual Itself. Thls is partlcularlye

[} \

Important when conslderlng the partlclpants evaluatlon of'

- .
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. - : S e e

" the program at ‘the eompletlon of thelr partlclpatlon. i
\ R "; : The slze of the sampre of partlcl.pants Is another
coaslderatlon "In } thls thesls. The purpose i'of—rstudyff5

.-partlclpants w@i tq reflne the manuih{to a functlonal |eve|.fg;
1

: Theﬁ sample e was-btherefore approprlate wlthln thls"
:‘conteXt as followlng the thlrd partlclpant 'revhslons ‘made

to the 'program were: negllglblex.ffhllarger gfoup would notdt

;: have served the study purposes._; ' .2 ""1i1;f :.t§;t ’
S | .v Rellablllty and valldlty of the currlculum develoded

-was not establlshed wlthln xhe sgppe of thls: tudy.d Thlsf

'-{could be con;ldered a\llmltatlon of the study.’ Howgver the'

a2t
'\A-

u-ianestlgator acknpwledges that the next ~step wculd- Ue to
. 7 .
»test lnstrument rerlablllty and valldlty.i Thls’could be-ﬁ
2 : o
done uslng classes of unlverslty students'currently enrorled%

\

in Physlcal Educatlon,v,Recreatlon or

Educatlon 'fstu

2 ST
.lcourdv u§e the manual wﬂn”*+ts compl ted form, “&rd  using

'quantltatlve methods the currlculhm 3 'tre11ebi][ty j£ndf;

“valldlty courd-be establlshed.v. §
| Flnally, the lnvestlgator notes that a tlme lapse.ofrg

. .. N T . ) H_"
._'slx - to_ elght weeks occurred between-;some of -fthe;;

. Lo
Y

:partlclpants use of thev manual and qpmpletlon of their.h

eValuatlon< form.- Thls tlme lapse may have af&eeted the

e, +

'partlclpants evaluatlon of the manudl' as recall of detalls

e

'-may have dlmlnlshed durlng thls ‘tlme Iapse._ Al;o._;the?f

: evaluatlon odyurred only at the completion of the manual and

';ino provlslon was made for evaluation at the completlon of

5

'.eachv Ofel the flfteen 'lessons. , Thls also' qfuld have




\

’contrlbutvd totohrtlclpants selectlve recall-and evaluatlon '

- .

i-?qfrearller lessons as compared wlth the flnal |essons (whlch

+

'fewogld be more’ current in thelr memory) if 5fui. )f‘ ;ybi;f.”
" E. EXPLANATION-OF TERMS

. The followlng terms are used throughout thls thesls-f-

© - o .

ADMlNlSTRATlvt TASKS o ,-,'” IR

Any responslbIthy wlthln the admlnlstratlve settlng
. - L
of the .‘qurt structure that ensures the day-to—day

K

'functlonlng of the _organlzatlon. \Tﬁls responslblllty can’
SR |

Include a slmple declslon regar&lng the coffee fund or a

———cat e 2.

‘more complex 4procedure§such as- flnanclal accountlng The

adminlstrators andior' asslstants can ensure the completlon

Tal

jof admlnlstratlve'tasks. ‘- P R
T B T R o € o
.:»ADMLN|STRATOR g, T

Lo
1

Is vlewed as" a knoWledgef worker whose prlmary

; -
4actlvlty ls processlng Informatlon In'order to control the.f

=~

,operatron-of~~an' organlzatlon ‘to. achleve organlzatlonal

'fgoars (Haggerty, 1985, p.t). .Avi" S 7 .ngjv
'BUSINESS GRAPHICS T S - o
'f'h‘ A system that can convert numerlc data Intb‘graphs”

and charts for analyslng flnanclal :Informatlon. snd/or

vdsually communloatlng the Informatlon to others

'fCOMMUNICATION ~ . ~»7;f*; : 7,‘f_;,4

A system that can provlde a\ tool 'wheresy—people canf

.exohdngq-lnformatlon uslng‘other c‘ puters or for: accesslng



v»ggMPUTERPHOBlA

'electronlc bulletln boards and publlc databases. ."il;.'

~

COMPUTER LITERACY ‘g,\v fu;i*,l aro ’.Vf;, _*;1; o

The ablllty and baslb skllls to utll!ze a computer

:.

‘The -act of belng afrald of computers. a négatlve"‘

,attltude towards the usage of thls technology (Jay, 1981)

,.'j

_:DATABASE MANAGEMENT _f' g’,'.'.=;/ff ;_>'.*“
:;.'»ff‘ 'system that can help stores organlze ‘and mapage
) Informatlon such as malllng Ilsts. form |etters. membershlp
’ ﬂllsts or’ Iocker»records.'rfﬁ [d_ _:vv.f;';> ' e
,plnechRY - _" R " ;i1; d':”\
) | TA Iist of f{les or lnformatlon on a dlskette
‘DJSK DRIVE - hﬁfféi“;d*' tr-f S ',' Y.
S ‘The mechanlsm that reads and records Informatlon op a.
o dls;ette. 1;53:_';: " SR ¢” :A.‘f;;r.&v‘ |
d'olsx 'OPERATING SYSTEM o d]:' __u | 7»¢.f:
A system that enables the computer to acceSs..store;n
'y;flnd and move - lnformatlon.‘ "fi. . | ;,.
< DlSKETTE {fr*5f'f"p..fpf‘;~'

A pernanept data storage medIUm for mlcrocomputers.‘

\

_ hard dlsk (Lotus, Symphony Reference Manuaj 1965)

,9ENVIRONMENT »'f R o _f S '”f .

- It can also be called a dlsk flODpy dlsk mlcmpdlsk orfl'

For thls study.,'the ‘contéxs in whlcqyyou do word‘

A

uf7 procesalng._ produce buslneas graphs. set up and manage

\

‘Iiygf'” o

- databases,_ analyse spreadsheet data “and c:?punldate wlth {3

'-dfotner computers (Lotus, symphony Rkﬁerence anua ! 1985;_ .f{?



. _'."._ { Ay < s
! - \. .) - '@ A ) *
'550) . The Symphony system provldes f we Ldif ferent
. ‘ ) . v t .
E envlronments because o§ the dlf?erences ‘among these tasks:
,(synonymbus wlth Appllcatlon) :;': ;;u‘."-1r1 - L -
S e T
HARD pIsk . R 0" S L k

Sl

A - !irmanent data storage medIum that has a. much

Iarger storage capaclty than a. dlskette (Lotus, Symphony"

';Referehce Manual, 1985)r B 3":' e =';*',
"HARDWARE - . A e ,
. ( . ' ,._ v . ) e r. . ’

‘The physloaJ*eunpment ;oflia'.computer system ,,thei'

mlcrocomputer thes dlSkidrlve(s); the monltor. the pnlntqru
(A L S -

and the modem (lf any)

'mcnocoMPUTER e

- .

The smallest general—purpose processlng system that'

can~execute r ram lnstructlons to perform a wlde varlety_i

of tasks ‘(Sanders;» 1983), it has all th functlonalf?»‘

e}ements'1found’ll larger' systems. 1t cahiperform 'anut,

'storage.f math-loglc control and output functlons. e MoSti

mlcrocomputers are a self contalned unlt and are baslcally.

slngle—user—orlented" Floppy or hard dlsk drlyes are used .

to read and wr?ie data and a vlsuar dlsplay screen. and/or

prlnter system 'ls used to prepare the .output J‘rm

Mlcrocomputersf_can be used in ‘varlous organlzatlonal;f‘

’

settings or for personal appilcations.

SOFTWARE _{ s

A collectlon of programs or a set of lnstruct1ohs,'

that dlrects the mlcrocomputer ta perform some speclflc task 1f

°

w'(Haggerty. 1985)



‘ encompass,the areas of, sport, physlcal educatlon fltness

,. and recreatloh;-f

| :perform' the necessary tasks to accompll_”

12
% - o .

For the purposes of thls thesls the term 'sport' w\ll “1

'SPORT ORGANIZATION S 'r o

S 1t Is an organlzatlon, slmple or. complex._'that is

fltness or recreatlon to a part or the whole of ‘a populatlon
: _ - 1
in the munlclpal provlnclal. federal publlc or prlvate

M

isectors.<” ‘This organlzatlon “'ls" r sponslble~-’or. sthe

‘_admlnlstratlon and &ellvery of the part cular sport actlvlty"

and conslsts of vorunteers andlor emplo_ed personnel ﬂtp

thls dellvery'

’ V"process.\ 5uch organlzatlons Include schools, unlversltles.'

-'solleges.,\recreatlonal ,and.communlty ‘facllltles;f'flfnegs

centers: ~and sport clubs = that' are. responslbre for.

lntramuralsg athleglcs, i'phy‘lcal educatlon.‘ communltyr‘

"lleague reglstratlon., schedullng or _ scoang. ]
:-SYMPHONY SYSTEM

'fjsoftware system conslstlng of7;flve; A _t\ons~5 word

recreatlon, »teur'ahd professfonal sports ‘and fltness.\g' (f

| SPRSADSHEET ','_" : ,' I o 1£f“.'?; B "J‘\\f

d- A system that ‘can be used for numerlc and . flnanchal

_ ﬂ,u S
analyses needed for plannlng and decjslon maklng such aspfor

budgets. payrolls, flnanclal- reports, marklng sy‘ ems. i

Ty S
'lnventorles or sport game statlstlcs.“

The trademark name for ‘an. lgtegff;; ’“{rocomputer

-responslble for the dellvery of sport physlcal educatlon,‘_.@

"



N

\processlng . database -manag%ment sereedeheét "bes{nese._
graphlcs.ané'communlcatlons. ,AII f}ve of these envlronmenfe
3
kS anqwavallable |n tbls one sophlstlcated software system. )
- .- . L, ! » - T . : .

WORDhPROCESSING CT Q, BT

A system that,can help admlnlstrators wrlte Ietters,

‘reports.- schedule$, memos, Qendbocks and _other_ buslness

P Yoo. A
correspondence. ST oy
Vol s c



" - CHAPTER TWO .

? ) . . b
, .

“ReviEw oF LITERATURE I O
T o

‘Exte‘!ive Ilterature exlsts\%n computers and software>

systems.‘_ However, forr the purposes of thls chapter.,the ~

3 .
‘ ’lnvestlbator“fwlll Ilmlt the dlscusslon to the therature'.

relevant nto mlcrocomputers and thelr software systems}‘

\

= deve%oument, capabllltles.fIlmltatlons and uses.‘
. - f -
'Mlcrocomputer and Software System Developmen

- o)

e seems that I'IHCI‘OCGIIDUtQI‘S have been arouﬂ'd for

. 4
' decades, .when < in fact, »-the flrst mlcrocomputer{"was-”

.

L. i y. . - .
introduced In January.1.1975 by a company named Mlcro

. -

lnstrumentatlon Telemetry Systems (MITS) ‘lt was _alled the

Altalr 8800 and was slmply a metal box negtv ' Iarge
'_c!rcult board' (Frelberggr’ & Swalne,' 1984* P 1). 'Thls-

machlne was sold as a kit and contalned a céntral Processlng
s -

'{ ,.Unlt (C?U) board 256 bytes of memory (whlch Is about one

paragraph worth of lnformasfbn) and—~a front-panel board ,

- »

,(Inph@-output unlt or'k/o unlt) that controlled the Iughts .

and switches on _the’ front of the box (Frelberger & Swalne,

N - -

'1984) This : early machlne,, though . a', very baslc.‘

“"mlcrocomputer\unlt "was for: tBe computer lnddstry,, 2 real
:break;hrough COmputers had prevlously been very coetly and

'flfllled entlre rooms. whereas the mlcrocomputer was small and

. much more rffordable for the average bﬁ%lness pergbn f”'l,ff

', However, a problem arose -In that the mlcrooomputer



. ~ .. . ‘ »‘_ : v.. N - e}— ‘
needed 3oftware systems'<ln order tdfbe useful. And so,

-

‘ dUring thecearly years,, most software was developed and'f'
ultimately used by the same person or oyganlzatlon “that

..‘-owned the m@ﬁtocomputer. goftware had clearly been an.

e

afterthought. ~vd1"
By the end- of 1975  scores of small microcomputer

St - SR 2

fcompanles began to appear and~ for the ﬁext 12 years't_he-*:J

'-~mlcrocomouter hardware was to undergo contlnual change and
g advancementt. As the number of gomputer—baSed systems grew

\Ilbrarles of computer software expanded and computer shows,:

retalllng. magazlnes- ahd hardware and 'software- products
Toe . 8 . '.

2

‘appeared  In abundance.  MITS and the Aitalr had created an

'Industcy,lthat-would Vtechnlcaljy and. soctally change ., the
world.tt R =
The mlcroéomputer became‘a ‘Hgﬁsehold' word In-1977

'mﬂwhen steve Jobs and Steve sznlak ' formed™ the Apple
. - v ! . _

Corporatlon and . lntrod ced the Apple ll microComputer f,lnﬂl
'1979 the Tandy Corp r tlon Introduced yet(another 'more ¢

* advanced mlcrocomputer- the TRS 80" Model 1|; o

-

Between'1978 and 1982 when mlcrocomputers were flrst':

]

~ .
used-ln homes. buslnesses and'schools; Apple Commodore and
. L 14 X

’

' Radlo Shack (Tandy) were the p?bmary manufacturers (Athey &t'

”’ZmUd 1986) HoweVeri'It wasn‘t untLl 1981 that the market
. o . »

really exploded wlth‘ the Wnceptlon_qfof rnternatl?nal'T

<Buslness Machlnes (IBM) Personal Computer; As Adam Osborne'
Indlcated_ englneer_of the flrst portable computer‘ln 1981

.

_‘]BM cqpe Into the mlcro lndustry and changed the rulesw“




%}a"

o .

' entlrely.“ it's the dﬁhnt and the adwarfs all over'agaln'

A- 3 .
(Frelberger & 8walne. 1984~ p 283) By 1983 some of the'*

smaller mlcrocomputer companles were golng out of buslness. Y

’The technologlcal‘ chanqe drastrcally reduced the wvalue of~r

thelr older co@puters By 1985. IBM had establlshed a 60 to

- 70% market share.v The market segment for mlcrocomguters ~

'e

._lhcluded buslnese -and.gqprofesslonal users._ hdme users v
. N 3

fsclentlflc: useraﬁegnd

jucational users’ (Athey & Zmud, ’
198@) L o

. Today, after 12 years of transltlon and development

"the mlcrocomputer lndustry offers much more sophlstlcated

systems. ' These systems are smaller. , Iess ,coetly[~

o ready—to—use,: fully assembled Aunlts wlth better hardﬁare

‘environment .

{

-

, performance.e ' However, -ast"ﬂthe- technology ef " the

microcomputer 7hardware*has rapldly advanced the software*,
crisis has. :lntenslfled. ?"The speed ‘Mlth  which ’ew:

N

’ﬁogydvhas',advanced thas led to a very competltlve::

1n which theﬁreactlon_ time avallable -to take

’

‘ advantage"of'.neW',;dlepoverlee' led constantly shrlnklng.i

. st . o o £ : :
(Sanders,“71983av'prssa). Software. englneers who plan.'

¥

uanalv;e;, de3lgn.»‘lmplement. .test’land_ malntaln 'computer

© -

softnare,h have been :unable; to produce"~qualltyésupportlng.

. - 4 o‘-~ Lot ‘ ' } L P ’
- 'software for - the enormous . caqaclty of  the 4'1980-era
"mlcroéomputers . (Pressman,v 1982) ‘~Ih:> development ‘off

'software contlnues to be more expenslve and slomer than

hhardware, development because' ‘the functlons performed by3

e,software are now (and wlll contlnue to be) more complex than;

v,>. - . ."_' ] i . (4

i . : ’ . e
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oy wrlters, aqd computer teachers to name -a few.fi

p. 637) R

Mlcrocomputer and SoftWare System Capabllltles'

The"approprlate use of mlcrocomputers and software,7

o
: ;the.hbperatlonsg§performedﬂu'byf;hardware?sh(Sanders}'”jéas;';t

: systems can affect people and/or organlzatlons ﬂn a posltlve,

5 A . . I \I - R

manner.e Thls applles as well to those Indlvlduals and -

e

mf.organlzat|ons Involved wlthln the fleld of -sporta, The

o

lndlvldual beneflts through Job creatlon and Vincreased3jobt7

[

'-satkffactlonn~, (through ; greater'_ efflclency),»: 'whtle]_

.

organlzatlons beneflt through lmproved declslon—maklng andjﬂ

°
. N

”plannlng,, better control fj resources - ahd“. greater"

3

- operatlonal efflclency

New Job opportunltles have been one result of the"

expandlng mlcrocd‘puter era programmers. Informatlon system;

managers. data base admlnlstrators,' keypunch operators,y

”'software Ilbrarlazs-” system? analysts,i computer englneersaf

technlclans and operators computer sales representatlves.f

=

publlc relatlons and advert|31ng representatlves, technlcal*

-t.'."

1

"CUrrently,: most mlcrocomputer appllcatlons'do uﬁat;

¥
manage ln a more efflclent and perhaps more effectlve way

- change the way one manages,' but rather asslst a person to“'

(Haggerty. 1985 ' p-69) Thls efflclency and effectivenessf

of‘mlcrocomputé; usage has led to greater job satlsfact!on“

tfor many usens.;_ The storage of lnformatlon -ls“lﬁ fan:

AR

accesslble form. Tlme has been saved due to_ the speed and“

vaccuracy wlth whlch mlcroaomputers can process I’rge amounts?

Te



:*offldata. The user has been freed from repetltlve::tasks“d-ffi

'(Bufrl 1984) . Flexlble software\ systems have enhanced theaﬁjiv

-

icapablllty and productlvlty of the mlcrocomputer and asfjlff

well, the user.‘ B
Co ey

'. Wlth. ;.regardsvff,to - organlzatlonal .istraatuf,;ff

,mlcrocomputers have promoted better plannlng and'd°618ton,"'”

. maklng. better control of resources and greater efflclencyf?

R I8

fof operatlons .(Sanders. 1983). all aspects that most sport -

’5organlzatlons are Involved wlth. Sanders,_ (19839 deflnes,:j]ﬁ

: ‘...,..» .

N

.‘fp"““'“Q as’ '560|d‘ﬂ9 'ln advance on a future course~ of-fth

'-actlon (p 96) 7 Plannlng 'can be 'lmprove
o ; Aﬂ'{'. e,

'Aflnformatlon systems that can notlfy manager_

_,then evaluate alternaflve solutlons in

S declslon.;s. Zelgler -and. Haanerty (1988), d'scuss 'lxt

'declslon-maklng tools that would fbeUQUSeful’ to \SDort

" physlcal ,educatlon‘_ and/or recreatlon “managers.,, These;'
'f;lnclude ‘a break—even and profltablllty ‘analyses. a cost'tg”

beneflt/cost effectlveness analyses,.*fav declslon—treeiﬁ“v

h”PERTICPM (program evaluatlon ‘and - revlew technlquelcrltlealtﬂVf

'-path method) f and queuelng theory (analytlcal method)ff*

a(p 10-11) | f",f_ lfﬁf;jfffﬂ"luvxv.;.ij*

Better cOntrol ‘of - resources ls the follow-up to e

v \

_,plannlng., Most organlzatlons , have planned goals.,;andifﬁ‘

e

N:fmlcrocomputer programs can be used to actually measure thedﬂ};

organlzatlons performance Tevel.~ An example mlght lncludeﬁnﬂ

'aan lnventony 'control program whereby thﬂ SYStGM lndlcates e

P P B A

by utlllzlngig'h
of problems and“:d'

-order to make~ aieﬁ“

»

f:ejanalysls (graphlcal method).'llnear programmlng (algebrat&),_n:'



vequlpment..e_' L

"_Jdevelopedv(Sanders,'jS’
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"ﬁhen fo/r¢6fqerjjai¢erta1n:|t¢m'sugu“asda',p1e¢¢1of-afh;¢f|¢-;;{~

Greater efflclency'of joperations' can benef#t both L

L B

5 Indlvlduals‘ i"and organlzq;dons. : g*For‘. organlza;lons.

———

mlcrocomputer- utlllzatlon i‘can. enhance publlc servlce.~.3*

'fRegistratlon systems for recreatlon classes that are. hooked

iﬁlnto mrcrocomputers can shorten waltlng Ilnes.” lnformatlon

:--/

¢

efflclent . _éﬂlgher , quaJ&ty products.,“ w[t\;_ on-board

trmlcrocomputers (e.g,v s_oreboards ‘.orf athletlcs) can be

a .

Mlcrocomputer and Sof

re System leltatlons

i A|°"9 Wlth the unlque capabllltles mlcroeomputers and

PR, '3

software - systems provloe ffor : Indivlduals - and/or

4 I

'-develop. t~ R _J_" PR 'lﬂgli::;.l»

The posltlve outcome of Job creatlon provldeda

Industry ls countered by Its opponent - unemployment.a That

fjs,”_lnvoluntarlly belng out of work or job dlsplacement

-dlsplacement can result because of the .enhanced efflclency

3

'mlcrocomputers . provlde.f g'therefore ' reduclng manpower

I . N

'.tentry and retrleval can be faster and more accurate.:-Asn;f]t

' mentloned earller.;5 control:» f:Hhventory':can: be ,moreff:

_,r.orQanlzatlons. there- are also potentlal prOb}ems that canfp;?

;bygthls

'-zwhlch .ocgurs when Jobs ‘are ellmlnated 1as'ja‘&result of .

‘ 4 R
*;technologlcal change (Sanders, 1983) Unemployment or Job S

'requlrements. . .""{f" B
leltatlons = of*;'mjcrOCOmputers'n"affectlng éhe
Jndhyydual_ lncrude several Issues: 1) depersonallzatlon,;




../ L : Do

‘jfdoes not want to learn the mlcrocomputer. and ) reslst or ff

'ﬂ new technology.

3'198*» S e e

e protect ,stored data._ the frl"ﬁ

'~wmallclods dlsclosure, sgftuar& p

“:.fwhere ln order to standardlze computer usage. the lndIVIdoal
"ﬁ becomes 'number" 2) a securlty Issue, where people galn _
;ﬁ:access‘ to confldentlal lnformatlon. 3) a prlvacy lseue,f;{;
'cjwhere the lack of control over data'ﬁstorage} retrleval and‘}
*ikfcomﬁunlcatlon. Ieads to abuslng ‘an lndlvldual's rlght to‘”

trprlvacy (Sanﬁers.v 1983), 4) acceptance, where every person

3

'“fdevelop anxlety over thls technologlcal advance-' end 5)

- e ,
|ssue i personnel tralnlng. where lndlvlduals are hot

oA

properly tralned and therefore. -feel frustratlon uslng thls.;f

Severali factors can elso<'llmlt the usefulness' of

A fmlcrocomputers and thelr software wlthln organlzatlons
‘f,tFlrst. the, Informatlon system deslgn can be one of theso

_Ilmltatlons.f system mlatakes can -occur through human error

lnputlng lnaccurate or lncomplete data or deelgnlng the

program (Sanders.,ﬁ 1983) Mlcrocomputers are : only as ¥

.

5functlonal as the people who deslgn. bulld program or uee

- ~

u_them : As well MIcrocomputers cannot make value Judgments_\

' or provlde answers to every questlon (Anderson & Kla;sen.

A systems - secur |‘t’y ‘issue s L another , poteh’tlil.-

“fllmltatlon for . organlzatlons.t_ ,f the system does..not f

o

lt cen be accld tal

ldacy. economlc. pr perty or

.).', .

‘Tf,lnformatlon loss- lnconvenlence and loss of prlvy y}g""”H

e

"f-iWéll lf tne system ltself Is not physlcally protected.éh

3



B B

hardware and - software, are -aqsoeptlbje;‘to ;.damage-‘or '

ool
-

destructlon (Sanders.‘1983) ’ 1,5 SN

- A

A thlrd pote tlal llmltatlon of mlcrocomputers “is ;,l

f::thelr software systems. As mentloned earller the so#tware; .

B}

ystems are not :as powerful for mlcrocomputers basy‘for:

5=malnfram@Q’COMbuters. The technology of the mlcrocOmpdter |

'hardware' has advanced more rapldly than that -of softwaref

Pl

v~system3;‘. therefore f»sultable _ software .is*z'not always.'

'~avallabie._l As' well the ,adaptablllty of' software.lsf‘a ;

poncern fOI’ users. . NOt all aval lanle software on the market'

s ' - . 8.

N

today can be. successfully J utlllzed by 'lndlvlduals or. .

'organlzatlons.» “lh" ‘some- cases,» the software" must be.

speclally deslgned for speclflc purposes.' fjl

B The Introductlon of ‘a -new technology often calls fora”

o"

a reorganlzatlon‘ wlthln the organlzatlon.. 1h some opses..o

’

, mlcrocomputers may add straln to organlzatlonal structures

aa.-work 'groups may be created dlsbanded or' reallgned tou

‘adapt to, the Introduotlon ~of’ thls pew technologyr., 'sychj'f

”chahﬁes pan lead to employeeyreslstance and organlzatlonalff

| stress‘:(sanders, 1983 L 97)."

.

'Fihaliy.f hlndrances '060urﬁrf9r_4°fd§n{zat'°“3~.W'tw

llmlted computlng resources.bffheae'gfoupa dhave“dffflculty

1 4
-

,competlng wlth organlzatlons that have more sophlstlcated

2

:efflclent mlcrocomputer uses, for plannlhg and declslon"'

v

maklng (Sanders, 1e83).1., RPN g,ff ‘.

N



B 'software o5

'“fappllcatlons (see Appendlx B).: g;;fjf;"f‘ fi?f;ﬂ

_-mlcrocomputers for spet;lal appllca‘tlons. .

'7;excluslvely on the uses of the mlcrocomputer and avallable

’ cuubs‘,o(uaggerty, 1985) v ', el

Mlcrocomputer and SOFtware System Uses

"'h rﬁi potentlal uses of mlchOMputers are extenslve and

stlll‘ expandlng.“ organlzatlons once solely hooked up to
N .
Iarge ‘*malnframe 'computers-‘rare-,.now also \-utlllzlng

\

' ln a broad Sense. Speclflc uses Of computers . Ol' S

f:computer_supportéd ;pplicatlons exlst ‘In areas~such as the

"'p the defense system.‘ the transportatlon- system._ and the

x_aeronautlcal_ahd s ace program, Just to name a few For the

—

N

;ems that exlst wlthln the area of sport.Ar7g.

SOme of the organlzatlons wlthln the sport fleld that

i

fpresently ' utlllze mlcrdcompdters f lnclude 'unlversltles.

-colleges and chools,- parks and recreatlon- departments

.

) Unlversltxh Collgges and 5chool Settlgg_

fmlorocomputers have been Introduced .for many purponis
"Accordlndﬂto watts (1981) -and Roecks (1981): mlcrocompu_ers

_ﬂacan be utlllzed- ‘for 13 purposes wlthlnv educatlonal

',“

~

‘e

f.'ﬂacnab (1988) sugaests ) pre-urltten'i softyare programs

P e AR e R N

"»medlcal professlon the. Jhstlce system, the banklng system.-

'.organlzatlons for‘ currlculum development and Instruotlonal

-'Durpoégg_)of;;thls «chapter.' the»-lnvestlgator wlll focus

3

“tprd@esslonal sport the Olymplc Games. and sport and fltness';:

';In the unlverslty. colledh and school ‘settings‘f”‘

f

To hlgullght a. few, n the area of admlnlstratlpn_f

.



9
.

invkoIng word processlng, spreadsheets. database management
. e M - . .
and: buslness . graphlcs that ulare,w speclflc‘~'to'. the L

ER

.admlnls atlve area- wlll' satlsfy the need. , Spuck 'and

[

Atklnson (1983) outllned ,’ general .llstf_~°f "thé“ :

: admlnlstratlve uses*of a mlcrocomputer}'that js currently
'avallable through software (see &ppendlx C) Athletlc
departments._ recreatlon departments,” teachers and coaches
have- ’al‘_l begun to- organize ‘_' thelr p-rograms o uslng
m!crocomputers.' ‘n“a survey Haggerty (1985) conducted h

concluded that by September 1984A 555 of tgt Canadlan
athletlc departments were to be~utl||zlng a mlcrocomputer

l for purposes of enhanclng theJr admlnlstratlve structures.

LIS

word_w processlng, »team_ B budgets.t’ accountlng, (‘budget

B

preparatlon,'fma{flngi {lsts 'and settlnb,-up t0urnaments

(D 12—13)

Y.,

in addltlon there are software systems avallablp for

o

'ath1etlc B manzaement. “jnf ',thelr areas~ ,of" schedullng,

x

‘scoutlng/recrultlng. v-tlcketlng,_ f budgetlng. ' Inventory.
rengtnatlons,, practlce planners, and numerous more. Many.f,

, stat]stlca{ 'pacRages.tare «being.. used for ~sport such ‘as

vollejrall. - basebal{;"basketbal},};'hockey;v soccer ;'and

~ ‘fSotbal | ‘ T e

.ot

~

In the fleld of reseerch mlcrocomputers~.have been

‘ utlllzed for blomechanlcs of movement._exerclse thslology,'

RN

motor learnlng. sport psychology, tralnlng and condltlonlng,-
'Q fltness testlng' and descrlpthe' analytlcjv research on

teaching’ '(Rothsteln,-.,f 1985).  In addition, ‘},_usllng __t.h_ev‘ e

o



'f‘_has enabled the Instructorn

.; mlcrocomputef ln:_analyzlng the results of research I

\;/posslble wlth the self—wrltten or purchased statlstlcal

packages.v Although these programs are Iess Tlexlble than

o

'the commerclal : malnframe f statlstlcal->apackages. »fthegf

fhtmlcrocomputer has the posslble adVantage of. a qu[/k result
--analysls and prlntlng perlod (Rothsteln, 1985)

Apother appllcatlon of mlcrocomputers ln research l

utlllzatlon of word proceeslng. Accordlnq to~ Rothsteln‘w

g, -

i(1985). the mlcrocomputer canf be used 'to compose.,atore.
e e 1 “y

o edlt ; revlse .and prlnt varlous reports and papers that

7resuut from research' (p 277) For thls purpose there are

.

‘1W§ny software packages avallable.“ ';"h _n‘ ',pt )“j

“in addﬂ%lon to appllcatlons sport admlnlstratlon'“

o and research _,mlcrocomputers : areh belng uaed for -

_Instructlonal purposes In the area of- sport at unlvereltles.‘
" .

: N
colleges and schools-)_ Computer-managed Iearplng software

s . ‘u*

@td ptlllze the'hlcrocomputer for

_ R =
-management tasks such as testlng,_record keeplng, gradlng,

_data analyels 'and- report wrltlng.,i As well students

'learnlng ~fr.feif“ enhanced ,TL# throubh »; 'fnstructlonal

'f'fdrlll-and—practlce.ﬂ tutorlals. problem SO'Vlﬂﬂ- slmulatlon

K N X
~and - testlng (Orshallck _ 1982).t..,or example, Barlow and

.ijBayllss (1983) descrlbe programs deveLoped at the Unlverslty

: Of_ Delaware _fo r lnstructlon ln .health anq' nutrltlon.u

llfet Ime sports. anatomy and physlology ﬂﬂd SDOI’t 36'0“00.-_‘, f

T' ‘ln addltlon to computer-managed learnlng. another uae

-7fof__;mlcrocomputersJ_for<g lnstructlonal purposes i at the



,un]Versl:>*i college or school.le" '

LY

have. utlllzed mlcrocomputers for.manytof the-s

T

5oombuta{' Ilteracy ' courses fbr

fspeclflc exampres from the sport t}e

-as unlversltles,gcolleges and schools;

._-(19_84). reported that -'l' 1983 zsx g thé; parks -anuz.,
‘re lstratton ahagement Invengory;m

: and reservatlon‘ (p. 36-39)

LR

brobrams;' the. propram deVeloped
el

St .a, ,-‘ «-;3
:Jl) Parks and Recreatlon- _
. . . .y. .. ‘5" ) g U . .
The 'second area baﬁkssand recreation

w[ .

Y
reereatlon’%agenclesv~ surveyed were ;9
<R

software.\forf word processlng. pudgetl"‘

’erspnne], flnanee., research and’ other purposes su&hags;f

battendance,' |and acqulsltlons,i_ljcenees, publlc ‘relatlonseV

L

In’ ddltlon some _ outdoor wllderness reereatlon
programs have begun to utlllze mlcrocomputers.v TheAOutdoor
Recreatlon Department staff at Unlty College wrote progrmns

. <

<to‘ eal wlth lnventory of the -equlpment room, computerlzed'

_ma[ljng. lists ang state canoelng, rock cllmblng and day/’

hlklng 'areas. ‘As. well a program was developed for thq“

. mlcrocomputer tO'aId In menu—plannlng for thelr‘ outdoori

A

' recreatlon programs (Ralola and 8ugerm’1984) ..Th'ese are

2

just some examples of the mlcrocomputer uses for ~sport”

admlnlstratlon.

ADDlIcatlons _’of""mlcrocoMputers, for therapeuﬁxsv'
B S e



'recreatjon are just beglnnlng; fF therapeutlc recreatlon SRR

'professlonals who teach lelsure and recreatlonal kllls and

-~

'programé mlcrocomputers wlth slngle-swltch Inputs have made

. ..

lt'easler for severely physlcally handlcappedc chlldren to
1'ﬁflte}:f take;;notesy . do. schoolwork L and Iearn | vlsual

perceptlon., mannalfﬁdextenlty fdand eye—hand coordlnatlon‘

(Beland 1984). o T .

Il]) Professlonal Sport

' Professlonal SDOI’t . teams have started tO Utbl | |ZC

- mlcrocomputers as..a management tool . Detalled lnformatlon” ’

~ - o
Bcan be ‘qulckly generated prlor to~»a game or even durlng a

e
\u

game 'for the purposes of a: player s performance agalnst”t'
"‘other teams, to determlne Ilneups, or for declslons on who f-.'

-g_nto 'substltute Into the,game. Several basebalI' teams‘arei.;"
. . e on - -
ﬁvuslﬂg mlcrocomputers to plan\;trategles and ,Qake personnel

@

" or game declslons provlde statlstlcs on players or prevlous-f"

games,-and send Informatlon through a malnframe computer.““;

long dlstances (Haggerty.v1985).' SOme professlonal athletes;
. _

= have also utlllzed mlnrocomputers to Invest "oney ‘andvd:

negotlate contracts (Needle. 1981)

O

o The' utlllzatlon mlzfocomputers has drlfted lntodnee

"vthe area of speclal sportlng ev?nts.; Olymplc atuﬂetes in

| :the “UMIted States are evaluatlng performanoes, collectlnge o

\)

""ftraﬂhlnq data and.monltorlng and reflnlng technlques throughdﬁ~f

vfdlaltlzed fllms on ‘ MQ:bocomputers- | Thls technlqua |,;ﬁ-§g
! ”ever. when;: '

f_/)dm analysls,3”'

'_?slmllar tofathat of hlgh—spf




-~ A ‘e . ce

' uslng mlcrocomputers, “the- fl?m can -be .vlewed lnstant;j o

(Chln : 1984) o Accordlng to ‘ Chln (1984),d the prlma
'advantagq of such ctmputerlzatlon ls that the' athletes have
~an objectlve and reallstlc analysls‘of thelr gtrengths and_f-

»Z eaknesses, thus reolaclng guesswork lntultlon and theory @?
',(p 24). As-well Chln (1984) stresses the - 'lnstant feedback
A3
-,from the computer lmmedl!tely.helpsm them;»lmproye their
L Y

—— . . - Lo -

‘skllls and\drop bad' hablts (p 24) ..

k4

Sport physlologlsts are also utlllzlng mlcrocomputers

to ;test OIymplc‘ athietes’ .physlcal condltlons such “as -

vstrength heart rate. resplratory rate and oxygen lntake, as t; .

4

N

well as assess thelr dlet In order to develop proper

" tralnﬂng programs prlor to the élymplcs.f,h.;_ o .

o Mlcrocomputers are also_ used de; the psycholoolcal
,'preparatlon of olymplc athletes chingp. 1984) Athletes L
jmonltOr:thelr aperformances with-a blofeedback system whlch

‘ L - : L § .
s connected- to a mlcrocomputer; Electrodes. that monltorli

muscle tenslon, bra]n. : q’artbeat breathlhg and other

movements are attachco to he athletes whlle performlng. ‘?;

Micr _omputers arev

. -

4o‘evldent ‘ln the Olymplc event

Itself. In 1983 the’Maryl'nd senlor. Olymplcs utlllzed an

e -

'automatedtreglstratlon prograﬂ?that allowed~ organlzers "to-

’ '~“:‘5

'-Store. retrleve and 'prlnt lnformatlon - on lndlvldual (’.‘

",partlclpants. t elr tlmes and scoresvln varlous events ~as

o

”yall' as’gener e reports for»‘the media® (Haggerty, 1885

”p,}sy,,-Rep _ts that normally took several days'to,broduce';5

. . - . N 4 N .
~were achleved wlthln mlnutes,'savlng_tlme and money.

e



ek

The 1984 Los Angeles Olymplcs utlllzed mlcrocomputers -

'extenslvely._ The Olymplc torch rekay route, whlch began fn7ﬂ7(

A

New York and trave\led 8700 mlles across the Unltﬁd statesv

was monltored by mlcrocomputers._ The sche le of dlstances

B . ’_ ~
'between cltles, estlmated runnlng tlmes. and .a database of

e

'the runner 'S names.f addresses, clothlng slzes and_ﬂr utes”

cywere all on a software system (Chln 1984) .As;vw_ll. a

-

transportatlon mlcrocomputer software package called blymplc'

=
'.Athlete Transportatlon System was developed. lt allowed the

'vLos Angeles Olymplc Organlzlnn Commﬂttee to ldentlfy how

g many ‘b es and drlvers would be needed at ;;he 30 dlfferent

'sltes‘ (Chln. - 1984)" To ensure securlty, S a software'

| S s
3accredltatlon system was also developed for the athletes.

-‘coaches; volunteers,"support staff . and press.; The badge\

) 'ﬁere prlnted fkom thls mICrocomputer system wlth strlps of

-

‘{bar code on the back for further securlty (Chln. 1984).;;.

'ln addltlon _ small mlcroo.mputers helped qddrdlnate ’

L 4

lnventory and houslng. match equlpment and -facllltles.wlth o

B

N

'rteams,_ monltor and »rpdate as necessary. Stlll ’other-

fmlcrocogputers were used dlrectly to analyze aQ,athlete s
_ fperformance.‘ Atpletes uerformances were markedly ,mproved

- by refocuslng tralnlng and alterlng technlque lﬁ’ ways

"_suggeerd by the mlcrocomputer (ﬂhrd and Maremaa. 1984) Q'

-

"-,x'y)‘ Sport and Fltneis CIubs 7 ff,',*frl,_x,;Ffr"f_ﬂ”

:\_

—

The 'use of mlcrocompgvsrs and software systems 1n'y1

"~sport and fltness clubs ‘&,,\{b.t another lndlcatlon of thelr

7'potentlal ln the fleld of aport.. Dependlng upon the sport

f,,
\/.b -



or F[tnessviclub : there ‘aret numerous' software 'systems

-*; avallable for practlcal appllcatlons.‘ The flrst appllcatlonﬁ

- -
5Inc[Udes programs for physlcal evaluatlon,}body composltlon,

. percent' body fat maxlmum V02 blomechanlcal analysls of

"performanoe. tralnlng programs, f{tness testlng;.health data,

‘and -'ﬁutrltlon ' personallzed exercISe .programs,’_hspoﬁti,
Sy - . S

performance ahd welght galn or reductlon t&Anmne a_ﬁgﬁ.
The second appllcatlon sQ\rt and flitness clubs

_utlllze mlcrocomputers Is for admlnlstratlve pelp/ses::~CIup‘f

imanagement ‘such as organlzlhg swlm meets. track ang fleldﬁ4‘
-meets wrestllng dual meets,‘tennls,nraws, are all avallable

\léréereht~ oftware paFkages. As;well sport and-fltness
. g - ’ .
‘clubs have ‘access to _ software systems that ’allow

mlcrocomputers to organlze membershlp, f[hances, schedullng,-'
r . »

|nventory control. word processlng and maliThg Ilsts.

-~ >

As a.flnal note: |n thls dlscusslon of the uses of the

:mlcrocomputer_ a‘d f\\Ttware n systems avallable,- . the
ablllty of many mlcrocomputers —deserves:7”

Iy, In Canada ‘an electronlc ma]l network
.

for -the beneflt of Canadlan Sport Assoclatlons has been

. * { ' s S

.lntroduced & called Envoy 100. ' W|th the wuse of a

t.communléatlon c

”mentlon, Presen

?

: mlcrocomp ter and a modem Nat|onal and Provlnclal sport andi

‘recreatton club :ﬁgﬂ organlzatlons ‘hre able to communlcate,

'-;ulth Natlonal 'tg?m.' ‘centres, coaches and athletes.,;
IVOIUhteers., 'Natlons! "offlces} ' travelllng staff and
volunteers, ‘and organlzers of 4peclal events.-r As a result

fof thls system, 'members of sport organlzatlons are able to
R o ot o _ a m.



‘reaot ,mor.e. qQuUICKI1Yy TO InTurmaL v, CAENUI TG RT T WA e
- people.
services that are currently performed usifg teiex, telephone -

f{and maill or courler. . . P D

and offset some ‘c’:’or‘tinuhl'q'a"tlgn costs by ‘replacing,. -
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" CHAPTER THREE

"The search ‘for solutlons to. the problem of enhanclng

» prog:7m:” effectlvéness does .ot‘ rest , on. any slngleyl
| methodoloplcal approach because :no slngle Unlform approach;.
vvwlll do the Job ln: all sltuatlons (Patton,221978, p,z-s):
"#Of“”tth purposes of . thls: thesls,,f developmental land;

evaluatlve methods were utlllzed. The lnvestlgator chose to

& ,"‘

_‘create and evaluate the-‘lnltlal ‘use of a mlcrocomputer

program for the purposes of sport admlnlstratlon.-t L-',f
Development was‘ deflned by Good (1966) a : 'the,

' systematlc use of sclentlflc knowledge for the productlon of

R R _
Seful materlals, devlces.l systems methods or processes,};‘

: excluslve .of deslgn and productlon -englneerlng (p 8)

!

However._xlt lskvlmportant to understand the- uncertalnty-g

factor that Is assoclated wlth a development process. ’fhlsl

uncertalnty factor ls usually hlghest at the beglnnlng ofr

the developmental; stage.<fAt thls polnt one Is\concernedfw

wlth 'dellneatlng the problem, devlslng a ,solutlonA and.

.

constructlng the materlal tor, as In thls stugy afprOQrmnf

i

(Borlch 1@74 p. 378) “To. ,reduce thls uncertﬁlnty factor'

andf‘lncrease the quallty assurance str y‘ testlng and R
. . ’?9 .

revlslon methods or evaluatlve methods anﬁfeﬂployed (Borlch _—

4\«

10 Toole'“l1971)'de£lned ,eva ‘atﬁve research _as “the - . .

!



“nq;Sing;

«study of the relatlonshlp of planned ‘actlvltles to. deslredl;ff

_obJectlves- (p 102). lt provldes feedback for revlslonﬂandj:fy

llmprovement of a’ product and 'after the product has' been.57‘

created ,' evaluatlon determlnes the product s 5 utlllty?
:'(Borlch 1974) : Evaluatlon,zln thls study, was an lmportantiyi;
;part of the development process‘ as . lt provlded feedback for,f_‘
;lthe lnvestlgator to make revlslons and reflne the manual.~
‘f‘flngthepllast 15 years,k evaluatlon has emerged -ae
':dlstlnctlveofleld.of 'professlonal soclal sclence practlces
: (Patton. 11982 p 15)._v Patton s. deflnltlon of evaluatlonr.b
.'emphaslzes dffl) xhe systematlc collectlon of lnformatlon‘:J
about 2) 'a broad range of toplcs 3)' for use by speclflc
“people 4) for a varlety of gurposes (Patton..lsag,,p.jsxgi'

.
o

:yThe most 'vltal‘element In an evaluatlve,'study lc' to.have.$H
: some valued goal or objectlve. : Thls style of :reeearch 15'
more sub}ectlve than tradltlonal quantltatlve methods and l . r
"”therefore less rlgorous.v Tradltlonal research tends to testfé
_htheorles, eapand concepts or explaln behavlor to lncrease.;;
-knowledge whereas.j'evaluatlon alms to achleve a practlcarjA
:hgoal .wlth emphasls‘ on the utlllty effect (Borlch 1974 fr
_f_p 378) ' The evaluatlve‘ method challenges the effectlveneseaﬁ
- of the lnvestlgator or partlclpaﬁt to evaluate a system, or:x
'as n thls study. a computer program ; "v ‘
| ""A'ri. | evaluatlve _method was utllIZed ey thls
“1lnvestlgator toward the objectlve of develOplng1an effectlve;j

"lntroductory program to teach mlcrocomputer usage for sportg;

.;admlnlstratlve purposes.'fj‘{jff‘T”Wf”;}*?5}’f”ff}f}¢3g;jﬂijf



The uene/el methods Por' thls study were 1) selectlon *t

of partlclpants 2) creatlon of .a manuai 3) eva!uatlon and

revlslons of the manual and 4) completlon of the manual

N T e “\ & . °

~

AL SANRLE OF PARTICIPANTS .~ .

fThe_vfcun.partlclpants ,inVJIVed ln‘,thlsjstudy"were B

- recruited from .',9 I‘ndlvlduals‘ “lindicating an  Interest in

'1earnlng ‘to use the ’ mlc,0computer-'i_The' -manuai'-waS'

speclflcaily created for beglnners.~ fné partlclpants who
. quallfled fon<thls study ranged from |nd|v|duals who had

never used a mlcrocomputer to Indlvlduals who had recently

'started uslng a mlcrocomputer (wlthln months)l None of the T
4 , . : «
Indlvldual partlclpants had ever used"the”chosen'lntegrated

software system. Symphony. Two of the four partlclpants had

some worklng knowledge and/or experlence in tﬁe fleJd of
' sport admlnlstratlon and currently work ‘Jn»a"unlverslty
. [ ' LY - o . - .
'settlng. _ The other two partlclpants dld not “have -any

—

-

.background n sport ~ agmimistration. _of the  four

partlclpants, three had unlverslty edycatlon ranglng from anl,
undergraﬁuate‘ degree to the doctorate Ievel.- The fourth»e

partlclpant had worked ']n,_ the unlverslty settlng

5 -

approxlmately four years but had”no_ unlverslty educatlon.,;

Although computer Ilteracy such as knowledge ‘of. termlnolog

capabllltles of ' mlcrocomputers, hardware and software

- . . oA

- components and hands-on experlence are Important when uslng

A'mlcrocomputer.;they were not requlred prlor to completlng
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Instrumentatlon |; . concerned wlth theid-toolsgﬂ?;

lnvestlgators. Use to ,accompllsh an objectlve. Forv thls .

.study theatbols e;Bloy?d lncluded mlcrocomﬁuter hardware a“dfﬂ

i software, ahd a;: Ilb[ary of reference materlals spec flc

the softwafe system used - _
Rk S N ¢

PR R |

b

k— L , . et
. Mlcrocomputer Progr R 4,“ A S

Credlblllty dé\ lnformatlon gathered and oonCIUslons-

L's

derlved from" thls Lnformatlon Cds A concern -éo~*a||v7

researchers..jfksf prevlously stated, thlsi study utlllzes-ff

developmental and evaluatlve methods,to generate a program;75

or s;udents to Iearn the potentlal of mlcrocomputer use Ihfﬁ

W .
,sport admlnlstratlon.v Both’ hardware and software systems
and reference .materlal were used to ‘pbtaln results.,rlnra*d;
Lt ] ) :‘:‘ N \ d z,' A,‘ ‘-',- o .,.\ BET ‘- o : .
laboratory settlng. JV : - (i .;‘j}?”s;x:.'.*jj,’ f'j “»

The laboratory was .avallable.at the UNIverslty of.'

o ," \, 3 :\ ’ :
' Alberta and lncluded an IBM XT mlcrbcomputer wlth 64OK-

4

| memory.\two floppy dlsk drlves. an lBMfCoIor Qraohlgngard,~e

s

} an 1BM golor Monltor. ahd an lBM Proprlnter. ‘”? ’

cin ,addltlon to the hardware 'sysifm ihe _software:i

' conslsted of the' lntegrated system, Symphony 1 2 and a;w

T L
PR

dlskette' on Explorlng the IBM COmputer.gl’

.y

= collectlon of programs or a set of lnstructlons that dlrectsﬁ"

SOftware l‘ 'a?;




\1985),,, The §ymphony system .lntegrates flve envlronments-

“rntofuone s stem_ ' These flve" envlronments B are.' word;t

' processlng,» atabase» management j spreadsheet buslness?'

~ LU e

'graphlcs and cammunlcatlon.f A brlef descrlptlon of each Is.
1'presented 1n. th followlng paragraphs._ q

";Ti The word processlng envlronment alds admlnlstrazgrs';”

- LR

‘anﬁjor thelr as*lstants In Ietter andfreport wrltlng, memos.'“'

{ﬂhih&ﬁooks and other buslness Qorrespondence. For Instance,

a sport - organlz;tkon could¢ produce thelr own'_technlcal;“
W abale .

) ‘U’

"manuals. by—laws polloy haﬁgboofs,

Lo

ruleb00ks or newsletters :
. oo . o ) N

_ through the use of thls appllcatlon. S _' .4‘* :
- o SN |
The database' anagement envlronment : oan» store

’organlze and manage Informatlon ‘- Some examples for a, sport'

b
R

.organlzatlon would be malllng - Llsts,_.form .Ietters or
"membershlp lists. _",'ij J" o B LR
_“4- ‘The ‘spreadsheet .envlronment can be used 'for numerlo*'~

,end flnanclal analyses needed " for plannlng and declslonv

o ~

maklng; A fsport organlzatloh could use {t' for accountlng

;systems.' payroll : team statlstlcs.jlnventory control.for

“yearly planang process. T

' The buslness graphlc< envlronment can;convert numerlc
a R . ) BN
'data‘-lnto graphs- and charts for' analyslhg f\nanc|al

.Lnformatlon and/or vlsually communlcatlng the Inforﬁatlon to
: others., Each sport organlzatlon must defend budgets And'
ould convert flnanclali spreadsheets Into -vlsual graphlcs
for thls purpose.,.' | | N |

5 Lastly, the commdnlcatlon envlronment provldes a tool-'

@ ) . . . . X ° .
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'wheseby ‘ pedplev can exchange lnformatlon i uslné’ other
computers. ar' for accesalng electronlo bulletln boarda and

publlc databases.” Potentlally, sport org*nlzatlons could

v '\

ommunlcate wlth other sport organlzatlons throughout the !

.,Ql

clty, provlnce or country,l or: wlth other agencles or

¢
J. . . : R

assoojatlons wlth whom they are lnvolved..":a

.

‘fkff-ﬁThe’ softqare' on - ‘Explorlng the ITIBM Computer
o v . -, :
- famlllarlzed? partlclpants wlth the IBM Computer.- Thls -

famlllarlzatlon lncluded the vanous functlons of the key;

I

fﬁa'well‘ as the Dlsk.Operatlng System (DOS),- formattlng a

dlsket e. creatlng a backup copy of a flle or dlskette. and

dlsplaylng a dlrectory ?“; 7;@““ SR
' A llbrary -of varlous Symphony reference manuals wasl.

'also vmade avallable- eaf’

eaeh“partlclpant s use.e A. _vast“ .

‘-

'_amount of llteryture haa ;been publlshed wlth reference tofa

.the sophlstlcated Symphoay system Ewlng and Leblond\(1984)fy

-1:havb wrltten- a well-researohi% and useful book called

"Uslng Symphony f_ Alo_' with thls pubPIcatlon.v the otﬂpr57
.Y_referenoes that wefe ﬂ”seful lnq\uded 3 Symphony User si?
’_'Handeok (Weber SystaMs,A 1985)., Symphony Gettlng Started?*

'(Lotus., 1985).; symphony How—To Manﬁil (Lotus.v_[98€/¢ff
’ Symphony Reference.'Mauuir (Lotus. 1955)._ Symphonyﬂ:Tlpa;[(
ft;Trle\e\and Traps (Feldman. 1985) and symphony Upgrade Manua(ﬂ

'-1 2 (Lotue. 1986) In addltlon,y‘Symphony syetem experts

..

fjtat' the Unlvers of Alberta asslsted the lnveatigatorﬂ

, Tdurtng the course of study.;-tg]vfo’fkfffj;fgfly ’

PRI




he Manual

Tralnlng In mlcroé;a?uter technology .fOr? p#yslcal"

educatlon. recreatlon, and" educatlon students was the aim. of;i
.the manual. The majorlty of admlnlstratlve tasks clted;
_earller wlthln each of the envlronments, are currently belng
‘utlllzed by sport admlnlstrators. The creatlon of a: manual

by the lnvestlgator._”was the flrst step ln the studye
ﬂ T / ’
;process;hﬁ VarLous admlnlstratlve tasks that__-physlcal

"educatlon. recreatlon ‘ahd educatlon students would have te

accompllsh whlle worklng in a sport structure had to' behf_

,establlshed._v The ’manual conslsted of . flfteen .lessdhs,
utlllzlng chosgp examples'_from'the”jsport fleld. These"'
lessons made use of word protesslng,r database managementlerw
spreadsheet Tbh and'”, buslnessf : graphlcs T appllcatlonssht;
.‘Appllcatlons were'ldentdfled through a Ilterature revlew °ff
:the‘;Symphony system 'and the comblned knowledge .of ”thefif

lnvestlgator and advlsor. and thelr eXperlence ;n’ the;u

g

'_admlnlstratlve fleld. Each appllcatlon progressed from -
v slmple to more complex tasks wlthln each set of Iessons.

The second\step was to have selected partlclpants’
t\ :

"pcomplete a lesson to test the effectlveness of each lesson.'

L

*]Errors, omlsslons and questldns were noted and presented tof’*
S . R :
.the lnvestlgator.;y'_ s ”f”HA:v" . N

The thlrd step InVoIveg/the.InvestlgatOr'S'completlon]

of neceseary revlslonh to each Iesson. prlor to the next'
'partlclpant completlng the lesson.f Thls process ensured thev

reflnement of each |essons structure and dlrectlons betweenfT



A . .Iv’b, .':_»‘ . ) e .
-Apartlclpants. *":5.;”v'ﬂ e

-

The fourth step Involved each partlclpant completlng :
"an evaluatlon form about the manual (see Qppendlx A) Thlsz“

'gform llncluded sectlons on manual deslgn and development

personal Ideas about t’e manual A ‘and -oplnlone uon ftheltf

-

:marketablllty of the manual 5 o n
'7‘9 the' flngl:' step the}_vlnyestqoaforf"oo;pleted
re;l;lons of the manual.gt”' fl- 1i:;5'q.,‘;”" ﬂr*htil -
Manual Evaluatlon e -';d.‘fiff';..':efv ; o

RN

"'The purpose of evaluatlon—&s to demonstrpte that the B
.-materlals developed are In some way better for prodL*lngij
tscme Intended set of objectlves than compétlng materlals,,ori
*zthat there are no competlng materlals_ avallable for lthepg
| 'stlpulated set of objectlves (Borlch 1974 \p.h_lol) | |
| B The manua; . evaluatlon was twofold-“: an _onuglnﬂi:
'vevaluatlon that occurred concurrently wlth the partlclpentsf'
u3e of the manual | and -an; overall evaluatlon complet&d;

V'followlng the partlclpapts ccmpletlon of tﬁelr task

. Utlllzatlon eof_d@theﬁﬂrlnformatlon . obtained fﬁasﬂ

. e

-

K contlnuous once partlclpahts began to complete the deelbned'
'vileesons A' Due to thei small_ number of partlclpants, 7the;

‘=clnvestlgator was eble to contlnually make revlslons as eachf

~-lpartlclnant completed a lesson of the program ';,,J{f"-“‘

. T e s L
f,:?f As each partlclpant completed the entlre manual oi

'fflfteen 'leseons, addltlonal f ata was collected frcm eaché

'~partlclpant through an evaluatlon form the lnvestlgator hed?

‘;'developgd (eee Appendlx A) The evaluatlon form wae dlvlded”
o : h . SRTRPUNE IS R

: ,.a;-- e -‘!’,‘,J,:..



739

Into four areas.' The flrst sectlon on athe“deslgn"of thef_

s A

'manual referred to the content and format of othe Iessons.ﬂ

The second sectlon on development referred to the purpose.faﬂ

)

the capablllty and the practlcallty of this manual. ‘The

v

thlrd ' sectlon.‘ tltled personal }’ was concerned wltnbu

partlclpadts pers nal perceptlon of the‘manual.' The fdnalf

sectlon tl\led matggflng, questloned partlclpants on the‘rrf

: perceptlon of the mar etablllty o?’the manual.gr

After these :evaluatlon forms had . been -completed the_f”

lnvestlgator proceeded to flnallze aﬁl ‘errors, omlsslons anda

correctlons of ‘the manual |essons.i5 . e‘ft- SERT | s

..?' °
' Due to the -small number of evaluatlons completéd

'tabulatIOns were manually noted ; In order'ito' ccmplete»

-

revlslonp of&the cntlre manual for ‘a flnlshed product.v

From the '-Investlgator 8 'observatlon and dlrect
) .

contact rlth each partlclpant a relatJvely accurate account'

of an en;or free program manual was produced. o

T

SRV
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This study addressed three phaseq In the developmentd~r*

;ldf~ an effectlve_ and reIIaUIe Introductory mlcrocomputer5'f

L

-program for sport admInIstratlve purposes.¢
The flrst phase Involved creatlng a set of Iessons .

?that could be utlIIzed as an Introductory mlcrbcomdhter*

E panual,

The léecond‘onase lnvolved four study partlclpantsd

4

-‘completlng each manualv Ieeson‘ wlthln\ the four dIfferent.f
| \

omputer appllcqﬁbons the Investlgator had~developed.;

The third phase had study partlcldants ‘complete an
'yevaluatlon form on’thelr use of the mlcrocomputer manual
R The results of these three phases are recorded below

0 A. MANUAL AND LESSON OUTcAnE‘h)

A

R

{ The mlcrocompater manual conslsted of flfteen Iessons.“~f

'”of admlnlstrat1ve' tasks In the four computer appllcatlons.ﬂ»j5f

.*WOrd processlng, database management ' epreadsheet and}fﬁf

J'buslness graphlcs.‘ Lessons progressed frcm baelc to moreﬁ:f
v .o .~Q- / .

”d“advanced tasks ae partIprants worked through the manuala

Lesson 1 Introduced the student to what the Symphony{gf:

'ﬁsoftware system Is andu\lte capablll%les wlthln the; fIve‘ft{

rdefferenta . envIronments..[ word procese]ng.~j: databaseﬁ«li

e TR . ol v

'n;?Q'ﬁ*g;ﬁjff;ﬁﬂf'}jpfigégffhffiiaf~““”

T Y RO = L




ffgf}f*wfﬂ'fi: N "ﬂ;;j‘fffﬁﬁi*{f_":}"?ff>>jf'ﬂh”7ﬁfu'f'3'ft.‘-Zﬁ‘*

imanagementli,. spreadsheet v buslness - ,graphlcsf ,candf

m-communlcatlons. ‘As well,,a comparlson was lndicated.between;?ﬁ

.

' Ah' lntegrated package versus a .stand—aloneb package of

‘ software. Hardware requlrements for utlllzlng the SymphonyA

rsystem was also outllned for tne student., Lesson 2 allowed‘
"the student to begln.uslng the mlcrocomputer.: TheLprOQram‘
vencouraged"fhe student to ‘famllLarlze themself wlth the |mu”°
COmputer and the varlous functlons th'u keys perform. _In thehﬂ

manual, thls lesson was also g referral sec/\on for fthe'hn

L .

*'student. Lesson 3 permltted She studeht to perform thelr.“‘

- own Installatlon process prlor to beglnnlng lesson 4.’
'In' order ' to make ' the_ program'w an approprlate'

%
-

vjmlcrocomputer ntroductlon for sport admlnlstrators, Iessons3 o

4 through 15 selected admlnlstratlve tasks from the sport '
: e Y
_fleld., All examples are currently.opart of arlou;rsportmﬁ‘

adminlstratlve systems. ln the word processlng dhvlroﬁment_
R ]

‘four Iessons (4 5, 8 & 7)ﬂlntroduced the student to a varlety
of tasks._. The lntroductlon |esson 4 allowe the student[
" to create a Ietter to a partlclpant of,a sport amp; Lesson;

[}

'M5; an Intermedlate task was ’a two page sport lesSon plan .~

X

| \the' student was . requlred "to cre“te. '\Lesson 6, another< |
) ° v."-—-'d’ . . . / . !y*. ; R
'lntermeddate task _lnvolved cre%;Jon of ‘a two _page I

pap r, whlle/kesson T was advanced task of alterlng a two-'

'page paper 4

i / -
7 i

In the‘ datab,ase management envlronment "-“the student
. progressed through three Iessons.' Lesson 8 Introduced thef
- g

student to the creatlon of a small database for ¢% portgf"'

o



V_ sport camp scorlng spreads"et the student created a barg."

R|

e o

. spreadsheet that utlllzed calculatlons.

c;;;TTTh\order to be . able to produce malllng labels.r Eessonﬁ~h
: 9, an Intermedlate task atlowed the student to create a:A

_ _ ) : : U
~form |etter to sport . camp partlclpants of: -the ‘small_ﬁ"

database;.’And_ |esson 10 ' a more'advanced- lesson allowed

the student to 'make\Ladvanced alteratlons tov'the'ﬁsmallkél

database prevlously develo/ﬁd/”w .

' 2

_For' the spreadsheet envlronment two examples of

( .

sport admlnlstratlve tasks were created three Iessons

The lntroductory lesson (11) allowed .the student to deslgn a

‘scorlng' spreadsheet ’for"a» sport camp. _ Lesson “12,. ﬁan‘

Intermedlate task : allowed the student Qo make alteratlonsf'

to thls spreadsheet._‘ And 'Iesson 13 the advanced task

. "f\

encouraged the student - to create a school.l gg;dlng

The flnal envlronmqnt the lnvestlaator focussed on ln

5 the study was - ‘the buslness graphlcs envlronment Uslng the

: graph :. the lntrodubtory lesson 14. The advanced Iesson‘

(15). encouraged thqw

(

uslng -the attendancea of partlclpants at three dlfferentV:

_ -sport camps.

Egch éutcome from Iessons 4 through 15 Incruslve wlll_

;hfnted at the’ end of the - lesson strubture

Y

student to create a ple -chart gqpph_Af;



LESSON 1 - INTRODUCTION AND ACKNONLEDGEMENTS
‘ The use of computers n all aspects of soclety has grown

rapidly In recent years.- Thls trend has spread to Sport aﬂd

: Physlcal Educatlon.,albelt sbmewhat.slowly.“ There Ls ‘no

doubt /that extenslve .use of cv'puters has 'been made. in

L)

. certaln research areas such a 'blomechanlcs, psychology and_

“to .a lesser extent measurement and evaluatlSL of fltness and l

- . -

N other components of. sports performance. More recently video .

laserdlscs. con*rolled ?‘by personal “computers, ~ ‘have
'-penetrated the area pf Physlcal Educatlon However , the use

.

of both maln frame and personalv computers ln 'somewhato-

speclflc .research y appllcatlons In sport and physical -

~f

educatlon has not been ' matched'ﬂln the admlnlstratlve

~’appllcatlons for whlch they are ‘80 - sulted.

in 1968 at the Unlverslty of Alberta, ak‘malnframe_

.

computer program ‘was developed to asslgn some 4, 000 students

to“requlred, Physlcal Educatlon classes each 'term ~h‘The‘

'asslgnment]was_ based"on the student s preferred .cholcewof |

activity, ~avallable time :slots tn the, student's' week ly.

schedule, the‘tlmetabte of courses avallable in various™

”actlvltles and the quota of students permltted ln each classd

-

nhsectlon (Macnab & Conger 1968) SOme twenty years later, al

‘simliar program, deslgned for the personal computer,;'wasw

dev'eloped' ,at George. Mason V‘Unlvers»lty (Steln. 1987)
. However, examples: of = the use of: computers to;*solVe'
admlnlstratlve proplems have been the excepglon rather than

the rule. . - T
& : o



N .\

A deterent 'to the wldespread use of computersV-l

' +

"Physlcal Edﬂcatlon and Sports Admlnlstratlon has been the=

'dlstlnct weakness ip computer llteracy among graduat;s of:"”

8 *

. under‘graduatem-progr..ams l@ the fleld. : But thls no long'r;g_ .

tneed be a factor.

-
.

the early development ot the. use\'of:computers a

knowledge of programmlng was essentlal. -lnltlally;' the
T «programmlng languages were machlne Ievel and Involved step.

by step programmlng oi the partlcular computer uslng»

lnstructrons whlch were complex _and not partlcularly"
‘_meanlngful to the user.,’Somewhat‘later 'symbollc languages‘x
were developed whlch helped to 'lnterpret"symbols whlchjﬁ
were meanlngful to the progranmer " Into Informatlon chh
could_ be : understood by the computer.’ \iStlllt:later‘n
-epécl;llzed Ianguages such as ‘ Fortranf.andw'Cobolz‘wefe :
lntroduced ;»Whlch .met- partlcular requlrements."}nimelyhe

"sclentlflc and englneeqlng,ﬁ nj the case of Fortran andf?

1

buslness appjlcatlons, |n‘ the case of cObo|.4 Thls made l

AP

"posslble to lncorporate certaln functlons lnto the language.[p

For example, wlth Fowtran it became posslble to generave thepl
. 5- [P
:‘logarlthm of 'a glven numbeﬁ uslng‘zone lnstructlon whereas.;'
A "{

-even symbollc languages requlred lﬂ‘e}cese of 50 lndlvlduahf

H

'lnet[uctlone to generate the sam

K
3

lue. Cobol on theff

‘-fothe?ghdnd;f‘featly faclllt&ted the preparatlon of buslnesyu_

.the popularity and develoqpent “of many other languages such
S T T e R T e e e T

. ..l_;‘ Lo



Baslc and c. Others, such as dBase* “l;;.have beenif

3developed for speclallzed needs such as database management.g”

. The questlon then arlses 5“ s to whlch of the myrlad iofn.g'

grogrammlng anguages should students ln unlversltx sports;f'

,"admlnlstratlon Erogr ams be taught? The answer_ls; none ofnf '

’_-the above.ff[' A .,.g.'lﬁ.ﬁ” ?h

i Potentlal phvslcal educators and sponts admlnlstrators'--*'

e

'requlre -an. lntroductlon to. computer llteracy‘whlch both"

P

,,encourages them to make lmmedlate use of computer technology

rapld developments whlch wlll 'occur in. the future. ?'The
,'answer' |les ln" pre—wrltten general programs whlch _arez5

fteilble*and permlt customlzatlon to meet speclflc needs.h

‘-I;but whlch also serves as a base for keeplng abreast wlth the_,

:5uch programs :Involve Indlvldual software dedlcated toe-’”

'__word—prOcesslng, to handllng data through spreadsheets, tof;”

"'database management to graphlcal representatlon of data or .

'"to: communlcatlons : appllcatlons._'5 These lndlvldually

hdedlcated programs have been further developed so;as ;to_f

‘Integrate wlth eachother.f

Integrated -sgﬁtware |s an ldeal management tool. ‘ﬁltp~r

.'

N4 -

.lncorporates several functloﬁB whlch 'may be used separately:h

.or together.“ One such program ls SYMPHONY whlch ls producedv'

‘by the Lotus Development Corporatlon the developers of the

nmost used spreadsheet program LOTUS 1—2 3.~ SYMPHONY

u‘-lncorporates "woﬂd - processlng, f'spreadsheet 'database,a

A

fmanagemént graphlcs and “even communlcatlons rntoAFOnel

rdupowerful plece of softWare. Ihegnuser“oan calluupon ,phe{',

P EE

Ty



ﬂfunctlon such as word processlng, to typev a letter

e

”ireport.t“ But at the same‘ tlme, he or"she can 'accessﬁ;””

’flnfcrmatlon from a- database or spreadsheet to augment the;dff~

'Y_report. lt ls even posslble to present certaln lnformatlon.t"

E ln graphlcal form. Most -lmportantly, all these functlons;;fﬁf

"may be 'carrled out wlthout x kn ledge classlcal'iff

ffﬁcomputer programmlng

Q..ll

Thls text ls deslgned to provlde students of Physlcalﬂ-f”

'Educatlon and related areas wlth 'an Introductlon to the usen
E rof the 'lntegrated software package SYMPHONY Ekamples aret;l

7t drawn from the sport and physlcal educatlon area. -Projects

:fare lhcluded whlch Involve the creatlon of models whlch aref p,

: reallstlc and from the area.ﬁ Thls background prepares the;t

guser 'to make Immedlate use of ‘computers._;ltf Introduces:"

“students to the plethora of appllcatlons whlchhc/pgbeneflt;f“

/

',ifrom computer. technology.,l“n, short lt dﬁ J_les' the_tﬁ

i'wlcomputer.»- It also prepareséthe' potentlal graduate -foryf,

s

. g S
sltuatlons where 'non-lntegrated' software Is used ‘such asn .

'-LOTUS‘ -2-3 : MULTIMATE wonp PERFECT and .dBASE l_l.l.“i']-ﬂ'

"Llnkages | between‘ these ’.'non-lntegrated' products are’ .

rposslble and the student tralned --'Integrated' software,fi

wlll be constantly looklng to these posslbllltles.' He orf”

a.

3ishe wlll also qulckly adapt to new products and be capablei]d

nn.-: 4 - - e

“”f‘of_n;~lnstructlng S support staff 7ﬁ;ln t' thelr v use.:f’

’ﬂistep procedures to ‘Iead the user throupr?*'

The format ‘Tollowed ln thls book lncorporates step!l*7

e

'?’speclflc examples whlch are drawn from physlcal



: and sports. Drawlng from thls speclflc background studentsfﬁ

\ .

u,lare then encouraged to develop unlque modlflcatlons to\the-

xamples provlded o i | -'4 |
%/:&y_@‘_x Is. smpuom'z - PR o
“iﬂéfé T&e Integrated -software package SYMPHONY ‘comblnes flven
»;ppllcatlons or vwork envlronments -Into. a_ slngle composlter};
5;? program The appllcatlons or work envlrohments are-w_; |
.fff1ﬁ'“w°rd Processlng _ - | | o
-f ‘: 2.‘;Database Mnnaqementth
- 3'..'_,.,‘4_'.soreadsheet - .
, . 4;“¥Graphlc§’ :ﬂf*’V_;f*:'ole,“'f"PQ;“
‘le}:<¢ommunloatlons f“ ??‘xt"i .T‘ 5{;52'
B) The Capabllltles of SYMPHONY : ”ifjj;f~f

wOrd Processlng alsﬂ‘perhaps‘ the hest known' eomputer.

fappllcatlon fi"‘ the"7 buslness f!eld“ Although hardwarer

totally dedlcated to word processlng was _and stlll s

)

'nppopular,' lncreaslngly software,ﬂ'

'“f personal, computer Into a word ’processor These products

such asvwono PERFECT woaosmn, M&.TIMATE etgl allow for the‘

J

preparatlon of extenslvefrepprts or for Zthe preparatlon of
VL . / ) 1 .b' .
5 R S ;
such A Ietter ls preSented below. The underllned' areas of
. EP A

used to conver* ;thef

'llndlvlduallzed' Ietters tg many Indlvlduals.- An example of

the letter allow ior Eﬁé 'Insertlng of an unllmlted number o

é ‘ - -
lndlvldual naMesy; addresses etc. ‘ £4nal Iettere

'l‘ o
y typed to Mary Jones.,.ﬁ

/.‘__

were iIndlvidy

5
o

fiexoludes:the«Qéfnderl1nlng and hence (t fappears as-ylf,lt_
e



natz,dones

) Athabasca Su--er Spprts Canp
- o P o. Box 99

ﬁg;ﬂ,;".f";u_ Athabasca,-Alberta. Canada “ﬁ“&j e

L. TOK, OYO - .
Septenber §9

. ~ . T . - -7 . »_‘—‘
SR ,..‘_ P o 4

. .712 ‘Arch Street $

; :2}1 Database Management

our Hills; Alberta Canada :

R . [T B
. ¢ L R : rl

lt was. a pleasure to have you as a partlclpant ln our

Sports > canp: last sunner. ? are contlnually trylng to;s’
%artlcleant; suqh as’ you add_;'

Improve; our ‘program and. keenf
greatly to dﬂr st ccess.; -

.N'.' .
“

By tha way gz I note that your blrthday ls rapldlygj
approachlna, Plpase accept the. best wlshes of “our entlrag;

Sport Canp ctaff for a very excltlng day.,vwi,, -

- e

As sprlng4a3broaches we wlll be, ;endlng you a package;‘

g\ of nfornatlon pertaannq to thls years progran. Best
‘ ’nﬁsh s and Happy BFrthday gz o :

SInEerejy:;7_ .

" Janet smith © N B
camp Dlrector .~ LU Coo Tt

o

s’ : \

R

Findit
Ca

o A database essentlally contalns.‘i‘: electronlc format,;wf

{':customlzed to meat speclflc needs. A database mlght be patfﬁ

V:UD to Include all suppllera of equlpment used by a sports u

s

:nZAJFOderatlon._ The databast could lnc!udeyiﬁ'”'

»

'-andre;s;# phone number. wcon%agt peraon;j?

equlpment nandtea;f

_nthek lnformatlon contalned In a well organlied lndex card‘ff

"fl le. . By means of speclal lzed 'templates a database car; be {’



Ll

e

T

catalogue all offlclals.; An example.of a speclflc database :
‘,;‘7¢ . . .

' ffls glven below Thls partlcular Ftemplatc -setup_ Is for a

," ’ IR -v . .‘:, T ° .. v . . .
o fsunnsn sponrs CAMP SR e NG
L Neme: ‘~=_=}'.J°n°= wary
... Address:. =~ ' 712 Arch Street '
Clty: " Four-Hilltls - ' (
Province: - - =~ Alberta .
Country:, - Canada
. ‘Postal Code: . TG6H OGS -
Sex: . . - Female
.Sport: =~ . Soccer . .
..Paosltion: . " Goaltender ‘ i

" Date of Birth: - 10/22/70
-Blrthnonth- 2 f,Oct '

. “‘\/_\'V'An lmportant feature Of the Integratlon of thejword

D
»

.whlch meet certaln'crlterla._ The Ietter @Iven to Mary Jones

Z, deslgned to be seﬁtfto_'lndIVI uals‘Lprlorf-to_ thelr.A

Bl

~

blrthday. _-Letters | would ‘be- prepared forf- only . those |

Y

%

"goaltenders. Here the database would be searched for soccer

DI . R ) o PR ‘\ . -

method of payment requlred etc. ) Another‘databaSeiamlght*

a

’ndatabase. to Include aIl partlclpants 1nf-ag;ummerlgsport55

. processor wlth a 'database'-ls that the‘personal computer.

wcan_be lnstructed to search the database to seek entrles,

lndlvlduals”“whose .blrthdays. fall WIthIn the crlterlonuT'
:_perlodi; Another example of the use of restrlctlve crlterla*»J

, would be a- letter announclng a vspeclal soccer_ cllnlc forl'

players, but- as a' second crlterlpn,, only thpse llsted as’

goaltenders. j,,‘l L S '7,\"f R S

3-”,§preadsheet ST e e SR ?,tﬂ(d

1
S

-.Thq,.spreadsheet 1s eQUally versatiie ;for' Phgslcal3}

L - o
. B



gr;EducatHon and Sports appllcatlons | A .spreadeheet may be.ﬁ
‘?Lused to record and update the> lndlvldual 3corlng vltaiQ;j
'Ieague._h lt may also be used to 'set up a budget for an
"horganlzptlon slnce' lt allowﬁ effor::'testlng ; of udget;f
vfadjustments as to thelr effect on the "bottom llne QThe&f{
'ffmay also bej!sed ln declslon maklng appllcatlons such;ee‘
':'Queuelng fd:*ﬁy : A spreadsheet for an Indlvldual leeduei'
ri!scorlng appllcgtlon ‘s shown below ‘; Each tlme an update ls
\needed only the goals or asslsts or penalty mlnutes; of
those pla ere who partlclpate In ecorlng In the perlod ln
questlon (October 20 to october 27). need to be changed. -lnf
‘ the»example. glven only the_ values of SMIth WInston.vand
Green requlre—vrpdatlng.l When thls _e' done. a. command :
glven to re—sort on column vflve namely.‘that of‘pPTs. Thlsﬁ
ort would ensure the output glven for October 27.: Another

o command could be glven to re-eort based on column four (PEN

Mle ) Whlch wouqd rank the players on that crlterlon._.._

LEAGUE INDIVPDUAL SCORING

FOUR HILLS HOCKEY LEAGUE
,October 20 1988)

o . o eom.s f ASSISTS ;EE_N-.'_ M._l_us].‘ ‘. p'rs

CoLempH o e Tz

W RO L
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. .,9 x ."‘1' .
o 5oun HtLLS_HOCKEY Lknsus ;Egi};'-
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e St
LR

1
18
By

~$ 1
P

-
4 ..

(scorlng as of October 27 1986) |
| | GOALS | ASSISTS PEN. MINS..‘ PTStg%g R

: .“~ 'y

Lo | »:g;;’ Ao o
. WINSTON . i7 10 = ""“ 6 22 B

GREEN . . =~ 12 9*11, zz;nm. 21 S
o JonEs . s T P T

BROWN . Y 3 12 .o a4 TAs

4. Graphlcs S ?__ oS -;",3'. S

Data represented LIn graphlcal 'form Is eye -catchlng and”
:feffectlve;_ Reborts submltted by sports 4organlzatlons for;
@ fundlng and other purposes can greatly proflt from thlsm

. )4 L . \‘.». .
”technlquei SOftware ls now avallable to convert spreadsheet,
77;dataf Into -graphlcal_ form such as' bar—graphs.n ple-chart
graphs;'llne'draﬁhsrand many;more.

'“5.r COmmunlcatlons "“fi

P T

The communlcatlon or transfer of data from a computeri{ni

.one Iocatlon to another ‘computer In' a remote locatlon is
fmade posslble through the flfth work enVlronment A modem

1s - used to transmlt data, most u3ually over a teleohone

t:system., Thls feature, whlle Important ln many appllcatlons,

”ls not part of the course whlch follows."'

;1 Int;grated vs Stand-Alone‘Fadkag



""t SYMPHONY ‘as an all Incluslvo; lntegrated soffiare""
(-4

- package. has certaln advantages over stand—alona dedlcated?”’w'

-vpackages whlch spedlallze In lndlvldual envlronmants such asfff(

lkfword. processlng, database vor spreadsheet.- However.mthere4x?f

_"are also ‘some mlnor sacrlflces whlchqare made In taklng thls o
'-~vapproach. dv”' -;&jj

.

',ﬂ COmpared to speclallzed packages such as WOrd Perfect;f'
ff(Word .Procesglng), dBase AL (Database) Lotus —2—31"'1

‘;(Spreadsheet),h the lntegrated package SYMPHONY sacrlflces T

Ce KRR

;l,_s&mg;;f the speclallzed pcwer of the 'lndlvldual packages B
“”fHOQever thrs sacrlflce ls sllght and ls more than\_ g nced;f_f

'by the convenlence of havlng all envlronmeﬂts covered undar*"'f

: o
one package. It ls also obvlously easler tq hearn one plecefj
-fof software than lt ls to learn four. f
’ D) Hardware Requlrements f-.d— l'f_ﬂ o s S o

SYMPHONY is’ deslgned to b lBM PC IBM XT

IBM Personal Systemlz and a varlety of other compatlbles.xfé.°‘

: mlnlmum lnternal memory of 320K Is requlred but 84OK ”ls

Oirecommended. Elther two double slded double denslty flopPYb
P}dlsk drlves or one floppy dlsk drlve and one hard dlsk drlvei?;
Although SYMPHONY wlll run slng a, monochromo monltor;h;i
_:the full advantage of lts color graphlcs requlre a color?;w
j-‘.,_ﬁ':graphlcs monltor. f SYMPHONY also shpports a wlde range offl

.?prlnters and graphlc prlnters. 1ncludlng color prlnters.iﬁ_,,

The lessons Included ln thls book wara developed uang an. :

IBM xr wlth B4OK and two floDDy dlsk drlves cf" lBM Colob’”‘

PR



- jGraphlcs Card and COIor Monltor_as well as an IBM»Proprlnter

'ﬂ=were also

[N

vtested uslng an IBM P&rsonal Systemlz Model 50 computer wlth‘-

A

a Model 8513 Color Monltor and.3 an Epson': prlnter.j-

;rt of the system The Iessons have also been_

lndlvﬂduals who wlsh to use other conflguratlons of hardwareﬁ'

4

A =

compatlblllty

should consult SYMPHONY reference materlal _ (to verlfy,ff.

__ﬁ%ettl » - @‘ - - ¥
. The phllosophy Ll errldes -~prat1qn of thls‘

o . g A
text ,ls that the averagqtuser of _5pxtpow§r£&,

system wlll onlx/ use a small percentage of ° th&
that software.- SYMPHONY ls no exceptlon. The examples usedv

ln the lessonsv whlch follow make;use of the most'crltlcal

./ o e

pnd baslc features. Those students who wlsh to progress to

e 4

-the many advanced features not covered ‘shou.d‘gonsult other;'

-

‘~references and ln partlcular those whlch are supplled at thewf

Y [

; tlme of purchase of SYMPHONY.

’

?urthermore, the casual -or" Infrequent user of 'any:'""

.fsoftware must undergo 'a form of-'retralnlng -each tlme the.

*software. Is used. The Iessons9 whlch follow, lncorporate'fv'

" typlcal  uses sﬁch as wrltlng.aaﬁ |etter .'settlng ‘up. a.

“:database.» merglng ‘names_'[n;,a database ’wlth , letter;g%"

@

h‘developlng a spreadsheet and dtranscrlblng the data ‘lnto‘p

e g . e

l_graphlcs. These types of 'sltuatlons recur ln»any ,use.ofpg

-

'lntegratedsisoftware. Hence' ‘the 'casual user';can.;lnl‘theni

9.

future.\refer back to the- Iessons as ‘a furefresherf‘coursé'f:

v

for most procedures~



Examples have been outllned “"hﬁ*bfﬁé1€§°urffpopuiarffw

'-ccmputer work envlronments namely database._ spreadsheet

ord processlng and graphlcal representatlon. The Physbqelvs'

Educator who ls famlllar wlth these appllcatlons ls capable';‘

['of settlng up a small computer system or to lntelllgently"?:

ald in supervlslng the lnstallatlon of a larger system _irna*“*

:’questlon becomes how does 'ohe g_ve' students of thslca R

N K o R
Educatlon a stroAg bac;ground In these areas? Fortunately"'

'V-fthe advent of: Integrated software provldes an excellentrt

olutlon; 5]nf the pageg whlch follow. we wlll Iearn.” ln'a"
. ) ‘ ; E 4 - -

ertep by step manner, how to set up 1many examples uslngf;

u

STMPHONY. BT e e T e

‘ l;5§§§gg 2.— EXPLORING THE 1BM couﬁu;sgi_rA;REgERgAtisséTloN.”vu

_bbjectlvesf=

-~

13f31;; To famlllarlze the student wlth the IBM Computer and the”*

a,,.

';;varlous functlons of lts eys by means of an exerclse.

'._yz., To provlde a wrltten summary of the varlous functlonsgi

'the keys can perform._ o

s

Polnts to Remember._,

The dlskette on f'Eprorlng the IBM Personal COmputer'lf

"f used for thls .exerclse can only be utlllzed wlth computers[f

g ;produced by IBM Corporatlon.‘hb;[;ﬁ

e e .
S .

'agyour computer drlve. CIose the door.-f!;fd}rﬁ

FgComputer' Into drlve A Iocated at the? left or on top offf

_l The Keyboard Exerclse jt;¢s§;<5,“f4_»;;7d5;e§ii”""

':,_1;.6 lnsert the dlskette.ri -Exptbrtng*u;ye; B Personalif

El




V.

'_;3., Read each of the screens' and follow‘ the Instrnetlonsj

“ylesson dlskette from ~¥%e dlsk drlvej A, place It l _'1t§

RS

s

2. -furn'On"theVeohnUter'an&’the mon[tor;5hThetdj3kette;ﬁ1!lQ{

:beoln Itself or self load. L e

carequY- o "

k {4.‘ 1€ 'at any tlme you 'want to - end the Iesson. remoye.the"

protectlve cover and turn off the computer and the monltor

5. lf at any tlme you want to try a new program remove the..

Iesson dlskette and Insert a new program dlskette. ln rts;

ﬁ

"-place.A Then press theQCtrl Alt and Dé?’key atl at‘once to
: ESET [ compute{ R o N s
“B) 8ummar¥ of Keyboard Functlony‘r":{ 5f7 L e
The-followlng lnformation Is a revlew of ‘what you‘leirned:f

r

‘from the keyboard exerclse so' you ‘can refer, back to” it

;-wlthout golng through the whole dlskette agaln.‘ Addltlonal

R

'Informatlon is also _Included in thls sectlon that you wlll :

E.Iearn_throughont:thjs menuey.ﬂk' :
11 Chentenfl‘:'lne:?ﬁctnonse T .
.kpabéioown'(Pgon)ﬁkéy ;“to’v|ew tne-n;xf ba§e7 S
iPage Up (PgUp) key -'to vlew the prevlous pagb ft if--‘ _
1,' - e

zAlternate» (Alt) key works Ilke a'Shlft key to 'alter the,

’tvmeanlngs of. the PgDn and PgUp keys. r ‘”‘b - _
ATt & PgDn keys - to revlew the chapter . ) ff
-Altv&'PgUp keys 5.to sklp to the next chapter"i' ,[‘; if
L . - .
g Cbapter = Ihe Keyboard . 'fgf “-u_'f:“” R
o i s el

Note._ certaln keys . mlght be used dl?ferently'from.{one J

3ﬁrogram to the next. 3

.‘v..v



(=

5ﬁ' ;,:W\A 3"Ip.gv;‘]’t _fﬁﬁp: SR A LT S C e T T
L TYPENRITER KEYS are arranged Ilkeiagtypewrlterv'&nd used In. -~
T;f{:'-‘f. ', z Shlft Keys ”- wl II cause the keyboard to aesune the

’:@ Jshlft mode.
. . /9

I) To assume UPPER CASE APITAL LETTERS) yod»press'the 7

{ *.5sh|ft key down." - ;
Q’ {i{'To assume Iower case (small fetters) “the shl?& key
R | remalns ln normal posltlon »c;fe‘ f_*,i u;fvﬂf T;ZVLf
iii) To type the top row of " the . keyboard :yéd_as;uhéff
'ii.ryUPPER CASE by presslsz'the‘shlft kiy down. _ ‘ttjj e
T vtiv) To reverse the actlon of= the caps Léck key' wlth the
{fiﬁ  1 ";letters A—Z you press the shlft key vdown“(wlll
i | | be\h_pJalned Iater In more detall) -
. e

’,v)'To reverse the actlon 3f the Num Lock key wlth the

'numbers; you press -the shlft key down (wlll b

: 4

explalned Iater ln more\Jetall)
chkspace Key. -—'_when enterlng data, Ill 'cause the |Astf

"*t character entered to be’ erased Also ln polntlng sltuatlons

| _6”_‘ oo

wlll send tﬁé cell polnter to the preleus Iocatlon'

f*f““"carrlage Return or Ente> Key - works Ilke a ECarrlage

return on a tygewrlter and moves the cursor to the start of
' l

‘a new: llné< It Is used to lndlcate' toLSymphony that an

: {bntry or operatlon has. been completed (or'ekampjei the end

@br varlous progragsu

) The followlng ls_a Ilst of uses for



".therSymphony Progrmﬁ

;;Fl (HELP) SRS WIll dlsplay the HELP screen

F2 (EDIT).  * Wil allow “you_ to change.an; entry fleld -

_ Qf‘when ln the SHEET envlronment

-

'E(JUSTIFY) | WL justlfy the current paragraph when ih._
the DOC envldbnment
F3 (ABS} - wlll Indlcate that the data to follow Ig‘an

"absolutev address - when ”lh» thea SHEET ‘

N . ° environment ,
 (INDENT)  WIIl Indeft text in the current:paragraph -

”when'ln”theaboc eny{rdnmenth

F#ltcAPTURE)b ; W|i1, eathre' data'tin“'a.‘range, and,or
: “ i bflnferv#ﬁeh in the SHEET envlronment V ,
r@EﬁgsE). - Wil eraee an Indlcated blﬁck of text when
tpv‘fu' . 4'E_ In the Doc envlronment ',’»_ S ”~
] F5°(eo16>;“‘ - Will.move “the cell pclnter:fc a aes,gn;;ed,f
‘ : = . | ".‘.cell or range | . . 'v | .» _' R | oy
Fe ("‘“'NDOW) o -A,Wl 1 charge the current wl‘dow -
- F7 (Usgéi" E.E‘A"||| execute a macro whlch is a sequence ;L

ES

ﬁkeystrokes you attach to a stngle

F8 cCALc) 8 'VWIII‘recalculateyggr;ula

‘F9 (SERVICES) ' W|l| actlvate the Se vlces Me“ﬁ '

_; WIII actlvate the en

rela&ed to~the current wlndow type

watcmulow you to enter characters that

; . are not”ﬂocated on the keyboard
. ( . . - .’ - ! '
SR AN o SN

- N " BEEPRCA N



'_ ALTr& an

(WHERE)

'f ALT & F3
=($PLlT)
QYALT'&'FQ

(CENTER) ..

ALT & F§

',31LEARNy

ALT & F8

-(zoou)3

.wr:LA}T & F7”

(STEP)
'ALT & F8
(DRAW)
‘ ALT ‘& F9

'“(SﬂITCH)

ALT & F10

(TYPE)

.cuﬁecn’kEQé"wqi]
'Leff Arrow. o
nghtbArrow'_‘
Dcwnhﬁrrcwh :
:UDjKrrcw  ;;

JHome“b.-;)w
End;&nﬂcme-
‘End &lUp.Arrcgf'

' End & Down Arrow .

L%

: Hlll

marglns

o Is used for creatlng”macros

-fdlsbiay the cage?,huhher'ancjt]he_f;

"number of current Ilne
3;WIlI move the text follcwlng the cursor to.-
‘the-hext Ilne

Wil cehterrthe_currenthl]ne‘bctweeﬁ'the o

1

St

Wil expanl the current window to fill the

MR Y

,1vsc<=§h("‘,f- “'f:'*v ';ef, t{?

_Js_ysec*¥crﬂqebugbln§ macros -

®

k1

WIll,uDdate the current w]ndcy‘

b

iWIliv‘ewltch back . tQ the 'prevlous wlndowf
.type envlronment

WIIl change the wlndow typelenvlronment

o : _ iR
mer the’cUrsor'arcund'the'screen.' s
e S

'hig wlll move"left ‘ohe character

L - wlll mcye:rlght one character

s '.;fwjjl mcyifdown to the next llne

= wlijlhd&e up to the prevlou§ Ilne

.
;cwptifmoyefto the beglnnlndvof your f|n
_‘ﬁi({fmcve to. the end of your dccumenth

'_;'yi{l'ﬁeve:to‘;he start of a: paragraph?f

r-:will move to the end of ‘a paraqraph






. -I

~AReturn key these keys wlll' ontlnue to react "ln',theg'”

ucause the cell polnter keys to output numbers..~ S

;"keys.' ']'ffy*a

;. .'-‘ L

End & Left Arrow t'— wlll mOVe to the Ieft edge of the text

i,fEnd & nght ArrowV}- wlll move to the right edge of the textf
uf’EHQ-&sﬂﬁtUEP;ff[,-i—,*"' move to the next hard carrlageé
- .v‘:.tffkif;iyi' °;eturn ';-j' ; _ |
éndﬁ&ta'Characterj‘; wllt.move to the next occurrnnce‘of the.

character you.typed

-

:;down and up).k _ud & the four arrow keys or End & th%ﬂ

lndlcated ways._

'vNUMERIC KEYPAD ls arranged Ilke~a calculator. NumcLock wifl’

1. Press 'Num Lock to swltph the cursor keys Into NUMber&kv

>

2.H Press Num Lock again to . return to cursor key mode

o~ ' & b

'~

,MODIFIER KEYS the COntrol (Ctrl) and Alternate (th) keys
. ;work llke shlft key to alter one key at a tlme.

Alternate Key = ls used wlth alphabet (alpha) keys to.

1.

lnvoke keyboard macros._ It ls also used wlth functlon keys

fto‘lhvoke functlons outllned ln gray on the functlon key

;template.

R N

“.CAPs LOCK KEY swltches from UPPER CASE . and lower jcase

;Notlce that only the Ietter keys, A—Z . can be capltallzed

ilthe tops of other keys. .

S _59?1‘

 5Note when strlklng one of the four arrow keys (left fignt'fl'

_ffCaps Lock mode wl!l not lfllow typlng symbols that appear On i

”_11 ’To a!sume UPPER CASE MDdQ press Caps Lock key and notlce._i

N R . Lo i

_that Cap s lndlcated at the bot;om rlght posltlon of the' |



‘1icontrol pane1 on the monltor.’

f.2;! To assume lower case mode, press Caps Lock'f“

'amonltor.

LASCROLL LOCK KEY ln certaln Instances you may wﬁﬂk

‘-:1.

‘lthe bottom rlght

S Ban v,

"fand notlce that It ls‘}ndlcated at the bottom rlght posltlont'ff

of the control panel on t‘e monltor.-'

‘..

-v'

2y o To turn the Scroll' Lock mode 'off,,press Scroll Lock"'

i v.-,,l - 3

L,agaln and the bottom rlght posltlon on the monltor should;.*

' now be clear.,

",\\';flﬂ‘in"f

= Scroll Lock & Left Arrow _- moVeSV'tekt"on'screen\ rldht-:;”

one—quarter q; wlndow wldth L

e SCrollb Lock & nght Arrow - moves' text on screen Ieft

. ”j'_,f'”5f;'[% ';jekr one-quarter of wlndow wldth

. Scroll Lock & Up Arrow L= moves paoe down one Ilne 'fﬂ-j'sff

_g“OTHER KEYS or. INDICATORS

¢

chroll Lock & Down Arrow - moves page up one llne

D .
i SE
o .

,Escape (Esc) f “"'— wlll cause.Symphony to back up one step

J

Z:Delete (Del) f"— wlll erase the character at the currenfgy

P9$;t°' Iocatlon w[;ﬁﬁ_’f_theV:fFQRMfﬁﬁ

nylronment will  delets -the currenté;ﬂ

L . }: _vl‘_;: e T s R :
et T database regpféll;"'ﬂa.;:ufé'f,;.vyvf;fg

S

‘»TSpace 3ar;.]“_“] f— wlll erase the character at the current

Léﬁgﬁtfsoﬁoonf;}"q'_ when pressed wltn tne~sn|ft key..wlll

Dolnter~locatlon { “T..;-’gml-f~" '




 BIG RIGHT (Ctrl

‘.;.9 .

A

R e e o qua
> . e - R ’
R BT : . L

‘< sl ""'l‘

-_cause ‘the data of the screen to be sent»l

JRSEIR-Y

‘ to the prlnter

;. . '~Is used to

‘& Left Arrow)

N

‘& Right Arrow)

B ERDRI P used to lndlcate’multrpllcatlon / o

'# () ‘,-‘;'i . "Q'IS-used_to
”~"< AR - ,'-.Is used to- lndlcate subtractlon
- BlG LEFT (Ctrl ;“wlll move the cursor or cell polnter

Ieft‘=to the beg}nnlng of the prevlousv
| ord or cell - '

will. move the cursor or - ceTI po}nter
‘rlght to xhe beglnnlng of the next word

‘or celt L e

Moas INDICATOR &ESSAGES IN. THE CONTROL PANEL

'lﬁ

the conmunlcatlon mode

, R L;Va' - wlll Indlcate Symphony ls operatlng
S)

poc. - T - wlll lndlcate Symphony ﬁs»»operatlngznﬁ

;‘l the word processlnb mode )

;Eblf'ﬁ [A; .J,»fl- wlll lndlcate _Symphony ls prepared to@;w.:

: edlt the current contents 6f the
\./\

4 l-control panel |
‘;_ERBORtfv o . wlll lndlcate ;gn lnvalld éhtry or )
.. " » "procedure was attempted
FO#M]??uftl'.i 'v.;-wlll Indlcate Symphony ls operatlng~4n'
o the database management mode . 1
' HGﬁAPH~u‘> T/— WIJJ lndJcate*SymDhOny Js;-operatfnggln
| | fflthe graphlcs mode A _; et
:LABEL S . ';‘— wlll lndlcate the current contents of



the control panel Is a Iabe| e ' k
' - S f S “~ﬁ,*fk.
MENU. = w|11 Indlcate Symphony 1s awa|t|ng A

-

e - R menu serection \:_i;.;\-al-.:\;«-‘ / .-".‘:’7":‘ .

T ke )
POINT | = .;3_.'-“--wlll Indlcate Symphony Is awaltlng the

L _‘ j_ S :‘1~ speclﬁ*ﬁaflon of a cetl or group of -3:"

A 0 ths
7 :éHEETu.d_ ‘ 'f'y”‘- wlll lndlcate Symphony ls operatlng

v the spreadsheet mode '}ffjgj_}'f X 1?13 .

.'VALUEI,‘ | ‘f' L= wlll Indlcate the current contents of
the control panel Is a value

COWAIT | “‘- will Indlcate the user should not enter r'.

: canmands or characters durlng thls mode

,"-
g
::&‘

e ‘
111) Chapter 'Three - Dlsk stora
DISK DRIVES B i‘ - 'V;' 'ﬂ“fiﬁ;?@fJ:Qi‘ji‘ ;3"1

and Dos (Dlsk ggeratl g “.'

Informatlon wlth ease.ﬁ

‘af

"and B.. 17”{ }“'1 . ‘?_xf-‘* Ll
S I S e TN
.3., A two dlsk drive: (floppy dlskettes) IgﬁugeQEaswA&.anij:
. ",,“ . _{_ . _.‘:‘, L ‘h’. de ' o RS .,

'respectlvelgb. ;vf}»{j:ifff

Do not touch exposed 'reéordlng'surfﬁbes of dlskette and
ST
wkeep away from dust aShos. heat molsture, magnets and _
v , ;_~ S PRI n~'.1,' R | #_jg
,magnetlc flelds.,:ﬁ ; yy afg; -‘;g:_-;ga ey,;wg,ngu~rﬂ\_ e
. z;‘,gefore lnsertlng dlsketté lnto the approprlate dlsk

s




s~fdrlve. remove It from Its protectlve cover.» S

 _3.;'Return thz‘dlskette(s) to thelrv protectlve covers when o

PSS I L T e T DI el R D el

fyou are flntshed.'77°“f;”'3 LT 'f“_,',,‘, o

WRITE Pnorscnou | | }
| 1.'_' A plece of foll put over’ the ‘write prote\;( notch to

'protect lmportant aﬁpgrams from belng erased. 1'.\
2.1 The drlves wlll not wrlte on a protected dlskette untll

V-

yb_u, peel the;,f_ape. off .

FILE . "+ &

1. I1s'a co[{f

9 ¥

2. Each file *unlq '1short name ‘of not more' than 8

‘letters and/or numbers, f:r example, SCOREZ.;cDo not*use‘i
‘ffpunctuatlons or blank spaces.,_ o :_ | :7 R |

:msx OPERATING svsrm (pos) e - &'
: »d1;; pos ’131 a cOmphter, program that manages files:jandpAa
2”..' The pos dlsTtt'e s -permaae.my‘ wr lte-protect sg cannot

be.erased-

3. A> Is cal |eqxnepé§prmpt \ e
EN‘rEamqgoos ' i |
~df;' Insert IBM ﬁb. d\s et e'ln:drlGe‘Atand'ciose~thebdoor;[~
hz., Turn the monltor and‘the computer on. d*‘:-':fé,f'_':;j'u
3. Enter_ the _DATE I; necessary, in the form MM—DD-YY.
(12—28-87) and press ENfER. L “ "'_ | o ‘i, |
Note. some computers wlll provlde the‘date automatlcalf; o

4.¢'Enter:the.T[M§, I7 1nece33ary. In the form HH—MM (12-45)5'

using the;;2400~hoUrﬂ'Clock'system and press ENTER. Note?4£
Bt st bt e



some computers wlll provlde the tlme automatlcally.-wf'.

;_5.. Th A> wlll appear., You are now entered Into Dos.;

l; result- o

I

~6._ The followlng ‘commands cah be used‘ for the epproprlate

-fA>oln - wlll dlsplay a dlrectory
3.A>FORMAT»“_¥ prepares or formats a ‘new dlskette

ascor

coples an. lndlvldual flle - o
"A>DI(SKCOPY - coples an. ent l\%ldlsket’te
DIRECTORY R T

.1,‘ Stores the'names and vltal statlsths of flles. .
7 s

. '32; Each flle |n a dlrectory must have a dlfferent name

3._ To dlsplay a dlrectory. type ln DIR after the A>' maklngﬁ'

‘sugg you . have your dlskette In the p?oper dlsk drlve.'

DIR to come from, type DIR A.:(for example) after the A>
FORMATTING A-DISKETTE "xllg’-;; L u’;ﬂfl_?1;~ f"ff*ﬁ
You must custom flt the dlskette to your machlne.,‘ e do'fj

thls ls ‘called FORMATTING Formattlng sets up empty flles_ﬂ_

and asslgns them addresses recognlzable to your system

WIth your DOS dlskette ln drlve A type fomnat b :afterfﬁﬁ
the A> and then press‘éhian.,; ]A‘ | ,d; . NE

lnsert a new dlskette |n drlve B and press ENTER when{f;

0

the screen dlsplays FORMAT COMPLETE)

ready. L (there are 39 tracks to a dlskette'snpawalt untllfff

3.» Then the computer wlll ask If you iigifofma;,gﬁgtﬁQ%'?;

dlskette.,'lﬂg you do not want to_,_f

type ln n: for Nofhflf you wlsh te "ftimlgfi”"'””"’

'hlf you wlsh to Indlcate whlch dlsk drlve you -want thef;'




,type ln y for Yes and follow step 2. above agaln,-el o
_CREATING A BACKUP COPY OF A FlLE OR DISKETTE

It ls lmportant to make backup coples o? your WOrk ln case

. »you accldentally erase or _Iose your ~flle._ Follow these

‘dlrectlons to backup your lle or dlskette.

Copylng A Flle"

: B
,l‘- i

l.’Note-' before you copy a flle, you must have 'a formatted

-3

o Jw .‘,4\'

:'dlekette ready to use for your backup dlskefte,}“ Refer“to
) % : .

iprevlous sectlon on Formattlng a. Dlskette.'j7&‘
' lﬁe Make sure the A> appears on the screen.: o
~2. Place the dlskette that lncludes the flle yOu wrgh#t

‘aCODY ln Drlve A (SOURCE dlskette) and close the door.f}f{“
3;- Place your backup formatted dlskette ln Drlve B (TARGET

Y.

dlskette) ‘and close the door.»iﬂf;h,{f*v“v,'jrx'ﬁf .fﬂﬂff? ]nf;a

- 4, After the A>._ type cOpy A: flle nane and ~extenslon

"3 a-c"‘

-

‘-(space)a

N -~ \

7Name Extenslons) We wlll copy the« named flle from_gthe,_.

w0

Tty

gfdlskette ln drlve A to the dlskette In drlve B. 'a»ffp‘;mfiirﬁ

-_ﬁs.‘ Press Return and your #lle wlll copy.f Make sure to walt

‘f.unt'll .the pro_cess, ls flnlshed the red Ilght wlll turn 1‘pflh

_-on drlve B._‘ B ,,-.C@i

~~6.: After the A> appears. type dlr b /w to seeAIF your flle

’ .

‘,y;was copled to your target dlskette ln drlve B.‘

T Remove the dlskettes from drlve A and B and place l

fprotectlve cover : Store away ‘ln a safev place as thls

'iyour backup copy f':”l?'jv?;”b,fw? ~.‘-' tf;,tfw

LAl PR

'Note.*theee are called a Flle Na”

..U.

’254" ‘name . and extensloa ' (see 7._ below for Frle'ﬁf

N

xtension 'and Indicate. ..




'3chejtype of flle-'

'l;:e%;,ch lndlcates,chmunlcatlons’conflguratlon flle

L Copylng A Dlskette- 7v

R R U et

ux7yAPP lndlcates Add—ln appllcatlon file e

il

[P SN L

B f.CTF Indlcates Character code translatlon flle

“jpuc lndlcates Graph (plcture) flle : e _*;51';:

"7}¢<,PRN Indlcates Prlnt flle . gﬁ'- B T

'~Fwn1 lndlcates wOrksheet flle

;Li1g. Make sure the A> appears on: the screen. .f:¢_¢17ﬁ :

- c:m‘o'r :

o off=on drlye B ’ljjﬁﬂﬁ

2.1 Keep the oos dlskette in: drlve A and after the A, 'fyﬁgg?f'

Dlskcopy A. B. and press Return. We wIJI copy the entlre fff

dlskette lh drlve A to the dlskette In drlve B.
\

3. Place the deKétte you wlsh to copy ln Drlve A and close,”‘

the doar., QFOURCE dlskette)

T

4. wPlace your. backup dlskette ,(nfbr;ye 7Bﬂéﬁd ‘close the .

”(TARGET dlskette) ;;; Tf

Note.}yOU°do not have to format your backup dlskette as"
L
It wl11 be formatted as you are copylng on to lt.f, R

L

A

X Bress Return and your dlskette will copy.u Make sure to

'a'walx untll the'process flnlshed-*the red nght wlll turn;jg

S

SYMPHONY to sult the partlcular hardwareitj




,37“4r Enter the TlME necessary, In the form HH-MM (12-45)

”‘Bwlth SYMPHONY d.Hf,'

N lnstallatLon Process
"prov{de gnstructlons for thls sys'ﬁ

"'-diffel"ent. " :::.: B . .‘

hs-(12-28-87) aria press ENTER.- f&”"'“
- -.Note some computers wlld provlde the date automatleally j:**

:?Polnts fo Remempsr: .. . oo 0 @&

raaé Thp ynpuouv system can be started w/thout first using;f";

o B 5
the lnsta;l program 1t ls posslble to create worksheets\

Ly
Sy

e~databases and word processlng documents.f However Is not i

iposslble_tov‘dlsplay graphs,: use a prlnter or communQLa§ei

X : 7' .
computers unless the InstalVatlon process “ha gs"

R T D B _;‘- ‘
Fated... S U L ST e
Th communlcatlon or transfer of data fromfa computer in .~

‘tlon to a second computer,ln a remote Iocatlon-lsf;

C Ay

‘ﬁaae “posslb[e through the 'communlcatlons ﬁ envlronment of/w
‘? e

R RS
P ] "J ‘,::.. :

L3

v . ._’ : - . o ‘.; o ), ) : _',- "o o
. 3'

ln the procedure whlph Is outllned be!ow,.lt Is assumed;v'

’that the equlpment ls an IBM Pc or. XT wlth two ftoppy dlsk,f

qdrlves. “1BM 00lor Graphlcs Card and Cplbr ﬁonltor ' and an','

> L

:’7 . L. ’ .u‘f.(,.'.

,IBM Proprlnter. ’jﬂ..‘ «?;*,l;, . 1:'_33, .,r;_‘ﬂ; PR
B 51 A SR .

-

We are usijg the‘two-dlskette system, therefore, wlll onlyg*d

w' o

. Noter.lfn you were{‘f

K

uslng a hard dlsk ' system;f Qnstructlons-'would be;

'.1,.~|nsert IBM DOS dlskette Inwdrlve'A“and.close tne door..

2. Turn the monltor and the computer on.

3. Enter ‘the DATE e necessary, ‘in t&%_form MM—DD—YY o

y;\

A

I A



'edoor,~'

; 8. . Type‘lnstall af@'fftheuA> and press peturn.

‘lnstallatlon and lt ls already hlghllghted. ’

,‘)

..q

15 You have one monltor so select One and prds; “eturn__:

16 We do not wlsh graphs and text together so select

_7. Place your'f

uslng,the 2400 hour clock system and press ENTER. ,Nof¢5i o

some computers wlll provlde the tlme automatlcally.~
Yo

& L _,_'ﬂ"
5._ The A> u’ appear.; You are now entered lnto,Dos.j”,

6. Afak_e ﬁhé‘ ;rlte‘ protect tab off _the Symphony Program;

"‘wlfl e. recordlng lnformatlon on thls%lﬁ

'~uﬂ ls the sllver tape on the rlght hand slde”'

Note-f as you are golng through\the lnstallatlon._'akefff

sure that you read each Of the screens carefully as thls‘f

o

wlll help you to understand what cholces you are maklng,

9.' Read the flrst screen and then press Return agaln

10 Remove the lnstall dlskette from drlve A and replace It“:

wlfh/the Master lerary dlskette.. Close the doon and pressr*

Return.,?v

‘-

A Y

'.1, Remove the Master lerary dlskette from”drlvezkpandiﬂ

’ﬂreplace It wlth the Program dlskette,f 0lose the door andfr

press Return once as we wlll use the drlver set LOTUS.,LfR:ﬂﬁ‘

12 Press 'Return agaln as we wlll

&‘u

13 Read the screen carefully and press ' urn.bkzﬁﬁ,u‘:‘

14 YOUI‘ computer can dlsplay graphs S '

Dress Return..;_eﬁ,’ L :

PR

select Yes andjf

: slng Flrst—Tlme;f




28 Read the screen ‘and- ﬁress Return.

-

;iand press, Return._

; SR |
f17 We have an’ IBM color card color monltor so select thls]'
”;ana press Beturn.;,ﬂfg' . fif:',_ﬁw,;, 7f”siﬁ¢;m\;et

18 We have a text prlnter so select Yes and press Return.

B 19 Your text uprlnter ls'ap IBM so. select thls and press,

1s

'Return.

,_zo. Now ' select _Proprlnter"‘or;'Proprlnter> XL and press

"Return.-
21% You' only have one text printer so select N
' : : L. - : L T

HlReturn; ; -'ﬁ: R .-,:"sifn; }ﬁg'

‘22 You :want_lto print. graohse‘so select'.Yes_

'Return.h R

- 23.}Your ugraphlcs'fprlnter‘ls‘_an IBM ' so select this and

' press Retq{n. -t

6

' 24 Now 'select Proprlnter and press Return.

_25 You only have one graphlcs prlnter ' so select NoAandZ«_.

- . B Y

v

press Return. R

.'28 We wlll not be uslng communlcatlons d&}lng thls course

~

so select No and ‘press. Return.v" - '.' S -

“. . s

s

| ‘press

: 7 We do not want to name our drlver set so select No and .

‘press,Return.. Your drlver set wlll Sautomatlcally be named“w'

T

LOTUS. R fa:;f

N . c F

A

29'-Remove 'your Program dlskette from drlve A and replace'

-
e

press Returnr

30 Remove: your‘»Mdster-lerary, olskette fro@ drlve,-Aiand ,

B :
LI - \

It wlth the Master lerary dlskette. Close the .door and.;



gg reappear on the screen.

| replace lt with the Program dlskette. ‘Close the 'door and:

press Return..“‘ﬁl o f__ ( - |

31. We WIlI be .uslng'”PrIntGraph durlng thls course 'so s
F Y .

'f remove the Program dlskette from drlve A and replace It wlth o
the PrlntGraph dlskette.' Close the door and press Return.

32 To check the contents of your drlver set LOTUS press
_-A_. - ‘ : N . ; L. A ) v

F10. " T R co e RO

[

~

33. Now pr#s Escape,
34 We sth to- Ieave the . lnstall program so press Return

35 Select - Yes and press Return.;v Note: the_ A>, will

v38. Make sure to replace the ,wrlte protect tab on to -the _
:Propram'dlskette.."

. You have now .Instalied your Symphony system to the equ!pment
. . o o _ T
you will be using.

LESSON 4 —-lNTRODUCTION TO WORD PROCESSING

Objectlves.

1'1._.' To enter ‘the >word. processlng - (DoC)” ehv_qunmeht' of
SYMPHONY vla oos. - LT ‘ |
“:2. To format two work dlskettes. '_'

3. To type, prlnt and save a short letter.!f@; | o

4. To. exlt from SYMPHONY ACCESS r’eturn to DOS. (_Av>_'_)_'.__i;{q}
| shut‘Uff the computer. = e o R

o Polnts to Remember-ﬁ

e et s L PN

R ‘The most ‘ Important keyboard key is the ENTER or RETURN

\ . F

e



: . v N . ')‘J ST . o S
e . ! s e ~. S
AR ‘ . , N
y e e -

key.f Tnesea':erms are -Interchangeable. SOme-”textS‘prefer,
- ‘ . \

'~;one over the other.» The documentatlon whlch accompanles‘o

v

ysxupﬂq.l uses RETURN and hencex thls term wlll be ‘used.
B throughout the current text. E g\ - f“- R |
. : Cote . g

't2 ‘;t ls 'very lmportant to remember lthat-e&chj t|me=you'

‘..command the -computer to perform 8 task xgu must ‘walt forn

3the red llghts . to turn off and - the screen. to return‘fto'f

E nOrmal posltlon before Issulng a second-command.

‘3. ”When:folrowlngi the varlous_commaan;ylthjn thejMENU'of
SYMPHONY (eg. Copy, Move, Erase etc.) . t Is lnevltable that

' errors-owlll,be ’mede.’ The ESCAPE key' allows the user to -

-

. 4

'cancel out the step most recently carrled out. lt s then
: posslble‘to redo the command correctly and contlnue.

4. To select TYPE (Alt .and F10), you must flrst press and

‘Thold the Alt key and then press F10. . f

A Enterlng the zgghonx System -

1;: Fo’ enter the Symphony System you flrst h&ye to enter the
;nos (Dlsk Operatlng System) as you practlced in Lesson 2.,
2. Insert. IBM Dos.dlskette ln drlve A. and close the door.
3.: Turn the monltor and the computer on. -

4 Enter ‘the DATE, If necessary. In the férm MM-DD-YY and -

_;_' ;, o -\'," '\.

Note- ~some computers wlll provlde the date automatlcally

press Return.

5. - Enter-_the.T[ME, ’ 'necessary, n the,form HH-MM uslngf

the-2400"hour‘cL0ck system and press Return. g'Note: some

-computers will provlde the tlme automatlcally.

-~§. The ‘A> wlllqappear. You are now entered Into DOS.



Tl Before~we’ continUe;xweo§11I”needrto 'format”zudjekettoofln;
Q{:to use durlng-our course.v;auf/ .j,~~”';,;~%-¢g'p5:¢ iféfpy“
‘8., wlth your DOS dlskette in driyé' A;_typo”in _for@.tlbeyjr”
} after the A> and then press Return . a - | !;: B
129.. lnsert a new dlskette-ln drlve R~and ‘preeefReturn‘when'
ready. (there are 39 tracks to a dlakette so walt untll the.

B ’screen dlsplays FORMAT COMPLETE) “MRAQ'O “‘“

,:10 Then the computer witl ,asﬁ'~lf' you want to, format:

another dlskette. ‘We.wlld need another dlskette Iater

the course 'so type Y. for Yes ln .order to 'format another‘ﬁ:|
vdlskette at. thbs tlme.y Make suren_you remember which 2
t.diskettes aro formatted.‘ - ﬁ
,;_111,-onCe» you: have‘ ford!tted your d[ekettes,;the.qhojgllfj.

’ S S L

lappear. o
”12 Remove -the DOS dlskette from drlve A and place baok ln__

lts cover,' lnsert SYMPHONY PROGRAM DISKETTE In drlve A and

Jolose-the door.

"{> and 'preaah Return",ThS

_SYMPHONY Access System menu.

13, Type In accESS qﬁ'
;OO‘I’ItROI pangj w|_||

Symphony -¢’w1|| allow you to enter the SYMPHONY

~

3

Program
’ i . . . . ! - "" . B L )
Tutorlal : -qylll allow you to enter the ;;;;houvf

. Tutorlal whlch dlregts you through exerclsesgg

that explaln how to use SYMPHONY

PrlntGraphl < —.wlll allow you to enter the Prlnteraph

Program for prlntlng graph flles

> i. P
A;»,}-;.

install - - wlll allow you “to run’ the Install Program
SRR e , s

.l N L - : R Co e



~

if'whloh prepares your SYMPHONY dlf ettesfSOlf""‘

FEthey work on your computer system _(you can

-f]57:1f”.j;rﬁg{Ttalso start the lnstall Program from the A> f,qi
f} R '~_‘#by‘g9p|ng Install and presslng Return) “ |
3 :
;- ‘f;ﬁw||| a||ow you to enter the Translate
3;}Ut|||ty that enab.es you to exchenge data :
fY:.'"‘ffﬁ,iv :lnflles between SYMPHONY and other programs
liy;;jgpy;?gég_;ygfwtll ailow_you'to‘;xlt from the: SYMPHONY "h¥}§
o .,«h _'i'ffAceess system and return to the A>fvhf?}: , B

e WIth the SYMPHON¥ PROGRAM DISKETTE st;ll ' drive A,

'ffand the menu polh;er already hlghl ghtlng SYMPHONY pressjg'

‘S?Return as we wlsh to enter the SYMPHONY Pr;bram

i

'fi15\.RemOVe SNMPHONY PROGRAM DISKETTE from drlve A and placeﬂf”

-, . . : :
lts cove?/ 'y'yigﬂvij‘i"Yj}f g -t_«?'“ﬂ;ivdﬁ)“ﬁ~

St ."f:‘ PR

"516._|nsert SYMPHONY HELP £ TUTORIAL DISKETTE In drlve A and'f,

;f close the door.

17"|nsert( your F:

LA

o8 a

N : . I 2N N
E ‘\ : R e g .

T door.yf v»,~'_}_;_jg 3,;,}“;“~*;;¢ ,f'[z7~fi_nn‘

te,
i

!

Alv.at the top of the screen wlll dl%play the MENU..-

o FCER

18 Press IReturll You are now ready to start SYMPHONY

_l Enterlng the WOrd Processlng (DOC) Envlronment

5;;] The Spreadsheet envlronmént wlll be dlsplayed (SHEET)

e

the top rlght‘hand corner,

.-r\-

”TTED DISKETTE an drlve B. and cJose tne;f

,however, we wlsh to start wlth_f

tﬁb NOrd Process}ng (DOC) envlronment flrst -so thls wlllfh

requ l”r“e us td' change to the DOC erlvn*onment. - r f~

2. To~ do xhls press the'Alt key flrst ahd hold It down-"

,l\v'_

wh1le you also press the F1d key (TYPE)._ The control\panelfn

.

I' .

H[;‘;:;;gﬁ~



3. Move the

.+ 'GRARH

'j-enVIronment

u;“lndlcates the wcrd process

}.;andlcates the graphlcs work envlronment\f?“

beselect the Doc eqylronment.,Lw

‘o

Press

“ﬂjﬁ— Indlcates‘the“spreadsheet work envlronment
Cn ci w& .
Ing work envlronment

‘r5f¢jndlcates*the forms management (database).w f:f#

h‘ﬁ-fflndl*ates the communlcatlons work envlronment e

cursor wlth the rlght polnter movement key and

Return and you should now be In the WOrd

ProcesSlng or DOC envlronment and thls wlll be Indlcated at

the top rlght.hand corner of the screen

You are now ready to begln Word Processlng!!!

- —

_l Explanatlon of the Doc Envlro nt;f“

CURSOR

CURSOR POSITION

cur SOT by

T

Locate each ofb the followlng {

_slngle-character symbol.”
..

lt bunks., ‘

llne hhd‘

the unlque drsplay

AR

'°Whatever



'

5 These settlngs mhy be . changed ,;,;r,,“fﬁ“

ﬂ'lNDICATOR- Indlcates whlch envlronment you are presently

SHEET L poc GRAPH,. FORM ‘or com Thls settlng rnay be

changed. _‘

ASTERISK (‘)—_ thls symbol appears when the cursor 7is&75

be edhﬁed wlth thc word

L

TOP BOBDER

‘.'

ARRONHEADS«-‘ Indlcate the current tabs. Each tab posltlon

ls 5 spaces apart.- These settlngs may be changed.iﬁti;z""*

DOUBLE ARROWS<— Indlcate the current margln posltlons.' The

o

[ R

[

e

"a"o‘can‘en: 3 -.|£ .wi1l be  single spaced. . This “setting may be .

eft margln ls set at 1 and the rlght margln Is set at 72._;

NOTE Calc lndlcg;or key on the bottom ;lJne wlll SoﬁetTﬁes”5

KN

appear. Unless you have lncorporated spreadsheet data ln a 3

i envlronment. press MENU or F10.r;, the menu are the ,

.
e

document. you can Ignore lt.i.nu".w.a--_7?.:@ﬁfr}__ .,q;'Kgﬁ;*

o : . R LR

e

2.} We wIL lntroduce each of the\vDoc envlronment commands

<

e . X 3

‘as we" need tﬁam.-”-‘, TQ} lndlcate the m‘enu of the Doc,

'u'

follow1ng commands-';ﬁff“'?,”* ':)%§‘

Copy command' 'w— wlll allow you to.copy text and format

el v 54

fj%?ff,?'vxw,;-ltnes wlthln a document ffj ffgff,?ntf7
. . S Tt "3 R . R o

'&,?MoYe_coﬁnqndQ;i - will allow: you to move text or¢ format

R S -‘.,~ . ./1 : o T
L R llnes from ohe locatlon to aﬁother ’fﬂ; "

; oy
- e . : K I vn - '_. . .

" Erase conmand*,;-«wlll allow you to erase a speclfled block_;;

. 4

'J*i of text ,“f?hf.;a ;."Jfﬂ@‘i“iIf}ﬁﬁi}”?7:x;f

IR NS



flseerohwoomm&ndjféfh{ii ald you ln Iocatlng & speclfled

"]strlng of text

-*,ﬁepiacg>c¢mm§hdf;sw||| allow you to replace one text etringf%;f;

:wlth another speclﬂed text stnlng

wram

nffuustifyjcommqnd.;jWIll allow you to reJustlfy text wlthln aifz*u

~ . h . e

LA

docunent

;Férhiil??ﬁmanﬁgne~*"' allow you to creete or.edlt a format;iiji
fr}PageMEommand iﬁf;owlll allow you to lnsert an uncondltlonarfﬁVf’
u3; :“Tf *i§ffm:j1ﬁ;pago break anywhere wlthln the document

”LLne—Marker command— wtll asslgn a name to a text llne or

format 1lne wlthln the document
PRI S gy : SR R
.;FQuJ{foommandf .f- wlll return you to~nonmal positlon to BRSO

contfﬁﬁe wonklng oni our:lesson

~ .0
.

_ the cursor wlll move acrose'gthe scrqen.;ﬂnemember-: The ,
2T LA N L EREAR
»-J-positlon~of tne cdrsor ln the document lsd~lndloated ln tho""

- .

',control panel.nkJAVT*"”ﬂ



s

R when you come oear the 'end of -the senteﬁée, you do noty""

Dy

need’: to press xreturn to go to the next llne.: SYMPHONY hasi |

. N,

'che speclal WORD NRAP feature and automatlcally moves the”ﬁf°*

E cursor t ”fhe beglnnlng of the next Ilne.e.lf you are In thetlaﬁ

i

- mlddle‘of “the wo_rq,..i.‘ It wi || - move the whole word _so keep' .

"typlng. -1;“f-

ﬁ#‘ The three cases in whlch you mlght want to use RETURN isf

R

'_to end a paragraph you are at the end of ca. short Ilne, oh]ﬂ;W

e

-you want to |eave a blank llne between sectlons of text

 We shall type the followlng letter to get used to creatlng:_;ﬁ

"tlanOQQWent fln thls envlronment. The Instructlons follow '";4

tmis tetter. g >

f“ary Jones S 1?x:{k   ,t .'. . BRI '.%w?

712 Arch Street . .. U0 S

‘;-fpur,Hllls, Alberta. canada:ff T
.i,BHmOGS;F EIEER : .ﬂ . T

-

A\‘QQ!" Hary ; ‘VI):%.‘ . ..

It was & pleasure to have xou as: a partlclpant In our;fﬁ”
Racquetball :Sport: Canp last sunner.'. N 23 are:: cOntInually;j}n
.trylng to. tnprpVe Qur: progran and keen partIQIpants such asﬂfe'

you add qreatly to our success. *j'

- . e

, By the: wayﬁnary._, note that your blrthday Is rapldly;aﬁf
approachlng.,_Please ,accept ‘the .. best wlshes of our entlfeiﬁi”

,A Sport Caup staff for a very excltlng day poin T S

As sprlng ,abproaches wve wl II be sendl ng you‘p package of
lnfornatlon pertalnlng to thls years program. Best wlshes
and Happy Blrthday. Maﬁy , . . P




Janot Snlth
Canp Dlrector

1L Press TYPE (Alt & F10). "

'2; SQIect ooc and press Retuﬂn;'77:'

-

3~: Start typlng from the home posltlon whlch ls Llne 1

. “ .

;Typeﬁﬂarv Jones and press Return. 'fR:JH: " _;?ﬂ“g'»af;z; 7
; DEERR TR SN LR

H“V§;§;Type 712 Arch Stroot on - Ilne 2, char 1 and prezs Returh.

llne o char 1 and

. V. .
TN L
s -, FAA

~run«_.»wv= SRS ..~.4-“f5‘{“4”-~iw .

Type TGH’OGS on Ilne 4 char 1 and press Return three
ﬁ.
e R TR

O

and press Return

Type the fjrst thcee ilnes 'of the Ietter maklng sure tOmff;

ffstart on ]lne 9, char 6 for the flrst tfne so It wlll bef;ff




:j17 Type Canp Dlrector on llne 29 char@_*

‘t7fsbeclflerldlrectory and type th‘ﬁjname you wlsh for yourif?7

oS

:mtlmes.:f_:-5t . i v ‘
“'13 Typo Jongt Snlth on. Ilne 28,‘char 1 and press Return

;once.

S S

You have now completed your ﬁlrst letter

_1 Savlng Your Letter

"~NoTEE lf you do not 'save your work before you',leave j:”

.SYMPHONY or start to work on another flle. you wlll lose all

e T

nyour work slnce you entere& the system

Savlng Your Work - A New workshgot ilif"f'ff"f*'”

T

11;' Make sure you have placed a formatted dlskette in drﬂve

"“B. jj:\;@gli_,,;frVrg-h;'[{, -tn;f; n,'igzj: ,H?'v§;79f'lém’¥f*o

_2.g Press ssnvuces (F9) fj"*jt“rj"f_@&}ibj! .

_—— Select save and press Return.v

P

B Select Flle and press Return._}_ A S

4 -

ﬂNote When sa¥>ng for*the flrst tlme B \ wlll appear on the‘f”

vsecond llne from the top.,f,]f&%ﬁfs”

Tyl

”ftop Ilne. ‘ Thls lndlcates that the flle ~“||, be, saved luétﬁ

i

Tdrlvo B and then e prompts you to name thé fllo.‘flf other;j.ﬁ

:fflles exlst on your dlskette. the§e wlll be dlsplayed on theﬁfﬁf@

§ " .0\’: .
. o A

5.l5._ Press ﬂ ESCAPE ?A:to: clear o tho;;g current drlveﬁf’f:

v, A 0.
; e .

\/ .

«'-'

»5flle.1 Noto.;youf must not Include ‘spaces ln thls tltle anojf”‘

s

Y

- A

It can only_be a. maxlmum of 8 letters and/on nuﬁbehs

et e

f:~|f yod>moko an'error in typlngitho nai% of tne"flle,_user"
‘3 " . . e

BACKSPACE to make your cqrrectJon& “]1]-5g;#wwﬂjlh3ff7ffv

and press Return =




G ls called a Flle Nune Eitqnslan ayd Jndrqates‘the typelof

- .

" choose. to,

'.'unless 'you':choose tol q'”{“

that theré ls an extensloh‘

e &

T -

'of HR1 on youq flle name

x° ‘-"

e . W S
“ xAPP”fnd|catg? Add—ln appllcatlon flle fH'W_: I
lfﬁ{cCF>lnd[cates COmmunIcatdons conflguratlon flie "j55*
L] ‘ c‘ ) . ¥

@7F‘QCTF 1ndlpates Character code translatlon flle fnﬁi'

'lf Plc Indhcates Graph (plcture) flle

f;,PRN Lndlcates Prlnt flle

cXQNRI lndlcates Worksheet flle (as mentloned above)

"y
0

;l Prf t[ﬂa Your Letter ﬂf 7   !  5 

SYMPHONY%3gIves you cholces» when you prlnt your -workfjf

ff_fhowever, ou'do not have to make “any: changes unless you??””

,SYMPHONY has default settIan whlch wlll remaln}f{f

,?fgexplalned in. future T§5385§4""f cnanglng the Default:,}
VA;Settlngs.; To begln wlth you wJIl practlce Wlth the Normal :

"37;or Default Sett’ngs':ﬁ;;

f{;*wuru DEFAULT‘SETTINGS

them.; lnstructlons wittL bejﬁj-



53:6, Select Al!gn to_‘reset SYMPHONY £ mechanlsm for countl'
page and Ilne numbers.i Press Return.”;:f*' '
: 9

$elq¢x Go and press Return to prlnt your work_ O T

ﬁﬁ;;?dnoe your prlntlng haifbeen completed select Qulb.. f'

press Retdrn and your Letterw

‘ Ql'ExltI4Q from the' §xm232£x §¥§£_- £ o e

vf;_return to the screen.y

e LT
£ .
J

‘At varlous tlmes when uslng the ‘computer you will . want to

exlt from the SYMPHOUY Program f?_yff -°,"“g'4. -V’ .

EE
B JEO SR

7f,1 Press sanuces (F9) i r_-_?g”ﬂ.'*

2. The screen wlll dlsplay the s, vlce Menu-‘

[Wlndow oommeno'j‘m'v“‘— wlll provl:y<dlfterent vlews of -

oL your works'l

o

t data.-

Flle oommand'--i o _;'wlllwtransfer lnfo"'atlon between a .

" .Print command ‘.'_.;;;; wlll prlnt[any~l -f, ation fnom‘yoﬁf?%%f

"Conflguret[onhoommendV; wlll enable'the _"controi:the;fnf

Symphony default settlngs when

ot

'e work sesson"

Ie the user tO run speclal

’nihppfioet]ontcommenég

@

. «f=:ﬂ~?' add—ln eppllcatlon programs whlle 3:jf¥:
L operatlng ln Symphony pos or

‘7'[,‘éfj;'¢¥;;f" the Symphony Tutorlal f__- ”m;JJfff’TJ”
. *#jsgégypygﬂcgmﬁanqin; jj-,wlll allom use; to speclfy several e

=;=?fj<‘.ﬁ;#?f?ff' g#obal settlngs for the worksheet'"b

R T S L PN
e Nt e NS '

7 New §§mmand“ih»3'f5Qﬁ?- w1l| allow the user to erase the-"l'““

ce, ol R




<F 0,

',EExlt ¢dmﬁghag,l;j[~,g.- wlhl allow user to exlt from the

fs“wmmv.l,ﬁ}y;;“@j[l[ﬁigjjfztr-3@2'

. o

':.entlre contents of a Symphony

lf-worksheet Tso _ there fls a blank“n’

‘worksheet

;;;_'l;if; Symphahy Work sesslon i L
3._ Select Exit. and press Return as ’we wlsh to’ exlt from
SEPOR

. - r
_ Select Yes and pqess Returﬁ (ﬂf you have ch nged your

PRI

"Vé'ﬁ

j_f'mlnd and do -not wlsh to exlt fnom SYMPHONY, you should

select No Instead of Yes) . o ; o ’i:;3'1’“ N

. - . . .t - .
S - - Coe o

_l Exltlng from the,Access System "*3 ,j,f;fw,-"

"Once you have exlted from SYMPHONY the screen wlll dlsp|ayff;

- ,tthe Acéess System. as noted prevlousjy..and you must exltfa

"from thls system

S
r 4»,\.

1f1.i fo exlt from the Access System and return to the DOSng

S‘yxhem to thelr protectlve'coversrgu

;screen wlll lmmedlately retur”

:'prompt~ (A>),‘ slmply choose Exlt and press Return.  The

{ you to the A>."

'fz.‘ Remove the UIskettes from the dlsk drlves gagjfétQHﬁtf

ijeke sure to turn off our'monltor and computer oncg\youfi



';»?Dear Mary-J’*fupf ;f:f'3f~ e ~ Ry

o “flt was a- pleasure to: have' you as a partlclpant #An our. .

: Racquetball - Sport ‘Camp. last summer. ‘‘We are contl, ,

ﬁ,trylng ‘to. Improve ‘our program and keen partlclpants sudh as -
you add greatly to our success. N _NZH N _. %,‘

N : By the way Mary,» note that your blrthday ls rapldﬁg
_'approach+ng./ Please accept ‘the best’ wlshes of our entlréﬁk
"Sport Camp- staff for - a very excltlng dsy. ;sgfv

i AS sprlng approaches we wlll be sendlng you a: package of :
'lnjormatlon pertalnlng -to. this yeaerprogram,gi Best W1shes-g
- and’ Happy Blrthday Mary.u R = . :

ﬂqSlncere1yfs a

*fJanet Smlth o
' ,Camp Dlrector

'-;LESSON 5 - INTERMEDIATE TASKS FOR WORD PROCESSING

rfopjectlves.

: 1, To type..prlpt and saue a two page-lesson ptan

L2 To- Intr{oduce t”he' underllnlng, e page | breaklng,
ﬂhlghllghtlng. copylng text and Insertlng features of ‘tﬁe:

'word processlng (DOC) envlronment of SYMPHONY N |

'Polnts to Remember "

Tg};'lni thls and subsequent Tessons, some operatlons whlchl:

oo

.st‘Were- lntroduced-ln‘ prevlous ‘lessons wiil be reused v;frna
;_;f these lnstances.__ ‘the user. .-yl{l-rb',-referredt.lto vthef
ot approprﬁste Appendlces.vptt.bg_ 21';‘er i.'.:‘:l-?ﬁrlf[i]; :

‘z.qtr,?fatﬂk any tlme‘ one document ke§;7 i”‘letter) lsd

‘ . B

completed, printed and saved and you wlsh to lmmedlately;

JQYM

start work onia new document (eg a seé%gd letter) you must.



'create a new. worksheet. Refer'ﬂto Apﬁehdlxlfff§:¢hangldn {éjﬂ L
da.New or Blank worksheet.; S

’Q“3M When- followlng the varlous commands wlthln the?MENU“of-;"
'1?SYMPHONY (eg. Copy, Move. Erase etc ) ls lnevltable thatllf,

}yerrors wlll be made.‘ The ESCAPE key allows the user to*f’

'e-~cancel out the step most recently carried out. f ls then:'

.J._'

y'.posslble to. redo the.command correctly and contlnue

"f4 To _select TYPE (Alt and F10). ‘you must flrst press andr:'

L hold the Alt key and then press F10. %

A Re—Enterlng the zgg y Syst f\
In order to begln thls lesson we must once agaln enter theffef

QWOrd Processlng or DOC envlronment of SYMPHONY., To do thls,h'”

r—

'5 we muég flrst enter the' SYMPHONY system Refer to Enterlnq B

the é%nphony Systen Lesson 4 Sectlon A.; However,

1,.

Sl
ke

B becaus%b we have' already formatted our dlskettes.4 steps“_"

“7.8.9, 10, vand 11 may be ellmlnated.-.'““ ‘.ﬁ - 5”7“

"4

B) Re-Enterlng the WOrd Processlng@(DOC) Envlronment

5 - e

Once we have entered the,SYngONY system, we must re-enter'f“

B i "‘, ‘O ) t " .

the gard Processlng (DOC) enVlronment.; Refer back to Lesson

S o ‘ by » L
[ DONES Sectlon B;" Enterlng r.}he; Word Processlng (DQC)@
Envlronnent._ﬂ”f o ?* -;Ti’f.‘ ' '

_l Creatlng a tesson Plan‘»-s:'

Another example to practlce word processlhg technlques lsug?

tO devlse a IOSSOI’\ plan.' ln thls SQSS|OH you Wlll learn hOVl:“_‘::_'"vv

to underllne anq hlghllght headlngs. page break hlghllghtg}?

)

sp et

YOUr work cdpy a block of text from one area to another andfjf

o lnsert a blank llne.\fﬂffff

[



. X o )
V,Baslc Fundamentals and Foreﬁand Stroke & Drllls

?Fundamentals

B P TR B L s
- Foilou"éﬁgfudlrectlons to create the "following lesson (3

ﬂ'Start typlnu‘from the hcme posltlon whlch Is Llne t’gﬁhar 1.

Q.

- &Do the typlng of page 01 wlthout worrylng about underllngng

. - o b
.r, <

'tho headlngs. However ' lnclude the proper Indentatloni/i]

. uslng your<;apaoe bar'»andfleave the proper blank .llnesggy

< \L . o . «

presslng ‘the Réturn key..v S R p

v s
-~

'Th[s ls page number 1-

' RACQUETBALL SPORT CAMP LESSON 01

f. watch the batl at all times. -
‘2._Malntaln and regaln center court.
3.1Use an ope spance.
4. Keep the. ,f”out of ‘center court
' 5. Play the ‘ball to proper length. .
8. Put the ball where your opponent Isn t.

. 7. Vary your shots.. ,
*v8.>Play to your. opponent s weakness

. ;é%‘_, :

L

'ForehandeStrokefand'Drll s ¥ L o ’ ) :f AT

Stroke"f R ' L 2 .f_]ﬂ
1. . The’ GRIP - Eastern backhand.' ' '

;4uﬂb2rc Footwork*— open- stance facing the sldewall

3. .Early Racquet Preparatlon - racquet up.
‘4. Sldearm Swing. , - .
5. . Weight Transfer - back foot to front foot.
‘8. Body Rotatlion - plvot ‘hips and shoulders.. =~ SRR
7, -Contact : ‘Point -~ off front foot, waist level or lower.
8. 'The Wrist - cocked and then snapped. o

;\9 ” Perpendicular Racquet In Contact Area.
1o Follow-through. - 3

oritis © ¢ B
1. Drop and hlt. ‘

. 2. ‘Partner throw ball to front7ﬁalluand otheripartner%eet’uv
o up and hit; then switch. s -

Pl

“Drop ‘and hit In front mlbdle and back court..ﬂ

'.fonco_you'navevfjnteneq;typjng{Lage;$1, we‘ﬁji(-now'learn-how"

e . .



to underllne yourfhezafnagf%fﬁ_”
UNDERLINING HEADINGS (type styles)
Move the cursor. uslng the polnter movement keys; to- the;ﬁ
.'beglnnlng of -the text you wlsh to underllne.~ } - |
“2f Hold down the CONTROL key (Ctrl) end type the |etter 6_eh
'}to begln the prlnt attrlbute.fﬂ SYMPHONY wlll dlspley~r
.trlangle when you do thls. Releese the Ctrl key ' _
;3;_ Type the letter- u.'b Whlch lndlcates you willlnbefp;
ifunderllnlng the woras onli%; Refer to Appendlx (G) for moreﬂt,
"'Speclal Prlnt Attrlbutes end Codes.r “3;;" ~1‘jid‘ ;wa”h’ .
7'4* Now move the cursor to one space beyond the Iest letter
tof the text &ou are underllnlng.; t, :'."f”»' - v?:j.

"ig}b-, Hold down the CONTROL key (Ctrl) knd type the Ietter e.
“t_o.-’_'- ond “the prlnt a\r*gmte. SYMPHONY Wit dlsplay an.
'A.upsldedown trlangle when you do thls.y'" B
”6. Press Regurn ‘to complete the llne.

'Repeet these steps for eny other heedﬁngs you wlsh to

' underllne. Note~ ina Iong Ilne, enterlng a/PrInS Attrlbute

"e wlll push the text beyond the rlght merhln. The codes._l

fﬁow that you have underllned your flrst 2 Ilnes 'of page.i

,.5,

"one. you wlll Ieern how ‘to page break.

‘ We wlll use the end of Lesson e1_ as our pege breek for
: {' thls work seeelon.:, R

Posltlon your cureqr two Ilnes below the last‘ [lne of

S . Lo : o .Q' : ».v'.’y»._«’ ﬁ.»'ﬂ ‘ U ER

s . e T TS oL e T
‘ CeL T ,



rv.__.- . R R Q‘,

ﬁ3z.. Press MENU (FIO) ;;ffﬁi;; s "j}ﬁhtfif:
| Select Page and prq;s ngturn.:v";,.5;$:j;¢7j{f

Note- SYMPHONY wlll mark the page break wlth the symbol'fﬁf;f

“7;f- nd when you prln your work It wlll not appear 6n yourlﬂiff

71;document.»'lf you ma" ‘a mlstake and page break n the wrong -

’plase. you must usé‘ERASE (ln the MENU command) or the Erase_f* ;;
T R S I R

-

bﬂ;COPYING TEXT FROM ONE AREA'TO ANOTHER g o |
: c :.‘& I S ' \\
7{ We wlll now learn how to oopy a block qf text efom ohé;'§i{

;ﬁarea to ahother SO far we have only typed the flrst page'

of our 2 page Iessons. You h;yo also Insefghd your pagefg*-;

y]break iso begln to type on-—the next Ilne. the start of page;ff7ﬁ

5 02 oanfssons‘t Page 2 Is shown belom ujisi"fm}.ﬂfafﬁf;ﬂ_.f"

Howevor. only type tho flrst 3 |lnes enqlng wlth ’Backhand-r"
e L

l

Stroko and Drll[s Also underllne your iheadlngs as’ i

n 1 - th flr t wo I .
p\‘tosso ) e s t l nes A L -

The next block of text for the lossons Is exactiy the sameﬁi'
_ll.gs what Is used for the 'Forehand Stroko qnd Drllls so]ﬂ7"

-

*'-lnstoad of typlng NES agaln wo wlll go k_to that xext onhfﬁe
*uwpago 01. ,";jffﬁyfi,~'

Move your ‘cursor to tho Ilne startlngr wlth °stroko onl~ -

o "page 01. L (mak‘g sure cursor ls on Charactor 1 of that Ilne)

S

;2. Press MENU (F10) 7
'-;3;_ Select Copy and press Return.go ¥”;j'“” |
:;4,; SYMPHONY wlll ask you to copy from whav blGCK?

_}5;. ﬂse your down polnter-movement koy to h[ghjjghr?mim.



.

llne and bontlnue untlll

LY 0
you want to" copy._ In’ our

Sy

you have hlghllghted exactly what
.-

example, you wlll hlghllght to the

end, of 5£ f”"Drllls sectlon.?‘maklng sure you do not

hlghllght your page bre

nghllghtlng Your wOrk)

B. Once ¥OU have done thl

SYMRHONY now asks you where you want to copy to? ;;-&_«?’f

»

8. MOVB your cursor tO

F

)

ak.  * (Refer toinAppendlx:~(th 77t;fZ”

-‘.. ey

eﬂ, g“ - -

s, press Return.v;'tfnl‘f-;'f" 'J,f

.

e 7

character 1 two llnes below your" B

Ilne 'BackhAnd Stroke and Drllls and press Return.;;

-

e
9./’The cursor Wlll retur

you lnltlally ‘started the

n to the orlglnal, posltlon wheref

COpy conlnand so ,.‘press PgDn fo_

RACQUETBA . SPORT CAMP LESSON 2

' Backhand Stroke and DrlllsL Revl Explaln RUL

gStroke

'!‘)

Backhand Stroke and Drllis

..d C e

R P The. GRIP - Eastern ba

2. Foofhork - open ‘'stanc
-3;,-Early Racquet Prepara

4.5 Sldearm Swing.

g o

RN
ckhand. T R
e facing the: sldewall._,, e

tlon - racquet up.

_s,g.Welght Transfer < back foot to front foot

1;5uContact Point - Off ¢

‘8. ‘The Wrist - cocked and t

ro

‘8. Body Rotation - plvol rhlil’and shoulders.

ocot, waist level or lower:,
n snapped. . o

9. Perpendicular Racquet I%ﬁcbntact Area;:f

'10luFOIIow-through~—~‘;

ﬂnDrIIls

1. -Drop and hlit.-

‘2. -Partner throw bail. tol'fron;.walj.and-other partner’sef
'up and hlt then swltch.- . . T R

-«

~ .

SR R

. e ) . Lo
@ - D ’ . L

-

o make sure your text was copled properly.’»_:°"f‘- Hlsg_;;fﬁf
Note-'vlf your' copled /text ,ls; lncorrect ~as“cfarheasb
e . o D
"alldnment use~;'Justlf%Eng ‘a/_u,aragraph‘-}in;:fhe negt}:-if
sectlon.it o - | |
f\_Th[s Is page number zm»»f;;. - L



fDrop and hlt 'n?fFQﬁfJ”MTdﬂaf}ﬁﬁﬂd ack court. :
R _Fo*ehand aﬂd Bd&khand Technlque V'j;v,‘ vgeffngrfﬂw;
wyz.q“Emﬂhaslze the Funpamentals agaln.# el e
fsit‘Do the drllls aga!n but In comblnatlon. forehand and
. f;-gbackhand.;; ~ ' AR
;,4;~ Have the students rally back and.forth swltchlno sfdes

Explaln the Rules of a Game of Raoquetball

;c)’*'4~

N . ; .' . L.

: DNSERTING A BLANK LINE :

e

We wlll now.Jearn how to lnsert a blank llne.i145

B ’ -
\ . ¥,

Move1 your cursor to the 'beglnnlng of the llne that it
S , : % i : '
”3reads, 'Baslc Fundamentals and Forehand Stroke & Drllls

'f_,Make sure you are looeted on Character 1 of that flne...

_jz.' Press Return and you wlll see a blank llne appear.

L .

» Note your oursor wlll move the Ilne that It ls located onf

‘ ‘dqwn ‘one’ Ilne and yoUr blank llne wlll end up %Irectly abovey‘:

. the cursor poslthn.iu -*‘f s

s

You stlll have not flnlshed your Iesson; 02 so type the»A'

' rest of the lesson‘ and when you have flnlshed.» Insertﬂf

another paae break at the end of lesson 02.- Refer to Page;ﬂ
- Break sectlon.,ff". :fif’ o

_l Savlng Your Lesson Plan ’l&i

ﬁofe- you do not save.your lessons before 'youiieave;"
QfSYMPHON! or start to work on another flle. you wlll lose allif
-'~your work slnoe you entered the system fﬁerefore. refer to.;

W5L°”°" 4, s°°t'°" E:. SGV'ﬂa Your Work '-»A New worksheot.;f

nl.uHowever.‘name ybur new flle Lesson not Letter1 In lessonj;

- _l Prlntlng Your Le”°“-f"§ﬁ£:7ﬁ0han'lh;,l ,f;:

T

Lo




’lle Turn “on your prln' WA ”gy'fi//jiy' L
g : TN SN

2. Adjust the paper 30" he Dr'"tlnﬁir
el Press SERVICES (Fs).,_-fr[ff ST

B Select Settlngs and press Re!urn. ‘f[7kc

Z'B.f‘select Eage and press Return. :

4, .Select Prlnt and press Return. z’eff'a»'

S N R R A
ettlggs the Page Numbers h }%_.}_=~;~:gp'ﬁr;ﬁ~'

»_lﬁ Lesson 4w prJnted our Iq‘ter uhﬂng‘ the ~defau1t4ffﬂi

W

‘.'of the new page. i’irnli;." Cee

. W
7.VISe|ect Number and press Return..~,~”"' L .
o R S e e T
8. Select. Start-Page and press Return.,_,iﬁg-”tf_ “»fﬁ- 1

i
-8

'9,-'Type vln 2 as you wlsh to prlnt only page number 2

A

;Press 4eturn.“,"_'u; ‘ j'_ ; ,ﬂ I AR

?

.10. Select Number agaln and press Return.

[ . vv vy

,1i. Select End—Page and press Return-v

. Press Return.

: page and Iine numbers. Ptess Return..."

. 18 SQIect Go and press Return to prlnt yqur page 2._ij§_

12 Type ln z,pgaln as_you -wlsh to end prlntlng on page 2.

3

13. 'i.sect Quit and press Return. e

4. Select Qult agaln and press Bé{:rn" “  _:§';«"":\
I Y SR

15 Select Allgn to reset SYMPHONY s mechanlSm for countlng

»
o
.»,~~\"

17 Once your prlntlng has been ccmpleted select Qult,

.

. press Return and your flle wlll rd&urn to the screen._n,'j

¢

e

R 'f;j ;

- N

\*‘

[N

. .'settlngs that SYMPHONY s/uppl les. Hovqever ,. lr& thls ﬂesson we_
miwlsh to- cnange the default settlngs to lndlcate prlntlng theﬂé

ond page opr[y_ ) : . = _.._ . ) ; :, : - , o

echanigh 15 at'the top '



Instead ofsz ‘o

_2_ Exltll}h from the mg ny stt

when you have completed ycur LeSSOns and want/io exit frcm[

The end-page can remaln at 2} N

fﬁ SYMPHONY refer to Lesson 4, Sectlon G-'Exltlng frou the_f@g

"ﬁ.’:. ! . E " 1 : . . B LR Y

Synphony Systel.. % ST T
@ Ex+tlgg “from . the ~Access sgstem R '

»f/'

To complete your‘ ﬁxﬁi prccess.. you must exlt from theﬁ5i'

:'-Acceec.System.y,Befer' to Lesson 4 Sectlon Exﬁ;lng fronjk,;
. . Z —t"._A e ":'. ,L,_ et w~ .\_0 ST A Co

1.7 Watchrthe .all; S
. 2.  Malntaln #ni jln center ccurt.._n,f? .
~3., Use an%o&en . SRR

of- center court.,-,gfz»ﬂl“f S
oper- fangth. . .. .

'7-5., Playlt{:iarg_bal S
’your opponent lsn‘t.- o e

'y 8 Pyt £he ball A

ﬂv1,‘pThe GRIP -Eastenp backhapd.;u. : -
g'«z;‘ﬂFootwork»—»open stance facing. ‘the. sidpwallt,
3. -Early Racquet Preparatlonr- racguet‘up.n*vm

f._4;ujSIdedrm 8wjng., v < i
i:ﬁ;jlwelght=Transfef —»back foct tc front foot

. 8.  Bodyi, Rctatlpni plivot: hlps and’ shouiders. ,
,;i73ﬁ500ntact Pclnt - o!f ‘front- foct. walst. leve

-IJB:x'The wrlst - cocked'and then anapped"




‘“'é.; Porpenﬂicular Racquet In cOntact Area.'”’f“*:

10 Follow-through.'anﬂ,za__ I .

nrlns R e s
.2.,~Partner throw ball “to- - front wall and-other artner det = -

up and hit; then swltch.,_n_;‘ T RIRLI VR \
gia.. Drop. and hit In frant, middie and back court. ).

RACQUETBALL sponr CAMP LESSON .z *{jﬁg;g;?__‘”

Backhand stroke and Drllls, Explaln Rules

i T e

. N
‘ Backhand Stroke and. Drﬂlls_;-

stroke~jr" ™ -7 SRR
_,/1.. The GRIP -~ Eastern backhand. e o U
‘2.4 . Footwork: —‘opcn stance faclng the sldewall‘»"
-3.. Early Racduet Preparatlon - racquct up. '

- 4.  Slidearm Swing> - SR
_;5.~ Welight Transfer — bacg,ioot to front foot,
'733-» ‘Body Rotation - pivot: ‘hips and shoulders.‘i~'

' The wrlst --cocked and’ thcn snapped..

‘Corrtact Pgint - Off front foot, w waist . level orﬁléti::i

;'”9. Pernendlcular Racquet ln COntact Area, : N --t,lJ'
:_10 Follow—through.; B I RS A b e

Drop and hlt. Lo ‘ )

2. “partner throw ball- to front wall and cher partner set

. up. ‘and- hit; then awltceh. -

‘3. Drop énd hlt in $ront, mlddle. and back court.‘,f*#;}%/
.\ e ‘ -

Revlew RN k*.
2 1. . Forehand’ and Backhand Technlquq
- Emphaslze ‘the Fundamentals aga1n.,.

'1'."v" e

~ s

33.(_00 tho ‘dridils agaln but ln comblnatlon-. forehand and .

1backhand.;

““f@4;f'Have ;ha students’ rqvly back and forth swltchlng sldes..i

o . L
Explaln tho Rules of a Gamo ofgaacquatball. g_u_;-f

; P Lo
~’ 4?." B

-&Esng 6 ﬂ ADDITIONAL INTERMEUlATE TASKS FOR WORD PROCESS\NG

- Objactlves..;

nnj; To typo, s{@o and prknt a}two page paper‘ \:}_c_ -

20 :fq' lntroduce the‘.movlng and oraslng a block of text
s ) J
'VJustnylng a paragraph and deletlng a blank llne features of

o ® .
s

a {-;

.',f"



.fthe noc envqugment’of SYMPHONY.-ﬁ=q7?“
‘4»P°*ﬂt=»& _E_“M- N

Eig;'l thls and subsequent Igsso_

 .were' lntroduced ln provlous

these-'lnstances*r

: approprlate Appepdlgbs..\

l

if lat any tlmef

completed 5~pf]§¥bd a:,

- e
: 34 When fdlloﬁT“y

SYMPHONY (eg.‘ ccpy,

errors wlll be made.*“'

cancel out t§;¢ step

alrehdy fbrmatted our dlskettés. 4§ten;i1,,jf




AN il el N RO
ST BRI _.; 94
i - . &£ R -,’ ‘._‘:
h 4 .'/ . K ®
R N
NS *’x . . ~ ' - BRI
”f,fﬁu} lfsl c%amng to practlce word processlng technlques Is
; N VR o ‘ S R X R
dn fg;,'zg sesslon you wlll:Jearn h',_to
_lnsert a blank Ilne, and
Ap_ w“l} you wlll Iearn- how to move a pf_ﬁ
b'ock of text Justlfy a paragraph L
‘cfeate g paper. You should be =

'_;Tﬁrs,ipjyoqr@paper;_

N S L. A\ .
R N PUTERS lN RHYSICAL EDUCATION , e 5
: The use ‘of computers inadl asp sts of soclety has grown' =
" wapldiy\i¥n, “fecent yearst! ‘This,  t d\has spread .to Sport. = =
‘ ~and Physical ‘Education, albelt somqwhat sSlowly.. ‘*here 1s no -
“doubt " that- ‘exXtensive ‘use - of\¢ ﬁufbrs ‘has been made in
. certalin .research areas. ‘such a’ lomechanﬂcs,ibsychology and .
_»to~gglqs§er extent measuremen;;and ‘evaluation of fltness and -
_eo&\df components of ‘sports: perform e. More recently vldedj” P
4S|‘§brdlscs..v'controiled‘ b pe al . computers, . have: &
'u_pqpetratéd the area of’ “Phys| aJ;Educatlon.f 'However, the use -
- ofiy Qoth‘ mgln'vframe -and” personal computers.,ln .somewhat =
: ap.clfﬁci research .appilcatlons 1n sport .and .physical .. |
‘educatioh  has ‘Tqt -been . matched  in " the . administrative = -
appllcatlons for w lch they are so- sulted.., in 19686, at the .
_Unlverslty of - Alberta, a computer program,»was develpped to
assign some 4, ooo.stUUents to. requlred Physical Educatlon_;'i
‘classes each semester..< The asslgnment was - based on: ‘the ¢
_.stUdent £ preferrod ‘cholce® of course/actlvlty. avallable-*-a
“time: slots In the student s weekly schedule~ the tlmetable o

'E?of courses avallable ln varlous actlvltles ‘and the quota of([fﬁ
§§ students permltted cach c!ass sectlon., HoWever, ‘such '~
. examples of the use of computers to 'solve admlnlstratlve'

W e e



*_;\ﬁ#f.—i"'f hfiaif:fv,y;ﬁ'jf“_; g)é;“” . B
fﬁproblems ‘have been ‘the exception.rather then the rure.,;.f: i
. In. . the early : devélopment  of the. use of computers ﬁa«»'
j,knouledge - of.. pf&hrammlng ‘was: essentlal inftially, these
‘;.lengusges -were. machfhe level end lnvolved step.' by step
“lprogrammlng of . the’ partlculer computer. ‘using. 1nstructlons

‘which were - complex end “not partJoularly meenlngful ‘to:the ..
-Afuser.q SQmenhat Kater, . symbollc languages ‘wereg: oeveloped“‘“
-~ ‘'which heipsd to: 'l_terpret' symbols ‘which: were meenlngful Yo

“the. prqgrammer'l YO .. Informatlon ‘whlch, could be understoodfby
the computer. stlll later. speclallzed lnngueges._.suthas' _
';Fortran and- cebol ‘were. lnt:oduced whlch met partloul$r~-‘

of Fortran and buslness appllcatlons. - obe

; 'Thls mede It possjble 4. lncorpora e certaln fUnquons Into

- the lenguegeu_r‘For example. lt ber posslble ‘to_generate .
:Zthe logerlthm -of & 'olven number uslng “one. ., ln’Efuctlon

.wherees. ‘even * symbollc languages requlred in’"exce of 80

" “Individual Instructions to generete ‘the same ‘value 4 Cobol,

" on the other hand, greetly fecllltated the preparatlén of
"*buslness reports.gv._ :
' Poténtlal sports admlnlsf?etors requlre an lntroductlon

. to. computer llteracy -which both encourages them to - ‘make

. jlmmedlete use of computer technology but whlch also servos
as a base for keeplng . abreast with the ' rapld developments

_ ‘whlch witl occur in-the : future.a where does the: answer 11e7?
g lles in- pre-wrltten general programs.whlch are flexlble
and permlt customlzetjon' to-meet speclflc needs. . .Such .

i programs Invoive software dedlcated ‘to word processlng._to
_ handllng .data. throuah spreadsheets. to ostpbase menag enf’

or- to graphlcal repnesentetlon of data.~:‘, : : i

° .

'LNow go vbeck to your tlkle and underllne the headlng ‘
hreferrlng back to the sectlon on UNDERLlNlNG HEADlﬁas?In the 4

K prevlous Iesson 5.,‘ 'f';V'"f.b":f';li“-

jflnsert a. page break where you Wlsh by feferrlng«pack to the s

-

. sectlon on’ PAGE BREAK ln the prevlous lesson 5.‘

LR

l

D) Sevlng Your Pepera; ffhnzla:f'.;.:i;"biﬁf_'

:f Also meke sure to seve your Work Refer to Appondlx (D)
L N -',.I Rl

“Ufsevlng“Your work(,— A New Worksheet so you do not lose what

C'}you have typed., Note.l e wlll name thls flle, Peper.,.,ffﬂfg“
. . »_‘A ) : ) . : .
Before we oontlnue., we wlll seve a. secohd copy of our

:'Ppper and asSWgn lt e New Name- Peper2~7 Thls wlll beuthe F




e T i T A T S L PP R PR S A -7 S
T O TN TR TS P I NURREL S SR R S T R
‘.?*:}1"‘j_f'c"hfh:“qc_a#’zyfj yufa’&= s S

_cooy that we wllt now do our losson wlth.z-gcfcritofADDéudjx-*jf;

‘ .("') savmg Your Work--A New worksneet.

_l orklng on a ager f;;.fﬁg .
gaovma A BLOCK or-' TEXT &

‘/’ We wlll nou Iearn how to move~a block of tekt fromfone g
' .57%“ B '

aroa to another area ln the document., ,{.

RS

C\ Move your curSOr to the begl nnlng of the block of text,* -
(o]

u are golng to move.v” WB wlll be movlng"the second o
_paragraph of our paper so'momg 'cursor to character 1 off-'

fthe |rlp startlng wlth..;f”ii "fyudcvelopment..,.

ﬁfha.f sQIect Move and press Return._.+'“,' S ' { <,

2. Press MENU (F10).
e

4, Symphony wlll,_ sk you~uhat block you want t04moyc ?rom';fw

&

‘so thoreforo. hlghllght to the beglnnlng of the Iast Ilne o£"¢A

- .

your paragraph by uslng the doWn arrow key untll you have'r

. hlghllghted tho entlre second paragraph.~'

ess Return..; .ﬂ‘,fo ;u5”ff
p Symphony will ask you yner¢3y¢u wishto move the block -

'7.' Movc the cursor fo,charactcr-"1-on, the ?lrstd.iine of .

9.

"Daragraph one. |

8. Press Return? .\;ou'-wl e : not |c’e"" ‘l.:"hvat;"th_.e ﬁcur#or AN

'aLFreturn to the posltlon'that you started y?jrc,MOVQyéommaﬁd'fT
ﬁfaN% ‘¥‘>.5 ;::‘ : S : L _ o

Noto.ﬁ%# your moved text Is lncorrect as far as allgnment

-

d”use ‘Justlfylng a Paragraphf.located In thls sectlon to flx

-_It. f,_::. f_’-ﬁ:ﬁk_"-,*'

o C el



ERASING AaBLOCK OF TEXT

Nog ‘we. wl |.| -I-earn how to eraae a | block 'of text. ln

Y

;”deletlng charactere. we use e commands . DELETE or

__,.vv;BACKSPACE.v. Hov:ever. to erase a,":" Iock.of text we use elth

_‘-:,:‘ERASE or the Erase coulnan' f'

4

USIng the Era:{ Con.and \

S Wel “wish to erase paragraph ‘two: V'SO;II:lIOVQ yauf' .cuir"'ser-ﬂ'to o
the beglnnlng oi’ the flrs‘t Ilne of paragraph two.. >
2. Press MENU, (F10) 3»,;f- wff.»;fZ?"j; [

- Select Erase( and press Return.

"fh'ﬂhony asks you whlch block ‘of text you wlsh to erase

'lghllght paragraph two as you dld fqr movl.ng a block of

n

(refer to the prevlou‘s sectlon - MOVING A BLOCK OF
- ) _ L

».fTEXT)“}.ﬁ r ~:f’f“ S ;7f““ i f g"ﬁ--f"°'
. R . - o

‘5. Press Retnrn and Symphony wl ll erase the text. .

Using ERASE _ e T e T

e e ,_,

Move _ the cursbr _)to the beglnnlng of the second--

paragraph' cMake sure you are Iocated on charaoter 1 of that

Lo e T . e, . 4 Lo S . Lo
. ; 7 [N - S o . oo
|1ne. e e T e e

. 2.ﬁ4Press ERASE (F4) ’ pgfk L R
3. ‘ Symphony asks you whlch block of text you wlsh to erase"f,
ﬂl so hlghl Ight the entlre paragraph as you dld for movlnq a

block of text._n_ (refer to the‘prevlous sectloh - MOV-_;NP-»A
A \ - L Coa v_‘_. -__ S ::,: . - RN
' : BLOCK OF TEXT) T '-:, LT " R

.4‘. Press Return and Sylnphony \vl ll erase the text., L

SN Note. lf the Ilnes you eraeed haVe




"\' : 'Rejustify the text.-v. e ,,— e
, Jus'rlrvme'A PARAGRAPH 3 _‘ S x- ke
7 Nov: ue .wlll iear_nﬁh_o_w\to r,ejust-l fy a. paragraph.. There are -
-.two ways ' to reju‘st rfy te o elﬁ.th’er" 'uswe .JUSTIFY .gor‘. t‘he : _
Justlfy conmand.,_, JUSTlFY v‘only rejustlfles t{he_Jparagraph )
where the 'cursor 1s "'l"oca' evdv.rv The~ Justlfy comnand wl‘ll :
re]ust‘ffy your paragra'ph here yeur cursor Iocated and as
well wlll glve Kou the optlon of reJusIfylng all of your ,§
' text from , the 10cat|on » of the c(ursor to the end of your B
hdocunent. ‘_I . ’ ?4' » :.- o -_ / s .
| S SN
slng the Justlfy cmmand & / ' o , .
Move t»he cursor anywhere In the remalnlng paragraph and
A R 3 .
type in some extra words. ; \' o \ Lo _‘ .
‘. 2_._ The para\graph wlll‘ not be al lgned properly so y:c;L:l fwlll_,l_ﬁ :
want to reJustIfy lt.'di SR :; L ,«~
, 3‘.;. Press MENU (FlO).V 3 ._ | ) A. _— 4 :
4. SQIect Justlfy’ and press Return...__ ,-'- 3 )
-.5'. Notlce that ybu must seiect one of the optlons llsted-
Paragraph - Rejustlfles the paragraph‘_ ; R -
- ' Al l-Remalnlnq.—' ReJustIfles paraaraph anﬁ -‘ai'l_' g ‘tl')'e text
;v'.:' from the-cursor to the end of the document. | R . o
| 8’. ‘ Select » Parva’g_caph 1‘as we are vo_n.lvy re_lustlfylng 't’hel
'. paragraph. p | ' o ® |
7. Press Return and Symphony rejust Lfles y’ur paragraph.
Uslng JUSTIFY oo _';,_ L e
1' Move the cursor aggln to anywhere ‘.llsn the remaln.l.ng .'
paragraph ana.t;peb In someéextra words. _ . _'.j" o



S R LT e g T A AR
{The paragraphfwlil not bé allgnegl properly ; y w’ll'li A

want to rejustlfy rt. ,‘ = e

;- - ’_" B SR

3.~—Press JU§TIFY (rz) —\\ el ’-”"k;)~f”'

| 4,_ Sympﬂony wlll re]ustlfy ybur paragraph’ f8r YOU-,aifjf
5} DELET1NG A BLﬁNK LINE a;. '-'.~itf:7'7'"f'?f’5;i{<ﬁ{:5'@i;v
‘ Now we wlll |earn how to deletq a blank Ilne ((; e v‘ " |

Move the cursor to th,e béqinqlng of the hlank llne
;’ lecated arjaer(the : tltle.' Make sure yo;.lr ‘b curser ls | lscated&' |

at the Ieft marpln- Llne 2; Char 1, Cei lvzﬁ R
’2._ Press DELETE and you wl 1 notflce that your. blank’l'ﬂ'&e
dlsappears and moves’ the rest of the text towards xour

¢ .. i . o v L R S .

.',.,‘ S

' cursor posltlon e E e e T

__L Prlntlng_ Your Paper SRR ' | o
symphony glves you cholces when y - pr'lrit ydu'r : werk s

however you do not have to make ; any " hanges unless you

s

choose to. ‘Symphony has defauN‘. sattlngs whlch wlll remaln /

3 ’ unless you ChQOSG to a'ter than Refer to Appendlx (l)
3 : { - e

' Prlntlng Your Work-— Cha:rglng the Default Settlngs. ‘ Make -

-

o sure that your start-page Is 1 and the end—page Is 999 (999

LN ]

ks used to lndlcate to the prlnter to prlnt to the Iast pago_._.~

- -

of the docunent)

_1 Exltlng froh the §ygghoﬁz stt

If 'you have compl‘eted your Iesson for ’ t e dai‘. : to "exfil"ti' E

from the SYMPHONY System reﬂeq to Lesson 4, Sectlon Gisff
va s Exrtlng fron l‘hgi nphony 8ys,ten or refer to Appendlx (B)
Exlting fron tho« -phony systen.v,a,iia'“'; ' '

3

_l Exltlh! from the Access System SRR S Ja S




To -complete your exlt ‘ refer to Lesson '4f'Sectlon H;~ffif
lexltlng fron .the Access Systen or refer to Appendlx f(C);?
) e . R ””va.

fExltlng fron the,Access System ‘ -“,v,g L .}“flﬁﬁ'fl'”
. LESSON #8 outcoms '
*,?ﬁ:;j:.' “".5'-l o ’:_:'*‘p' RN = Lo

A:‘ b"e 2 : . Q - . ‘- . ‘ Q‘_ vl'. ‘- .
Lo ] the early develcnment o# “the use of computers e knowledge of.' :
i progrnmmlng was ‘essentlal. lnltlelly. these - languages were “machine’

,,level and lnvolved step by step. prooremmlng of the particutar. computer,
“using Inetguctlone wnlch were-comp bex -and not. partlculerly meenlngful to 3
“ o .the . User. Somewhat  “later,: r'synbollc 6langueges were developed . whlch_.'-
: helgpd to ‘lInterpret’ symbols. which were  meaningful to the-programmer
“Into-Information which could be understood by ‘the computer. .Still.iater, o
special lzed lengueues. .such ‘as Fortran. and Cobol, wers lntroduced which
: mat. pertleuler requlrements. namely sclentlflc and engineering, . ln the °
'fv“ceee of. Fortran and busjness. appllcetlons. in.the case of Cobol. " This C
© . made It ‘possibie to lncorporete certaln functions. Into the language. For ..
‘example. It 'became’ poeslble to generate the logerlthm of a. glven. number.
sing one lnetructlon whenees. .éven symbollc lenguages requlired In excess
. of 80" Indlvlduel Instructions to . generates the same. velue.. Cobol, on the:
'-other hend orehtly fecllltnted the preparetlon of buslnese reports ) :

. "_

el

N '7*1
s . e e : - .

 LESSON 7 ~ ADVANCED TASKS®FOR WORD PROCESSING .- LA

llob[ectlves.u."""

1. To Introduce the user to several 'advaooedffunctlons“ofc“

-SYMPHONY'whlch are commonly used ln WOrd Processlng : ja';
e O SN
_"2. To prlnt and seve the revlsed two pege pape?.

i‘_YPolnts to Remember. _‘ TR R o ™

”1 Thls lesson ls optlonal end meywibe “Omlttedj.wlthout.

”f_affectlng the contlnulty of the Iessons whlch follow.

wono Pnocsssme PROBLEM L L

You have now completed .the word processlng éectlon.' Thlseﬁ,i
'Qeéelgnment wlll; be to retrleve your flle. ‘Pag er,. and make7

_ffour alteratlons.' '1ij e},ﬁ, "’l_;f~' ?; ﬂerfev ;‘f.f _Lf’
AR The - f‘lrst alteratlon Is that you' want %o add . a quote ..

Lo



B

_have to £ormat the document.e

lnte the paper that fe separated from the rest of the textahl.'*'”

»..

The quote should begln after the flrst sentence of the laef;ygwf

paragraph and before the sentence "Where does the anewer1‘b7“ 3

c o

\"‘ : B Tl Jt'“'iﬂ S

lle?' - _
-lt ehould read As quoted by Haggerty. Sl

'Currently. nost nlcrocoaputer appllcatlons do ot

change the way one ‘manages , but rather. assl”;’ 5; R
person to manage in a more. efflclent and perhaps ‘*@ﬁ“

L nore effectlve way. : S

’v..

o 6.'

'.hzt The second alteratlon ls that when you prlnt thls paper.

&)

you want it double-spaced except for thls‘ quote., You wlll

“-

- S ep

L

| 3., The thlrd alteratlon 1s that you wlsh to format‘éhel_vf

quote so that when you pﬁ{nt the document the quote wllth -

remaln slngle—spaced and Indented from the reet of the‘text

4., The last alteration IS that when you prlnt thls paper.’

you want to lnclude a footer that lndlcates the page numbersf'

on the bottom, rlght elde of the pagee (le page 1 page 2’.2-

wono PROCESSING SOLUTION =y R jﬁ@—'¢"17“

N

_1 Re-Enterlng the zmg x §zet

—

d To re—enter the Symphony Syetem for thle lesson. refer to. .

Appendlx '(A); Enterlng the SVnphony 3ya56h\_ However,.f¥°

because we have already formatted our dlskettee, steps 1j];ff

through 11 may be ellmlnated.ﬁ-;.ffi }cﬂ,fﬁfz}f* y;_';.ytf'

_l/hetrlev[Ag Your Flle B

We wlsh to retrleve our flle P ée".. Refer to Appendlx (E)f?fo

Retrlevlnq Your Flle.:ﬁ”ef*ﬁfTQ'

_l Addlng a Quote




¥
o

Jy"f f"ru- e e Lo ' o e
' \

Mpve your cur’°r’t° the 'aSt DarﬁPraph and posltlon'fti:?f

' -
-‘at the‘start of “the. second sentence In that paragraph that

beglns wlth Where does... : .":;_;vf{de,__.,:v  f‘ ; ‘v--; {3“
2;‘ Make sure that your lnsert key 1s offfandatype As’agotad:'l
: R _ _.. Ay - T
-.vby Haggerty..' Press Return._ f : K B

3.‘ Now type _the _rest of the quote not worrylng aooutu_

posltlonlng or. Indentlng the text., Just do the typlng

'Currently., nost nlcroconputer _appllcatlons do: not change'
- the way one manages, but rather assist a person-to manage ln
: a nero efflclent and perhaps nore effectlx ‘way."” SRR E
‘4. Press Return af er'you‘have flnlshed-typlngfthe quote;:vr'
v ~\ \\_- /__,_ RN .
5. To rejust|fy t 3 rest of the text press F2. - )
:“ _l Formatt[;g the Document - f F‘ a,rfﬂ ;”}- ,‘ = ~vff'*;ﬁ:

Now we wlll mnke alteratlonsigin order that we fcan,prlnt-‘

- our docupent double—spaced excep for the quote we haVé Just :'

'badded.‘ We wlll need to format our document flrst.‘ o

SRS B Press MENU (F1OT\

';sz_Select Format and press Return. T g
= N s -

3. Select Settlngs and ‘press: Returnrv
4. ;Select Spacing and press Return.-,

5.1_WO wlsh our document to be double-spaced when prlnted so va'

v select 2 and Dress Return.lq~f‘§¢-~¢' - ‘ s
LI - o T :
6. '_s:e'l‘ect Quit andvpress Re’turn._,‘ 4

2 e

e

e N9t§= in the tOD control panel your spaclng now lndlCates' fvﬂ

<

_Leftl Double.' Thls means the document“ is. allgned on the

Ieft margln and wlll be double-spaced ,’ o 1ﬂ-f*v R wd-

_l Formattlhg and - Indentlng a Quote ;.

t

jTo_ format-youry quote so when the document ns;;¢£1n£§u”

z

. ;\‘.. L



-

B double—spaced but your -quot. remalns slngle-spaced and -

tlndented follow these dlrectlons.
1. Move your cursor ,to the very beglnnlng of _the qUote{

'Currently,....'t
2 PreSs MENU (F10)

’eSQ Select Format and press Return.

,Select Create and press Return.‘v

5}5.. Press TAB and hlghllght the three Ilnes of the quote by R
6 ’ L ’ ’ N . N .\ .

',presslng the down arrow key.»w a.‘l ’

;r6. Press Return and notlce the format Ilnes that appear. e

e L - represents the left margln i

T - represents the tab lntervaIS'of 5

\

: R.- represente.the rlght marqln 2ré ff_',".,g‘-. A

2 - represents that the quote wlll be doublb-spaced .

,7_ Select MarqlnslTabs and press Return.f

'~_8~ lMove ypur cursor to ‘the L on the fl;st format llne.n ‘

R

Press the spaoe bar flve tlmes and notlce that L on the T
‘:format llqg mozes over.t‘ff; f;‘; *"; o ‘.;iflvffi_

_10. Move your cursor to the R on tﬁ same format Jlne.3f7.=-*

»

, j1ﬁ; Press youf BAOKSPACE key. 12 tlmee and notlbe that the R .-

":on the format llne moves Inward.lrff' V.f\..vu’

-ﬂ713 Select Spaclng and press Return.eh(f“]?. » rQQ"

14 Select ‘i as ‘we. wish our quote to be slngle-spaced

;—’g[ees Return.nﬁlij;“°”.”ff;.’"? ] gf4f" ;ﬁ.tla7'ﬁpr_g;:
- 18, SOIect Qult and prees neturn.,jff_“;'ia:{f:"t""

S 2 VETES S =
18 qu] move your cursor to the beglnnlng oﬂ the Ilne th4~_

ol
R R '

-,. B . o . * .J




-~

i'beglns wlth 'Where does the answer lle?"- Press Return once

so %gere wlll be a blank Ilne between thls llne~ and the

quote when you brlnt._°'

| Note. lf you make a mlstake when youoare fformattlni‘your .

e WA

~

quote, to erase the format 'llnes and start agaln, move yourq
' cursor to the—format Ilne, press Flo select Erase and press L

'iReturn.- Yéur format Ilne wlll dlsappear and you can start .

agaln.t HoweVer, make sure to erase both format llnes.

F) Aod_gg a Footer" 'fj" ';f“.v T -
__And. Iastly, we wirl add a footer our prlnt menu so our?
page numbers wlll appear on the bottom, rlght corner.

) Note-' footers are— located at.the,’bottgiﬁﬂqgkthe page.
' Headers canbalso be made that appear ‘at the top of the page."_
gy 7Press “SERVICES (F9). " AR _ S
.2f'ASelect Prlnt and press Return..' i
3. ‘select Settlngs and press Return.mi
h'fﬁé Select Page and press Return.;r; |
15;’LSelect Footer and press Return.~ ;

'~ha. Tyﬁe ipage e ’and press Return..'Thls wilt posltlon the .

page numbers on 'the bottom. rldht slde of each page.,f:‘lsf'r"”

. _ =~ ‘ _
'used - to separate and posltlon the text in headers or
footers.ﬁ o R P ST , _
‘e . -l o ) ’ ro} BRI

Other examples of Speclal Characters to use for headerQ)or_.ﬂ9

ffoo(ers can-.be found |n Appendlx (K) ﬁ Speclal bharacters?~

]

*ffor Headers and Footers. | h S M»"*”t X M_'v? L
V7Q' Select Qult and press Return. e fh_,7_ - f-_f;:y;t
8. Select Qult agaln and press Return.tm' -

3



‘9.
: \\,/ " .
g turn on. ydur prlnter and aﬁ the paper.

10 Select Allgn and press Return.f_'fi

31; SQIect Go and n(\ss Return. if §ﬁ';:,'f ‘:.n'  :£9 ;?“1 f;;:;
’12. nhen prlntlng '31 completed selecfbfablt aﬁdv pr§$$ }ff
: Mﬁé;bsure that Qou 5ave thls lesson.: Réfef_?fdzﬂbbé;d]kn;;;

l

(D) : Savlng Your wOrk~- Savlng a\Worksheet Agaln - Under

,/‘. e LR b.“.“'.. B
. .

the Same Name._

_l Exlt g frgm the zgghonx §¥3 l:gf,” 7i;i)

If you ?avetcompleted youri Iesson fOr the day. “Pefef:toff[ 1
) . ‘ A

e B e T

Appendlx (B) _ Exltlng fran tho sVnphony Systen.,*~‘;’¢;“;yua;"

Exltl g. from th Access xst 1“-";;\’ .

- _L . 'q‘ - S T SO P
' To complpte your exlt efer to Appendlx‘(c) : Exitlng =

. l( . » » R ’ - ’

‘e . ) A

f‘fron:;he Accoss sy;tgn,_.”’ L e
2 . L. s < o .' .v_ C o ‘{'

| “L:-:ssdn,g_{durlobue;' B L RREE SR

récent ’earsll ‘l’hl: trend has sproad t: Sport lnd Phyllcll Educntlon.

*albelt blnmmlt slovcl‘y Thcro Is no.. doubt thlt oxtcnstvo utd o!

L anc thor monnnu o“r‘)lports porfomnco. uoro roc-ntly vuno

hyslcu tducnlon.‘ uq-c\mr. thn una o! botn uln Orm ind ponon.l_. RN
‘A'utoro ln Wmt looclnc rnnrch mucttlont m oport nM
ST yslcal oduqatlon n.- not bo.n -.tcnoa ln tuo -eulncotraztv. f[ﬂ””"

- ~'..°




S~

nopllc-tlone tor whlch they are eo -ell eulted \ln 1958 et the w0

Unlverslty of.Albertn.-e comouter orogrem was developed to esslon some o

,4 ooo stUdento to requlred Phyejcel Educetlon clesses eech semester. ffhe

*ﬁAeselgnment wee besed on the otudent o preferred cholce of'

course/ectlvlty, evelleble tlme eJets ln the sgudent x woekly schedule-

o

i . i

A
the tlmeteble of courses eveLleble ln verlou: ectlvltles And_;go quota

: of students permltted In each clles sectlon. Houever. sucn examples of
\
‘the yse o! computers to eolve -dmlnlatratlve problems heve been ‘the

.
. -

" exceptlon rether than the rule. .o S f';;._'i o B

in ‘the eerly develoument of the use of computers a- inowledge of

SN

o proorammlno wes oeeentlel. lnltlglly. jh&se Iungunges wore machlne

;level end Involved etep by eteo orogremm;ng of the pertlculnr computer

. uslng In:tructlons whloh vere complex ond noé pertlcularly meanlngful to

v

'tNe'user.- SOmewhnt leter.v'eymbollc\.lenguaoee wore developed whlch
') . .

heloed to"lnteron‘t eymbols whlch-were meenlngful to the proormuner

lnto lnformetlon whlch could be underetood by the computer.. stlll

- . . . ) ; : R . S .a“ oy

L - ..

o e T .v. ' DR o pago 1

L PR &

C oy

fletef peclellzed Iengu-qee, such ec Fortren end Cobol. were lntroduced

uhlch met oertlculer reoulremente. nemely sclentlflc and englneerlng. In

’ .

“the case’ of Fortrnn and- buslness nppllcetlons. ln the case “of cObol
S A R

5ThIstede it ooes\ble to. lncorporate certelu functlone lnto the

lenoueoe._ For examole. lt becam‘ pooolole to generete the Iogerlthm of
'u_glven number uelno one:»lnetructlon wherelt. even eymbollc ‘lengueqos
”7reoulred in exceoo o! 60 lhlelduel lnotructlone to - oenerote tho same

| :velue., cobol on the other hend. greetly f‘cllltoted tho Dreoeretlon of
. D e

-

v ;}/puilneeo reports. ., . .| T : "'Hff',ff 7. 0

’

Potentlel eoorte edmlnlstretore reoulre en lntroductlon to computer
llterecy uhlch both encoureaee them to mako lmmedlete use of computer
technology but vnlch elso servos .as e base for keeplna ebroast wlth the f

. rapld develoomente whléh wlll occur ln the futuro.. Ae quoted by o

Hegoerty.' ‘ _ - R ‘ ‘ .
) ‘h 3 k . 'currently. most . mlcrocomoutor eopllcetlone do not R
i i - change the way one manegeo.,but rather assist a. . :
. . person to manage in a’ moro efflclent end perheps o c
v L. more effectlve uhy. , SUREAE R Y S
AQI. ) .



. e \ . :-;0?,.: :
. ' - R - R R
’ v'“nhgre "doas the ln”‘l' lle? 13 llo: ln pro-m‘ltt.n' gdncral procfuns s S

"oxlble ll'ld pemlt uatcalzltlon to mt sp.clﬂc noods. such

v.progruns lnvo \ softwara dedlcatod to word brocoulna. to hlndllno dau

'through sprudsheets. to databaso unlgment or to graphlcnl‘

P . N . . to T - . i .
e representatlon ‘of datn. S “ I S
[T . —\. . ‘ C . ., .
) . : ('Y .
» ) . -
. - v"‘ . . - o . S ) -. : ’
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A T LS e U S
-3.‘LESSON 8 - INTRODUCTION TOﬂDATABASE MANfGEMENT o ,‘é If»
: Objectlves.zthdtlif 't.%; tf_'i, d‘f‘ 's,_'tr;‘”“' ff
1. T, deslgn. generate and lnsert data Into a datahase.:;
2. To. sort anq save the database.' [ L
3.h’To prlnt a malllng Ilst‘from the. dptabase.‘-ﬁﬁ g _
Points to Rememder-flrf"” 5~f’ 'i‘t‘: S !;“A_ L
':f1jb In Lessod)l we Iearned 'that a ?atabase rs an_ eleetronIe;h?_

verslon of an Index card flle. As SUCh It can contaln flelds

v

such as j ame.}addres;,. postaI,cpde,?_blrthdate_or Vaﬁy other f:
fdertInent data. 7

’ 2;v;Prlorf.blannIng':Is_ the most Impoqlpnt prerequlslte Iq»;7
creatlng a database. Tlme 'spent In dSbldlng, wlth precIsIoéte"
the erId; to béx1ncluded In a database can save the many.eﬁd
many hours of 'correctlve surgery whlch are Hequﬁred to add aid
new fleld after a Iarne amount of data has been entered ’; Qﬁd

Qt 3. In thls Iesson we&wllll be creatlngAa small database whlch
lncludes- flelds for flrst nane, last name, address._,q[ty,d-{

| provlnce postal code, blrthdate and sex.; ‘We wlll arbItrngIy::?
vIImIt our database to these elght erIds but any number of

’ . )

" others #ould be Included. - 'f“; co f.\\"

P

'#/ ' - - . . v '
4_, Deslgnlng and enterlng data _rpqulres ..the use of two o
‘envlronments of SYMPHONY ‘namely “the spreadsheet (br,SHEET):
envIronment and the database (or FORM) envlronment 'The.SHEET

f.envlronment Is used to deslgn the database and the FORM s

: envlronment is used to generate the database forﬁ as well as,'

‘to. enter the data.:, Col T e vtu R
e o B O S N
5. When deslgnlng a database. the flrst part of “the database. -

<’ .




*'nfspreadsheets bulldlng blocks are cells. u'f’f"

’hform ls th:;fleldAnane, the. second ls the fleld type. and the
“ﬁthquils the maxlmum number of characters (or length) of the
-lfleid. d__ri example. Flrst Naae L 6‘lndlcatee ‘that the fleld B
»‘ls a label (l‘-ej contalne letters) ~and hae -a maxlmum length of |
"s characters._ Slmllarly. Blrthdete :D: 10/ lndlcates that tn""'
fleld is in date fonmat and has a maxlmum |ength of 1o.lgrf,fl_-5€

Note.?;gr furthef Fleld Types see Appendlx (J).d‘A"v S
ﬂr.s. "To select TYPE (Alt and FlO),_ you must flrst. press and

. r
‘.hol@ the Alt key and then press F10.

_l Re—Enterlng the:ggggﬂgnxn xst%m o 'e_”f‘ -

Follow the steps glven in Lesson 4 Sectlon Az Enterlng'fheff;u

. o .

f.SVnphony Systen.‘l Note. thls procedure Is also. glvenf In o
7Append|x (A).- Remember to sklp steps 7 throughhjlvlflyeuuaraij:
nbt formattlng a dlskette..'; ' o

‘_l Enterlng the Flret Database Managem;lt Envlronment —-the

f{lSHEET Envlrcnment  f 'anip’ . :: _; fv,.g_ff;ph--.;;:}L_}”

Whe}'l you hav\e ccmpleted Enterlng thO swlphony sVstem. ‘ the

,..‘

| Spreadsheet '(SHEET) envlronment wlll be already dlsplayed

-~ ¢ K

"SHEET ""' b’ '“d'°3t°d |ﬂ the tOD rloht hand corner.,:.ljéijgg;

_1 Explanatlon of thefSHEET Envlronment wlth Database
s

Locate eacﬁ of the followlng in ‘the. unlque dlspla;f:ormAtfﬂﬁ
5of the SHEET envlronment. ;l}ijf”’fffdi'f“ff&"ff‘:'

'CELL Is the lntersectlon of a column and a row ,ffha{ﬁ

-

;CDNTROL FRNEL ;- The top.. Ieft hand cornerf'lndlcates the

'4address af the current cell., uhen you mavefﬂthe cell pclnte”

"'ffrom one cell to a dlfferent cell the address changee In the




‘rjfhows - are deslgnated by numbers

.»whlch ar

'E.controlv panei‘.accordlncly.; 'Th"?»top,‘ right hand corner

Indlcates the envlronment In whroh you are’ located.‘llt should ,—f

l

f‘_read SHEET for our purposes now. ':{ : 47:’” i"e'f i »j_-w

V3CELL POINTER - ls the hlghllghted bar that lndlcates where you

g

are Iocated‘presently ln the spreadshe t..

AS‘ and are’  vertical in

VCOLUMNS 4: are deslgnated by 'lett:

Ienqth L yflﬁ_,_‘ ;g%f_

_nd'are‘horliontal in .Iength;L"

| 2. Ne will lntroduce each of the database management commands

&vallable ln the. SHEET envlronment as we need them

_ ,To Indlcate~ the ‘menu of. the Database Management commands in.

jthe SHEET envlronment make 'sure you 'are :lnd the SHEET

eenvlronment 7 press ME'P (FIO). and selift Query and press:{
'Return;_lln the. Query envlronment are the follonlng commands |
settlnos.command t- wlll arTbm you to create and Ledlt one

| . | “ | -or more Database Settlngs sheets while ln'

. Tthe SHEET envlronment Vo s et
:'Flnd'command 0 | f.wlll allow'you to hlghllght records
L Lwhlch meet speclfled crlterla contalned
g\ll':d"‘ In the Crlterlon range of the database
Egtract command o ;fwlll allow you to c#ny selected records

a

'from your database to another part of

v -'the worksheet , _‘ R /Q g-" o
vUnJoue command _ L - ls a modlflcatlon of the extract command

'but dlffers Iin. that lt automatlcally
ellmlnates qUDIIcate records durlng
y'record eejectlon:and copylng;'~'



5 By S
i | __ e ‘[.Jf(‘g" | 1n1-

-oeieteteqmmgﬁq.f.'.f“n11135116§fyou'tejdeiete“seiecteoiéﬁr
PR L;Fﬂf'r°°°rds “from. yo!“eatabase -1-jhf3ﬁ._i:”f”
LRecord%sort'commgndf witl allow you to sort your datehaeebhif
" -fjf{j'ﬁuf~records wh:le worklng In the SHEET o

-,~._anlronment

L

'_‘éereé’commend" S wlll allow you to create new databesey”

-

Lo : T : A
‘ \3 records by dlvldlng Ilnes of text Into Lo

PR

fleld entrles ,-7,1

Qulit eomthd‘- o ;ywlll allow you to Qult the Query command

5[menu and return to the SHEET menu

_l Deslgnlgg a. Database Form j'i.»%»

- e EE e
We wlil set Up a database for our Racquetball SportSaCemp.'

Toapreate a database you wlll flrst have to deslgn your form X

.that you wlsh to use.yqf

i - e

31 Because we. ere stlll loceted,1 i the MENU envlronment
’~'¢select Quit: and prees Return..vYou ehoUld be~back ‘In the SHEET
E T SRR T
envlronment. ;‘i.g,jfh,. ' L o

2._ Mova to a blank area of the SHEET envlronment (cel1 Al)

-—

' 3.f Type_ F]rst Nene:L :6 and press Return, 'ﬂove the cursor,'
down to the next llne uslng the down arrow key. 'kaf_'.'__{;”ﬁi
1 4.- Type Last Nane L 8 nd press Return. Move the cursor downﬁ”
to the next lln:>uslno the down arrow key. y_I't."§

' 5. Type Addres L 20 and press Return.‘ Move the ursor dodhff‘

. to the next Ilne uslng the down arrow key._@.,t"" |
‘6-- Type Clty L 10 and prese Return. Move the cursor down toﬁ.

P

WAthe next ylne uslng the down arrow key.._'

13y;?1ﬁ' Type Provlnce~L 8 and press Return. Move the cur7fr down:h

T g e




o .
“

‘to .- the next llne uslng the down arrdw key"'~ f’ "

8” Type Hostal Code L 8 and press Return., MQVG -tﬁéiﬁﬁr5°er~:

.dcwn to the-next Ilne uslng,the down arrow. key. R

-

- ;: fybe 5irthdate-D-1o~ and press Return.: Move' the-cursor

n to the next Ilne uslng the down agrow key..

10 Type Sex sL: 8 and press Réturn. Move the cursor down to

Lot . ~ .
"H“the next |kne usThg the down arrow key s

Note.,the format of your Nadb Range form below -
"”(Fleld Name Fleld Type: Fleld Length)

First Name:lL: 6 o
Last Name:L:8 -~ . TN
Address:L:20 ' T s S : C

¥Clty Lg10 -

. Proyinge:L:8 S S o : v L
Postal Code:L:8 *. . R o : o - s
Blrthdate:D: 10 L ' ' ' :

3 &X':L:B" : :

=~
‘ _l-Enter[gg the Second Database Managemeht Envlronment - the
‘FQRM Envlronment | |
once you have completed the steps for Deslgnlng a . Database';
'Form you wlr? need to generate'lt:; To do th]s you wlll nee§: :
;‘to enter. the FORM envlronment B n.~‘ ?‘ ' - jAgfi” )
.1 “To enter the FQRM envlronment press TYPE (alt & F10;
" 2. Move hthe cursor to select FORM and press Returns FORM

. : N ‘. - IRt = N =
. will be Indlcated.ln‘the top rlght hand corner .of the screen.;
- The top line will indicate ‘No Def!nltlon Range_oeflned; Just .

. . ‘

—

'_~_Eg§ore this. T e - B
- - B . “” .‘, '_ . N . . : ) : ) .,- -
._L Explanatlon of the_JQmsznvlronment .:3, _— vf/// .

"'l. ‘\« '~,u“.9
“1~, We wlll |ntroduce eac!

(\ _— . L o

he fORM envlronment ommands as

R q} i . g .

we—meed them To I&eaté“ﬁhe menu of the_FORM“en:vl_ronment,
‘ y o . » ﬁtéﬂ e e T

¥
.




/

]
~

(F10).

\\QA;tech‘eommeno}'

 criterla command

& .

"1f Because we nped t

- ‘and prees Return,

e

fisff

N

“The envlronment wlll dlsplay the followlng commands-rJ'v

.
- uﬁﬁr‘ aJlow you fo speelfy a~ cert;ln

database/entry‘form eomblnatlon

1-rwlll allow you to enter.

J .

edl .

-

g
or dlsable selectlon cr1ter|a reCords

Inltlal}ze command - wlll allow .you to restore the default

'G?“Bhete;command"

." ‘.

Lo
v > -

Settlngs command

_l Generating ¢

" Once you have c _pleted the steps for

Form,ygu wlll need t;

ESCAPE .

You wltl

entrles to all flelds
'record 'i».'?'sj”

' Record—Sort commandr wlll allow you to eort the current

ln the current

database uslng the speclfled SOrt~Key

settlngs

Sred sy

" . o ) ) . , " . ‘_. s . '.‘
- qulfallow you to create a slmplex S

»’-

st leld names

- wlll alfow you to flll

v

S

o oet_apﬁand entry ‘form from a speclfled »

In or. change one

enable,

make sure you are ln the FORM environment and then press MENU |

~

_or more Database Settlngs sheets ;h;;::f

he Datgbase Form

return.fo"thevFoﬁMoenvjronmenti

P Press MENU (F10)

3{'_Select Generate\and press Return.‘

generate It. ;-""'”

s

) return,to thg';56hu¢§5vrropm559}~pressw~

.

Deslgning-ajoatebqse'f

4.» Sehect Label ps your default fleld type and press Retprn.fjf

. ;, -

5. A‘default fleld.length of 9 wlll appear.

R o

Just lgnore thls



“'pe a(name for the Database settlngs sheet type RSCD or:~

| rscd (Racquetball Sport Camp Datab7§e) and press Return._.g‘ S

ﬁﬁl’- Symphony Wlll ndw return you to, the POHNT envlronment.“:;‘”f‘

You wlll need to hlghllght the range you entened rlan
AA~' e ’ O
{3'deslgnlng a’ form so move the cell polnter to the last field

ﬁ'fname you entehbd (Sex :L: 8) flf;v-ffn"'
/..'» o .

e .v 83 Press TAB tO anchor the cell polnter and press o the UD'«__,V

épolnter—movement key -untllv .ty,»reaches. the f flrst llneqf

L

ucontalnlng Flrst Name'L {6, Note you do not need to expando”

e ..’ S

.the hlghllghtlng to ‘the rlght to cover everythlng

.9._ Press Return agd Symphony wlll dlspaiy the form ‘ln your*{

5FORM envlrohment.‘,"f o a“‘gﬁf *: ;nif"aJ L?:~'”~QQI
The Entry Range wlll appear as follows.

_'Flrst.Name L ETRR “*,'»'ﬁ ;p{"j [ _j“;_’ o
: iAddress TS AR R - RIS
elky e T L S
.-Provlnee L g e R
_ Postal Cade _____ 0T o L
o Blrthdate T~ - T e
”ﬁSek ’

,_.

) Enterln‘hﬂgeords lht_ ¥our Database Form

-

Make sure you have completed :all the steps ln Deslgnlng at
nForm and Generatlng a Form before you s%grt enterlng records

,f Note..lf at any tlme you make a mlstake, follow dlrectlons"

.

:’Mln Edltlng Your Records (follows the next subsectlon)

R You should 'now be ln the FORM envlronment WIth the blankf

'form dlsplayed on the screen (as above) ;h’;:ff'f-ifa

‘;:;“2;‘ Type the approprlate flrst name.,last name. address clty,f

".provlnce..postal code, blrthdate and sex lnto the flrst blank*

. LA D . R . .
L S ' ol . o . . K IER



"“erame. you prees Return to move to the next ~llne., Note when

'§‘~reverse.jfv

. Edmonton - -

. T3W 2LS"

'7fsecond persons lnformatlon.

-ffb Johnson /"
‘;f3455—117 St

“h:vform. After each llne la completed ' for example the Flrst

,fenterlng the blrthdates use the 'format . MMIDDIYY (le'

't[:07/15154) ahd notlce how It changes on the screen..fwgg mont

lslwlli change to a word and‘the order of the day and month wlll
"h Here Is your flrst entry to type~

'-123 Unlverslty Ave

 Alberta - »?.;]-un{-f“{' .

";07103/57
ﬁ_Male ' e e

.fé; Once you have typed the last Ilne lndlcatlng the Sex.;:
‘I‘press Return _and the curaor wlll return to the top of the

Q_gfgﬁﬁé:"f

'3,j4;_ Rress INSERT (lns) and the record wlll noW' be Included

.the database. "j;fef“ if;fiyza:f“f}:f;ei;{ﬁj”

Ce

'fejﬁ.r You wlll notlce that after you press INSERT a blank form

o2

f'wljj be dlsplayed and on’ the top llne wlll be E'Insertlng

Recerd 2” - Thls meana.that you are now ready to flll ln the

Follou these steps repeatedly untll you have entered all of
'your Indlvlfuals Into the database and there ls’\iﬂblank form
- On the scre" n. ,: , e ‘ ' o . .

"Mlke

| EdmontOn




_Alberta

" TBR 4W3 -
. 06/24/51
S Male

" John . -

smith

10911-34 Ave"

'Edmonton

' Alberta’
©. TeK 2ES.

_02/13/54 S

:_Mary ;v;
. “Jones’ - - T
~ 712 Arch Street :
Four HiIlIs o

- Alberta:
. T4D 3P9
'512125156

-.eFemale

, 'Jenny e
© Mah . oo Ny
118 Brantford st,;

.St. Albert . -
CAlberta— oo
T8L SR8 o

" 09/10/52
‘Female

sally

Jones

23 Barford Drlve
~Leﬂuc

rta
305

;11/23/50

Fema[e

generatlng and enterlng record'f

(alt & F10)

envlronment wlll dlsplay your data management ranges

Select SHEET

. ;v' -

v'ndr press Return.,f

ot

_Explanation of Each Sectlon

Into a database,:

e

Once you have completed the~ processes .of deslgnlng andf.

PRI

press TYPE‘

The SHEET}e



o
Yo
-
;

| Eirst section - ,iy;,;*iffﬁqya?ﬂ) ;1);1,[a~7,ji;g”

" Name Rangg-;;_lndlcates the f fleld speclflcatlons you entereﬂ i

ln the SHEET envlronmqpt to create the form._

Second Sectlon :”,:';.Tﬁ -;* ';f7.; : ,:‘ 1;:?(‘_'

-

Entry Rango - Indlcates the form you 'created wlth the

e \ Generate comnand. :

' Thlrd Sectldh

P

Doflnltlon Range - Is the swltchboard that controls the

:'transfer of entrles bbtwee the form ln -

fthe FORM env1ronment and fthe records

. | stored i the; SHEET envqunment. B

Fourth Sectlon ,f,:.f'f o {_ f;4..5?ii; f r1>'vf‘“‘; fk. :f1w€

Roport Rango —;Indlcates« the lnformatlon and formulas

4-j§ g ﬂ*'i4 f. Symphony needs when prlntlng your dhygbase.'-5?

Frfth Sectlon ;” o ;1.

Crltorlcn Range - lnd\cates the Crlterlon records that you

 j _' _3 "f_ff : bcnter when uslng the matchlng faclllty.;hffu

P

SIxth SQGtIcn

Database Range - Indlcates all the records that CGIIDI’|80

s~

H‘7 {,5t. your database after you have entered them

“4;

o ,kf ln the FORM envlronment

Lo o '-';‘. N -

ir .0

_lfSavl‘g Your. Database :ﬁ}u‘";f.

You have nou completed your database.ﬁ hawever you must

ﬁf(D) Slvlng

rgmember to save your flle,v Refer to Appendlx




your Bacquetball SDort Camp Data(ase. N

_l Norglng Ulth Your Database

uovma THROLK‘:‘H YOUR DATABASE REOO@S B

ln order to move through your database records,'weg,mustﬁﬁ

PR.

7<j“ return to the FORM envlronment..._
7-1;7APress TYPE (alt and. F10). L L

2. Seject FORM and press Return. l;,'b

‘=a’

s

¢

v}iiéffi

e

T o Press each&of the keys I[sted In the’ fq;lowlng’ table“go"

',\'

 view yourHrecords.,g]"

PAGE™UP (PgUp) -

-. PAGE DOWN (PgDn) - will display ) your ‘next

"HOME'A;,A e —'q!Jnglep!ay the flrst record In databaeeff
; fENDyV,*'_y S t-;,hlll dlsbiay the Iast record ln database -
i‘éOToh(Fsix ;_1.31- wlll go to a partlcular record when you

. provlde the‘fecord number\

'~Note:Aas you,'ﬁove_from. record to record

'wlll Indlcatu, your Iocatlon ln your database.\, For example.f;

:i]l!'disblay your ﬁrev10u37rec°fd ; run_-v.

record

VAR

Nt

the oontrol panelﬂl

the controv panel wlll dlsplay 'Edltlng Record 4 of é' '

Check to.make sure that you have not made any mlstakes whenlj

enterlng each of your records lnto the database.~ Refer to the‘;

~

followlng sectlon Edltlng Your Records,»

any changes S R

R '/
EDITING YOUR RECORDS (Referral Sectlon)
i

There wlll be tlmes when you- need to change some of the‘«

entrles you have .madevln your database.

have entered the wrong address or - mlsspelled an entry o lf you.

dld not make any mlstakes _ln your database entrles.-Just readji

- a

lf you wlsh to make _

™

_For .examp1e. lf youil



'hfthls sectlon.v_m*ig;fEHC»j 3 ;E;_rj'fyffiﬁlf7iﬁﬂgfﬁ

LY

VL < i
1, U§e the keys Ilsted ln Movlnq Through Your.Recorde to move

L)

SRR Return or. TAB -‘wlll move you:;f'

;3;. To replace the content,-
are Iocated In the proper fleld. | 'Note-- ity wln be lndlcated-*-f*

'n‘ln the control panel..  ;if_,,peiffffvlfu vq”gﬁ“nﬁ‘

completed your edltlng.

“:H§' Press one of the followlng keys to store your corrected

u‘y record and move to another record-ﬁ3“3"“5”“

.1tJH§m§:~- "'} store current

h3»to,the necord you wlsh to Edlt.m,« fﬁf?;fff'iff”r77'j?}"‘>

2. The followlng keys wlll move your cursor ln thls record to

‘J«.,..

the fleld you wlsh to edlt. Remember that Blg Left end Blg

mgnt requlre uslng ‘the' Ctrl key plus the Left end nght Arrow

key. e

BIG LEFT L= Wi nioVe-rycsu, to
BIG RIGI-IT '_;:_--wlll move you to th Iast fleld

' next fleld

‘ prevlous fleld

UP Arrow f"_e wlll move ynu”:
~DONN-Arrow :}}}fﬁjjj move‘ypuitofthe n?xt flerd

LEFT Arrow t:lf wlll move yothofthe prevlous fleld

mem Arrow - ‘w‘l_fu }}-9 1 to the next fleld )

S

egydgf wrong entrymal;e sur¢ you T?

4

Type ln your new entry.; SYMPHONY wlll erase the old entry

3h as: soon as you begln typlno.‘- fress Return Whe" Y°“ “°V° |

u

L“.

r'cord 3 ’ ‘ .. | ’.'4 . ‘ . ul L

PgDn--; wlll store current record 'end move you tc the::

t

record or a blenk form If ther;




”1!record In the database

1record In the datao;se ‘;_iQH_z'__.wgii,*“””

1r;End 1— wlll store current recgrdfendquoyefyougﬁto,thef*1est:ff

- &

Note. Your newly edlted record ls not permanently stored

"tfyour i atabase 'untll you save your work agaln.f; Refer tofff

5|f13.3 Select'Yes a/a‘press Return..

fprpendlx (Dj Savlng Your wOrk--.Savlng a‘ WOrksheet Agaln —ff}

,«.

The next tmo sectlons, Deletlng a Record and Addlng a New.

';Record wlll just be referral sectlons.xso read through them
1 el

f’and contlnue wlth the sectlon*—cpeatlng Malllng Labels.- S
..DELETING A RECORD (Referral sectlon)

'If at vany tlme you wlsh to delete an entlre record1 foflowf:

r *:

'f_these*~lnstructlons; Ne do not wlsh to delete a 'record so
ti?brlefly read throught thls sectlon and contlnue wlth the next“
tmsummn.,tf[:fff .!?gf'flxﬁy"7y;y;ffgfﬁr9ff
f{i; Moye to the record you wlsh to Qelete by uslng tneff
yapproprlate keys as listed ln VOVIng Through Your Records ‘ ‘

;f2. Press Delete-;;';.i-h'?'*’_, ’, ,";vf'? '?}$jfﬁ7e.‘”fffd.
BN ""“;n

Note-‘ Symphony wll] renumber your records and adjust the
'rrecord-count statlstlcs dlsplayed In the control panel.il( f”djf
your

Note~ Your new deletlon Is—~not permanently stored o MR

——
T

"database untl you save your work agaln.: Refer. to Appendlxb

""“,(D) } SQVIngaYo —Work.e Savlng a Worksheet Agaln = Under the

”‘~R:Sané Nane

fADDlNG A NEWVRECORD (Referral Sectlon)

"'when you add a new record to your database you must entcr the



new entry after the last -record.- If you have sonteg the

atabase, you wlll have to.re-sort |ater té lnclude your he!/,;

. a s

o entry ln the sort.i We wlrl be sortlng Iater. i:rff'.”fﬁf!fffyi'#

S ‘:1;:5Make suge you acgvjn your database\

'75{3»Press END to move to th9 last entry |n your database.;Jf7 -
'“713;..Press Pgnn to dlsplay a blank entry form.'ng,'~bf?£*f;f3fj*ﬁ

;A;i;Follow the steps In subsectlon Enterlng Records lnto Your
Database Form.”ii o ' “: e

Note-e Your new entry Is not permanently stored In your

database untll' you save your work agajn._ Refer ,to Appendlx fi

r\

(D) Savlng Your work’—‘ Savlng a‘Worksheet Agaln - Under theafj

7~f‘ CREATING MAILlNG LABELS f”'“:Etf“; 'f'""A}'~ff“ o fi;ih?i

‘; Follow the dlrectlons to create the “followlng }géget of

yvmalllng labelst-

":'_1. The database form you created wl[l be dlsptayed however,
';\Qe'wlll need to change to the SHEET envlronment.__,i‘”jbvhfﬁfﬁg
oz Press TYPE (alt & FIO)., RS |

- B R R R
4'3. Select SHEET and press Return.,f~pg, f‘fn*;}-'”;ﬂffffff"f H
f4. Move the cell polnter to the bottom Ieft naqg end area of

lf!your worksheet. Move the cell polnter another three llnes

Q_”down as we wlsh to Ieave blank llnes.'fh_{'

g 5._ In one cell you wlll need to enter the fleld namee thatﬁﬂ

'"ffyyou want to |nc|ude In your malllng.labels., To Indlcate what

"W;ﬁlnformatlon wlll be seleeted from't e_databasex to customrz Q

rfjffeach ietter ’2an ampefsand

.‘_i;sglectlon. '

A LV



77.ELWIth~ your ‘format created ~for each .line of the ‘mailing

8.‘ Select Query and press Return.s -

s._ Select Settlngs and press Return.,~-5

4”

»:and move down to next llne'uslng your down polnter*key.‘_.f:.;fif;
- Type\&Address& and press Return and move to next llhe.y‘f
. SRS
Type &ctty& &Provlnce& and press Return Aand move, to negt I
"“3-- GO f.??' _ﬁA-"’;";;_fi ’7._ - 3"@g725t £
Type &Postal Code& and press Return and move to next Ilne. _ ;
3 -'v. X .

The format of your malllng Iabel should now look flke thls.%fﬁ;

'&F1€st Name& &Last Name& e."'-7,]i'-;',"{? LT
.- SAd8ress& S e T e
L &CTty& &Provlnce& : TR &

aPostal . Codes ' 8
t :Q,Q-”"?;.ﬂ'\;”;“.

o : yqv
label press MENU (Fao), ;tv. ,

Note..your Database Settlngs Sheet appears..f

10.‘Select Cancel and press Return.: ,y'f,'r

'133 Select° Report and press Return (tﬁ*ﬁ erases the current]r

&

‘ end of the malllng labeI uslng the down arrow key.;uf'

L-

Report range settlngs) _f.' SRRTERE ﬁ.,f

12. s°'°°t Report acaln and press Return. ’f? .+

13 Select Maln and press Return.’

14 Move your cell polnter to the cell where you enﬁed your
flrst Ilne of your malllng Iabel (&Flrst Name& &Last Name&)

15 Press TAB to anchor the cell polnter.?: nghlight to the;;

P

.‘/_

~1e. Make sure to hlghllght to the right lf the Iabel ormatf?

and ymbols have extended beyond the flrst cell. Press the{5

rlght arrow key two tlmes to do thls. LT S
e SR T e e e e

-

C



Lo

'%_three tlmes) 'T‘g;_efi;»,‘tl.~] ,7

17 nghllght 3 |lnes down past tne rest of the.malllnd label

format by presslhg the down arrow key.f Tnls wlll low epaces ”f

to be between each label.‘

N _ e L PRI ST
18 Press Return._v';.Qé,ﬂ ;-jj;-_:_ ~1j'{- e

19. Select Qult and press Return untll you have cleared the
S e
top llne of the Menu (you must select Qult and press Return

3 RTING YOUR DATABASE BEFORE YOU PRlNT ST

= ‘g{ T Coe L .,f

SOrtlng means to arrange the records ln: a database“ ln a

|oglea‘0rder accordlng to a deslgnated column or: fleld.

*database. you heve the optlon three ort H;

Y . S

- --‘keys (‘lst-l(ey, “2n and 3rd—-l(ey). T e first sort key 13

o ftheqmos} lmuortant and tﬂ% second and thlrd sort keys act,as,ff

: ;_,“—.3 Press MENU (F‘[Q) ,1-' : ,.,

"j;is, Select Sort—Keys and press Return

;jtle~breakers. f;For emample. ln our database.‘ we have two;f'

3_2. Select FORM and press Return.h,

”n_“Database settlnge sheet).‘

8. Select 1et—Key and press Return-

v{;giﬂu Press

'n”Jones and lf we wanted Mary Janee to ccme before Sally Jones{“'

_'. '4‘.7

w‘our flrst eort key would be by last nume \and our secnnd sortvj:

iy'key woulu be by flrst name. ln tnls leseon.ﬂ we wlll only bega-

S ‘7.{
N l i -
K ./

_;ffconcerned wlth sbrtlnn by Last Name. ‘jffis__i

Prees TYPE (alt“‘& Fw) (

“f14. Select Settlngs and prg&s Return (notlce..lﬁhls:lﬁg{tnéu{

,_.appear R



.‘ h

t. v

7?8. Select the fleld’neme, Last Name and press Return. ﬁ.?" o

i < -

r; 9._ SeIect e for ascendlng as we want to sort elphebetlcally
In escendlng order._ Press Return._ Note, If you had wanted to -
sort In descendlng order, type In d for descendlng.v_j w<_.t%*f'

| {10 Select Qult ‘and press Return. Note. your formﬁfIst

dlspleyed geln-

‘Onceligun have Indlceted your sort key;:you_need'tow‘now:sort”;

the’ datebase.

:1i. Press uenu (FIO)- -[{"

PRI

12 Select Record-Sort end press Return.{;

'fef 13 Select AII and press Return as we wlsh to'sortf'elI_tne{

\

-

records SYMPHONY eutomatlcally reorders the detabase.v,V””

P

D

Meke sure thet you SAVE YOUR womc. Refer to Appendlx | (b)" :

Sevlng Your Work - Sevlng A Worksheet Ageln--_ Under the Seme .

| Nene Use the same name RSCD or rscd. . “;_“-” -

PRINTING YOUR MAILING LABELS

L4 Before you prlnt | you' wlsh to sort your aIIIng Iabels‘

A
refer to thG sectlon on SORTING YOUR DATABASE.r

-

Also. before you prlnt meke sure that your prInter&ls on.

and that the paper Is properly allgned.
L (F9). SRR ';"',E;f".
r”Z%’ Select Priﬁt and press Return.' S

'3.2 Select Settlngs and press Return.

’ 4...If your Start-Page number Is[ not 1 select Page and press

—

s Return (lf lt ,‘) contlnue wlth step 9)

6.2 SeIect Number end press Return.;"fs' 'f.j S

Remalnlng your‘.present envlronment press SERVICESZ



(R T 'select Start—Page and press neturn.itf,'7:{ .

"-7. Change the prevlous nymber to 1 and press Return.

»Ta;§§§21ect Qult and press Return.."i '7f.t;"

.I

'(v‘

9l Select Source and press Return. =:f‘7;j”fv‘7jf:ﬁ'»'--esu'

B 1710, Select Database and press Return.; Symphony wlll dlsplay

a llsthf your database settlnps eheet names..ﬂfu,-'

'icll. Select RSCD (Racquetball SDort Camp Batabase) and press 'fff

"Return,:j'
‘12 Select Page gnl’%ress Return.v_'ff-_; flf' u;*'~v§'

“13 Select Breaks and press Return _'QQ

e

'f,'14 Select No and press Return es we wlsh to Contlnually

-—,

{'prlnt our malllng labels anq not have page breaks between each

"label.

A .
L e . -

oy

e

T't‘Note.:you‘have now changed the default settlng for Breaks from

"7]‘Yes to NP

'prlnt somethThg else.a~:

Q15 Select Qult and press Return. f7' e B S My

‘}the labels are out of Ilne.' preea‘ﬁREAK (ctrl & Scroll Lock).;_.i

v\Make sure you}allgn lt agaln lf you uae,thls comman&

1’18 Select Allgn and press Retuﬂ#

g R - ;

17, elect Go and Symphony wlll begﬂn to type your Iabels.'Vw“

fi't mlght take a qu7attgmpts to properly allgn the labels.l lffl

S Y

;:f L_l Exltl;g from the -MEE__EI‘ ystg@

. ‘Synphonv SVsten. .

'i"tne smmm System refer to A&endlx (B) Exltlng fron tho

lf you have completed your leeson for the day. to exlt from

g z ExltlJ from th\ Al'«.e.";;.{ Sy stem CRTE e

AYou mlght have to change lt back when you want to ffj?




- the ‘Access System.

= Tws SRR TR

@

- 5§§§9ﬁ‘§’;'A_DATABASE WiTH A LETTER - o

BT e R S T

' To complete ypu;eegjt,ffefer to Abbenqlx”(C)br{Exttlhg_fromi

PR oo . o P -
L : . L : :

LESébN*is'ouTcove;f'

23 Unlverslty Ave . ' L T : N Co ﬁzl//,
Edmonton Alberta ‘ : S S R s

‘Mike Johnson oo o S

3456-117 St v ‘:n L ."_ﬁ . L : o 1iv'4 ,'{
~Edmonton Alberta U e R
T5R N3 g o - DT . Lo

Four Hllls;Alberta : S : Do
T4D 3P9 y o : R R e v

Sally Jonps ,j.fb ' i_1. ‘f B RO .
23 Barfogd Drive T L )
Ledut AF erta.; S . -
T7Y 305 S . T ,g.~fﬁ>§\ S
Jenny ‘Mah: .

118 Brantford- St

,St. Albert Alberta-
T8L 5R8 ' .

7! John smith . o e e el
" 10911-34 Ave ’ - ST e e

Edmonton Alberta oo e
.TeK 265~ e e

fiob'éct|9és='ff'”‘: ’ PR f;"fggﬁ

To ‘merge 'a'modlfled“~verslon of ' the Ieéker;*brepared‘fn

Lesson 4 wlth the database prepared In Lesson 8 in Such'a'Waya

~

aeuto:prepare'Indlvlduallzed Iettens to certaln lndlvlduals in

'the database;_:,;[ Lo 1"f.:”',- e

2._' To save. and prlnt lndlylduallzed letters. to ‘cettain

3
lndlvlduals ln the database.

.



@

Po4nts to Remember'i;if7;?*f‘ R

o N T '\':

The letter In Lesson 4 was prepared In the Word Processlng -

or Doc envlronment.o The dstabase ln Lesson 8 was prepared

j “using ?‘hf4 SDreadsheet : (SHEET) "df_ Database (FORM)

- -envlronments. In thls Iesson we wlll be‘ uslng all

" steps 7 through 11 lf you are not formattlng a dlskette

three
| eﬁiéronments to create our Indlv|dualrze& letters.-i'“ffjff -szff

2.; To select TYPE (Alt and F10), you_must flrst press and ftf

hold the Alt key and then press F10.ﬂ

_l_Re-Enter ng" theys:t“

q- .§=“3-'5—-- e e T f71¢¢g;f§~3{
- To re—enter"the-symphon“* ‘

s emv for thls Iesson.: refer to
Lesson 4, Sectlon A Enterlng the sVnphony 8ysten or refer to

Appendlx (A)"Enterlng'the 3ynphony Systen.‘ Remember to sklp

5

B) Creatlng a Form Letter ','~ﬁ .ti .‘~

”ﬂ'.i We wlll retrleve Letter1 that we typed durlng our word

_3_-ﬂs3|ect Flle and press Return. -:f'ﬂ:v: } ,'iiy,fetlfg
"54.‘;Select Retrleve and press Return.

;1,5; . qﬂect Letteri and press Return.lfh

fuﬁf.”_To do thls select senv1css (F9) agaln.f.'
nyﬁ.”:Seléct Flle snd press Return. {;rplﬁﬂ”'1.5ﬂfy”~§ff{%*7""“
ﬂrs.ijelect Save and,press Retnrn.gseg-Jjgf{fh*fjffagQ54;yi

'quto. Press ESCAPE

processlng lesson.3 - j- | _r ,g.“"yjjf_fj_‘;'v vf"‘ ;W_Nﬂﬁfé

2._ |t doe§ not matter whlch envlronment you are In so remaln S

in the SHEET envlronment and press SERVICES (FS)

4.

o

;'%.f We. do not want to alter our Letter1 ‘ howeVer. we do~y£nt

—

'to make another oopy of lt so\ue can alter
P

. ,_,,

;fE§9) ‘and rename your ;fetterzﬁyﬁitgﬁln
B T i

..




‘fthe sentence stopper - 7 M.“M 1“v'- o

tln number 15.,;’”

ftyge in &EOstal COde& and press Return.f'

';‘rlght of screen) Start typlng &Flrst Nane& where Mary

tfthen use the delete key untll »the word Mary lsﬂ deleted.A

';Letterz._r Press Return and you wlIl nowfhsvejCZL{lettets;

7*fLetter1 and Letterz._'"

e

11.°We wlll ‘use this new flle, tettera fer;tnls‘leesen,so';"”“

f:;remaln in thls flle.,\_h,

&--' B

2. Move your ~eursor to. the nghéliihéléfufhe'J#QAfessgﬁﬁéfy'ft
”Jones.q}jrj_* ' ' S , e

M13; Press Insert (Ins) ‘as we wIlIAbe tyDlng over. the name anqﬁli
,address of thls letter. -You wlll see Ovr on the bottom rlghtii_

f@of the screen.;'

v

'.'14 Type &Ftrst Nane& &Last Nane& on the flrst Ilne and press
”:Return.'fw h e | ‘

15. Type &Address& and delete the rest of the line ¢by

N~

I_presslng the Delete key untll everythlng Is deleted except

. l‘
."—"'

'fg16 Move the cursor to the beglnnlng of the next llnewand;f'

type In &Clty& &Provlnce& and delete the rest of _the llne@ss it

“:17 Move the cursor to the beglnnlng of the next llneesndﬁ

Sl

°

>18. Move the cursor to the next typed Ilne,vt(Deer Mary>la6d
' “where Mary is type &Flrst Name&. . Press Return |
fI9. Jhere are two more Mary s ln the letter to replace.. Make

'ffsure;your 'Insert key ls turned off (remove 0vr. from bottamf-

L Z o

Do{i




’"lfewhere ln the second paragraph.-' Press qustlfy,(FZ) and your

t Tfsecond paragraph wlll rejustlfy ltself..i't“-

fm” you add greatly to our efforts.;d;g’;;,

T2 o You. wlll- now have to alter' your second paragraph’that

’_beglns wlth _ By the way To do thls place your ‘cursor any

S ‘.fsfj; B
Note, your thlrd paragraph wlll not need to be reJustlfled

¢ 7

21 Move to two llnes past the end of your. completed letter

-

[

%@and lnsert a Page Break ‘to complete your Letterz. : Refer to
Lesson 5 Page Break sectlon._ Thls wlll ensure that each
g |etter wlll start on a new page when you prlnt lt.”fl;;f”;‘Tj";Lﬁzl
= Note you now have customlzed Informatlon appearlng' "your
,letterv‘from the database you created. Remember youu”muggglf?
| 'alnays spell the fleld name exactly as ltvappears ﬂf%gQéﬂffplﬁ

database.if"'

Thls ls how your letter should lbokir R T PSR EE "

‘aFirst. Name& &Last Name& B P e N
 &Address&’ o L S
 &Clty& &Provlnce& w-;f T e e ' SR
&Postal Code& T e

s Dear &Flrst Name& 't-'g'ff}. . ;“‘-Jf-vfl<"h'

lt was a pleasure to haveV you as a partlclpant ln our
N Racquetball Sports Camp last summer . ‘We ' are contlnually
: trylng to - Improve our . program “and.: keen partlclpants such asﬁ?[

By the way &Flrst Name& l note that your blrthday ls next o
eek.- Please accept -the best wlshes of our entlre SDort Camp'
staff for a very excltlng day. 1];? »

AT As sprlng approachesi we wlll be sendlng you a packaae of
? lnformatlon pertalnlng tO\your 1987 program Best wlshes and
Happy Blrthday &Flrst Name&.\ﬁ?'f, A i




Janet Smlth » R o T NI
- Camp Dlrector T S T N S KPR

_lVSavlgg A Form Letter”‘ : : —{-

s

' Before Jyou contlnue. make vsuap that lyou——save—your Qformb

'~|etterg ”You -wlll save thls ‘flle under the same” name - ;‘
; , >~;. - L / B ‘ . . \ e . . v
g LETTER2., Refer to Appendlx (D) : TSavlng.Yourf?ork'-'Savlngﬂa!_

Worksheet Agaln - Undor the Sane Name.‘

L _l-Combln ng leferent Flles s zoi__; S 1v |
. The ‘two. flles that  we wlll ‘be uslng wlll be"LETTERZ and
B eRScD. Wln‘order that we do not Iose‘ our flle that we'jare

copy1ng on to,, we wlll flrst make an extra copy of our’*h*

3

“database and use the second copy for thls exerclse.'

.~

1{' Remaln In the poc envlronment and press SERVICES (F9)

- -

: 2.'.Seloct Flle and press Return.-.;t,71 “lvf“
Lo : - E S T Lt e
"43,;uSeJect Retrleve and press Return. 5_‘ S

]

- You have more than ‘one Ilne of flle ﬁames{ln'thé cohtrolh

;lipahel so you must use your- cursor to reach the proper flle

’

P

,lbfiseloct RSCD by movlng your 'cUreor unt!l4you.reach__thlsvf|+e,c'”
name. Press Return._ | . | .:'£{' . R o
tsaf Press SERVICES (F&). . .
lo.ctselect'Frle‘andvpress.heturn.f.:' |
v7,rcSele2t Save and press Return."‘ | | -
fb}:_Press Escape and rename your extra flle as RSCDZ by typlng
.C02-9 ;ress Roturn.;~2:",e f"ti,L ¥;Q;2[ | -

Now y6u havo two database ‘flles. wejwlll,USef thi$ second. -




’-a14. Sefect COmblne and Dress Return._"fﬁl'r.‘f ;]rilhuj :éfi;;:;]

3.]17.ﬁSelect lgnore and press Return.v”.

:'fto prlnt.n-.:E

’:Vuof cells that OOntaln the letter as the report range?fdh thefif
*’*‘Databa;c settlngs Sheet. T e

o

'udatabase ?1ﬂe aa our worklng flle.LfJ i

‘P Makc jsure you _are ln the SHEET eanronmeﬁt by
*TYPE (Alt & Ffo)

f1o. SQIect SHEET and press Return. E?L e 1L~¢igfaﬁ

,12._Press seavucss (Fs). IR R R

i13. SQIect Flle and press Return._r
'16 select Entlre-FlIe as we. wlll
. Ay
-Letterz._ Press Return.

,18 Select Formulas and press Raturn.; "";\ e

| S o
use. pggn.,,,..;;.:,,, T

:

e . .o N . U e e, ¢

. FIRAR A LA . F
p‘ . R . [P ! LI B

Placg \ your 1'cursor two Ilnes béybn&,'&burl database
. R e

Informatan n. the left most posltlon Make sure' that the ij

. R T P A

_rest of the workéhbet Is blank.; “‘;ﬁ, el ’f'{_fj;;_{?"ﬁﬁ

15.‘Select Copy and press Return."’Tﬂf,*lﬁ’j’ﬁf35-7g‘:'f R

s

PN

' the entire.. '

i)

1»19 SQIect LETTER2 and prass Raturn.v/You should now be ready

t° prlnt your form '°tt°f US'“O your database as they are now o

,_'ong flle,,_ . ‘. d/ - ;_.-z;‘._,. L y‘& el o \

I ,‘ '.:'_

Note.vthe Letterz should return to the screen.”'To~v|aw If

. VI\.

Vo \L/

Carry on wlth tha next sectlon of Instructlahs tO-cet raady:;:

_1 Prlntlng a Fo?m Letter'} ':;fg;.s;f.f{i;jhl_jffoe};j:f A

°To prlnt a form letter you flrst need to speclfy tha range

i

[

/.': v .

Note-‘ |f your.-form letter gagyaggsqasg,Hapa;tggi.;,pi;g

-

A




B PO Press TYPE (alt & F10)J
V~{.v Select Query and press Return.;lf“f

"eB;' Select Cancel and press Return.

A}2} Select SHEET end press Return.-_. DRI

oy

~§f_flles. before you prlnt you must comblne the two flles so theyf;gf
-'are retrlevable on one flLe.v_ Make ‘sure that you havefﬁgﬁ

‘ i;completed the prevlous Sectlon D cOnblnlng leferent Flles'i'f

flrst (we just completed thls sectlon). .\7'; *V“aﬁ

ﬁ~

N

é."Press MENU (F10) - ';“lf ﬁﬁl“'f',um‘

,5.* Select~ Settlngs -and press Return.?b Note: the qutAbasezp;i

settlngs sheet appears. ‘J"~uf;° L e 5'1.,215.“f,”‘
- SRR L me
_ _ 4 Lo

*. Select Report to cancel any exlstlng :Reportzsettlngs and. .

'ﬁpress Return. .; "t' ~_ost;§ S

_ a Select Report agaln snd press Return E
= 9. Select Maln and press Return.”ff’l 'l'- S ;'f’f ';?f.v
4f; hote- there are two address headlngs close toge}her..Stertyy;

b

eyour hlghllght wlth the 2nd one. as the flrst ,one was createdT“*

f‘for your malllng labels..f t’a. .

'.,}-.

o 1Q Move your ~cell’ polnter to the beglnnlng of  the secénd °

) “ . L » ., ‘ N . T . o v e
address.4 *; . ' S o B
11, Press TAB to anchor the cell polnter.;

12. Highlight - the whole range that coﬁtalns the .eéfeE—your

Just comblned wlth your database by uslng your down arrow key
¢.

-'Make sure that you lncludc &Pe Page Break ln your hlghllghtrf'

T

Also make sure to hlghllght past\Kthe rlght margln of ‘theif

-rdocument by uslng your 5lght arrow key untll 'you hnve}"

completely hlghllghted the entlre letter.,a




;,-_5; select SOUrce and press Return..ve;tfk'

'i;ﬂ&1z Press ueuu (F10)

;513 Prees Return. ;Lis_f,f~,f{g‘f“'

v ~properly..r
’:2,- Press SERV|CE§“(F9).
3. Select Prlnt and press Return,a

“Aua4t Select Settlngs and press Return.’j{{ffjjfkﬁ

) ilall of your Database settlngs,sheet names'ﬂvtfﬁ

,gCamp Database earller) and press Ret rn.a_>'figpm_ﬁﬁffa R

| ;_a. Select Qu1t—nnd bress neturn,u;_' _
F;ﬁo step 25 to cont'““°' ) 'f y cu WlSh to prlnt~ only certaln .
vrecords. contlnue wlth steDs 9 ﬁhTOUQh 23.,,;jgjpf;(g‘:“

itv}database we created In Lesson ?

3j'1o Press TYPE (Alt a FlO)

»

,\,4

6.“ Select Database and press Return. Tﬁeﬂécreeh
o . - i"g

Select-_RSCD (the name we uéed for our Racquetbal

"\

the.'if you wlsh to prlnt All of the dntabase letters. gof?l

)

_—

In th!s lesson we wlll contlnue wlth steps 9 through 23..5}ﬁ

_l rlntlng nlz Certaln \Records _” Changlgg Selectlonff

. .

'T9.. We are only golng to prlnt Ietters to ail the Maies-o"o,_:f




e

“jS. Select Crlterla and press Return.jgi FRR

:c;if;§Zj€f:

id. Select Edlt and press Return..f L

'715. Note that the form s blank. = Press Return until the =~

cursor Is Iocated ln the Sex fleld.:';cf:ffV,f"f”fﬁfLvaﬂtiiff]f

;t16 Type Nale ln the Sex fl’ld and press Return.ﬁ_j#7'

*'}17 Press Pnsert key (lns) and the crlterlon record wlll befru

'_Fstored. ‘7 R 7\.’ & f »"'?"?

'de;.Press MENU (F10)

f \,_

h 18 Press PgUp to exlt from the crlterﬂa entry process.A

¥

-;ZOL Select Crlterla and press Return,‘

le; Select Use and press Return.:_ne- S 2 - jiﬁ.”f - R

»,22. To make sure that only the Males wlll be prlnted vlew

‘your database by’ uslng Pqu and PgDn to vlew ; Only your Male

'jfrecords should be vlslble.

akza.‘Press SERVICES (F9)-.

.25, Select Allgn and press Return..w

28 Select Qult and press Return., The cursor wlll return“to"

:‘the orlglnal posltlon.', ';f.'gf_gi'gf ’_g{..flﬁfy

"c\

<

”324. Select Prlnt and press Return.'hv

"’26}'Select Go and press. Return., Y&ur database Ietters wlll
';start prlntlng ‘ lf JLU wlsh to Interrupt the prlntlmg, pressff
| Break. 55“"Nf‘;;‘r:r- .h?;‘1l 1__1“af};t 'wbszv.l'

'5j27 Select Page—Advance and press Return\\§3;f?f;";mk. - :»..J

/

/

Lew i

_l Returnlng to ‘the Or;glnal Set of Records

Ty Nhen you speclfy to prlnt only certaln records, as‘_ln ther

, N

’,prevlous Sectlon G ~ you vwlll only be able ‘to vlemv thoseﬁ

. certaln_fecords.. To return to dll the records belng dlsplayedhﬂ

".ﬁi_ N




ln your database after you have prlnted only certaln records.i

you must complete the— followlng lnstructlons ln order .tofffe

ulsplay the entrre dhtabase aoaln_?‘l,a,

Press TYPE (Alt & F10).._-
A 2., Select FORM and press Return‘{”‘
.3. Press MENU (F103?“.

4. Select‘Crlterla and press Return,_;,'lfﬁj;f}ﬂurfﬁ"»y N I,
: 5. Select anore and press Réturn._ 2f*ff.5;tg7ffj;;;; e/ﬂgrbcgf

8. The ~cursor wlll return to your databaee so vlew through 5£

,-

‘ each entr§ to make sure you' have'all 6 agaln. ' Use PQDT and3ff

PQUD keys to vlew __> j;ﬁ" ~'JS:}'1L<5_v¢gl['l'ﬁ‘i{fe_g-, -kaﬂfl

_L Exltlng from the xgghon! xst

If you have completed your Iesson' for &he day, to exlt from;f'

t&e svupnonv Syetem refer to Appendlx (a) Exltlng from tneﬂff

_l Exltl;g from the Access System

- e . e

To complete your exlt refer to Appendlx (C) T Exltlng fromf};

the Access SVsten.;l;'¢ﬁm;‘v i"?f;fj‘f_7;“i“"'“

LESSON 9 ourcous. o L e e e

P . S L e

L 3 Letter of

Jim Black ,f'iﬁ'“... L e
23 Unlverslty Ave e el e e
Edmonton Alberta LT e R I T A

:,b;ea‘rf-*.fdi.'fi'néé’ .

"you aa ‘a partlclpan”"
‘We - are:. cOntlnual



. 10911-34 Ave

.{Ef,mm"_f']}fﬁ'p13-~g'}:f_-‘if;':‘{ ¢3k1135f:ﬁf
e AN I D N e T e
‘ By the way Jlm. l note that ‘your. blrthday next‘week
_-f?!eaae accept the  best. wlshes of our entlre Cport Camp staff _
~-for a- very excltjng day. ' ;;v - Y : R s e _‘;:
: '_ . ) i - B - LNl . . I
o As sprlng approaches we wlll be sehdrng you ‘a package of
;lnformatlan pertalnlng fo your 1987 program Best wlshes and
*Happy Blrthday Jlm.- , Lo L

-1Sihcerely;ej

‘Janet Smith . R
Cqmp Director N

Letter 02_

R Mlke'Johnson - . e ey
3486-117.St ... U0

. Edmonton Alberta o T R
_*T5R w3

, It waa a- pleasure ‘to Nave you ‘as a partlclpant- in our: .
_ Racquetball Sports .Camp . last summer.“ "We are. .contlnually
”trylng to. Impfove ‘our program ‘and keen partlclpants °'s ch as,
pyou add" greatly to our efforts.ﬂ h y l&

3 , ’~$5 » 541,
By the way Mlke'} note tha . M '
;_‘Please accept the best wishes of Bu entlre,vSport Camp staff
- for.a very excltlng day. ~5."rﬂ, »W‘,, , i .A_;,‘

- : N RO ’ ) R

. ‘As sprlng approaches we Wlll ‘be's _dlng you - a. package of -
-’Informatlon pertalning to- your. '1987 p qgram Best wlshes and
~jHappy Blrthday lke.._ o : , - S

"srncereyyr\\._V

”Janet Smlth ‘\ i,!:;_“j'vlf,"fc-rﬁf_vifi" e
Camp Dlrector S i " . , L

sle

ketter 3

- John Smith ’z,’ R TR

ERIERE SRS IR



~,;-Eemonton Alberta e R R P P R IR
| Tek zEs B Y S

ﬁ

";Dear John.»,.‘ _‘f’ﬁ_,,‘
‘.v . . B . B Lo o l {, . i . - et
It was - a pleasure to have you as - a partlclpent Inour - .
j-RacquetbaJI ‘Sports . Camp ~last summer. We’ -are: contlnuarly_f.
~ trying to .Imprjye”ﬁur program: ‘and keen: partlclpan;e such as
) ou add greatly to ou efforts.]«-iqu , bv-;:[:’f'ef't-ﬁ; T

. _‘_‘",s ’ ’ E ’ '.‘-. o ‘.‘ . .‘ . -
By the wa ~;Uohn. L-note th,t your blrthday Is‘neXt week .
- Please’acce the ‘best ‘wishes of our entlre Sport Cemp staff,@;
.f»\for a very lxcltlng day. BT T cLh B
N As spring approaches we wlll ‘be sendlng you ‘a package of ﬂf
_information pertalnlng to your- 1987 prbgram Best,wlshes andj'*
. Heppy Blrthday John, I . v e 3
: ,“, o ‘h-}' <'.m‘ e‘;_M'.'::
‘ | . L i .. . ‘ . : L ° . ‘:f‘

R ' ' TR o ' S
. Janet. Smlth T T e
f’Camp Dlrector D\ T R _

’ SN L : ' . R TR :\ i‘»‘;il'
a4 £SSON . 10 J%DVANCED TASKS FOR DATABASE MANAQEMETI '”{?147 )°

fObJ&ctlves-u_hf,‘3;“";‘_71;Ti“f}';;;l'v’ ;‘@
'ji;ﬁ [ntroduce the user to several :advanced~vtaskssﬁof{ﬁa

ffﬁsYMPHONY wh|ch ‘are commonly used in Database Managemeht._,:ftgjg

.e2 To prlnt and eave your entlre data manegement rangesliéf%??f

'Ditholnts to Remember > 1fiik”pf'i;*f?;{fﬂ“_ht‘frfei;ﬁf”i;]ﬁellﬁjff
| Thls Jesson Is optlonal end may be omltted wlthout

ur"effect1ng the eontlnulty of the lessone whlch follou.-,l'

. ] : e
Thls Ieeson requlres a femlllerlty wlthﬂ the slx»-'Deta.

h»j?Management Ranges descrlbed ln Lesson 8‘

ELEP

°8 prlor to benlnnlhg Lesth‘ IO.

:‘fjfadvlsed to re—reed Lesvon




> e

Tlistead of sortlng by sex. we have now declded we want to sortif*
by Blrthnbnth. , Our blrthdate fleld conslsts of year monthﬁhj

R;”and day ‘so we need to create another fleld to 4Indlcate oniy-i7

Blrthnonth.;V-av_j ) ‘
Note- nt ls not posslble to use the blrthdate fleld we haveg

'-created to sort by Blrthlonth..‘ You must cregte another flé«df
that only speclfles Blrthnonth._‘ “"';:f'f' f”.{,» 'Vgxfxe,,~;_
& : Caa R ,

Try tondd another fleld to your exlstlng database wlthout ’j
y ata&tlng wlth a completely new database. Just revlse your'
: exlatlng one uy creatlng another erId wlthln It and make sure .

‘to update each of the Indlvlduals Blrthnonth flefd by uslng.:~
B TR o . .

_the. same blrthdate month. :?' . , R P

7 . B y g . . ‘) .\

DATABASE HANAGEHENT SOLUTION ’ S S RN

_1 Re—Enterlng(the !mghonz S!st _-ﬁ; o

".."‘ﬂ\ _’, o ., -
_ To re-enter the symbhony System for thls Iesson '.refergéfr:
Appendlx (A) Entaring the S'pphony 8ysten.- HOWever beca e'}3

~ we have. already formatted our dlskefte? ,steps 7 through 11

may be ellmlnated.'

_l Retrlevlng Youf Flle o k.5g.;;v;- f::" .
‘_, we wlsh to retrleve our flle nsco Ref rto Appendlx (5)
: ..: ."‘ ® ‘ L
'.hetrlevlng Your Flle..e ";; ot .
_1 lad1 L a g F|é<A Cw oL

‘Flrst'you Wi have to add the fleld 'n;the,uEntryfRange'
'(Second Sectlon) e '
1. Press TYPE (Alt & F10) B IR

8

3. uove your cell polnter to the cel

2. Select SHEET and press Ruturn.,_V-»;<;¢7
N .In the _Entry.Range '



(Second Sectlon) where the Sex fleld Is located

-A;,iWe wIII'Insert s blank row so press MENU (FIO)
- Select Insert and press Return. // /”\ VR e

,.fB;;nSeIect Rows and press Return._f..-v

N . ‘ ', R . o
° 3 - ) :

_'-7.4 Press Return agaln and your blank row wIII appear ‘,g-]'

8.: Type In the nsme. Blrth-onth press your space bar once

U

and then drsw a Ilne wlth your underscore key (by presslng the

sh!ft key and the hyphen key) as ln the rest of the flelds. _

L

Use 3 underscores as your Iength.,. '_ B ft-;V”*i ) O
9. Press Return.~,; I ﬁ:.;,,, S f"l QV]'f'fmff': A

Nexx you wlll have to add the riew fleld In; the aeflnltlon
/’ [ PN \ o s
Range (Thlrd 'sectlon) It must be the exact erId name and
B & P
’-Ienqth you used In the Entry Renge (Second Sectldn) apdgfas i

o

’weII must be Iocnted between ‘the ssme fleIds.~ 'ﬁf,_qu
-;3"1; Move your ceII polnter to the ceIl' l_e pef|n|§§5ﬁ“n555e~fl
L R

f (Thlrd Septlon) that corresponds to the same ¢

':In the Entry

Range you,moved to (Sex erId).:_‘

f?*$§* Press MENU (F'O)-,n~yyﬁ_;j
RY S _, e

3'; We wIII Insert LS HS; apaln so seIect Insert end press

Return.i ytf}'» f"drf.“fxé'i.f '“f.if?v '?i;

4’ Select Rows and press Retum

LE Y & o B L DR ’ kel
i

j 5 ,Press Return aélIn and your bhank-row wlll a.pear.ffjfi

8.; WIth your oefl polnter In thls Name eolumn (extreme Ieft).,'

~

.Qﬂ[f}?. Move your ceII:poInter to the rlght to the empty oeII I



;5,f;; = ﬂf,r'i7r; v:g;_ L v"f°f,‘;--ff7f}~i46§“¢{

fRemembor. the Blrthmonth fleld le a label not a date,

"'9. Move the cell ’polnter ln the same row dlrectly to the_d}

r

~rlght to the empty ln the ﬁrompt colum

(Note you ylll-'f

Ot 309 Tt untll you ha"' actual Iy -reached |

‘10 Type Enter Blrthnonth and press Return.l

Now you must add your new fleld to the Other Ranges Reportv~

- Range,; Crlterlon 'Range, and Database Range. - Thls tlme?ﬂf[

—

however, you must add a new column between the same flelds asl.,
“”the Entry and Deflnltlon ranges " (Do ‘not use the lnsert*
command) : :

1. Move your Cell po?hter down td the Report Range (Fourth

ﬁg:Sectlon) where you wlsh to_ add your new fleld (the cell}_

~:;column and a blank column should appear.

—

-_polnter should be ln the cell contalnlng the fleld name Sex)

o

2;, Press MENU (F10).

3. 'Sel' bve and press Return. - o

4.  to. move the ,Sexycolumn_from this " point oyer one
o column.,[' a ‘ v_f Ll ] ; "

,5, Press the down arrow key untll you have hlghllghted all
S the rows under' the Renort Crlterlon and Database ranges,,
",lncludlng all the data records In the Database range. |
6. Press Return._t i‘ R “wﬁflu -
'31;, We want to move thls -range we have—hlghllghted 6vekj5n§j_
:‘column 20 vpress the- rlght arrow_ key once to move';the'cell
'polnter one oell to the rlght o '_f/ef’ |

8. Rress Return and your ‘Sex column should shift over one -

- 8. n the. empty column. type In Btrthnon h-as your n new field

S o : . .
\ ’ | o
! ;. . . . .



- placed.l R :‘,'f[;”_j_', B

"\-5Return.

name and press Return.t R R B ”_ v.
) 1‘0.; Now move your cel l polnter dovin ' to -the " 'emb;tyt I ltn thfe'f".
: >mp we ! RIS

': crIter|on Range (Flfth SectJon) where the flgidenghg,shdﬁddibew"f'

5 e e
Type . Birthmonth as ‘your. new fleld. name and press '

N

'_512._ And.lastly, move your cell‘polnter down to the empty cell

tln the Database Range (Slxth Secthn) where the. fleld name _”‘

'should be placed., ,,J
13 Type In .Blrthnonth as. your new fleld haﬁe‘eod, preee\vfff

Return.l-

’-.

e _l Creatlng a Ra nge Name for : Your New Fleld

o

1." Wlxh your celﬂ» polnter ﬂln; the Detabase_ Range (SIxth
Sectlon) ‘and In the column Blrthmonto. press MENU (F10).,;i,;}"
‘g{v Select Range and pregs Return.. | .
’;”é.J:Select Name and press Return. 'f“ft »¢

y 4;'eSelect Labels and press Return. : ‘

eo;'fSelect Down and press Retuﬁn..f ;ﬂrmft:uic?t-., s
o B-,—- P;ess Return agaln. R -{ ‘- v‘ o j e
"tfrti_Presa TYPE (Alt a F10).,f’§'fV<A iﬂlf:’j o

o e

‘!._

&y
“0X

| }8.h.Select FORM and press; ng y? .o Your' new moalfled form. wlll
'appear._»You are now ready~ O,

P

ata in each record for

"~your new fleYd.;

_l Enterlng Records lnto Your New )

| v o . i
_':1;, Press the PgUp key untll you are located ln your flrst

'record. ﬁﬂ'".f L ggf«f”.y {;:"'ﬁfl wajefQfogf’leifgpf

-2;5 Move your cursor, wlth the down arrow keyf’to the



’ ."' ' . v _’ " ' : 14‘2- B .“ {

.-'fleld ln each record‘and type ln the approprlate Blrthmonth of
fthe speclflc lndlvldual's record (le. Dec for December) '

3 Press Return..ﬂ'f" - :
.”'Rress:‘[nsertvvto'_lnSertftheggnew; Information into each... .
. record., SR ‘~;ﬁ-= . RN

Sle -

t5.: Page Down (PgDn) to eaeh successlve record and type rnithe}ff
vfmapproprlate Blrthnonth ,maklng sure to press Return and press;u.
Insert for each new record hgi: Ab 3‘fd@‘}gir“f{fﬂ_r hvf;::i‘;st
1h'g6. Once you have updated each -of . the 1ndlv|duat reeords. makeuiv
I'sure that you Save Your‘ Updated Flle under .the same _ﬁgmef
;(RSCD) o Refer to Appendlx D*t Savlng Your Work -' Savlng a
.hWorksheet Agaln - Under the Same Name. “ E
Ugdatlng Your Rang_ Name ;

°,i. Press TYPE (Alt & F10).

'jZ}J.Select SHEET and press Return.h5ﬂf'

;f§}ﬁfPress the Home key to return home

[ X

4. Move your cell polnter to ﬁthe cell where the- Sex fleld ist

'7 G -,

ﬁdln the Name Range (Flrst Sectlon) f bd:‘7t "v{f'r*fsf

.

tpvsft;We wlll lnsert a blank row agaln so. press MENU (F10)
56€a]8elect Insert and press Return. o
"“.7. rSelect Rows and press Return.n;tf‘frﬁ‘ e flx g
";farijress Return agaln and a blank row wili. appeJR:': | o
'zﬂfsrsrType In your new fleld name.ﬂfleld type and fleld Iength
.'f;'Blrthnonth ‘L: 3 and press Return. 1"} R '

_l Sortlng Your Database'

' We wl!l« be sortlng our database by Blrthmonth ~and frn*;

e o o e bzgg- TR
B Ascendlng order.. S _-' L ' T



, Qz

. 4.:3.,.
a4

'f,}s.

l;hj.

Note- because your Blrthmonth

= 1alphabetlcally from A to Z” not frcm January to December.r?’“'*‘

Press TYPE (alt & F10)

Select FORM and press Return. R

Press MENU‘(FlO?-:Sjng:?;JEJIA

Select Settlngs and press Return.,w

Select SOrt—Keys and press Return._ﬁ_

_ Select 1st-Kcy and press Return,g. fg e

Press MENU (F10)

-

Select the fleld name. Blrthmonth and press Return.

Select A for ascendlng and press Return.f

Press MENU (F10)‘" R

Y

’-"10 Select Qult and press Return..’

-+
-

BN

R

-1qu13 Select All and press Return.,"”

fleldrls'

Press TYPE (Alt & F10)

We wlll

13;

e

4ri.;6.f

7.

e w

fafto*

5overlap when we prlnt.-

need to alter

Select SHEET and press aeturn. |

.

“'Press MENU (F10)

+

Te

3

Select W|dth and press Return._'5f77

16}“C§to

Select Set and press Heturn.

.

19..Dbto 12 AE{to

10. F to 13

' '7.12 Select Record-Sort and press Return.

a l#bélﬂQE”

T o Prlntl;g Your Entlre Data Man;gement Rang
" ; . ) a_lz \ < a .

Ty

u,m
Move your cell polnter to anywhere ln columﬁ MO

G to

i)

;37'5\;;

iiortsl.

our colUmn wldths so they wlll not




“ﬂ3you beqln step 1;

'frfendfl’¥tof7;m xflﬁff fﬂhfﬁéﬁln]the;fcorrect:coiumh!bequg~ﬂf
‘VQ\'r._~f5 ff’

Once you have changed these wldths you are ready to prlntf“eti

.

9. »Pre$s senvnces (F9) ca B

vr“io.:Select Prlnt and press Return.

I3

"114fSelecteSettlngs and press Return.’ffi'

',12.’Select Source and press Return,.” -

’ wis..Select Range and press Retu n

14.,Move your c ll'polnter to Howe posltlon (A1)
, ‘(‘

7

:15. Press TAB and press the down errow key untll yoU'haVe.eJ

"hlghllghted to the’last rec d ln the Database Range (Jenny)

‘16 Now press the_:lght a ow key untll you have hlghllghteu
: 'jto end Includlng colqmn ,_;f':{-'f; ‘
'17; Press Return. Note yOur Source Is'kbngeini;utéo.> f;iﬁj;j;:
”:IB.YTurn on your prlnter end allgn the paper properly :
st Select Qult and press Return,jf“ S llsf;f.ﬂr

20.° Select Allgm and press Return.;;,Zj

' 21'._"Select Go and press Return. .

ra

Note- Symphony cahnot )fit:your entlre llne oi tﬂ?«betabase{}

,y

'range across the pege., The remalnlng columns le£’brlnt/on a'
/.. }

.c

;7new pege and then you can paste thel$a9es togeﬁner.

~22._Once you have flnlshed prlntlng, selept Qurta and press:‘
: ~J ’1 . .- _. LA A ] a; A i

'uReturn.' jn*{;:q”f'gjﬁ“ygj;}ﬂ:.y;“{,_-y;awg_

ou"‘saVe your updagio'Inﬁormatlon.fas}RSCDf"
3 Savlng "Your - Wark ‘-7Sav1ngﬁfe,

-
- g4l

PR



ygg nave completed our Iesson ?

.Appendlx (B) Exttlng fro- the Sylphony Systea. };,-'f,f
| N

_l Exlt g from the.A',ess s¥st
9  To complete your A ' A Jefer to Appehdlx (C) Exltlng fromlﬁff

L L .

T

the Access 3ysten.:;'

St
.



> v , el

: . . B ‘- . -~ —

g nmuu R LU RPN ,
N ultlusl.a R LRI e T T
CItyLlo _,.’ v T Lol e _
valncoLs S T

‘slrtmatenm g S T T e e e e
Bl |.3 ,,7 S o
K st N SR

"

nrstnua <
mty f : e
;o Birthmenth U Tq U R e
Nemo Valua o, e nafamt Fomli— Valld\fty lnput". ~ Prosgt . s
Frrstuua My A'.-L,s/_; BRI S EnterFlrstNale
‘Adam i 712Ardl9trastL20 S S T ., Eter Address
. Clty Four Hllls” Lo e " Enter Clty
',Pravlnce " “Alberta’ L8 DT R T -~ Enter Province
"Pomucoaawaé o L8 . . e e o0 Enter Postal Cote
Birthdate - 250»-55010 S S R LR P Enter Birthdate .
f'almmm nac B B _-,'_-v&\teralru-onth{_‘,
Sox ra-nle ,'La ey Enter Sex -

o ;_‘umu List Nemo Mrws Gty Provine “Postal Gode - irtidate Blrtr-om'hSex ;
ey dres - TZAchstrest For Hills Alberts TO®S  Blel Faalev‘v
First hom Last Nams - Adress . . Clty “‘Provlnca mnm Birtndata BlrtimnthSea?

'.FlrstNale LastNala -Address - clty Province Postnlt:ode Blrthdate BlrtmonthSex
oo Mary o : Jmes - . T12 Arch Street ‘Four Hills Alberta ‘TAD 93 25Deo-55Dec Fomale
T cgdn 0 Dsaith. . 1081134 Ave : - Edeonton . Alberta . TEK 25 . 13-Feb-54 Fab =~ Male -
-, Jm.7 o Black! ' 23niversity Ave .Edsnton  Alberta. T 25 - B-Wil-57 I - dale
ks m»ﬁ;“;_mnnt " Edeonton - Albbrta’ TR B - 24 May:StMey . . Male .
: .s;uy_ yones . 23Barford Drive Lledcc . " Alberta T 305 23-mv-50m - Female
Cdeny . MehCo L 11samtfomst ‘st. Mbert Albarta m_snsy_ © 10-Sep-52.Sep - -*Fenle

oo ) . . G

. b s . .
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1 "f ‘Vlijl'{:ﬂf'; T T T
'M~_ms-¥: v‘;g‘r,;qu',- I DR

- :jLESSON 11 - mmooucnon TO SPREADSHEET

o T{ To create a spreadsheet uslng th“ aélc functlons of the
o SHEET envlronment.jegﬁr;1~‘5»‘_ _3,;3%’%, 'f e

To save ahd prlht the spreadsheet..;”jh;_;m,_

e Polnts to Remember._ .'

. "1.. ' Caps Lo& key does npt affect the r{umber Keys of ‘t' '
‘Thkeyboard For exampleq lfythe Caps Lock key ls oh,_the 6 WIII
| g:sj:_ |~_|-| -be Inserted rather that tne , To get the ,e} lhserted

‘Wﬁlthffhe Caps Lock key 6‘) hold down the: shlft key as you

L?vwou1d normally.f?“f1jﬂ_ﬁ7’x';.’»” eh;fj}n-‘”f‘fﬂﬁn}:zaf,,;fjffjg

2l The e Is Iocated on the number key 2... At ls not the same

ﬂA;-Appendlx (A) Ehterlng the Synphony Systen. Remember to sklp

;ﬁs the & whlch ls Iocated on the number key 7.. :“.;ff‘fe:fffi;}
"-v3. There are several ways of enterlng data Into a Spreadsheet

'L;ln-addltlon to presslng the Return key. They are‘aescrlbed |""

| ‘Ethe body. of thus lesson.,j_ 'i ﬁ:“

A) Re-EnterlAg._!g zmghonz stt
] .
To re—enter the synphahy system fo

' ,Iessan refer to

= _-_'; Lesson 4 Sectlon A 5ntermg the sVnprrd’ﬁy Syston or refer ,to

'7fsteps 7 through 11 lf you are not formattlng a’ dlskette.xfj** i

_)_ ntertng the s‘ read "h"et Envlronment
, . ’1 ‘ﬁ .




- TN
'lﬂd,f Locate each of the followlng. egaln, ln the unlque dISplayrg;

'[ format‘of the SHEET envlronment.;,.!"

CELL ; ls the lntersectlon ‘of a column Heno7;e;roﬁ;-<f

readsheets bulldlng blocks are cells.ﬂJv
E Lo o " : . ‘ "
OONTROL PANEL - The top._;‘ left hand corner lndlcée;tes “""Ehéa‘-%

'f' address of the current cell when you move the cell polnter";f

from one-cell to a dlfferent cell. the address changes In theVﬁ:
' CO“thl Danelﬁ accordlngly.,-‘Th top, .rlght hand corneru;f

Indlcetes the envlronment ln whlch you are loce;ed.j.}t'shoujdmgf

read SHEET for our purposes now.»ivf»; J'gf:u'f}_7j_Q7tf,é;§;ﬂf]7

-

CELL POINTER - Is the hlghllghted bar’ that‘lndlcates where you»"*

are Iocated presently in the: spreadsheet.’f,?

COLUMNS ere deslgnated by letters and are vertlcal-'lh .
length.f”i-’ .>; . o ‘ . ' L o - L . \”} S

' ROWS - are deslgnated by numbers and are horlzontal lnllength h
~Ea¢h‘.°¢";!ﬁ- your worksheet ~can elther have a Iabel :f?tft
:'_,numher:ort efformule pjeqeo lnslde. f: Iabel ls one or morei
'*words;chl'number isfoné.ak‘ more dlglts. And a ;fQFMU!QH'S'a%
calculat;on you perform.;;:;h’ L R
2. To move around the SHEET envlronment you move the cellﬁ'
polnter to_ the cell you wlsh by uslng the polnter—movement;f
keys._'Praotlce 'uslng the foIIOWIng polnter—movement keys toif
| move around the SHEET envlronment.rffw | -.i v ""-
RlGHT-— wlll move the cell polnter one cell to t‘e_rlght |

: LEFT-—‘wlII move-the cell polnter one cell to the

-? UP - wlll move the cell polnter one cell up

’; Dowu - w||| move the gell polnter one cenl down:y‘f



'f;envlronment make sure you are ln the SHEET envlronment and

_;ra we wlll lntroduce each of the SHEET envlronment commandsﬁ}

;?lasi we . need them l I" lndlcate the menu. off the SHEEI

s
, are the followlng~':

'r;'4

" jvtheh pres: MENU‘-QEjo). In thls men,

':QCOmmands-*"*h.,Ww:'
o ﬁﬁ;af:-.-__‘_.";: St , . - S
'TCopy command :’-;wlll allow you to copy a q\ll qr range of

'7icells to anotper portlon of the worksheeti""

By

gMove command i;'wlll allon you to move,the contents of a_:

‘u:fcell or range bf cells %rom one place ln

f;.ythe spreadsheet to another place

;wlll allow you to erase the contents of a

'Er559;¢¢ﬁhandj_}

'5g'cell or range of celis

.r'. o

|-n§fe:i-t.'f¢ohm;_ncjf.ﬁ - 'wul at low you to Insert more. coltnnns or
| | R \‘rows In%o thﬂ SDrGBGSheet * ’ '- #
‘r»CDefetemccmmandﬁiéEW|ll allow you to delete columns or rens'.“"””
o E ‘”>_> ": from the spreadsheet i?;'ﬂ i AN

w|dthcomnand t-.j‘wlll allow 'you to change ‘the widtn Of ‘the’
S o b"'lndlvldual columns from the de.fault T
'.Qgsettlng R o

h"' “ '” '°"' Y°“ f chanoe‘ the dlleayed

’rﬁformat of all va1ues and formulas wlthln a

ange from the format default settlng

¥#* Range. command ' .




ﬁ,nSally Jones. ... 1@ 14 o d20 S .15
o Mary Jones . 120 0 14 e 1 12

fsettJngsiooﬁmandZiIncludes the. default settdngs’for the SHEET

'.sconlna-,

~ Jenny Mah E? T T < R £ - 14.
"_John Smlth Sl 2y e e e 12

'<AVERAGEJ<g",i'-]12;5__,“v['13.5frg.71355_'lv‘,f_;12f'fJ

-:A1 (top. left hand corner)

"fz.; Press MENU (F10)

{f44 Seleot Set and press Return.:f:*

Jﬂkfmanlpulatlon oﬁ ranqes ;F?;;

'Graphicomﬁandf; = wgll allow y%u to represent the data from',ff,f

)

f4your spreadshegz In the form of a graph

QUerjchI"'F"aiﬂd'A = Lk

“‘

vcontalned on your,spreadsheét ?- *‘;'
. “'D

B . .1
i o envlronment ﬁ.:;;ge_ SRR S L

4. Press the Esc key to return to the SHEET envlronment '£:}3f?

_l creatl g An Indlvldual 8cor g Spreadsheet foﬁﬂ* :

/' ]

We wlll create the followlng spreadsheet for our Racquetggltﬁ.

_;Sports Camn. The dlrectlons Immedlately follow thls example

. R IR N .

'“t*NAM¢j~ ;“»7"[ISPTKES--[/;BLocxs;_','Dlés;;'i,ssnvgs T

Jim Black @S o 1z - 8

Mike Johnson® ~ 12 . . 18 . 10 .. 1.

-

] BT ; R ) L E . : R 'q,“ﬂ-‘:'“,', o b

"F1ADJUSTING THE COLUMN WIDTH L J;ij_ﬁ-w L

3 We must make sure that all our co!umns are the proper wldth

i. On your blank spreadsheet place the cell polnter ln ceII

“{éal Select wldth and press Return.a ‘;.N'j“’j;o.~"'jf_pf”tjj‘:7t



. ,ENTERING voun LABELS : % g

”:h75,‘ Type ln the number 14 as. we went our flrst column to hevefﬂf
, ]14 spaces wlthln It and press Return.;fil;;ﬁrwaw'*

: AR LT L e e
s 8-, Move your cursor to anywhere In column-B and eet the wldth[(

4

éoLgof the column at lo.j:iollow steps 2 to 5 end meke sure to useﬁf

'10 aslyour number‘of.epacee.,,f'*fy;f{“q.fs"”
: 7 ’;, Ad]uet colunns c D and E uslng the eame procedure as stepffﬂ;_;

J.

6., You want coJumns c D end E to.also hive'To specesf;

IEE

'R

'eyfl. Move the oell polnter to cell Al (top. left hand éorner).i[

2. Type Thls . wlll center your . label ln t:olumn AL

>

"1:;3., TUrn on the Chps Lock key. Press the Ctrl key end holdff

':l'attrlbute) f Release the Ctrl key.;,p

A _/ L
2'whlle you type the Ietter B es we ere golng to underllne the?

S headlng (ab‘or ‘b —l beglns the prlnt attrlbute).i Release thel‘
Type USCORING (U or u -vslgnlfles to underllne scogkﬂe,ﬁ

'l;the tltle of your spreadeheet.v lt ls a Prlnt Attrlbute) aseg{

,"V Prees the Ctrlfkey and hold whlle you type the letter E toi
. “complete the underllned tlt1e (E or jf- ende the prlntf
';e. .Move to cell Aa and type NAME and prese Return.<‘-"”"’"“‘

7. move :,ftovrz':eifl Bs and tynf SPl\KES a'\d‘ P" °3’ "“““”" S

e to cell



AT STV
3 You have now completed your:EARels for your spreadsheet.-

lf you had wanted to alter the posltlon of any of your labels.;;

u’ you would choose tne approprlate lndlcator.}

Ao mn poslt’l%sl the Iabel In the center of the cell
R mu posltlon .;the label at’ the left of the cell
.l w||| posltlon the label at the rlght of the cell

E

R skte- these commands above cannot be: used when nenterlng

A:NUMBERS because [f you use balculatlons, thls command wlll not@.

o

'Hllow your calculatlons to work.
"Emenms DATA - R

;i;. Move the cell polnter to the flfth row cell A (Ie fTA§>5;.
hi 2, Type Jim Black and, press Return. _'.JT: R . e»af“f?,
| 3. ln the same roy move over to cell Btand-type,js,
»,‘4§ croye to cell [ and type 12.ﬁyff{-"' | o
75.' Move to cell D and type 12.p7 5.

1’8.‘ Move to cell ‘E and type In 8 P

You have completed the flrst entry for Jlm Black 'ln'yodr
_spreadsheet COmplete the rest of the spreadsheet untll-youﬁ

'have entered aII the scorlng for each of the partlclpants

"John ‘Smith baing the last partlclpant. : Dov not‘ enter ;'t'hef'.v;

i l dotted _h_,_ ndr the AyERAGE Hne as we wi || do .thls Iater
NQNE.”Mhen you compteto antentry by presslng ;:,." R
Q‘FETURN.— lt wlll leave aell polnter ln the current cell
 DOWN Annow - it wnl mowe celupolnter one cell down
UP ARRON -1t wlll m§$eﬁcell polnter one oell up _ ‘:‘r )
. LEFT 'ARROW - It wlll .ﬁve cell polnter one cell to the le?t
‘o-RrGHI’ARﬁOh :g it vtllnmoyéf;oeJ!ypolnter one cell to the

ppeL Y




' "" . I:spreadsheet v

7w?QAL|eN|Ne YQUR@LABELS ;~?<t; ¥ :.%' 5ﬁ;fw

Note., uhen ehterlng lebels lnto a spr[ dsheet :' thef‘deﬁfe’eﬁlit:'v_"'”f_'

-.left.v. ',,lflee the clabel. When enterlng mmbers l_h'to__ﬂ a . .

L

'he default rlght justlfles the numbers.

- We wlll allg__the abels so. the spreadsheet wlll look better .

? . v

~

'wj, Mbve thescelv polnter to the cell contalnlng tn@ SP!KES
'label.:r - | ‘ | |

'2.- Press MENU ﬁ . | ' R ",;, ‘_ S e

3. Selﬂt Renge &nd " R et
Selgct Label-Allgnment and press Return.‘ - ’ Lk
»5. Select nght and press Return.,_ We wlsh to a1 lgn the

lebejs to the rlght - th& same as tne nunbers are al lgned.

’ 6.-_ nghllght the rest of the Iabels to the rlght by presslng

'“f,?'the rlght arrow key untll you have hlghllghted the SPIKES.ni

. ‘__v,"(le. to draw a’ llné across the page)

v?e-that CAPS LOCK ls turned ‘offu

o ,:.,
3

”T;BLocxs DIGS AND ssnves Iebels.,-;E_tfv'_ 1 "ffg.,f  {}

gress Return and nottce how your Ihbels become aHgned.,
| ‘ENTERING REPEATED _HAR'CTERS ” |

. -_.1;.1 The next Ilneﬁls

. m»z.

Vﬂz Place the ell polnter ‘on ‘row 11
3. : Tyne \- and press Betprn'
the fg‘ﬁowlng character thr@ugh the whole cell

P Q:@ AN % N
ﬁove to row 11 og cells 8, 04) and B fonsecutlvely. end
'yfrgpeat step 3.";h Lfff“;rm;ﬂ’?tf%{?z

e‘ENTERING FORMULAS




..Ff A?ter you have completed to John 8mlth ln the spreadsheet.';

and entereg.your repeated character to draw. a’ llne across thef‘

'

;f cells. move the cell polnter to row 13, céll A
2. ype AVERAGE ‘and press Return.'j»p" _ ti_‘; S R

3.’ Move to row 13, cell' B and type Qavg(bs.,ﬁlo) and pressﬂV

-~

Return._ The- nuﬁber that enters thls cell Is’ the .average of:?

I the lndlvlduals splkes.‘ Note- thlsols one way bf enterlng;l

v

'ff'a formula lnto a spreadsheet uslng an lndlvldual method
4,f'hoVe 'fo,‘rowfls, cell c. Thls tlme we wlll practlce a'
’dltferentyway7 o¥'enterlng.a’ formula lntO‘a spreadsheet. “We .

wid 1 copy dt Gt°wth°‘f°5t'§ﬁwthe Spreadsheet to” save !hne and
(141 copy dt ‘ rest of, s eet

b ) o . p . . - B . . ‘ C. . o . .
work. . BTSN e o |

‘ 5. Type +cavg(cs CIO) ln\row 13, cell (o4 and press Return.'{'”

‘ Note‘ the + before eavg lndlcates that thls ls a formula andf

: not a Iabel . e CoonT o , & SR
‘e. Press MENU (F10). .‘, :

7. Select Copy and press Retur

t.8.3 Press Return agaln as . copy « from this .

block (c13) T
9. Type ln 013..E13 as we wlsh the formula to calculate the
averages of column D and E anfr H,s ls the address of the rest;
. ‘s‘ b‘
St ’ te typﬁhg ln the address ls,-
v' ; S '

-‘ - "1' : - ‘, % . ‘
Lgoal fast way of hlghllgh*lng Wlﬁrcﬁﬂmuslng\lthg}TAB and arrow'

10 PFOSS Return and your carculatlons wlll be updateds
. . oy yﬂ

: Note you» mus "nchate the address of each ofl the scoresz

! I
whlch you want to Include ln the average oréyou must hlghllgth
s - B S A ' e T L .s".n :



R T N

R

”_‘ TUF“ Oﬂ the Drlnter- and make “sure the paper 1sfsi|gnedfi

: Works%?et._i"p',y;,w j.n ?“n " , -i_(;j',iff 1’5:fi [x“fff“i

them

_l Savlng Your sErgadsheet ‘:hf S T A'f-lﬁfv}vﬁffi}

Lo

Before you h contlnue.' make 'suref'thath youA seve 'your
i
Refere.to.Appendlx (D) z Savlng Your Vork l* Savlng a ,New-g

spreadsheet.- You wlll save thls flle under the nnme Score

i

-y v .

F) Prlntlng Your.Spreadsneet \__,/

“ .

3

properly.- o _ : R
2. Press ssnvicss. (FS) Lo e e Ty

3; Select Prlnt and press Return..';

4. Select Settlngs and press Return B R R

R - P Select Source and press Return

_'Bﬁ Select Qult and press Return.

LVQ the~SYMPHONY system refer to Appendlx (B) Exltlng fron“

vsi Select Range and press Return.‘ ' ‘h" -

F -

-
-

‘.

T nghllght the range thqt you wlsh to pnlnt by typlng l

A1..Ei4 (thls Is the whole spreadsheet) Press Return
' LF L

et

9. Select Allgn to reset the mechanlsm for countlng pages and

Ilne numbers. Press Return. A f'“-!f ?"T'fuff[:;t'f”t

10 Select Go a »press,Returnr fYourf;spreedsheethhouqubei

prlntlng.

e 11. Once your prlntlng Is cQMpleteu,'selectTPaerAduence1end;

press Return..’“p- 1;.'n; R '\rmf".pi'y.iifi,;ﬂsfff

Y
N~

12 Select Qult and press Return.

__l Exrtlng from the zgghonx slst

'y you have completed your lessoni;for the dey, to exlt from

",_:\-_ _' ” :



o LESSON o11 ourcous-»

3ynphony $ysteh. ;'ih:&'ii;;df.u;fﬂ _fih}' ;Jl:i

_l Exltl g from the Access System

Fo coMblete your exlt referf to ADPendlx (C) ‘Exit[nb_ffom‘f7ff

@ne Access Systen.

SCORING' }"fjh:m 'y3f'.f SO

:*zunmé:']ﬁ 7!7 SPIKES® .  BLOCKS . Dlas_-j”usgnves~'},}tl

' Jenny Mah - 10 - - 130 - 1B o140

‘!jrAVERAGE'F 0 2.5 fl1sl5y"” _13;5'f;15_' 12

f.Jlm?Blackl“."fb‘w715 12 w2 o8

ix

s[t_etc ) are brlefly descrlbed In Lesson 11.“cﬂ;5l¢j;i

"t-

T IR A
S gl
TR < <

'l;» To modlfy and enhance the spreadsheet created lnnLesson}t .

'‘Mike Johmson . 12 . .. 16 o100

Sally Joneslvl .10 oo 14 12 EET 157 REER
"Mary Jones - . 12 . 14 o A5 o120 e

fJohn‘Smlth' o8 12 T e e 12,

LESSON 12 - ADbITJONAL TASKS FOR. SPREADSHEET

‘ e
Ob[ectlves-’;”" ‘

2. - To éutoﬁatlcaliyspAIaqlaté”tnef totais for each row of the

spreadsheet. 2;’1°ﬁ"5;¢-' .}?ﬂ‘” ',*j

;3._»To automatlcally calculate the .average for the columns of 71

Leadsheet.

*[4AJ:T° sort the}spreadsheet based on one column

ey

,’fblf To create a new column whlch lndlcates ranklngl _f*‘i;fff;f“

"?Polnts to Remember..

I

hys,a{To save and prlnt the spreadSheet. l”_-' . ~Q7 B ;jﬁf:f*

N S & 2

’js Several commands used ln thls lesson (eg Query, Settlngs'
' o g “'\ o A \\“



“vﬂ”“i Move the ell polnter to the cell contalnlng.,dln B 'ek’

_l Re-Enter[Ag the-“ymghonz s¥st

T° re—enter the Symphony System for thls Iesson.h.reteéTi§fﬂﬁ

Appendlx (A) Enterlng the Synphony Systen. Remember to,
steps 7 through 11 If you are not formattlng a dlskette.y

B) Worklng on Your Indlvldual SOorlgg Spreadsheet 55'hi"“‘”

lrj Retrleve your flle.. SCORE._f .Refer to Appendlx (E);‘ftf}

ol v
LM . R . , ..
: . . Ll

' Retrlevlng Your Flle.f-jlh,ifﬂf“

For thls next sectlon, we"wlll saye our spreadsheet Score.:
ageln only thls tlme under a new name so we can use our se\ond
copy as gpur worklno copy.« Use the name Score2 In order to;j
dlstlnoulsh between the two.o_ Refer to Appendlx (D) Savlng
Your Work - Savlng A Worksheet Agaln - Under a New Name.,r

By RepIeclng the Entlre Entry zﬂfL.}f LA R
R > - o"- ’

’ ."_.d.‘v

CORRECTING YOUR ENTRIES

Using the new flle SCDREZ move thp‘EEIl polnter to the
tabel NAME._ Notlce that the cell. conteqts appear l_ the
control panel.' We wlsh to replace thls entlre label wrth

4 . . _‘-"

another label ' tf‘ffff}vﬂt”

Type PARTICIPANTS ln capltel letters eﬂd '.lce thet It J’,ﬂ

g typlng on';llne 2 of the control panei.

) e

Return,_ Note
that when you préss Return. your new entry has repleced thex

KN

- e s
Drevlous entry.'~‘~'5’ ‘. e

e ‘ i '."'_.‘-

By Replaclng Part of An Entry

6’

B

Tne Ed,_f "f;'jL?‘”"';”;“

R ..@ PR




5

‘

LR ﬁr % _ _ -~ |
o “Vﬁ“" Pr’&ss Return and . notl' that the cell now : reads. Jlmny-

T
o

" &W-fl

o "NING AROUND voun SPREADSHEET

'1,at the beglnnlng of your worksheet. -~5

141.h Press PQDN to: move one page down._f ””73

ey
"gz., Press PgUp to move one page up

Move«the,cursor to the space between n ahd B and type In

-

When |n the Ed!t mode (F2) you can use the keys as follows.5<?f
a8 N

"LEFT or RIGHT ARROW _f to move the cursor left or rlght one.

>

"fcharacter

L

'HOME —Ato move the cursor to the beglnnlng of the entry
) END - to move the cursor to the end of the entry
",DELETE - to delete the character at the'cursor iy

. ;.BACKSPACE - to delete the characf%r before the cursor‘

-—

uovlng to a Speclflc Cell s
s ] R C e T
1. Press GOTO (F5) - ":",'?;' T

, >2.“ Iype 83, the celldgddress of the cell you wlsh to move: to.,'f

'“f3. Press Reﬂbrn and you 'should be at the Lndlcated cell, 53.

oo

‘“Hovlng to thé Beglnnlng "i j_f T;h;y:~tf-viy J:Q‘.F S

Press the HOME key and note that you wIII be;ln cell A1,

Movlng by Sbreens

’

' ”3.; Press Blg Right (hold down the Ctrl key and bressfthe“

“nght polnter movement key) to move one page to the rlght

.. ‘Press Big sb.ef,i: (hold down the Ctrl key and press the Left

\:polnter movemen key) to move one page to the Ieft.

TAERASING AN ENTRY .

'1. hMove the cell polnter to Mary Jones,’
: I SO s :



UMﬂIDELETING AROW . {44 RIS o

.z”lz?g Press MENU (F10)

';ie' v. .

*Vilnssnrlna A aow

B iy SR
-4.» Speclfy the r’ange you wlsh to erase by typlnﬁ ln $ o

*.5._ Press Return and Mary Jones should dlsappear.:;__r' .

L, . nghllghtlng Your work.

v'Mary Jones.

”3, Select Delete and pr

’-4., Select Rows and press Return.; Press Return agq}n

'"flt automatlcally recalculates.,;efiﬁu

' 2‘_ Pr‘ess MENU (F‘IO) AR i R Q A i .

FS B R L TR SEE T )

*3. Select Erase and press Return. ;g 'S;;ifjn ;_ﬁ TR rj;;;ej

Note- lnstead of speclfylng a range by typ|ng Its addreee [:

;you could also have hlghlighted 't-ﬁ ln our exerclse ‘we onIYffi

b erased one celI; so lt is eagler to ;ust type the address._d L

Ybu can use hlgnTlghtlng»wlth many cells.. Refer to Appendlx fﬂ

’_"1Q Move the celt polnter- ‘td cell A8 where you' JUst °"‘°°yﬁi

s Return.,

L N

Notlce that you have deleted one raw-

p

~? 3._ Select lnsert and press Return. ;Ufjitﬁn“”fj

'f['.z.; Press MENU (FIO) R {fi;ffi?d ;-ff?’j,_;f,l;ﬂﬁ i



"'}?'r PressAMENU (F10)

- ;Znghllghting Your Work. fy

. 4'f We wan¢ to move thls -whole row

R | N G g
e T L L e e _nmw,m!e.»16¢e,.
e . . L ~eder - - R . PR o o AN ~ [

fﬁﬁlshed to Insert more than one,_you would hlghllght UP or. DOWN

before the 2nd press of the Return key.’ Refer to Append1x (H)

VING AN ENTRY. *~jﬁht‘“ ‘ﬁ ST

l

Move the cell polnter to cell Alo (Jenn'shjth)f]”

l3. *Select Move and press Return.v_ﬁ

v

£ank row.‘ speg[fYA>;

'-the range to mov? by typlng A1O Eto and‘press Return.

t_§;_ Move the cell polnter to the row we wlsh to move to A8

7;4;u-H|ghllght the entlre row beglnnlnq

‘_2t-‘Prees MENU (F10) @yhﬁ*l’”

'3;AJSeIect CoDy and press Return-“

‘8. Press Return and your entry should be moved._f'

Note. you must move. the cell polnter to an empty -rOW’Jn

L=

J.order to ensure It ‘does not replace what Is already ‘I'n that
:»row Refer to the-prevlous sectlon.: Insertlng a Row

':QCOPYING AN ENTRY

1;- Move the cell polnter to cell AB ‘;‘

it John smith bylﬂ

presslng the RIGHT polnter—movement key four tlmes.: Make sure

| f'you have hlghllghted to lnclude the Serve score | ?ﬁ,

,5. Press Return.;:thr__ﬁrsl7.;b""ﬁffaf ,Qi &- ”; :tif \ .

s;f Type the address Alo or ‘move the cell@ polnter to A10 andf

'press Return.- You now have John Smlth s score Ilsted twlce.,y

ﬁ7.' Before we’ 'contlnue,.mon your~ cell polnter to‘AB"and:;

'l

replace the entlre row wlth the statlstlcs we erased on: Mary}ﬁ

"'.:hJones. Type Hary Jones in cell A8 and move to BB and type 12 o



- Na._ WIth all the changes youf que,.your averages of " eachﬂ?*

191(313) 'f”

'effbe updated. lv»_},”i7, j{f\

@;i;move to CB and type 14 move to Ds and type 15 and move-to Eag’

':’;and type 12._ Press Return to enter thle last value.A YOu haveftfff

h;rnow replaced the second John Smlth wlth Mary Jones ageln. ,g' Coane

'hJ°°'"m"' SP'KES BL°°K5- D'GS a"d SERVEs must be reca|cu|atﬁd;ﬁﬂ°”

,rMove to cell 313 and type eavg(bs..bio) and press Retur_

"1o _Press uenu (FIO) j«“f?x ST T A

.0 o B . o oo -

'[11 Select COpy'and press Return.:,,”‘:'7i f[ g; ;-fﬁ;/-:Jﬁ

25 B : - 2
< )‘ A

‘t2 Press Return egaln es we wlsh to copy fron thls block;;ff
e S L o S

13, Type- c13..513 and presbwaeturn.;,fYourﬂoelculatyoneﬂw{lj’:w3?

_lNSERTlNG A COLUMN
Move the cell polnter to anywhere ln column c.v,

. 'ﬁ, ;

Press MENU (F10)..f:

Select Ineert and press Return.”_

'f-.A} Select COlumne and prese Return._ Prees Return agaln.iffml

Notlce that yoq have Inserted only one column.-'”f'“

. wlshed to Insert more thdn one, you would hlghllght" LEFT orff}

RIGHT uslng your left_ or rlght errow keys. before the znd{ff

v press of the Return key. “ff;,l; Fi"ffflffvf'hl%;'ff”j’f"

Move the cell polnter to anywhere In cell C
z.; Press MENU (FLO) e G

..‘_‘

Select DeJete_and preSs Return.g‘arféflyffff”i'""



"ffj7RlGHT before the 2nd press °f th° Ret“’“ key'rA

:mfthSERTING ANOTHER COLUMN WITH A NEW FORMULA

"'column wldth so do not change thls.,:'

‘fReturn._,*fv 4 _J j‘ ,:7;_5’u:jﬁ.’[fp o

‘.;for Splkes. Blocks Dlgs. end Se'

hcopy thls formula_ to calculate the reStl.of ;ourif

e D e e e e e e e e e L T e T e

o delete more theh one, you would hlghllght to the LEFT or

Before we practlce Sortlng,vwe are golng to edd or |nsert

"enother column Into our spreedshset. :;ﬁe;‘uf:“,Q;éu.ﬁffﬁzg?girhg,

tStlll in your spreadsheet 3cor02 move your cell polnter .
% . h ..I'

: to column t'F We wlll use the defeult settlng 9 for the

2 Move to ' cell F3 .and_typé TOTAL as' your |abe|._3ng¢§§jif§;

'T'3, Move the cellv polnter to F5 and Jtype the followlng

Hformula to obtaln the total, polnts that Jlm Bleck accumulated

B et

(+B$+CS+DS+E$) and press

; Return.._ Note- Jlmy Blacks total zof 47 appe_ers_. } We want to

(follow steps 4 through 7 to see the result)

e v,

-]5.‘ Keep the cell polnter ln F5 and press MENU (Flo)

Y]

;f5;‘ Select cOpy and press Return..,*:"fjc'1.5ﬂvpgﬂ,ﬂ}l.-5"“'a

V:P?j,.‘.'-‘ [

R AP T

8. Type 3ln F5 and press Return.v We _are going to copy the

_formule ln Fs to F8 through F1o..__,5f" -f'”7 R

1v7. Type Fs..Fro and press Return.' Note that a}l:fyogﬁsﬁoﬁsfal

- heve been totalled throughout the coluMn.g

y

8. Move»your :cell polnter to F11 end type .\7;endf5presSffff

Return. . :g~;,:,L

Y -

5i§oa1lNe voun SPREADSHEET 'Q,ff wf': ;-:»-{ugga-;g»:gs.y

. ""'
L

9. Move your cell polnter to F13 end type eavg(Fs F10)

Press Return and your heve the average of»column F




In our lesson we are ‘golng to sort 'COlumn F that
added.; Make sure you are In the SHEET envlronment.;'ﬁfff

lndlcatlng the Sort Key

;.:_.". k . ; LT

™ ﬁ4.; sélect Baslc and press Return.f;,“'
a‘ﬁg;&.s §¢jbct Database and presa Return. ,jff'if-”
o -»d R sy .- - '
S : ;

#E Ji

"4% 1 SOcht Qult and press'R urn,f f.

‘ SQIect SOrt-Keys and pFess eturn.:,”'f*y

9. Select 1st-Key and press_ﬂeturnl;,‘ﬁ

»"'

' movlng the cell polnter to

"§;1o nghlliFt 5, through Fto'
WO il. ' 4 ;
'131-2F5 presslﬁo your " TAB key and,othen the down arrow key untll

¥,

'FS throdgh Ftoiiﬁ;‘ s

;¥;:?“you have pi1nted 83 R
fﬁ ‘WJ Type D’ for d§sccndlng and press Boturn '
53;  fdescend|ng£ order (note-f'“ ‘you ‘had - we
.  :fascendlng drder. tybe A).;: f
v_'if£1z Selecthu|t twlge. L
RV aeglnn:ng tho Sof{

Pre;s MENU 6F1Q)



e a0 e e
5 )

‘ Note- the records are now ln descendlng order.‘.ff,xiﬁjqiy-eil
'flf you wlsh to save thls sort E refer to Appendlx (D) ‘;; g;

I C)Savlng Your MOrk - Savlng a Worksheet Agaln - Under the Same

"fiNane and keep the flle name, Scorea

VV-FILLINQ,A RANGE

SOmetlmes you wlsh fto enter a,,,equence of numbers that

:”-,lncreases or decreases’by the same number.: lnstead of typ{ng

A \ . .
in each number.lyou can speclfy the startlng numberl and thexug;

b"#rstep number (number whlch you&wlsh to lncrease - or u\preasé
visuccesslve numbers) Symphony wlll enter these numbers lntd a
,'fktspeclfled range.?.tlny,our example;_ we 1wlsh. to rank our
‘yDartlclpants from 1 to 6 based on- their totals, ‘?ﬁn;-;;;e.-
1_ -'"Press ﬁENU (F10) . ,.‘ i . / | : .}'»,‘,. :
“2.h,Select Range_and press Return.ul,;fn;,.vtuf:flufyh::fﬂf53ﬂt ?;

.QLI:Because_ our, partlclpants ¢are a1ready ln*orderu‘ we Wlfbff[

_f3;”5$eleot and press Return.

Vflll the range GE..G10., Type In GS..G1O and press Return..;?

’gsia We wlsh to start wlth 1 so type In 1 as your Start Value 7ﬁ
ant Dress Return.”.f,f : .}‘ "J‘W; ' ’“f-*}]ba_}uv’ﬂﬂ_<33~,<ﬂ
o 8. Ne WIsh to lncrease‘by 1 “each time so type In. 1 as your .-

s

'-Step Value and press Return. Qf""

,7. We wlsh to stop at value 8 as we only haVe 6 partlclpants;‘f

s

e

:so type ln 6 as y0ur Stop Value and press Return.i“w‘ .5"
Note.byour range ls now fllled. T » o
-.;;fg, To f|x up.your' spreadsheet ,name column G RANGE | '9;;1
:'_._"typlng RANGE in capltal letters in cell %3. | Press Return. 3

'>°3]s,x Move your cell olnter to cell th and type ' »\_ and_[{

“F’,»'. e ‘91.5»3




<o j.-

b
P;’/
s

/A

'h must.allgn the labels agaln.}f Refer

3t
[N

.'\, Your LGQOIS agaln 30 YOﬂ'. preadsheet

press Return.m;'

Note” our spreadsheet ls agaln nok
R S . o
vg A:lgnlng:‘

look proper1; Jﬂstf@

- ¥

“allgn your TOTAL and RANGE labels followf\- eglnsfructlons; S

gl Savlng Your Spreadsheet

You must make sure to save your spreadshei “ff°A ; so thatd?;ﬂ

N L
all the changes you have made vwlll not be Jost Refer toqy;g

“_;Appendlx (D) - Savlng Your Work - Savlng a- Worksheet Agalnyylfﬁ;

"7_Under the Sane Nane.¢ Use the flle name. Scorez agaln."“

{r~_6.; Press Return.

vu

iy

'“nﬁﬂs.f Select Hlde and press Return.,i*ﬂ”“'

;refer to SOrtlng Your Spreadsheet sectlon as we prevTouslyyjﬁ
'_completed | . - e
ngaln.t;
_fjj: Move 'the cell polnter to anywhere ln column B and pres )

.'EMENU (F10)

""gz.l Select wldtn and press Rﬂtufn-;“'}

. fhlghllght columns B, c D, and E.,,f“

*]
Vs

_l Prlnt g Your Spreadsheet f‘~,-vf":,;7f"' cj“° 'y‘;h'f'ﬁf

If you want to sort the spreadsheet before you prlnt lt'mf

= Before-you prlnt your spreadsheet complete the followlng?ff

i'.two sectlons on Hldlng a COIumn and Dlsplaylng Hldden COIumnstfi

v .

v-;.’.mnme A oowMM TR SRR TR

i S ,'_-,_ .

Press“ the RIGHT polnter movement key three' tlmes ;go_if

Note: the cot

the scree"



e e ey i T LT e

DISPLAYING THE HIDDEN COLUMNS AGAIN P e

'fl@ Move the cell polnter to where c0lumn B would be Iocated

.hlt |s now’ column F.. 3N
v?2. Press MENU (F1o)_ _
ﬂ.fa.x\select wldth and press Retu;d/ _‘QJ. ‘}77' ‘d f'ﬁ;j' -

ﬁ); 4, Select Dlsplay and press Return._ Note that your columns

ﬂ"are dlsplayed agaln. : However.~ also note the asterlsk (‘)-AE;

‘j above them

5._ Press the" LEFf ‘polnterf movement key four'-tlmes'-to‘iﬁ'
hlghllght columns E D c B._,Column F wlll also be hlghllghted
too but don t worry about thls.. Press Return agaln~ and-the.

- -ev . Qg
asterlsks wlll dlsappear and 'your columns lel be“dlsplayed

PRINTING. = ‘. BRI

1. Turn: ‘on the prihter andxmakefesure.the paper;rls allbned,ﬁ

properly.:f”" o | —_
2. Press ssnwcss 9). = r_"_'_
tv3-; Select Prlnt and ess ; o
'lhA" Select Settlngs and press Return,v;j”f
'_5.J Select Source and press Return.’/'elp\ i;xw!t;'./; o
.fé;: Select Range and press Return.e" Con N .\fu,.
7. nghllght the range that you ’ wlsh tO Drlnt by typlng “I-n -
%wAI..G14 (thls ls the whole spreadsheet) : Press,Return.p ,
3 59'°¢=t 'Qult and press. n ur'n B :
zsrr"Select Settlngs agaln and press Return,_ ‘ ;',r,_f'“

‘-;fl1o Select Marqlns and press Return._

Select nght and-press Return.,,

.i"~
. -



‘511§7*Tﬁﬁa

»12 Change the ,default settlng for the rlght margln from 76

- 24 typlnp RLE 80- . e
R o
”,13 Press Return. ’ S S T

The reason we have changed ‘the marglh settlng l that the-:l
spreadsheet ls larger then 76 characters ln wldth and We wlsh 5h¢

B2

to prlnt lt on one sheet only. lf we do not change thls

';sef%lng. the columns on the rlght that.do not flt wlll be

-

prlnted ‘as. a separate page.:u; ~_ff7w o 'f;:fVL»"”~

e ’ .- Cm,

14, Select Qult and press Return SRR pfﬂ;'3;',-"_‘f:;§;{;jgj

15 Select Qult agaln and press Return. o
‘ﬁls Select Allgn “to reset the mechanls; for aeeun;lng;ﬁqu;p{i
and llne numbers. Press Return. H -=17:f &?Qﬂ'_?i‘ ‘lli ‘“
17, Select Go and press Return. ,vouf1;??f§i§;%¢§;*shaata[b;fﬁ?
,:: prlntlng.._'.vﬁfi'”r o ?\ R I ‘:?;v‘- S
18(I9nce' your prlntlng 'ls;oompleted;iseleotl?aoe}Ad§ageetand}fi
press Return._{ ~iff‘bh;1;ff'-iflef:-ﬁl,:x ﬂ-,_”*”" o
t: 19 Select Qult and press Return.nt.;}f“m.ri- h',tj“ﬁﬂfifh{tiS 
_l Exltlng from the §¥gghon¥ zst ”Tfft,.lﬁfg.Tigfff;g'ff

"'_~“ lf you have cOmpleted thls lesson. to exlt from the SYMPHONYWfi

,;;J

?'S“-System ’refer to Appendlx' (B) Exltlng fron the SynphOny

SYsten. 7't*. u,:tff ;r .".vp:;h‘ 3;'“a ) ,fFAS_it;:

s st R

To complete your exlt refer to—Appendlx (C) { Ekltlngffrenl“

AR

'n £ ExItLAg from the Access

thO ACCOSS SYStO.. &

LESSON s 12 ourcoue.»fﬁfV"”

SOORING




BREE f'1681e -”"

; Y ;;~g ./et; e :';$#-'Tvi: e DIl o e
| -"?PART)elPANTs. - SPIKES .'__ai',bcks“__n'u’;e's"'[_,f,ssgygsi" _ TOTAL. ~ RANGE _
SRS P Bsfﬁ” :
4 > 12 0 .54 0
“._- B 12 « 5
SRR %#‘
o ';f: 49
8 .47

Lo Ao a3
. John Smith - % 18! A2
‘“Mary Jones 320 147
. 'Sally Jones . =~ - 10 "~ 14 .
. sMike’ Johnson™ - 12 187 o
. Jimmy Black - 15 .2

Jenny Mah f?,‘"

'minacim}if

——

e s s s 1 bus

'eLESSON 13 = ADVANCED TASKS FOR SPREADSHEET

",10bject|ves~

—

1L To IntrOGUce the USef to - several advanced ?uhct!onslof7'w

v'»SYMPHONY Whlch are commonly used in SDreadsheet

'*'several alteratlons.

vef 2. To save and prlnt the revlsed spré’i’&?ﬁ'e;'éi‘:*_‘.a—~

Polnts to Remember._ ‘ﬂn. ';_y';‘ L 2.5 ;:'

R I Thls :Iesson le optlonali.end;_maj be ’omltted wdthout -

”jaffectlng the contlnulty of the Iessons whlch follow.
SPREADSHEET PROBLEM .;'f e’ : ""}' ';,;5 o |

IAOur“ exlstlng spreadsheet B SCOREz 'vjs'; howA'comb{etefjj

'fln!Ehed“ However, we now wlsh to change thls spreadsheet to

‘ be test Marks for the same. lndlvlduals. We wlll haQe to make

‘ja The fITst alteratloe/ will ' be using -sbréadsﬁeét;esconsz
change the followlng tltles. o ' | '
fj_sconlne to GRADES . |
"ePART|CIPANTS to STUDENTS

" SPIKES to TEST 1 |
‘”éLocks;te'IEstfz T L

ples to TEST 3, L«



'same names. The, tltles AVERAGE and TOTAL wiil arso‘fémaLﬁ'tpd?r

| same so do not alter these._"‘ : '_~_””;

_75- Place these numbers In brackets on the Ilne; below the »1‘

“each of theetltles..,lt should look- 1iwe this:

c oty

cf wMary Jones scored 41 69 47 70 respectlvely

7'-Mlke thnson scored 43, 72, 45 71 respectlvely..z_'

;j,'s,. The flfth alteratlon Is to recalculate the RANGE u:lng '

';%"25 o ‘r"'}”f';’*f,w-ij]f"3tlf}?5]’ﬁ§9ij

ssnvss to TEST AT e

' RANGE to RANK

s

Note- the students nemes:wlll not change.j we Wwill use the,

,\ -

S

e 3

2. The second alteratlon wlll be to add what the tests are
actually out of. _ For the test results. TEST 1 Is out of 50

TEST 2 ls out of 75 TEST < Is out of 50, and TEST 4 Is out of
. l

*?ESTti{ffresT‘z -'TEST 3 TEST 4. :¢u‘f '_45- IS e
: <50> ‘ <75> 'tt‘<5°>'f . <75> 4";, hi" L e

NOTE the brackets that ‘you' must use. 'Tg:_ N f-vf_"_hi";gjf*

3. The thlrd alteratlon' ls to change each of A the st
.(- = t i

scores In order of test results.h'ff;bﬂ

tJohn 8mlth scored 48 67 43 89 respectlve]y,a&'

tSally Jones scored 33 83 iﬁo 88 respeotlvely.,;

~ Jimmy B"ck 3°°'°d 32 "e9, 44. 70 fespectlveIY.~”..: R

' 4 The fourth alteratlon ls to calculate the TOTAL of eech of[**

the STUDENTS. however,' note that TEST 1 s worth 205. TEST 2F;f
ls worth 30! TEST 3 Is’ worth 20% and TEST 4 IB WOrth 30%.{:"

Thls wlll Involve uslno a\more edvanced formula wln the TOTA

column...'




e

_l Re—EnterL_g the !EE_ M S'stem‘ tp ORTRI

fo re-enter: theusymphony System i thi§zfe336n}f refer to

;'t Appendlx 'A"fi“Enterlng the Synphony 8ystem.- However,tbecause

?'

_ we’have already formatted our dlskettqs steps 7 through 11
{ﬂ:jmay be ellmlnated.aiﬁif? %f-i;t;fﬁjt”fitffﬁﬁitiiiftii\gthtéti{t'*
We wlsh to retrleve ou{r fLJe SCORE%-ffRétéfj£§ Xﬁ5é6dtgf@éi:';f

¢

Retrlevlng Ydun Fllefu;_7mtgt"@§w5;gfivﬂ‘;;fw*1“j{tf“f;w;‘f;f-’
—l Chan T l t l esg o el . .'.'.: ‘ .—- ' ‘ ‘ ‘v g .'. ’. ‘ *." é. . . .‘v . A X
LT RN GRS L SR
7fj]1;‘ Retrleva-spreadsheet scanéb ¥

\

ﬂove yourvipell polnter to the cell that contalns stRING

o

oo

o s e

’,fand type In GRADES uslng capltal'letters and press Return.,uﬁkfli
_ Movg to the cell contalnln§ PARTICIPANTS and type Ctn

-

o STUDENTS uslng capftal hetters and press~Return.;,’f;4 “‘ﬁ-:-y;t;

“““ <% Movb to the celf conta1nlng SP|K£S and typg Pn -TEsrjpjﬁC

" '/?,,'q - '.

capltal Ietters for TEST and press Return";.i;;Lt;QJJitﬁftw‘,‘

75’( S o
Move to the cpl; contalnlng SERVES and type ln TEST ¢

uslng caplttl Ietters for TEST and press Return._gf‘ .

Move to the cell contalnlng RANGE and type, RANK uslng'

F Sl



and typ . esbav and press Return. Make sure',to usq"( e'&n




“am‘--
e

S ,l.! |ng a More Advanced‘Formula "fff'f J,j;vf:f_f"°' BT

Remember thet / - dlvlslon and par mU|t|D|lCatlon-dftﬁxf'»_e i
h e T
Move to cell F5 end type In the formula-**' T A

a35/50-'20+c5-/75~30+05/q:a-go*esﬂs'so ? Press Return and yeuraajf

flrst etUUent s grede out of tbo should eppeer (89 2)

. the., you, multlply by 20 3 zo. end 30 respgctlvely:cﬁ?

ook, e
ffz- uove to. cell FB‘and‘tYDe.ln the formulaf:”vt
:fffBG150'20+Cs775‘3O+09150020+EGI75*30.L Press” Return and vyour
5?Qsecond student s grade dut of 100 sheuld apbear (90) W
'ff;3ﬁ,,We wlll copy thls fofmuia t° save. t'm' Press "ENU (F1°)v5?£

. ;}Q_Select CGby and pness Return.u"'

At””éf ;Type F7..F10 and p

’ lndlcatlng the sort Kay o e -
v;;ﬁ;ifPress MENU (Fto),wﬁ_7‘7ﬁ7f; -
;liﬁz;i;Select?ﬁﬂ—ry and pﬁess Return..';‘ ﬁ;.
':”é}ifselect settlngs dnd pres; ReturnQ : e s
’Q;T?;;iSQIect Basic and press Returh;-E'. ."A T f;
:f:’5;gf5elect Batetese and press Return.e i “'i;‘ igi°

:gibecause that ls the Welght'ngaof each separate test out of*ﬁt

Yy

‘L_fs, ;Press Return ageln es we wlsh to'copy from thls cell'(FS) ;;;

\

’{73 Retugn“f=F7 wl" be 0.8, F&_

wlll be- so a F9 wlll be'sz 4 andi‘io wlll be 8s> %Qf;

_1 Recalculattng the Ra g Tll]ﬁ=ﬂ“:" gg;,fffff}:ij‘*‘

2

»

Flrst we7 need tg) sort c0|umn F :before we recalculate thef; 

6{‘5Type A4..F10 as y&ﬁr database range and press Returnnp You
R £ N . ; g A i
uent to lnelude one llne above.f.:. 3

SoavT




%77,_f83lect Qult and press Returﬁ
4?33;ﬁ831ect SOrtakhys and Dress heturn.~; ig?jf'“7*'
'fé;ﬁﬁSQIect 1st—Key and press Return. : f:f17*" FRRT

10 nghlight F5 through F10 by* presslng pyour TABj;key and:

then the down arrow key untll,you hava palnted F5 through.F10”

Press Return.,»ﬁ'

”f?j!} Type D for descendlng and press Return.sﬁwgiﬁiﬁjléﬁr
descendlng order.,-;:ﬁ;;j“ o :,1¢”1ﬁ. T
12 SQJect Qult " ‘

13 Select Record-Sort and press Return. _;'gf],rf;{@,gf

14 select All so :all records

Press Return.w¢ff 
15 Setect Qult and press Re‘_
Recalculatlng tho nango q}” ;;f1A”J:;;L

3;  Pross MENU (F1O)-J;.y.7}ﬁ.iﬁf=fif SR

Typq In Gs..GIO nd press Retuff

the range 65~.619




_,} .
. labele w;*h the numbers to ‘the’ rloht. V”f“’
R the rlght arrow key untll you have hlghllghted TEST 1 TEST 2 ;
resr 3..resr 4 TOTAL end RANK ,abels.::f,:. , S

b 7-;
hlghllghted to be allgned as we||.ﬁfz“

Name._ Use the .new neme = GRADE Thls way you lel not lose‘
AQ YOur old spreadsheet SCOREZ.q- .@f ;terftv i : ‘"t ”; '
=;_Prlntlng Your Spreadsheet fﬂ;nee"”j#fﬂri3f7;??;rffe[t3¥
To prlnt your reVlsed spreadsheet , refer .to Lesson ié3ﬁ
Sectloq D~3 Prlhtlng Your:. Spreadsheet.ﬂ' Just ;refer to. the,.ﬁ

PQINTING sectlon

.gfuove'thc c,.. pe|nter to the TEST 1 label.
77?Press MENU%(F10) o |
*afselect nano."and press Ret“'“-iff:fﬁﬁﬁ'“

7,Se|ecf Labe[f‘

savlng Your Work —1$ag“ng a Worksheet Agaln'L Unde

Q. e -

llgnment and press Return.«

¥ e

-

-Select nght end press Return.“ e wlsh to allgn thefﬁﬁs

e Lo

v\\

nghlrght the rest of the Iabels to ‘the rlght by Dresslngg_if

j o .}’ .,’ .
Tnen press the dbwn arrow key once so Test Totals are;5

Press Return and your Iabels should re-i1lgn to the rlght.xbcf

¥
lf you wlsh to sgve thls spreedsheet refer to Appendl

A ~<§.~;; ».

and do not worry about HlDlNG A COLUMN or

J_l Ex|t1ng from,the'st"f'f fy

..-..V"




f:LEssou o13 ou7coue-

fweRADEs 8 B
‘E;STUDENTS S TEST 1 TEST 2 TEST 3.
0 e f" <505
‘._..-_:leke Johnson R R -
“Mary..Jones . 41 1. 769
~John - Smlth Sl A

s o

<50>f _ _<]§

48

45;-_?_.'
P . 43 4 “4':.:‘_
TUAB

TEST 4

- <75>:«~'gj

o 71ﬁ{jf‘
.70, 90

89 .
e
70
88

s




fcj} We wlll lntroduce each of the GRAPH envlronment commandsﬁ

..\"'

as we ’need them To Indlcate, the openlnq menu of the GRAPH_

_l Exglanatlon of the GRAPH envlronment

envlronment make sure you are |n' the Graph envlronment andu

press F10 (Menu) This_ Graph wlndcw menu wlll provlde you},ﬁﬁ

. -,

.

wlth the followlng optlons.

Attach command 7~_- wlll allow you to attach tme graph to
the graph wlndcw so ycu can vlew It

13t-$ettlngs command- wlll allow you to speclfy settlnrs for

each range of data that you wan1

g e ;]‘;e[_,-:;f. dlsplayed on. the graph
2nd-$ett|ngs command- wlll allow you to control eftrngs?thatf;?*

affect the»whole graph rather than Just7e

va range of data a8
X) '

’ 1ma§e;sgy¢teommgna.'- wlll allow you fo save a group Of graph@j5f

ﬁfwz.. There s also a: Graph Menu In the SHEET ‘envlronment.

.»; Prpss TfBE by pressﬂng and holdlng the Alt . ey and ’then“"

""igi:PreaschENU (Floi ,,jV:f}mn

'r;Prevleu.command ff;- wlll allow you toivleu the graph after

Wy;;»fﬁ;ff setthgs and the current data ln the

R P specrf1ed ranges Zgat ccompany thcse |
ﬂ§*lfl f'ﬂ,',_JQi \settlngs to a separate flle i;?*w;% ;}gr.;g

A -,

.y

s A“b’

iff3.5:§elect SHEET and press Return.____""';

& _A‘

een deflned

the graph settlngs have b




LIS a
e s
«

f‘-ra'r.a._;-._retu_r;;.' mm i
_1 Creatlng a Bar TR

your flle. SCOREZ. ,efer

to Appenq Ix

3."

..f l
SQIect SHEET and'press Return«
DEFINING A GRAPH

# &M



10 You have a cholce, when creatlng a bar graph, to sglect

. ) ..‘( o

’;ranga from A tnrough F._ The/ x

: horlzontal axls.dgfljﬂl.”‘

11. Choose. thc letter A &nd’ press Return...f'f"
R ,:',,v,r’-) oo . Y . R
pf 12 SDQCIfy the range/you Wlsh tO‘DlOt“bx typlng F5..F10.w

‘. ./' r‘ . )

: plot the bar graph.:; Press Return. ) o 1 . -
13 Seleca Qult and press Return.irffi'w"
LABELL|NG THE DATA POINTS .?n.Af

14 sGﬁect Data—Labels and press Return._'*fr;p

a15 ghoose the letter A (A—values) and press Return
16 Type ln A5.,A1o 50 each of' the bar graphs witi be

labelled for each partlclpant.; Press Return R 5r' ﬂj‘ ;“.;T;:

‘7_17 SQIect Center and press Return. When uslng a’ bar graph

ko)

the data—labels automatlcally sltuate abovev the bar l @rf:

= ,center posltlon. v ;z; V'l'fff __ﬂﬁ7:ﬂ - ‘,-“ﬂ.'frri' ;éﬁTQi::‘

..,__.", A

18 SQIect Qult and press Return., $§léCt5ﬂahl€ agnlnf7§n&fjﬁ

| press Return.;,“j;,;,“*@i. f;.5n tgljxfg

19 SQIect Prevlew so you can vlew what you have\ereat

. ,.‘ DY

xwhen vlewlng the graph : the names wlll appear

N s

Note.f
A J RE v k
....... overlaaoed, ,however when you brlnt the graph,; thls wlll
o . ‘nﬁ_ ; ,;.LM. ;; iv-_Jn;;':~
. dlsanpear.,~-. =f;;.m ;_QﬁJﬁ‘[,~l;:aélisﬂ.f“"
;j-: e T T RO u; L "
ryAleTLlﬂq/THE GRAPH AND THE AXES

! .\,.. cE T S e ';‘1_: o

lnos and press Return.la.'gl,,n_

ffgztr

o R SO
‘ zz. select Tutios and presa neturn. S L T A ey
R G T g :




23 SQIOCt Flrst and press R°t“'“-ff;i;f%’

v

24 Type RACQUETBALL SPORT CAMP ln capltal letters and press

Return.; Thls wlll be the overall tltle of yOUr ﬂfﬂbh.a;fﬁv”f“”

«: ”5;fax|s and press ﬂeturn.”::ljifh
zs Type PARTICIPANTS In capltal letters f°*596ur:¥x+ax;¢;;,
T T R A

tltle and press Return~,_;ﬂ=fif"

27 SQIQct Y-axls and press Return. v :
zs Type TOTAL POINTS In capltal letters fé”vthgaitjﬁté'df}

29 salect Qult\and press Return.;[ﬂfqi'”v

CHANGINGfTHE HElGHT OF THE GRAPH

30 SQlect Y-scal:_and press Retur"';f5*{°Lﬂf'¢vjij# f_f7Q LP?*ﬂ;

'. 3’~ s°'3°t TYDQ and press Return.v_’f.ﬁf“f4§w4f§ ¥ﬁ3;;5j_;1;*?b #;

324 SQlect Manual-Llnear and press Return.m_“'"




_4;t Press Escape.""

,5; Select Qult and press Return to leave the Graph menu.

) ~1'

_)_ Prlnt_g_ Your GraL | ‘ o
You wlll use PrlntGraph rrogram dlskette to prlnt your graph
r Before you can use thls dlskette. you must Ieave Sympnony.,_]ﬁfj“n‘
k;_ﬁ,d Press’ senvucss (F9) e e o w
2.. Select Exlt and press Return.:i~
3.J Select Yes and press Return. _
4._. Remove the Help and Tutorlal dlsketta f'rém '.-.'}'urif\'rg _'-'.A"_';a".r'md
replace It wlth the PrlntGraph Program dlskette. ) . |
5. Select PrlntGraph and press Return. |
lf{ You wlll select commands .|n PrﬂntGraph ‘as you dld ;lnfgﬂ”
symphonxﬂ,walrst you wlll have to‘ supply 4 pleces of;';
”“Informatlon In order to prlnt the graph. 1) the Iocatlon offzrl
"'the graph flI? 2) the Iocatlon of the font flles, 3) the namegfi:
f the prlnter you wlsh to use.: 4) the name of the graph flleifl'
yau wlsh to prlnt.: SRS - R

Nanlng The Locatlon Of The Graph Flle . e R

e

W‘* Select Settlngs and press Return.-v

_iiescape lEsc) and type ln‘B. and press Return,fﬁfﬁgv;n
ped to be prlntod ls located ln the dls&ette |n5thé“ﬁgl
e o STy el T

DS R

. m<%; L
G




e

~ (the - PrinkGr lskette ) and - th:l-_-"s s 'a-i;rf_efh#'i"}' Ind Léﬁ{e& “so’ o

~ .continue. |

polnter to the epproprlete ]prleterfyedg;g
wlll be uslng and press Return.»¢’ “ e
’413 Select Qult and pree% Return.k'

Nenlng Your.Braph Flle You Wlsh ‘To Print

14, Select Qult and press Return.ﬁ?lf_ T T

'115 Select Image-Select end press Return..,ﬂeﬁ-" '

18 Vle Ul‘sh to eprll'lt GRAPHI so‘%elect thls end.vpress Return. |
| You wlll*now haye returned to ihe maln menee,fc: E »
Now thet we haye supplled t"ﬂ%‘ pleces of lnformetlon. (e;f;
.:ere ready to p§¥5£ | “"t357'fﬁ;j_' R N

l17 Turn on the prlnter and allgn the peper properly._; ,>13}%;[

sl Select Allgn and pre‘F Return.f' S g |
9319 Select Go and pres? Reuunn., Your grapﬁewlllijbegln to'7°

'c)- T

G) Exltlng frcm the !Eghonx stt
Once ybu heve completed the prlntlng of you“

'3ileave Prlnteranh select Exlt and prese Return._l

“7}7? Select Yes end prees Return.sﬂ,;f”'k

_1 Exltlng from the Acceas Sxet 'figf:fff;f‘Tiff"““"'

To complete your exlt;frefer to Appenulx (C) Exltlnggfrougf




+ ) . . Nee - . E o . s . & .




H,.Lessou 15 - ADVANCED TASKS FOR BUs1NEss GRAPHICS } i"

:ObjectTVes

ELT; To lntroduce the user to several advanced -functkons of

L P P
-SYMPHONY whlch are commonly used ln Buslness Graphlcs._F‘?~<

'“'2.- To saVe and prlnt the graph.;__:fv*'

- Polnts to Remember-":t‘:i yl‘ , w2df,;:é  L
Thls leSson ls optlonal and may. be .omlgtedv;ﬁythQUt :%ﬁ

_,affectﬂng the continulty of the manua"ft;»l :v “itiz;;r:f'ﬁ‘J"J

BUSJ NESS GRAPH I CS PROBLEM -
oy

: ifY haVe now compl$ted youri ftr;t graphlcs prcjbct Ll
  4However.. a WIsh to craate anothes\pore advanced graphlcs";TQf

_‘do _ thls we must flrst beqln wlth creatlng tr‘ LRE: ,Ing_,_.,.f:

E . . - . A 3 : e

e _‘

77r1.; Create thls spreadsheet of the %ttendance of females ﬁor

o

;three é&eeks at three dlfferent sports 'camps, volleyball

‘ : ,36¥6F to Appendlx/'(o) . Savlng Your WOrk avlnq a New

- é'y‘-f'Vorksheat. \ .. . .‘ S . o

S 2 ﬂlth thls spreadsheet CAMPS create:: a Pl.‘s‘lF Chlrt Gl,'.'

iplﬂ ¢nart.ﬂl,wgﬁf;7a;7

C e A " .. -4



- . C : - . R ( oo . R . . R Lo e . N Y
’ - L B - . . . Lt . .

.
L

-~ Lo~

:3? ‘Tltle ,your graph FEMALE CAMP' PARTICIPANTS as’ 'theﬁfirst.f’7

\,

o title and UNIVERSITY oF AABERTA as the. second-tltie..

4; Make sure‘ato tltle eaoh of the/ple sectlons wlth the

‘approprlate spor

name volleyball basketball - and tghnls..“

-

..f5;. NeXt CFOSSha ch your Dle sllces uslng Hue code numbers 1‘lfc

“for \lou_eyban 3 and 103 G'gr Baskeg:all and 5 for Tennls

‘P.

s.'ﬁ; fAndv lastly*sexplode or hlghllght the pie sllce for the

Basketbal1 Total. 7‘_t-,[ﬁe;,fr',, ‘“?‘j;Q_'f' e |
BUS INESS GRAPHICS SOLUT 10N

‘5Aj Re—Enterlng the Symphony\Systent” h'%jv

To re—enter the Symphony forf thls resson,.refer,to Appendle"

5) gntarlng the Symphony System. Remember to sylp steps 7
'égqpugh 11 1f you are not formattlng a dlskette

({_ ‘B)- Enterlng the Spreadsheet Envlronment C

"

‘QWe wlll- élrstt create ‘thé _sprestheet _LCAMPsfl.lhe theyt
Spreadsheet envlron.ent.v ane you have completed the steps‘to
>? _re-enter the Symphony System. .the_enylronmeht you‘are.atreadyhejy
{': ln Is the SHEET envlronment o ,13e}€L;'f"”:v . |

C) Creatlng the Spreadsheet

N

'The.followlng lnstructlons w||| nef‘be”féncy lnstruetfons~a5»'
3 <
!the maln purpose of thls Iesson Is the creatlon of a ple chart

"‘graph not ?ﬂe spreadsheet. ‘ry - t» t;gt{ffj'“"” SN
.rADJUSTING THE COLUMN WIDTH N | S .
..v71;o on: your blank spreadSheet”‘\p'#ée'thé,gel|i§5lhterllh_ésif
A1.(top,‘left hand; corner) | e . , ' s
ER Press MENU (F10) : | .
3. select. W|dth and press Return. 5 h ,_;f?”g'i-'
' ‘ ';‘ . ) .
(R _ g . f@h

et



- . .

N . @

4;"Select Set and press Return. §

';S.Q-Type
Returnr

’Note we wlll

<L .

The”default ~wldth

default wldth.-

. ,“v-

ln the number 12 for

-

ls 9‘30

ENTERING YGUR LABELS AND DATA

e

| .viMove
T

2. :Turn

>

“3, Move the cell

Return.

74; ,Move
-'RetU?n,

5. Move

- "Return.

~7}‘ Move tﬁé ogll polmter

the cell

the cell
the cell.

esihé;cellﬁpolh;ér

to 5ée|if53'anqztype TOTAL

~press Return.~'

-

8.'_Movs
V,Returnajf' -
o dove
'Retufoub
. Move
-Beturn{
.1u11.:Moyé

Return. -~ .

the cell
the cell
the cell

the cell

polnter
polnter
polntéf

polnter

Ce
i

v
lv,"

LA

o

oolnfer " to

.

molntg& fo

pointer to

Dolntof to

to cell

“to cell

to;cell

ceii ¢4

cell

185

v

the wldth oF column A and press,l

not change the wldth of . columns B C D

~

Cer n
I

C1;j';;'

R N

A4 and

cell, B4

C

thesé columns wlll remaln

on Caps Lock key and type FEMALES and press

to cefﬁ B3 and type WEEK 1
to cell C3 and type WEEK 2

D3 and type WEEK 3

and‘typé'fg{
and typ9423 ;

cell D4 and type

.énd‘E;.l-

at]fhls.Ny

.

Return.

and press

and press -

and press

‘and press.

| type,VOLLEYBALL and &

‘and press

A\

and press.

34 .and press

E4 andNtype;f76fand press



NG e el T g

P .

;*':You.fhave tcémpleted the Volleybarl attendance in your
' ) W o . . ‘e L
'spreadsheet. ’Complete the Basketball and Tenwls entrles by

.

4)imovfng the cell polnter to’ the approprlate cell and typlng the

3 .
Aapproprlate labels and data.‘ Once you have. completed these

‘ -‘ﬁ: e o
_ two rowsa turn off the Caps Lock key Lo _'.‘?

-e]ENTERING REPEATED CHARACTERS 3-;"‘5;'_ ;;‘3,'?,‘““ R

yj Row 7 Is a repeated character through each cell

e v

2.1 Move the cegl polnter to.cell HA7,.mak1ng sure’ that the

a:Caps Lock key ls turned off. Co q“'¢’-l; S

“, : - d

3. Typg \- and press Return (\ means that you want to repeat

"'jthe followlng character through the entlre ce||)

4. Move the cell ‘polnter to ‘cells %7 .c7., D7 and E7

- <

,Vconsecutlvely. and repeat step 3...

‘COMPLETING THE SPREADSHEET

© 1. Turn on the Caps Lock key agaln and move the cell pointer - -

7,to cell A8. ‘Type TOTAL and press Return
2. Move the cel] polnter pto cell 88 ~and type 65 and press

Return. | 4"3 IR :yg~f :rlﬂ

- —

“ 3. Move the.cell polnter to cell C8 and type 70 and press .

" 'Return. SEOTE N
ikt -

Heve  ®
Return.

N

Return.g" q

. ")

- 8. Turn off the Caps Lock key once more.,,;

T.ALIGNING 'YOUR: LABELS"

_Note; when' enterlng,Tahels into a spreadsheet, the default:

4. Move the cell pointer to cell 8 and type 98 and press.

5. Move. the cell,pornte{ to celj~E8“and type‘3233fandjpress



“'‘right’ Just!fles the labe! When e%terlng numbers lnto a
:spreadsheet the defaulh 'Ieft Justlfles the numbers)lv’ '{

S Move the cell polnter to the'label WEEK 1 jn-ceJJ‘B3; T

o D R 'ﬁ:;___
- Press MENU (l& et
R Select Range press Retu?n.

4._eSelect LabeI-Allgnment and press Return.‘.

5. Select 'nght and press | Return.  We wlsh to-al“lgn"'the_‘f'
(BN . t ;‘ -
Iabe!s to the rlght - the same as the numbers are allgned
,8, nghllght the rest of the Iabels%ln row 3 by press\ng the

: rlght arrow key untll you have hlghllgh ed the WEEK 1- WEEK 2

WEEK 3 and TOTAL labels. '

‘7, Press Return _and your Iabels wlll aﬁlgn to the rlght‘of”
D) Savlng Your-§preadsheet o .5 L ‘,r‘f EEEE

Before your contlnue make sure'that> yOUN save your new -
.spreadsheet. You. will save thls flle’under the ‘name CAMPS.

. Refer to Appehdlx“ (Q) E Savlngt Your Work - Saylhg”a New

Worksheet

E) Creatlng_ aPle Chelrt Graph o L
A_ 'DEFINING THE GRAPH o S
v’l“ﬁiPress MENU (F1d§ C ST
2. Select Graph and press Return. .
3. hSeIect:lst—Settlngs and,press Return;
4, Seleotsfybe ahdspress_Return;;;7e: ybv ;‘ :fg.
'5._ Select Ple and press heturn._ B o
SELECTING A RANGE TO GRAPH
6 Seject Ranoesandforess_Return.

7. With a ple chart graph, you must select A as the range so



RV

[ ot - '\.I "; 5 18.,
:‘.“' RN -' . ~ T
N : :

I

We wlll

"weeks, so type

compare

_selecg A (A data values)wand press ReturnG

_1.\- DS

‘fa.; Sp&élfy the rahge*you wlsh to compare ln your ple chart.

the totals of each sport cémp dve: the thr

In E4;.EG and press Return., _h

LABELLING PIE sucss *

.’_

. e
% ‘:‘ P A RS K . oo

»}'Because a ple chart graph does not ’have an X or Y axls thei:.f

bl

X Iabel range ls usbd to select the 1abels for the ple sllces
/

A

. 9._ Select X (x data values) and press Return ,jl'_ﬁ’

3

10 Type A4..A§-as we wlsh each ple sllce to be Iabelled wlth

the abproprlate sport

Volleyball, Basketball and Tennls.-

. .*.
» N

,7 ) fqd press Return.; ' 57 _; h_?q;_.,.i

13 / ?aln and press Refhrn.~‘

} : ».{31 -:E‘ , ,-\' o L', - o [ . '
14 vndQSettlngs?and press ‘Return.

15. ';:mnd'bress Return.t L .

nd press Return

o o

'ZO,fISelect Qult and press Réturn.-ﬂg'” | ‘f ””fju

Lt

RS g S e o

'21.:fSelect Qult agaln and press Return._-

f22.-:Select Prevlew and press Beturn. ‘We wish to 'view the

Qraph before we contlnue.v;"» _f ' o - o

Note Symphony has

of each,

1abel .

label

-

v).‘

automatlcally calculated the percentage
13

and placed lt next' to the vapproprgate.sportf



';;;fff,A e -tk f#ﬁfﬂ’."’LRQ.i (‘? SR ,-'15,1[{1&9;

- »' [ . . T s s . . . . N . . . R

s IR
Note Symphony is ABt able to dlsplay %he real ‘value of .

eaoh sport total ‘; s always a pereentage.h' v»l_ *j/”
fezsi}'Pre33153cape tobietunn to the MENU.i” o
:‘f24:: select/Qult and pre?%/Return._"f5:5 '
fiCROSSHATCHlNG PIE SLICES" _"f”fff'“f.,jé f”" -

~ For Crosshatchlng' Ple Sllces " we }ﬁllttfflrstu add some

‘,lnfornat;on to our spreadsheet* CAMPS. o o

Rl. Move the ‘cell polnter'to' cellvF4'eand rtype‘l.f‘,;;;ss'h
- .Return.r{fhef 1 represents the Hue code to crosshatch wlth a

jcertaln.pattern.fji’fv” R‘ . _.,’R:Q | | - \

2. Move the cell polnter to celr'FB"and type' . Press -

Return;,-The 3 represents another Hue code for a: crosshatchlng

- pattern. - . - ' . . g

3. Move the cell polhter to-\cell Fé“iﬁa‘ type 5. Press
T T - o
Return.. 'rne ) represents* still another Hue ,code “for ‘a

: ﬁ . ‘ R ' L R

,tcrosshatchlng pattern. =

P Press MENU (F10). TP i
;ligr Select Graph and press Return. | o
sﬂ& Select 1st- Settlngs and press Return.
-i;‘ Select Range and press Return.evT’“f '_t" ;f ﬂ.!‘ R
'f_B.: select B. (B data values) and press Return {.Ae ' “‘

'9."Type F4 LF6 and press Return. Thls ls the address of the

DU AN

:new,datavyou.Justradded. ' _Y_

‘flotfseleot Qultaahd'preSS-Return._ ‘ STy

B ll; Sele?t Qult agaln and press Return.f. |

_ 12}u8elect review and press Return. R S 5V.
.;u.;NoteQ-tJ:\gjfferent patterns of crosshatchlng. . ».!.' o



] . i
,13 Press Escape. Y A -
14. select Qult and press Reﬁgrﬁ .
S
) EXPLODlNG oR. HIGHLIGHTIW g}g Al
We wlsh ta explod; "}%}: sic 3> 4 ‘ ijlcelﬁut" flrst we
. must add sgme hew » CAMPS, = -

e

'5_1 Move §§$<§§}1: dlliﬂuesébde)séﬁd;f

[

_Fof'you.“ galues unq§r=
A el

2. Press MENU \(Fm;z\ | -
3 -'Select Graph ang pré%c -
4. VSeiecﬁ\Prevlewyah i ' Becauseﬂyou have already
,,K\Qk -
hlghl |ghte¢v Fa. r-' lt %ixp@pd.es ' the Basketbal r
‘ JA%} é\ \J") ! . . h
.Ple;}s'lce- —f*/"(‘/x\ : ol
5. Press Eseage.'__ N : |
! to prlnt our ‘graph wei i"”f e &ﬁgdi’ufﬁ%54hustwsave it First.
ro LAy e
. ]_2.- Type ln CAMPS as {he name and press Return. : {‘.
R ' | 1reylew to vleﬁ the*’}aph agaln and theh bress_
ﬁ}ess Escape. . . ﬂ, . o
- : ‘ : : ',.\ - *
SelCct Qult and press Return to leave the Graph menu. '
G) Prlntlng Your Graph | ’
v ry ’ ) : ‘" : i "_ )
If you wlsh to q;lnt your graph refer to Lesson M, Sectlon
K I Prlntlng your Graph - 'However, |'n' ‘step 15-4-' |nst\gad of
. selectlng GRAPH1 select CAMPS and press Return.‘, ‘



frdﬁh}he?Syﬁbhony'Systehi -'  - ,‘,;a

\

‘have ffnished printing your graph, select Exit *
leAve PrintGraph. = o
"':\.'- . R ' e ) ) . : ’

‘;Séléqi XéQjahH@hpé#;iRetﬁfn{:' 

LAY

i

' o’ ’ 1\‘ \"'“55, s AR M ‘ LA ".,.- o . Co - . v ' o . .. )

., o completeyou exit, refer. to Appendix (C) : Exiting from ..
\ TR R ~ s : S '

T e Ry

\fl&ﬁLESSON;i15‘OUICOME} L :

S T FEMALE CAMP.PARTICIPANTS
: RN R ',‘gmwgsnwpﬁpggﬁﬁ"l'

S NN
e

A}




. Note; L you'

through 11- Incluslve., - L 'ﬂ" '.'¥)f'¢

Y

DOS (DISk Operatlng System) as you practlced #n Lesson 2 and'

45"-' K ',.' i -

»2;—-tnsert LBM DOS dlskette An drlve A and close the door

3. Turn the monltor and the computer on.-“

4. Enter ~the.

press RETURN._

Note some c_lputers wlll provlde the date autd%atlcally

. k7
5, Enter the T ‘E lf necessary,, In the form HH-MM uslng ‘the

o~

2400 hour clock ystem and press RETUBN Note. some computerst.

<

*),J'A 2

wIJI provlde the 't ime automatlcally : Z"--"%, N 2

8 The A> ""' appear;» You are now entered into DOS. L

7;‘ Before we contlnue we wlll, need to format 2 dlskettes to

o
<

_w;~use,durlng-our course. . R L o -

TE, _lf;necessary._ nj the form MM-DD YY and”“

. .

1-: To enter - the Symphony Sy em you flrst the to enter the .

. 8}_ﬂwitﬁ”your DOs'dlskette in~dr|ye.A,.typeiin format b;«after_ﬁ»

the A> and then press RETuhN.;

9."|n3ert a new dlskette _lnfdrlye_‘B.and;press RETURN whien

|.

ready (there ~are 39 tracks 'tO'a diskette so walt —untl| the

'screen dlsplays FORMAT COMPLETE) B

¥

10. Then the computer wlll ask If you want to forma€ another

<’dlskette. lf you do not want. to format another dlskette. type

|n n for No. If ‘you wlsh to format another dtskette type in-

y for,Yes,:,ln qlther case, you must press RETURN to. conflrm- .

. Qﬁ ST e et 'sz":jj'



S s ! N .o . o LT o P . .
_ ) _ » 2 *&,u e :'e . . . *;'_ :-2. ,”t_ r“"”,
" your cholce.~ We_ wlll' need another olskette Later-i} the

o

.‘course so choose Y In order to 4ormat another dlskette'at‘thist Y
o btlmer and ‘make spref,you remember“whlch 2 dlskettes -ere
O; tforﬁittedf” .;\’..f“_ﬁ Tlei o : .’Y<“ f"\ ‘ -wi.f, I!(;‘
'Y :Yjﬁ..Once :you;ehave_‘ : h ; »
12! Remove 'the ‘OOS d;s ﬂ \'from' drlve ‘A and pJace 'oack in

e o

‘Its cover. , Insert SYMPHONY PROGRAM DISKETTE In.quve-'A and

"..your- dlskettes) theYASf'wllf

w

'jclose the door.

13 Type In ACCESS after the A> and press Return.~‘The-screen.

ijll dlsplay the SYMPHONY Access System menu.

©

14. w1th the SYMPHONY PROGRAM DISKETTE stlll In drlve'A,.ahd'

‘. the menu' polnter already qvghllghtlng SYMPHONY _press Return
%w”s as we wlsh “to enter the SYMPHONY Program )

-

f15 Remove ~fhe SYMPHONY PROGRAM DlSKETTE from drive A and.
nlace in Its cover T R B
\ A . . . . . B
is. InSfrt the SYMPHONY HELP & TUTORIAL DISKFTTE In drive A

and close the door ' o -

17. Insert your 'FORMATTED” DISKETTE ;fer :work e|§ket£e) In
wﬁ%: dr ive S and closelthe'door;: - ' ..,,‘ h__ |
AW ‘ . : : B ) B
* rihggyreSs HETURN.; Yoolare'now ready to start SYMPHONY

APPENDIX B ’thhv ER V'e, Lo L

N 0 " L L
g . . o ‘ \
. T
‘ ; .

EXITING FROM THE SYMPHONY SYSTEM

At varlous tlmes when uslng‘the computer ‘you wfll WQnt to exit-
from the SYMPHONY Program

1. Press SERVICES (F9)

.

2. _The screen will display the Service Menu. . —



3. ’Select Exlt a‘& Press;rRétUrh as we wish' to exlt ‘from

SYMPHONY \‘_ XX

-

]

4. Select Yes and press Return_f(lf' you have changed—your

mlnd and do not wlsh to exlt from SYMPHONY you should select'
. et

.

No Instead of Yes). - | }
APPENDIX C "-;‘< o B : SR N
'}—EXlTING FROM THE ACCESS SYSTEM jf l . T "' :;sf{

4

Once you 'have ‘ex-lted from SYMPHONY, th',e.i-,screen' Wil drs'pray'

——

the Acfess System as noted prevlously, and you. must exlﬁxfrdh.

this system:. ' - '_"' S

V1,- To- exlt 'from‘the Access System and return to the DOS ‘%

‘A

prompt (A>), slmply choose Exit and press Return. The screenw.

K _ ,/ S ST ’ *
Cwlill Immedlately return you. to the A>. o . . S

2. 'Remove the dlskettes from the dlsk drlves and return them

to thelr protectlve coversm

3. Make'sure' to. turn off your‘honltor and computer once you .

' have COmpleted your tasks for each sesslon

APPENDIX D o o ‘
SAVING ‘YOUR WORK T A T .
NOTE:_If you do not save your work before you leave S?MPHONY

/or start to . work on another flle you wIII Iose the nen uork

slnce you enter the system

SYMPHONY wlll allow~you to elther Save a New ,Worksheet oQ

Save a Worksheet Agaln -fff;: the'Same Name or - Under a New \
-_Name. ““PZ"‘ 'i
‘ Savlng a New Worke_v ) . !

L .,
1. Make sure you have placed a formatted dlskette In drlve B
- v , .

i)



2.
3.

C 4.

L
oy

B and then It prompts you to name the flle ';lf other flles

o ,é“”,-;-- K R (\_J ®
Presg{ ssnvncss (R9): o B

‘Select que an

i Select Flle and

e e

ress'RETUR&;R

§ press RETURN.

Noter‘Wheh sanng for the flirst tlme B \ wlll appearron*the;

<ft0p l]ne.

A}

Thls lndlcates that the flle wlll .be saved ln dere:-l

7

‘exlst on your dlskette these wlfl be dlsplayed on the second’

5.

Press

ISDECIerr/dIrectory and type the name you wlsh for yo r flle -

Note: you

BACKSPACE'to ﬁake yeur“cofﬁect1oﬁs;

ﬂB.

'eonly be a maxlmum of 8f|efters and/or.numbers,

Ifﬁyou

Press

,You wit

th

ca

ere Is
Iled a
‘rARé
"~ .CCF
- .CTF.
tPlQ
{PhN
.wnjﬁ
Savln

.fUnder

,lndleétes Add-in appllcatlon f|1e

;Ilnexfrom the‘top, ,f ‘»A o - - T [

, . e
- . . - 1

ESCAPE . to clear. the;f_current . dr ¥

must notgjngiude spaees,]n-.thls tltle and‘

e
make.an error ' in _typing the name of the il

RETURN{" .

I noteA that" the next tlme you request -the fLJe that.v

an extenslon at the end of your flle.name.-_Thls Is

Flle Name Extensleﬁ and - lndlcates the type of flle.a
: C @ '

Indicates Communlcatlons conflguratlon flle . »*

o

Indlcetes Cﬁaracter code translatlon flle

.o,

‘tpdicates | Graph (plcture) file . . Z;'

|mdgcate§“Pr|nt flte

L‘;\"\/ \'

Indlcates WOrksheet Flle

t

g {Worksheet Agaln

the ‘Same Name %&

ey

Press

. Qbﬁ’ :

SERVICES ‘(FS)-.



.‘ .. ’ “ . 9l .v -
: ) : e fg;”'” - 196
o v ‘ ! 1 | - X r ) q
L 2. Select Flle and press RETURN ".SYL' .

'3;'-Select Save ‘and press RVTU§N

. , R

T4 'Select tﬁh< flleﬁname that you*are7Sav1ngimqgaln and,pressfi
’RETURN o L S S S N

5;‘. Then select- YES if ~you wgant to update . ﬁtne Flieswith ygdnf ¥,

most recent work (select NO lf you- have changed your mlnd and'
want fo Teave the Flle the old way) . 3

] 2

The. worksheetvls stLJI ‘on ‘the’screen. . You may contliaue
o R T A Lo
working on-lt,f select another worksheet, or clear the screen.
.. . ' Q X . . L T W

by selectlng New from the SERVICES enu.:

Under a New Name ;,' ‘,",“.‘;> R s

1. .»"'P-ress SERV ICES (/ZFS) S

2. - Selecthlie'ani'press Return. ’ i

3 Select Save and press Return..

./.

4.. Press ESCAPE to clear the present name on top llne.

¥ 5. ‘Type In the new name.that you wish. C e

§. Press RETURN. - - \
i . - . A ’ . Y .; "
; Note: Symphony saves this new f

‘,_7way it was.“ - Lo . ' b

APPENDIXﬂE
@ ) .JA -sn-

" RETRIEVI YOUR FILE '.,;Jﬁ

aving the old fille the

In order to retrleve a flle Itjhust_ngye been.saVed'ftrst.
1. } Press)S_ERVICES_‘ (F9).’ . ) o '-, g -
2. _Serect“Flleyand’nres$>Return. o ;h L .,_ ti;
’»HKS}S"Seﬁect Retrleve’endapress.hetdrn.’ - e
~4t: if you have more: th&& 5.ffres ,onfyour dlsk.l'presslMENU

(F10) ansthey will alk be displayed at once.



L1970
fé:f Move your cursor to hrghllght the " name of,tne’”ffle'yduﬁjjn

'wlsh to retrleve and press Return.'

. APPENDIX F '4ff

'CHA"'ING TO A NEW OR BLANK WORKSHEET

Asfyou_'are_progresslng. through this _manual, there -may be.

ftlmes when yOuwash to beg1n With a NEW or blank.worksheet im

e . K ‘s

the poc or SHEET envlronment. : ‘fiié

ﬁ\_-n . oo -

.

T,J Make -sure you—are 'ln-the Symphony program and ‘that'you o
. , N .
) have saved your current work wlth an- updated copy as once you

. \,_, . lJ

select a new* worksheet,_your current work lel al}-dlsappeaq

» o . o
"~ from the 'screen. . ‘
2. Press SERVICES (F9). ) ﬁ B A R

" 3. Select New and press Return.‘j

4, Sy%phony wll! " ask you I f.you wlsh to ‘erase all ‘data from

ail wlndows you' are currently In end create.-a new worksheet.
Select Yes and press return.
,4

Note:;lf you. change your mind and do not- WIsh,to erase‘all
e s e . o o o
,your current work'and"create a new.worksneet( select No-and

press Return B (
APPENDIX 6 f~;f';“';f L s N
_ ' SPECIAL PRlNT ATTRlBUTES AND CODES _
oy . - -

-'~Remember_';‘ Ctrl key & B - Beglns the Print Attribute -

P

Ctr} key & E }; _Endstthe.Prlnt Attribute

’ ‘ R ‘ e ) . ) . H . e /‘ /
* ~Code o Attr.ibute, - 3
Borb = . Boid'Text‘

. L ba
“for v . Itallc N

.U or u ,x/{- -

) Underllne Words O:;)p/’ o -



o o?-‘; S ' _ e, S . L » _19§ -
e "8upersorlpt-5
oo o -Subscrlpt

'.*X'or'x ' i ) Strlke Through

. . S P
f°"z9r°’,':'--f$?f'q |gg||c- BT ;-e o
T ”]7 'Bo;d:UndeEilnéd" 11*4%;ﬂ ;';V{ |

A h‘l Bold Itallc Underllne 8 J
3 SR ’.; Itallc Underllned ,
4 o " Botd superscript ‘
5} '-_: .l-.,';‘ltallc 5uperscript _ B
:é[',k“";, | ~ Bold. Subscrlpt — o -
,:7 'fh-'v : »; #%ﬁgl[c Supscr!pt,
s h :ﬂ éb}d ]téirc. |
g T ~ Bold ttaiic Superscrlpt
Sor s j*  lf'ilncluoes spaces in print attrlbutes

" Qor a o-;etho ho;-lnoludevspaces.  ‘;1'

1 Apbéhb;x neoo PR n B .

HIGHLIGHTING YOUR WORK

AR ]
«

When you are prlntlng a document or uslng the Copy Move ando'

'vErase commands, Symphony asks you to speclfy the ‘block of text‘
you _want to pork with. {'The'text can.conslst,fofia,-slnglefvi
cheracten,va_Sehtenoe, e_ paragraph/paragraphs or your entl(e"
ﬁﬁord'ohoCessfhg,dooumentl To speclfy the text you hlghllght
It byopalntlng o;er the speclflc area.
S!mllarly¢'WHen you are fn ihé spreadsheet environment‘endﬁ
.fSYMPHoﬁY'Asks'ybu' to speclfy a range. you have the optlon of-_
hlghllghtlng the range on.‘he screen or typlng in the address

Highlighting Is like palntlng over the area you. have chosen
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‘If the nghllght Is Already Anchored . SR v;""'__«

w

'.ln' some cases,~ when you begLn executlng‘ a command the "

. hlghllght wlll already be anchored (Anchored means that you'

.

are reaﬁy to paTnt over . the seleCted text) The way you can'

o tell thls ‘Is that. In»the top Ieft hand corner ofnthe‘screen'

e i

: (control panel), Symphony wlll dlsplay the Ilne and character'
posltion”o# the cursor (word procesblng) or cell address~oﬁ'x

;rthe"cerl polnterl (spreadsheet) TWICE'_In the control.panel;

' (eg. - 3,21..B,21 for word ‘processing or B6. .85 . for
spreadsheet)
‘lt’stilmportanti tO"flrst ‘of all move _the: cursor = (word .

processing) to'the beglnnlng or ‘end of the block or'text you -

wish to_~hlghilght or movesgthe cell polnter (spreadsheet)Vtod
SR . ' R : o s
the cell you want as  one corner of_'the range. Then,.ff you
,wanth to highl+ght your worﬂk'In"’_v'var-’lc")usvd-lrectl'onls,w decide

Whlch'of the keys you'wlil use.

T

fﬂ; ln order to expand your hlghllght ‘use the followlng keys

9

For Both Word Processlng and Spreadsheet

LEFT ARROW 4:--’wlll hlghllght ieft one character or ceII
.RIGHT ARébW' | Q\wlll hlghllght rlght one character or cell
'hDOWNihRROW, - g{dwlll.nlghlzgnt to the next Ijpe or qun one

A» R | c,,/ o -v. | .

'f.UPHARhO&‘ - ""- wfll hlghllghf‘to the prevlous Ilne or up
| |  one cell _: o . . o . ?,y

-\For only Word Processlng r . _h 'Ar";‘ .

'END & DOWN ARROW-— wIII hlghllght to the end of - the paragraph

END & UP ARROW =~ - wll{ hlghllght to the_end of the documentr
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END & RETURN - wii highlight to' the next hard carriage

L . ‘return

Sy

.héNDH&—charecter - wlll hlghllght to the next polnt‘where
” | character ls located that you typed after
_ presslng END.. ;"‘.”J-f:.;" T
‘For Only Spreadsheet : | |
END &”HOME .b': .—6Wl,l hlghllght from the current call to the'
| | s same_ cell. et’ “the beglnnlng_ of"'the‘
.H.Sbreadsheet," AR L |

" END & PgUp ., - same as END & HOME

.PgUpf B :'}jif_ _- wIII hlghllght from the current cell Up one
| ‘ » page. | - Ny .
‘ . PgDn DR - wllk hlghllght from the current cell Down

° one page. e :,

_2}_ Press. Return when you have' covered the area.you dﬁrshfto';,
.plghllght '
Note-'lf your cursor or‘celt-pofnter'ls notl'loceted’ln;the.l
vproper area you wlsh to hjghi]ght;;f‘ | |

Press ESCAPE to release the anchor. - ,

Then'moVe the cursoerrVCell polnter to the proper area.

Press TAB to reanchor the: cursor.

. Then proceed wlth 1. and 2 above to complete your hlghllght

o’

If the nghllght Is Not Anchored ', '_ EE _"'"

"itwgn Hsome‘-cases;_the hlghllght _wlll _not'be .automatlcally
R : R
anchored The way you can tedJ thls-ls that- | the control

"panel Symphony wlll ask you to speclfy the block of text (word

\

,proqesslng) or range (spreadsheet) and then' dlsplat the. llne.
»" o ‘ S P R

y



7“” and Character=posltlon of the cursor (word processlng) or celln
address of the cell polnter (spreadsheet) only ONCE (eg. ;3;21
for word processlng or 85 for spreadsheet)

i I In order to anchor and then hlghllght your text or range‘

e flrst ‘of all make sure_ that your cursor~rs5 either at ‘the‘

-

beglnnlng or end of the text for- word proceSslng or your cell'f

1

polnter ls Iocated ln the cell" you want as the corner of the

v

»range to be hlghllghted.

-

2. »PressrTAB and this wlll'anchor your ththght! v
5;l H1ghll§ht ”ydur text or'ceils ugﬂnagilng the _prey]ously"'
»-,mentloned keys above..' - | o o
4.: After you have'hlghilghted the appropr!ate text or cells
press Return to complete the hlghllght. s
Note. At Js very Impertant to move your cursorvor' cell
olnter to the exact vlocatlon before executlng commands whlch -
wiil requlre;you to usevthevhigh[[ght dlrectlons,,

" PRINTING YOUR WORK

'VITH DEFAULTVSETT[NGS
1. Retrieve the~f|le\you wish to'pr1nt.‘ Refer to sect[on on

(r"‘] -

Retrlevlng‘YouriFile.vf (o

2. Turn on your prlnter.
t_s,'.AdJust the paper so the prlntlng mechantsm Is !at“the topa

ofwthe newtpage."b | | .

4. ‘Press SERYICES (F9).

5. Select'PrJnt-andypress Return.-

6. Select Allgn to reset:Symphdny‘s~mechahlsm for counting



page and’ llme numbers. tPressiaéturn. ERE

- Select Go and press Return to prlnt your work.

'1 B

8. AOnce'your prlntlng has been completed select GUlty;press
Return and your flle wlll return to the screen. o "
CHANGING THE DEFAUlT SETTINGS ~ Page Numbers - f f_~:?"”
:T.v Retrleve the. flle you wish to'prlnt.) Refer to sectlon onf'
Retrlevlng Your FIIe. | |

2.2.‘ Turn on your prlnter.

3. Adjust the paper so the prlntlng mechanlsm |$ .at tne,top;’“

"of the new page.

4. :Press senv:bss (F9). . e’

[N : T N

u:‘5;',Select¢ernt_and presszeturn{"

6. select settlngs‘and press Return. - . . ..
k e;7,‘ Select Page and press Return..&

8. Selpct Number and press Return.

9. Select Start Page and press Return.

10. Type In the page number you wlsh to:’start‘prlntlng.fnomtf:
and. press‘Return.g ‘g‘-“'. at" {“ »'i e y o f_ ;} ‘
ll,'sllect Number agaln and press Return. : -v“.d;; o 'g,fgi
2. Jelect End Page and press Rel:urn.'_}'j S L7n.**'7 .

13,,‘ype mln the page number you wish ~to endrlprlntlng ;ha'.[
”'pre's,Return; 'Note° 1f you wlsh to prlnt to the end ‘of your
do ument and you do ‘not know how many pages lt'ls. ensure that;&
t!. er d-page reads 999 (default settlng) |

4' Select Qult and press Return;n

1? Select Qult agaln ‘and press Return.

18. Select Allgn to reset Symphony s 'mechanlsm for countlng
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. page and Ilne numbers. PreSs*Return.z

13

n,17 Select Go and pressaReturn to prlnt your work.l

o 18. " once your prlntlng has been completed select Qult press . -
L - o

—

Return and your flle wlll return to the screen.7'

' APPENDIX J

FIELD TYPES FOR A DATABASE

L (Label) ' —'usually contalns text but can also‘be a

comblnatlon:_of text and numbers -(such as . an

.address) ’ NUmbers 'whenfuséd‘as» labels can'

not be used‘lz_ calculatlons (such as postal :
, - g “) S A
- .codes or telephone numbers) S ]~a'}"%,
ﬁt(pate).i tlé_thls contalns a date (such as: blrthdate) T :
Nl(Number)-lf—ithls contalns /a numb;r .that.can be used ln;

calculations (such as a price of somethlng)§
=T CTlme3 — thls contalns a time.

thlS‘contalnsv,the'reSUlt”‘Symphony‘calculates'

¢ (Computed)

from a formula.‘ Symphony automatlcally fllls
In the’ fleld after completlng the speCTFréd
B U Sl .calcufatlon (suoh as addlng up the total prlce
'of:somethlng through a calculatlon),
APPENDIX K

C -

+

SPECIAL CHARACTERS FOR HEADERS & FOOTERS

e *',ﬁ Zwitl £110 In the current date
. - will flll’ in _the' page numbers any
| B automatlcally keep count | |
lltett‘v f“,i. L, %wlll | put -’?QXt ln. Ieftl,.posltlon.
o .Z S l ' i :__(Ie, pape d)‘ o o |

- -



:r{tht:;“ . - witl . pdf text

o e i
.- »- | : ("[_e.-; ,page .,) S a S Sy

-

U 1ttext - ‘jpf; ylil_put‘ text ]n rlght posltlon» esrpur,«=-

example in heSSOn 7 Sectlon D.
textalitextb -~ will blace textg‘zlnv the left position
and  textb _ In ‘the = rlight poslition.

- _i_ (le. Sport chmp:;pige *)

texta!textb|textc

v

_Qli];p|h¢é  tggts'in ihg left posltlon
{teitb"“lh'  tpe"penter.' posltlon';.and
- texteb' n p.'the. ‘right ..posltldh:"
‘ ‘ '(Jé;' Sport Camp! e pageo)
:.APPENDIX Lo ,,,’z‘r' v

BASIC TYPES OF GRAPHS : S -

Llne Graphs

-WIth llne graphs you, represent a range of: values wlth a

lene.e Thex can be used to emphaslze trends'[nf large groupf,f
of vefues"tperr change"over time '(tlme;eerleS"data)' An
'j'example;copld‘be'pfqttlng the‘.lnterest rate movements for ther
‘mbnfh bf!Uune;'1987.,_. S f R . 1':53’..’
Sfmple BarmGrephs"&:.“.j  '3 - o - S :J’tff;”
;thhvgn_s]@ple ber, graph you represent .a randeb of‘valpe; 
psing -vertical bars ﬁof varylng .lengths ;fn" slde b;\(eide
’_arrapgemeht;i They can; be_used:,to Indicate _the dlfferences'
‘>:among severai values; An example bould.be ]ndlcat}ng pgw manyT
'Physlcal EdUCatlon 'students and Edueétibnr sfudepts'ﬁhave f
-graduated ln the past five years at-the Unlverslty of Alberta.lp;

Stacked-Bar Graphs



B T e
. ﬁltnfa;vstacked—bat oraph you compare dlfferent groops or .
:.eets:of~data whlle Indlcatlng\the components and total of eachi
- eAataiéet (Ewlng and LeBIond 1984,- th16) The totals areg;
arrange%~on top of eachother Instead. of slde by slde as ln‘af”
.slmpie;par»g(gph.-j An example could be to lndlcate the total.t
'ansér of thsfcarvEducat!one and Eduoatlon studentstthat have.)
graduatedf.]ni the past flve years ‘?roﬁlthe "Univetslty of
Alberta.” . R ;;jiif;-. 1’fi7».";‘-?
;3u~:“ : T s
S

WIth an XY graph y0u:§epresent'two-or morelneetS‘of‘yelues

XY Graphs

<'whloh_are plotted as:'coord}nates on the'_XY'axfs;f"They_arev.
'useful.Inldbmpanlsons'or correlat]ons. . An ‘examp le could beﬂto
: o Saheins g e o ‘ : S
5‘f_cohpare Such ;WitemS‘.as age and- income  or educat(onaj

achlevements and‘salgryf°”
Ple Chart Graphs B

With y pie chart grapl, you represent the relationship

I3

“within a single set of values. Each value Is ‘a_stlce of the
ple, and the sum of the.values is the whole ple An'ekample
i coUld-be" to-lndlcate how many students are In thelr first,

gk\;econd’ thlrd and fourth year of the Physlcal Educatlon‘degree
: TR S
at the Unlverslty of Alberta. o

ngh Low-Close—Open Chart Graphs
_WIth a.n1gh—|ow—c105e—open chart graph, you.representtprioe

g,

_fluctuatlone of_flnahdlal'vajues,".Sone examp;es coqjd'bé the
movement of. stPcks or tracklng commodltles o :',{
APPEND 1 X H | |
ASCIL FILE PROCEDURES .¢7{J5A'.' T, *;e;“
J d o v A
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other Software Systems may requlre the converslon of the flles

to ASCII format. The procedure for 'thls-transfer

below-

1.

S2.

3.

* Your File.

’Select'Prlnt_and press Return.

Retrieve the  file which Is to be converted-

A
Press SERVICES (F9).

.i“Select settlngs and press Return:

I£ the Start Page Is: 1 and the End-Page is

wlth steps 13 through 22

g.:

" ~fhe'transfer ~.of certaln_ SYMPHONY flles (eg \~ DOCUMenQSTto e

s glven s

Into an ASCII'

999, contlnue’

4

However 'If~ thls- s not the case. we must*'changet'the

Start—Page to 1 and-the End—Page to’ 999 To do. thls contlnue

leth”steps 5 through 22.'

‘Seieet Page and press Return.

‘select Number and. press Return.

'SejeCt Start Page and press Return.
9
.

-

nype in 1 and press Return. -

vSeIect Number and press Return

10 Select End Page and press Return..

1.

Type In _999.(Indlcatlng_to the end of the document) and

3apressiReturn;

12.

13.
RS

14,

15.

‘Highl ight the. entire area to be converted .

‘Select Qult and press Return.

ée!eet'80urce and press Return.

Se(ect Range'ﬂnd‘bFGSS.Réturn.'F\

into an ASCI! 1 -




1112

fflle and press Return.

"_16; Select Deatlnatlon and pres
17. Select Flle and press Ret .
.ié..Ngm; theufjlqr(eg,' ASC) and préss. Return.
B,Q]Ls¢.e¢t durtﬁté get out’anSettjngs andfpress Return. -
:éo:‘seleethilgh and press:heturh,‘_ R ,.; ”»:: n
»éis Select Go and press Return:i_ |
"22 Close the flle by selectlng Qult .and presslng Return
Note: The flle wl‘l be glven an .PRN subscrlpt whlch indlcates.h
:"Prlnt Flle (eg "ASCIT.PRN). - | '

! . .

APPENDIX N

. CONFIGURATION OF FILE DIRECTORY - .= . . =

‘To change the setting for the default drlve-for‘dlsk"storageg
> . » ' . o N
refer to the followlng dlrectrons. Thls drlve asslgnment may

have to be changed Pf you have a two—dlsk or hard dlsk system -
RN

1.  Enter the SYMPHONY system and make sure you’ are located in

a_blank worksheet .

e

2. Press SERVICES (Fs)h . |
3. SetectHCthlguratlen‘ahd pressf;eturn.
! 4. hSelectlF}le anufpress'hetukh;
5. ~Press»Escepe. o
vé;‘rType‘b:\ If you¢are‘uslhg e;twp;dlsk'SQstem or tybe c;\ [f.
yod are using»a'herq diskesystemfand hfess Return. u
i.lvse!eet Updete‘and hress Retufn.. |

8. Select Qult and press Return.

4P;i,
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'B. EVALUATION FORM RESULTS -~ . - -
'“'Mjcrocomputer" courseware ultimately ‘will determine

the'success or fallure of mlcrocomputers in the classroom*®"

¢Cohen, 1983 B p 14). One technlque for evaluatlng -the
develOped mlcrocomputer manual was,for each partlclpant to

complete an evaluatlon fofm- (see Appendlx Kji » The

'0 A
lnvestlgator s purpose wlth thls form was .to verlfy that the
A

'w aprogram 'deslgn ~and development : was: useful, : quallty
;courseware. -However'—for educatlonal&éourseware.:'no wldely'

»

agreed upon standards or crlterla exlst whlch would help to
-define what-an effectlve 'software program ‘is* (Cohen 1983,

',b§9);" Gallagher.x-(1984)"suggested_ that - lnv'-order for
computers 'ind ~ educational courseware tO'f be -effective

Instructlonal'tools, :educators should focus on the deslign,

development and marketlng aspect 7of the COurseware ‘With
thls~lnvmlnd the Investlgator developed the evaluatlon form_
‘to Inclqde sectlons on deslgn development marketlng and aS‘

- well, a perSonal aSSessment'sectlon..

. In the dlscusslon 6fv the'results of. the evaIUatlonl
form; the lnvestlgator dld not summarlze all the qdestlonsvf_
found In the evaluatlon form. some questlons .dld' not
Drovlde_usefdlpplnformetlon'to;the [nvestlgator »and-so were

b omlttedhfromfthe.dlscusslon.

, As well, It -sﬂould " be hnoted' that indlvidual

» P

dlfferences’ between the partlclpants becomes clear during

the—dlscusslon oﬁ\results sectlon ‘ AS‘prevlously'mentloned,

f



o

E¥33

_questlon and answered afflrmatlvely T

3

‘ oresenfly WOrg‘grLstudy In a unlverslty settlng whereas, twof
.participants did not.‘ ‘One partlclpant had some background
-computer "tlteracy while the other three dld not. ‘This

.dlverslty in the'bartloibants'was IntentlonaJ‘ and assisted

‘the lnvestlgatbr In refining the manual for‘futuré\useg

Keeplng these Issues In mind, the Investligator will -

review the results of 'the deslgn 'development, pensqnalrﬂnd‘

-marketlng sectlon of the evaluatlon form.

Manual Des gn Evamlon . x ~

“This sectlon of the evaluatlon fonm, conslsted of 20,

qUestlons;referrlng speclflcally to the content andgformat

9

of the iessons.,'*

a

’Queetron 1 1a$kedehetheh ‘or not the manuaL ‘used

LT _ o . , ‘ . L
examp les that‘jwere‘comoatlble—wlth~the existrng gurrlcUIQm

In the'Physlcal Educatlon and/or Educatlon fleld today. .The

;

_two partlclpants wlth experlence In the field Indlcated Yes.

One partlclpant explalned that compatlble examples Inclﬁded

the malllng llstw‘ lesson fplens; ecorlng-spreadeheet and

‘results, and the graphlcs The "two partlclpants' wlthout

L\

exber1ence In these iﬂelﬂs answered Dld ‘Not Know

. "x a o ‘
Because , the }ﬁpanuallfn,was developedtd.for . the
R ,4 }’ - ," : , . : .
‘\ s
post—secondary Iéﬁg ; uastron 3 asked participants I f they
> " 1‘ o L '

thought the content '%; the manua! was - approbrlete for this

'4Ieve|. - Al partlclpants were ab1e,to -respond to 'thls

“

Questlon 4. and 11 .asked partlclpants if the manual

,

/ . . 209
;,fj’ftﬁo participants had “dpgort edmfﬂistfetlon background and .

g



s v 10

was a useab le, se l"f_—he'l\p ' manual th?‘i;—f ‘enco aged ,learﬁ ing.
All  participants _flné~cated ‘that the)7manualvf‘was' very.

e

'enjoyab1e  §nd-‘bbJeéflV¢ ln- natpreaﬂthereby. enCouragIng
learning. One participant - {nglcatéd 1that.the,-Append[cesf
_enhanced the useability of the. manual. One participant

1

S howéyer,-indlcatedv {hat’hofe_~explahat]on was needed as to

“why " commands.wefe 'glven.—fAnbther,_dartlblpant Indicated

some electronlé,bage.tuhnjngfwas‘needed. ’ -
In  questlon 17, the ‘investigator finquired into

e

whether the manual a4 .“students making errors to be able

to readlly correct them,' Two partlclpahtsvIndlcateqers,to_

“thls question.  .The other two -participants .indicated

Sometimes %o this question.
n 5 é§kéd'ppft]¢lpqqts I f fhe mAhua{ cévered a

ty of exerclses, to which three particlpants -
: . SR S e
answered affirmadively. However, ' one participant Indicated

a——

that more exercises -In the ‘spireadsheet environment would

‘have been beneflcial.. - - e N
: ' S i o . - v R . - -
Questlogs‘s. 8 and 16, focussed on whether th%_manual
‘ S e ' T
was an effectlve, wellworganligd‘lhstructlonal manual. All
’ . ‘.> ' a . ‘ ' e

of the participants indicated that It was. The first

participant, haylnglxgéed‘tﬁé manual under 3tﬁree different
’fréVIslons._de1Cri6€a fhe flﬁé1 maﬁOai és Tgxéﬁpt!on&l';
| The pqr{rclbants‘wéré‘;gsked_lh qdesthhs 7 and 9 If
. the dlréctléns Jn:the‘ma;uﬁl were easQ tb'{eérn’and follow.
.Thrée_partjélbants' ;éund'ihg QIréct}ons éaéy to foilow aéd
Iea;n}  However, one participant sfhﬁed.thﬁt"although the
Rt P LR -



wh dlrectlons were easy to fbllow* morenpracthe was: necessary . .

In order to Iearn the contents of the manual.

, o "w : ol
;a:;v:,'e The Investlgator was concerned wlth the adequacy of

" ‘ S
the dqepmentatlon ﬂln the- manUa14 lquestlon ©..14)... One

5{' partlclpant clalmed that the lesson format used in “the

¢

,.manual was excellent 'as' lnstructlons were easy and dlrect

Y

Another partlclpant j felt ‘d_»greater. readlng llst was_"

R
s

B necessary Two.partlclpants made no comment.

5°5 As wel}~ﬂ'questlon 19 asked partlclpants Whether or

not the content of the manual was an accurate aCCOunt of the'f

l types of admlnlstratlve tasks a phy‘ﬂcal educator would deal
1:wlth._. Two partlclpants lndlcated that theyvdld ’not feel-v,ﬂ
quallfled to answer whlle the two partlclpagts wlth 3port"k

| ..admlnlstratlon background found the.manual to be what they

.. belleved was .an accurate. aCcount,‘especlally the advanced-
7 o _ SRR

task called grades _' | .7$'_ ; , L S ,'“

&

‘ Questlons 12 and 20 were concerned wlth the types of
:problems encountered whlle proceedlng through the manual
.Th -:fl?st’ta:d second partlclpantS‘.lnltlally ,encoUnteredﬁ
dlrectlonal problems whlch were corrected Inh'the 'flnal'

:" ,product. The thlrd partlclpant qndlcated that ‘readln§ tdo

——— - LI

qulckly caused some problems. The‘ flnal partlclpant " had

idlﬁflculty understandlng the reasons behlnd ‘Why qprtlcularffT
‘commands were belng utllized. S 'n, l;f_r [: | 'f!'Q

'Frustratlonlwas ‘Incurred by one partlclpant"lnwthewf
area of. applylng addltlonal- formulas lnto a spreadsheet for'"
:thelr own purdose (questlon.15) o ff_d.fl‘:f_l o o

trh@

s

¥
-
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7« Questlon 13 asked partlclpants whether or not ln the,vf
‘content of the‘manual anythlng had been omltted Although
all partlclpants‘ lndlcated No the suggestlon was. made~tofe

,utlllze_‘addltlonal exerclses to relnforce learnlng An

ranltIonal Comment - by one ’partlclpant requested=:oore
jemphasls.be_bottoh explanatlons of the exerclses'throughouth'
the'hahuai,' N | o

Flhally, in the deslgn sectlon the investléetor asked:
'partlclpants vathe Instructlons wege free from spelllng andh.
.grammatlcal error;,vt(questton:fia)., ;"ALI_;xpartlclpants

'responded?afflrmgtlvejxg»,

.Developme:i

}v The development _seotIOhf“ d#. ‘the _evaluatlon ?ormv

;referred to the purpose., capablllty and practlcallty of the,.

«manual.
y

\

Because the~mahusj{ eohslsteds'of'exerclses rdealingf;
"wlth -sport amenlstratloh* 'questlon : lv'asked - 1f the

-'partlclpants thought the ‘marniuall had potentlal forVeipahSLon ¢

-¥ 1 E
Into ; xn admlnlstratlve . Job settlng : Three of““.the
-partlclpants Indlcated‘Yes, whlle one partlclpant was unable
to answer. S f--" '. ‘ﬂ\ e

With ‘respect to a sport admlnlstratlve 'sett1hg;

;o

Ipants were. questloned as to the prqqtlcallty of the
- manuall asslstlng sport admlnlstrators ln-thelr dally tasks :
(doevtlons 3 4 and 5) AH‘ partlclpants belleved 'It was

;" -practical and. provlded general knowledge for use wlth other«



Y

;J(QUestlon 2 11 and'12) o All partlclpant‘

»students to-become ”ﬁompﬂter Ilterate apd‘posslbly pald‘

'the potentlal beneflts.

5focesslng programs.'“‘HoweVer vonel partlclpant:‘lndlcated"

that:further. lnstructlon or lnformatlon dﬁ spteaosheet,vas

fwell ,as 'an lntroductlon to the communlcatlon aspect T of

e

‘Symphony would need to be - Included.

‘The.a lnvestlgator- asked’ - partlclpantSQ- i f. th;y _“'
recommended '-the manual'l‘ huse In‘u:physlcal ,educatlon, =

' L t .
recreatlon or educatlon programs at-other ,unlversltles or4

colleges and If-so, what beneflts thls manua could provlde

manual’s use wlth undergraduate students as well as grad‘ate-'

_students. One,pattlclpant Indlcated that It would help the

o

obtalnlng a Job . One partlclpant was unable to comment on

3

The lnvestlgator ‘also Inqulred as to whether or notA

. the student would need to' know somethlng about computers fn.-

'.orQer ‘to.successfully complete the manual (questlon -ld).

‘EAll partlclpants belie

d. prevlous-computer_ knowledge was

not aﬁ?equlrement

Reference manuals. were’ avaTﬂable to the partlclpants.

4

The - lnvestlgator ‘q estloned _partlclpants’,;as »to'j_the

vapproprdateness and usefulness of these manuals (questlon -

R

'6).' One partlclpant dld - hot answer.. Another partlclpant

v lndlcated that the Symphony manuals were dlfflcult to use as.

-

’avbeglnner anq that-~the lnvestlgators manual helped 'tOj

. overcome - the language barrier ’betweenh - Symphony., . the

beglnnlng.user and the reference manual . Two partlclpants»

T 213

commended the L



;lndlcated the, manuals were approprlate and helpful. h',}u
‘ Questlon 7 asked whether or* not there Was an absence
.. of. technlcal errors In the -mandal ' Three partlclpants]

flndlcated Yes whlle one partlclpant dld not answer.

o WIth respect to the Table of contents (questlon 8)

partlclpants were asked A explalned the natural flow of .

'tHe manual. ATI partlclpants answered afflrmatlvely.

-

7

f"- ALl partlclpants ‘found the purpose of eaoh.exercfse
‘.clearly explalned wlthln the manual (questLon 9);- | “
- ;{I o S "i' p T | |
'Personalp, | ;

'Thet personal sectlon{:of“the .evalgat!on form_ oeait'
. :wlth the partlclpants persbnal'perceptTon of’the;henoaj. |
tne  first '»questlon-p-fnqulred§\'as'"to »;whethert‘
pertlclpants had‘any. fears or doubts they would be aole to -
foilow ‘the. exerclses to':'complete thls 'manual.. Threei‘
‘“partlctpants had. no fears or doubts‘ whlle -one partlclpant

dld,_ The‘second sectlon of-the.questlon asg;d.whether‘the

-fearst ~or’ doubts were overcome once the-partlolpant, had -

5completed the~ manual.. The partlclpant WhO' admlttgg[wto

o

concerns 'prlor to gﬁ}ng the manual lndlcated the&e fﬁgre

-.{V

overc0me durlng the process of completlngvthe manual
. 'AQuestlon"S-asked partlclpants If- they enjoyed the
.}5texerelses,pnd_ if so, whlch ones. - :AJ[ partlclpants enJoyed
“ell of the¥e§erclses,_ wlth oq: partlclpant Indlcatlng the

. LT
graphlcs and'detabpse“'managpment“ lessons belng the most ~

a0 f';~f'(6

O

.;gnﬁggfb!etiﬁu‘ x;. :ngT,
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Hevlng completed the manual partlclpants here askedhiec
H.If they had acqulred a new sk§#1 that would—assist them wlth;i‘
‘the}r: work' (questlon 2). 'Alr partlclpantS' thOUth ‘the
:haﬁugj had- provlded them wlth a- basic background to use wlth»
.slm];lar »}ntegrated:_ software packages.; _Asv»:we|I” iaIL

~.

fpprtjclpantstlndlcated. that they would contlnue’»toruse;the

-;softﬁare systemeymphony for persona],use‘(questlon_4)r'

_ﬁarketlng

| z@;f'ThetiimarketILQ -sectIOntA'of.'ther: e;#fﬁaﬁlonvrformr
eon's"lderea- the perceived marketablllty or ’val'u’e" of vtne' A
maﬁu§| by the partlclpants The lnvestlgator was concerned‘~e
]*‘#ﬁ. Improvements to the manual thatj'qsuld bet'necessary.

pr]or. to ootentlally 'marketlngv It;_totothér"lnst}tthOnse
(questlon 2) 'Pertlcfoents‘commedéed rﬁ varlousfways. " One.
.:partlclpant Hblleved .that ‘the addltlon of a communlcatlon:
sectlon mﬂght entlce government ‘sport agencles to use the»
:'manual. Another partlclpant thought addltlonal ~exerclses‘
.and further explanatlon of the use of commands mlght make It_‘
-more marketahle; :t Another partlclbant .lnqrcated_ no
Improvements _Were necessary._e Another.oartICIDant‘ qtd.not v

<

comment. - . .



CHAPTER FIVE = = . .

'DISCUSSION AND RECOMMENDATIONS = "

Mlcrocomputers can _be consldered an lmportant sp0rt:

. \

i

“hlncrease as costs contlnue to decllne and as humans Improve

thelr abllltles to utlllze thls~

' 'admlnlstratlve computer appllcatlons seems Immlnent' (Spuck

»Jand Atklnson ~1983 -D;SO) However simllar to Ieannlng_thetlb
use of any tool utlllzatlon of a mlcrocomputer lsfdeoendent:
'upon:'v1) a partlcular purpose tfor’:lts-f use, _2);,tne-;f'fﬁ
!aDprobrlate software ah&i'wﬁiaklng‘tlme}todteannithelusesfofl“

athe_tooJ.~ These three Issues are discussed in the following

’paregraphs,.ﬁr_.

,'admlnlstratlve tool.t "As technlcd@lcapabllltles contlnue to

%Qy technology.,a new era [n U

The~partlc0Iér purpose of thls study was to develop

an Introductory sport admlnlstfatlon program for physlcal'~"
T o

'educatlon.v recreatlon and educatlon students, ut{lelngta

‘competencleS'lsfof lnoreaslng lmportance'to all,students'fof'

.'mlcrocomputer..;'v!The~ aoquls[tlon, qf'" baslc  ”computer

e

success In an lnformatlon soclety (McMeen 1986"9 43) At

D

the 'outSet of thls study,' lt was deemed approprlhte for

Physlcal Educatlon; Recreatlon—and Educatlon students In theA

FE

B

'm | crocomputer .

rash,/Student 1earnlng lS-the‘fundamental justlflcatlon for

.

education - (Bgrrett‘&A Hannafln,}1982)gn _Accordlng to Borkdj}

g
N

216t

SR RN

area . of Sport'v Admlnlstratlon'-to_ 'rearﬂ tob.eusei tﬁe
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. (1985), the rna;jor..p'r_obllem" wn.vvthh microcomputers is that t._r;elr a
potentlai advahgages ~have not yet been'.reallzed lalnisport.v3“
:uadmlnlstratlve programs Ilmlted numbers of InstrUCtors Inu:'
ithe unlverslty apd college .'sett{ngs,ehaye adapted dihevﬂ.
'teachlng_of thls technology fhe7reasons ‘forftplsvjncjudefA??
s'fheffaoi'fghat Ilmlted : approprlate‘materla] iJs'aVa[iapie,
‘affordlng software and hardware Is_'a,problem-and od}y airedfu
teachers In the school nd unlverslty settlngs hav; adequate',:'
knowledge of how to"—use computers for educatlonaV’pusposes
Hence, thermlcrocomputer Is mlsused or_not used at all,!t_ R

| Students are faced wlth Increaslng pressure to become;
'opmputerk llterate prlor--to empJquent (Fruln & - Bakshl
1984). As mentloned prevlously,,problems‘are‘ evldent w1th_}@
f the teachlng of mlcrocomputers for sport admlnlstratlon s-in
:fﬁ}s ughesls’ the?‘lnvestjgator, deve[oped ;an,flntroductoryif
*oahuald'ofnjessonsg for physlcal.ﬁeducatloh,‘recreatlon vandpf
1éaUC§tl9n‘ sfudepgs: ito beg]p Iearnlng) the uses'.ofM‘ailf‘
mlcrodbmputer.for_sport admlnlstratlve purposes. Thls tipe:
f ;I:nStruct\,lon_. manual did not formerly .exlst,' according to
.theA Invesfrgafor‘s' know|edge. '-B§Causeﬂthts‘ oanual uses
approprlate examples from ‘the sport admlnlstratlve fleld flfw’
: |;7 recommended that the manual developed now be Implemented :
}j;."setxlngs "or‘. curr[culum- that_‘ dea| f‘wlth H-sDort .
'Radmlpjstrat{on. | 1tj_ls'ibejieved,tha£v<rﬁjs: manuall'onId”
'assISt ]n‘lhltjatlng computerd][feracy for-students-ofdtpese
fle(ds.‘ o Ry R _ S ,

i

~ With most types of_research,~valldjty and reljablllty'



T — .

‘factors are also a concern.' As prevlously mentloned theSe':/%f'

'factors étre not addressed wlthln_ the scope of thls thesls..id?”
flt» le therefore ’recommended that quantltatlve researeh, ?
' methods be developed to test the currlculum., One posslple'-
'approach would be to lmplement the ’use of the manual - ln the'
h,Unlverslty of Alberta Bachelor of Physl&al Educatjon degree
fprogram (Macnab 1986) : Students could then use the manual"'

',andﬁ It could ‘be concurrently evalﬁated to establlsh ﬁthej«,

. currlculum‘s.rellablllty and valldlty

Tt ls' also recommended that; ;along.f wlth. thlS'k
Implementatlonf}for evaluatlve v purposes the maa@al be m
"~ developmental in - nature. ‘ltljwould ‘ requlre~ gontlnual

:‘7revlslons; updates or addltlons in" order'tQ ensure a hlgh
quality '~ _.course . offering “for students In - sport
:_admlnlstratlon

A follow—up to student evaluatlon of the manual ls to
A
vdetermlne whether the manual does lnsfact asslst these

.;same- students Ih[=accompllshlng admlnlstratlve tasks 'once

‘they are employed S in sport : settlngs. AOnce,,_agaln;'
S , B
~quantltatlve‘research 'methods would,need»tO' be uttiklized In

determlnlng thls. . -l j'f-_," . fi"ﬁ.,v o
The obJectlve of thls--thesls, to adapt an existing

. lntegrated 'software-_ system to create _an'_ effective

.lntroductory jmlcrocomputen»eoursei~for_physleal'Jeduoatlon,
‘_areereatlon‘ro;-eduoatloh ‘studehtg‘for soort;admlnlstratlveAi/z
eereat o ‘ At ; Ve
'f,’purposes, .was' 1accompllshed.ﬁ f'“The'r eababllltles*‘kand.'
. }llmltatlons Of the Symphony system, :as'uell as the needs 02

s



f'the students jln these flelds ﬁefeg,cpnslderea., The~lesschs

ERR R S .

’0ut1|ned ™ ‘the Investlgqtor‘s wresult section are;eiiecthel

v’fotf,students~ Tn."fhese ‘flelds tof"begrn Iearning tﬁéu
imlcrocomputer for sport.admlnlstratlve purposes. Completlpn

,,o%'-._a,ll__v, 15 Iessons Wil provlge each ‘student wlth -
lntroductory knowledge as to

of‘an Integrated mlcrocomputeH software system
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 APPENDIX A

e i ks
pd

' 'EVALUAT ION OF SYMPFAONY SYSTEM [INSTRUCT IONAL: MANUAL

JfOb!ectlves
A The objectlves of the course you have completed were \\.

jl) to lntroduce you to the computer uslng word processung,
) database management ‘spreadsheet and graphICS appllcatlons
from the Symphony system. )
2)"to enable you, through ‘the practlcal examples 'to develop
a hands-on: abll Ity uslng the Integrated software ‘Symphony .
'3) to enable you..as ‘the student to progress at your own .

pace Into more complex appllcatlone.' ¢ ]

Keeplng in mlnd these obJeCtl\es ‘an evaluatlon form haS'
been structured for you to. complete.' .. : *‘ S RN

S, - ,
= . L

lntroductlon ;v-'f'f ~*Lf” t S

T The evaluatlon process of any educatlonal ‘manual ls very-
Important to educators. This manual has been written for
‘post-secondary physlcal educatlon or educatlion students to:
Iearn an’ lntegrated computer software ‘system called. Symphony
In order. for this manual ‘to become an effective lnstructlonal“
tool , the evaluation process must be taken very serlOUSly :
_ " The following: questions 'will allow the researcher to
" produce a better quality manual that can be used for future
'appllcatlons. Please feel free to make comments at any time
durlng this evaluatlon...» -
) ”,The_evaluatlonvform.ls foUr sectlons: deslgn, oevelopment,c
* ‘personal and marketing. R T ~

Thank you for helping mie."




'TLCommént..

o o 226 -

Deélg '

. Does ‘this manual use ex§$p]es'thatiare”oombat1b|eZwlthﬁthe;t,
'exlstlng currlculum tn the Physical Education and/or Education
fleld today? A . : R : :

Exp[ﬁin '

2 Do you feel th)s'hanual4J§-de$l§ned,for a‘wfdefrangerage..°"
group? ) - o , SRR i :
— "_‘ YESV ‘ » . g h A Vm 'v’ . »

If No, dpeclfy which ages

&
3. Do you'féel “the content of this manual Is ‘appropriate to
‘ .the Intended post-secondary level?,-' ao .

YES . o ___~No

“If No, speclfy what Ievel 1t;shourd,be for

O

4. Do. yod feel’ the exerclses in this manual encourage Iearning
" not force learnlng? (Ie can lndjvldual use: hls/her mlnd to do
v addltlonal drllls/exerclses or is It just an electronic page-
- turner?) - ¥ ;,;[. . T e

5. Dld the manual cover enough of a- varlety of exerclses to be'
_helpful to the user? , . '
a*

vées - " NO

I'f No, which exerclises would you Include or remove ___ ‘.




~6;'Do_youvfeel:thls,lé‘anfeffeCtlveﬁinsfFUCtIOnal m;ndél? .

why of‘why“nof?»

If Yes or No, In what ways? .

.

7. Were you able to follow the dlrectlons of the manual with
ease? - . S

YES . - __ - NO

L T
.
-~

Y

8. Was the manual organized In an effective manner?

"I'f No, how would you organize It better?

v

yes . mN

|
-

RN were'the”cdhtents of the manual easy to learn and use?

YES N

|f No, where were thg difficulties? _

‘10,-Were'the éxerc]seS'efflclently accombllshed-by the uSgr?

L

YEs;nmﬂw;i, R Nof"

\ —————— ¢ —

'If No, whlch gxerclses were dlfflcult to efflclently

accomp 11 Sh?




< f-’ vlv., :._ A',: :' 1 " ) - ‘ / X ’ . | - - ".\, .‘ 2'2_8 -» ;

'11. Do 'you feel this could be a.useable, self-help manual?
‘ DA e ‘ S e T e
| YE::S\ “ c ’ '. U — » m . o .:. v‘ B a k e

If No, why not?

T

12. ‘What- klnds of probiems dld you'encgunierlaﬁ yéufprpcéedeé -
,through thls manual? B S e . .

Llst-them‘f, *:{" ' AR

e

R o
B

13./1In the content of the,manu&1,1d6 youﬁféel'there,haé'beén
-anything averlooked or Left out? .~ -~~~ . .0 o

e

1 Yes, what has been overiooked or:ieft out? _ = .

: ‘ : 3 : ) ‘
14 How adequate is theddocumentgtlbn of the manual? Is t*:'v
recent? comprehenslve and/or readable? £l A ¢ :

S

'Comment ".'_ L S v}' Ry

ﬂi5.'Dld youvIncur;ahy frustfatl§n-ué{ngwtﬁe’mgnual?  g
‘YESA , ) v m & Y u :  ' 9~

.
B

I f Yesl,ﬁh1cﬁ:areas did youblnCUr-ffﬁBtratlop?
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18, Was ‘the Table of Contents lald out well?

YES L _NO i,

I1f. No, explain _ S L I P e CED

. 17. Does the manual allow for students maklng errors to be
able to correct them? ' : . ‘ o

IVYESV S m . <L SOMEf_IMES'_ _ ) R
18.fAre'the1Lnsfru¢tion5'fr¢evfromvspeTIlng and‘grammar A
errors? : S o R Lo

Yss” ‘ o "NO

1f No, speclfy the speclflc areas that have spelllng and/or'

N

gramnar er l’OFS

~

19 WOuld you say that ‘the. content of thls manual 1s. ah‘

”‘accurate account of the types of . admlnlstratlve tasks a

physlcal.educator will be deallqg with?
_YES . _No ____ DO NOT KNOW

. comment

20. Comment on any barriers or hurdles tha; you encountered
’ whlle proceedlng through thls manual?

S ;’;"."’ o, - - Lo

.

o 14\5
R



e recreatlon or educatlon programs?

‘Deyélooment*'

"1}vDoes the manual have adeguate capablllty for expanslon iﬁto“-
“an_ admlnlstratlve Job settlng? T SR

(IR

Comment.”

752 w°uld you: recommend thls manual for other unlverthyfs*or
col leges to integrate into thelir: physlcal educatlon R

‘If‘No;"Why_noti'

3. bo ybu feel the Symphony system ls a practlcal systén for'
admlnlstr tors to use? ) oo :

" NO -

'*,Do you know of any other programs that may be more sultabre?

--Llst them and thelr uses S ." o '-f

ML R

4. If you were ‘to obtaln an admlnlstratlve posltlon wlthln the_
‘'sport area, would you be able to adapt ‘this manual for
" practlical- use? (word processlng, database management
spreadsheet, orwgraphlos?)

)
|

YES: - ° N T .soME”gAaJs
_ o N | L. SOME ‘RART:

Which uses ?

-'5. ls thls manual approprlate to asslst sport admlnlstrators‘
‘ln thelr dally tasks? B CaEe :

ves N0 __-_ NOT suns.

|| ——

" Lf No, why not?
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8. Were the reference manuals appropriate and helpful?

YES . N0 T s

Ca

" I'f No, which ones were not and why? .t

w% L

‘7. Was theré an absence of technical errors? .

_YES . ____.'No

,ff No, specify theherkors'

8 Dld the Table of Contents explaln the natural “flow of the’
manual? . : R

1f No, specify

'9 Dld the Introductlon to each exercl;e clearly explaln the_ =

purpose of ‘the exerclse? ' . , .
. YES R ‘No SR o SOME DID, SOME DID NOT‘
. . : r\ -

If No or Some Dld SOme Dld Not speclfy whlch dld not

. Pt
10. Do you feel that the student would need to: know somethlng
about computers in order to. complete this manual successfully7'

o ves e

I'f Yes, what should they kniow?




Llst them (If any)

11..What beneflts,_lf any. can you see in lmplementlng thls
manual to teach a computer course to physlcal educatlon._-
recreatlon or educa}lon undergraduate students?

LoNe

A

12, WOuld you feel that this manual coutd be used by graduate .
studentsvas well as undergraduate students? I . :

YES . . N

1f No, why not? .

P AN
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T
Personal»-; ST

1. DId you have any fears . or doubts that you would”be able to
-complete thls manual successfully? o - S .
,YESV | o _ No

v
N

L.

If‘Yes, dld you overcome these and find that the manual wis
easy .to follow? _ L ;

. 0
2. Do you feel that ‘having comp&eted thls manual you have -
pcqulred a new skill that will ald you wlth your work?

YES. . ____NO - DO NOT KNOW

e . . | - . e A

Explain ™ - 3%

e L ' o Ny :
3. DIid you enjoy dolqg_thejexerolses_Unethls manual?

YES N~ ONLY SOME

. y T ( -
whjchlones'dld youtenjoyfapq wdzch ones dld y0u'notvenjoy?

—_ -

"Why or why not?:

)

i

4. will _you use the system Symphony now that you:. have
'.completed thls manual? : , : ;

o

o

YES"V S N > __ SOME PARTS

I'f Yes or Sohe Pérts, for w@at purposes wlll you use Symphony? :

L] v




Marketlng - o

':1. Do you feel that this manuhl should be made avallable to‘

--.other Instltutlons besldes the Unlverslty of Alberta?
.

YES . _____No

1f Yes£ which.lnstltutIons?

\

2. What Improvements should be made if thls manual

_ ! were to be
put.on the market for other Institutions?. e T

THANK YOU VERY MUCH FOR YOUR TIME. | HOPE THAT' YOU ENJOYED
THIS MANUAL! 1] s N

Addltlondl comments are welcomed.;{.



: APPENDIX B“rf
'ﬁICROCOMPUTER'- 13 EDUCATIONAL PURPOSES

Watts (1981) and Roecks ~ (1981)

1. Admlnlstratlve Appllcatlons
- - Accounting, payroll and employee records
.- Attendance, grades and student records
.- Timetabling, planning systems
2. curricular Planning Applications
. — Resource information fille - _
- = 'Productlion of lnstructlonal ‘materials -
3. Professlional Development L
4. Llibrary _ . B . -
5. Research- ' B 4 L L.
o Guldance and Speclal Servlces.-
- VOcatlonal counsellng '
L= Dlagnosls and remedlatlon
7. Testing . :
N - ‘Test constructlon-
- Test scor ing
~ Test evaluation and analyses
8. lnstructlonal Ald
9. Instructional Management A
-10. Computer-Assisted Legrning
11. Computer Awarerness dhd theracy
“12. Computer Science ‘ _
13.  Instlitutional Coordlnaglon. ’ '@
- Information sharipng .. N
- Coordlnatlon of exlstlng computer servlces



-~

-~ Instructional management ‘ S

CAPPENDIX. € T
MICROCOMPUTER—- ADMINISTRATIVE USES
Spuck and Atklnson (1983)

Student Appllcatlons

e Student . schedullng

-~ Grade reporting ' g '
—~ Grade and transc‘ipt-lnformatlon oy

~— Dally and summary attendance accounting -
"~ Student and family demographlc lnformatIon

- Hea ith records

1

- Test 'scor ing and summary lnformatlon

& Tultlon' and fee statements . '

Personnel Appllcations . S

- Payroll checks and deductlons e

- Personnel records S 1 :
- Staff assignments _ B

- Certliflcation records s oy

- Health records ' B

- Tax Information. and reports Y
Flnanclal Appl ications

- Budgetlng/accountlng-

- Accounts recelvable/payable
General ledger

- Purchase order geneﬁatlon e
-_Salary schedule annlysls and forecastlng'

T q

‘Faclltles/Equlpmenf

~ Room’ Iocatlons/cap cltles

- -~ Room asslgnments/ﬁ‘lllzatlon

'~ Equipment Inven&b?ﬂes

- Malntenancd'schedullng

- Enefby utitization/control e

Research/Planning Appllications =~ = - *
- Bddget forecasting - '

- Bus routlng

_Statistical analysis

.= Test item analysls : ' N
- Prdject plannlng/eyaluatlon (PERT/CPM)
.Offlce Applications

— Flling. systems ‘13 . —

- — Word. Drocesslng

4

- Malling lists and fabels
lerary Applications '

'*j‘— Blbrlographlcal Informatlon and . retrleval

;5 .~ Clrculation =
;M - Cataloglng =~
_e.ngchasLng



