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w4t (2)
Getting Started (Part I)

wog|gc: - 5

Good morning, Mr. Sawyer. I'm Nat Davis from
Computer Consultants, Inc. You asked us to help

set up a computer system for your company.
96000#?(7598:0’] 990)0 G&Y.)G‘P:II rraﬁeoo%meoo?
(78$q|"_(7)0 @@GO: 0@05189]02 (Y?g@g? ?(YSGS 63:06
@601(7)03 ] 96&1]0:03.()?%(383308(75 (%é‘q_”[m’.)
0?60)6? mécaoocﬁooo:cﬁéi_ 390&@80601(3.
ogife03o} oEopenceqdn

Hi, Nat. Call me Seth. Thanks for coming over so
quickly. Yes, I'm thinking of getting a comput- er to
help me run the business and to keep the records.
People have told me that a computer could help.
But I don't know a thing about them. And if I get
one, I only want one computer. I don't think I
need a computer system.

}ét.sadeqn 2005(c5)cdd esloln 303 (0§(e8
ao$ao$eooo}:?aogn§ cq:ﬁ:o'](‘)u Szgo:cq:a?ﬁc$:
(\?5(3.% ?OSCD(S:GO& £$:&%5:€p?3 (Yal$GC7)§(Y3 GB(YR
mgSeord, cpiaeroenbosiadf ogfecss afienicg
O']CDOSII (vgé;qmmm :?a(vasaéoo:.%émcﬁcﬁ CRGBQP:
a eloo (0300051 3leven 33313, 005200503 Bgadad
(vaﬁ;co:ﬁeogde:u @:GO)? 08,]‘$°°)% mu%o'gmu%? 61903
§qé ogfemd cgdqormsad:s fqéones

08$Q"|_C7)90§§C7)§? (\%3)60)(}3(\% (vgﬁ;em% GG)%C'YR:II

Future Publishing House



www.burmeseclassic.com

<

< e N o E OC
03§q||[ooo :).?:g:)RO?C:&?Og(T)@OC\)OOX) O'\)

Nat:

Seth

A computer system can be just one small
computer. It's the general term for a functioning
computer and all the necessary parts : the hard-
ware, which are the physical parts, and the
software, which are the instructions to make
the hardware work and perform tasks.
[$88€0looeSn opdqyorsegdaion apdqpos, cfasd
o) 3280533¢:390:0d: pSc:ea00E goBea3 cwd0od
G(X)U.E(X.H@Q?:@i$: [;9801(7)03" 3\38 338(73 33??8:?0
01§03 320000p5(0058) §om 963¢: Rep
3380333(38:603@5[(:3“ :3racq|g>ooec (c80p83) oo
GBGOG)E?(YSL cqac‘f:caooég(ﬁﬁ@[eqé‘qqf
&)$[:(Y)O:Q_I(YSGC78 @60'10303"

Well, I'm not sure what I want or what I really
need. I have a good business and selling plants
and flowers, But there are only my wife and me
and three full time workers. I hire five or six part
time workers in the summer. I alsohave to keep
records of several hundred customers.

emaé:0l[§u og§eosS momc §oad 3§ 004,
RI§eod 390§ Bg§mMuS c§dSn0Sa] 030
©620qE0N:I (R18600H90 Bigateq: cpScs: emol:
03§ 8: oceogs, 0§:e0303 cepliqies clodudi
sleveoS BSyScfigo oy §eondqusi
aR1$conped:qud 324§ [0pS 2apSo0ea:(3)d:000 §ol
051 egepa8eocoy 24js3EimarSaoen: ()
c00ad 2360705 (B)ewronSod agi§eond ¢orgé:
oloooSi og§eondumn cwoada0p5 epeolEiqpigad,

?OSCD(S:GO&O%(\)EQ: ng:&gé:q()’] O)OSII
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cenloend5Ead§: (003p0ogp3cs)

How about inventory - you know, the flowers
and plants you sell ?

C O _N oc [~ c _C C <
acq_p: &)O.)GBO?C: 0:80:661:(\?00?:?0 GGPC:QJG]_?
§c80) m§ogpSicoy mcgmesm DuSa§adn
O$:GC78$. 33086(78 aéqP:GCPé:G*O)OS%C\)O:II
Oh, yes. I have to keep record of these. In my
business, I also need to keep records on when
I plant and what fertilizer I use. My wife and
I do the paperwork, but it takes a lot of our
weekend time.

(o] < ']\ < < N '] [N [N ocC
3?: ...0?(7)0 61_II (Yalt?GCDO 33 GO& ?CDCDG: CD§1q
§:90§II Oal§6(7)_§8:80:661:(\?8(2$:?060}? IDOSGO)?

< [N cOo _¢ x_O < <
(Yalt?GCDO SBOCGE(YJQ')CO&?CDOG]_ODI U.)OGOCDG@@@O
2322003 830} $05008:603 03§:286:8 aeSonudn
(vgj$co>§@$:$. (vgjq.?cm%m mgcﬁmmé::?ac\?ﬁcog
eqé‘cq;qccocmg ng‘?cmﬁo‘i.q_ ocs! mqr‘)c%
GBQ?I$GC78 GBGCDSQ_P:QP: ()RG?G]_CDOSGCOII

Terminology Review
1. application software : (03|0>¢ cq:200:000:03 2095

(Prewritten Software)n (28:(g0:®@c3863 (9958

88&:cqpe3000:0) software of s3a30lonuSi)

e.g. Most small business require only a microcomputer
and application software.

8:80:661:(\? 8C$: 32620:028 336{]0:?0’.)0 e?yogaq (rgqq"lcnoq;.

< b N N Q < <
@[mc cq:agooo:o_) ©3090202 Q?GBOO']O)(DII

[o] < S

2. computer system :(vgqsq_"lmooqu%u 0 qf oJJ[e22 ] Sc qf:

280588:008505: (3) q88&:88ep BBSBYErqpra

&)$[:(Y)O:Q_I(YSGC780’]08C7:) (g@(ﬂumqp: 3.?8?(7% GGTO’]CD(.GYI
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[entire function computer or group of computers,
including the physical parts and the instructions]

e.g. This computer system consists of on CPU, one
screen, and one keyboard.

3(78$q|"_(7)00§§(788 8801?I 0(Y.)61€C7)£?$. (6:3.?050)6?03.
O'] ﬁo']O‘JOSII

3. hardware(zeoc0pS)

The physical parts of the computer, including the CPU,
the monitor, and the keyboard. 0p§qj04), §63E:a3¢ep
280538¢:03 me000pS (Hardware) o esl{ogolosodn §
hardware ¢o CPU, ce3§008, 03:930503, 6l§olosudu
e.g.(1) What hardware do you have for the system?
0?53308(6 98:?0 :YDOGBGOCDEQ ﬁ&)(ﬁll

e.2.(2) A printer is an important piece of hardware.
Printer ood9ux Hardware ¢, sseqe(03:0) 3280538E: onds
[¢d0loncSu

4. software (mcqpoopS)

(73$(ﬂ|lo:o 0950$:(Y3§q101 G&Oég(ﬁqﬁ E)'_(\?(SM:G&)O
238(030:5105qp:03 s3c3vlonudu [ Instructions to make a
computer perform tasks ]

e.g. What kind of software do I need to make my
computer work ?

5. inventory : 3:go:cq:cx35c§:oa§ cepé‘:qlq@ (ﬁcqsooo
m§ogpSiqp: (products that a business has a available
to sell)

e.g. That product is not normally part of our inventory.

Bms0gpSium mgeconSol, inventory §, dos80533¢:
00podali
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Getting Started (Part IT)

wo(gfg: -

Computer s03:[Qppeogun 38Q|004), :efgd vemo

O)Gp:GOg(Y%

2880:00p58  Julonudi 038q)008, 005056403

0gpS:aay]:aenieoyl 233:[g)pecz30d Beo:c0pSE Jolonud sl
REQ)o003 epa3:&Eeo [sduloooSu Nat§ Setholg, ooo:
e0098:03 ecpcn(o3pS (30l @

Dialogue :
Nat:

Seth

Nat

A computer could definitely help you. You don't
need a big mainframe or minicomputer. A mi-
crocomputer will do the work you need.
og@qupnmfaa?:m &')(EO% @O%@(q oep_s%éo']o:o&l
alypimess, (05:00:07 8§:086 algewnod 8§
Réqox ecfolopin §o3eagdqyorordagion
aéqp:c\%:?aﬁo} 39(\250% @[a?ﬁeo:o']c@éetﬁn

I don't know what the differences are. May be
I need a minicomputer.

oé[c}o:@o:qo:ﬁoog mcba$m q@wﬁeaso']dﬂ:u 8$
03$({"|_C7)0C7)§(\-?: (73]$GC7)8 (\%3)660’308: (\%338905“
Some computers are more powerful than oth-
ers. Only large corporations use mainframes,
which are the most powerful. The government
would use a mainframe to keep records of all
the datas.

4], 03§ qJlo20e03070 0fEo0p§qj|oveaga003 3k
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< o '] < cQ < <
ge:392:4)0100051 emoch:ﬂc:@:cogmaoo Qe:30:

0 e« OC oc o ° < o
@ﬂ&?: 9?:0619608(7? 39&?:@[@0)03" 8902:61 meon
saqlcrssaco(ﬁm:eq:s‘l. ?05035:0;03 08$:33§:(3_
oc o¢c O ° ocC (§
9?:(96190? @a?:@[@mgeoau
I certainly don't have the same needs as the
government,

O_ o Q _N [+ C < <
PR NV VIOGER Q$EORGI S0P
GO'](YS eﬁo']:q:u
Companies that employ a few hundred people
and make about a million dollars would use
microcomputers. With both mainframes and minis,
you can put a lot of inexpensive work stations
on one Central Processing Unit or CPU.

< < < < < < 0C _~
ORODEPSE, aq,'ooo:@: eaTcoomoaoq:aq_ P&Co)
(-] [+ B ) < o °

mpgadecgun §odsqopdqyorrecgad =ai:(god
8eudn 8§:088e038, 88p8¢||020859003:3, ayp:
u»n CPU mu%??o cql:e@:o:) @C\?ﬁcq;sp srac[:eoog
3.)[(:90:0% ooo:%é‘m(ﬁu
I really don't understand all this computer talk.
These special words have different meanings.
§ opdqyIom oh:g4:clgoadgamoichia} ogdecnd wod
CD(Y.)OS qo:emé(ﬂ ] 333&%:&)% 0(730:(\?:608?0
R[ooifenieni0l 28gouSeoy §oruSi
I know what you mean. You will, though, have
to learn a few of them. The central processing
unit is the 'brains' of the computer. It's where
all the commands and directions are performed.
The work station is the monitor or screen and
the keyboard. Work stations are also called
Visual Display Terminals, or VDTs. If wou
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o0

Seth

Nat

centoendGEad§: (003pogp3as)

have a lot of people who will work on comput-
ers, you would need one or the other.

aéyp: 298§ 0a3sqox ag§eord aBolonadi
sleoeod alyp: daleogadm gpSicudajeorn
e aoqeudegdi o€ 0qoSo§ooSociugs6a3on
REQYO708), S:e80056p20 [856l0o0Sn B8 328§ 0
2803090y es00égadganiad: §olonudn Work
Station s§02 ced58020 (o) 0meEs, ad:n0d
(¢d0lonuSn Work Station eogo3 Visual Display
Terminals slgewod VDTs o3cop: esl[o30lon0di
(8§:088c038, 88mpsqomeczes CPU ondgumn
Work Station qp:go03 es00Ega5§EvloruSn)
séypigo ogdqorecyd, wpdegdecs oyec
»qp:(03:99E alypimess, CPU ody (o)
80050000069 JaaSc3§endn

As 1 said, it's just my wife and me.
msconde[god 0§ Balwo ay§eond 8o,
agl$eordmoz0soli

Right, so that's why I recommended a micro-
computer, which is also known as a personal
computer. It's called a personal computer
because it is one unit. That is, it is a work

station and CPU all together, and one person
controls and works on it at a time.

col:Bi sl sdalum olodsud opgqyom
copS: opaBqpio) §adefopdqomnmdaiod ogrdeodd
e3¢ Bd[de0:3200d Boxoldn Balwo uped
6903, dlodsuSoggqyorocd eslomesdn s303
onm B30g§qjomowo Work Station § CPU
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Seth

Nat

Seth

Nat

Seth

:?.;o:c\'?: 33(?(7)(78%: eﬁm&ﬁ:mé:m 0’)85]% O)é:?D
3\33'](73 &.)$SQI|_(°)@: 33(\?5(\?6%80)03600"

Why is it called a microcomputer ?

33103 ooe(né §058§038q)02008, eslqomcdi
Because the main part of the CPU is a micro-
processor chip, which is a tiny piece of silicon
imprinted electronically with all the commands
to control the computer.

8055Q0§e005900 q8(8)woo CPU §, :8m 3805
23¢: (3030l § gi6(6)um ag§q) 003 B§:q)5
333$_c0: 0000} 3200328 307 :?Smogooaéf:‘?

< < < ~ T N o 9
@a:m:[(:sg ?CD&)O:G)O:O.) ©20:C 000 aomog

[~

-&n On

3380333(38:6(‘0:0)5? [;9601(7)05"

So, I should get a microcomputer ?

8% (YaﬁGO)% %(69%03@({'[0)9 035(\-?:(73 OT?&)(:ECOO:II
Yes, a personal computer. They are much less
expensive than the other. Another reason for
getting a micro is that you will not need to hire
an expert to write software instructions for it.
You would have to do this with the mainframe
and mini.

?$0']C7)OSII 010(‘:‘?(503@({]"0}90)5(\'?:60] ] 0]08*05
(73$(u|lmocoauoo @@O:(Yg$({”|_(7)0€03®(¥§ Gq_l:
20052000103051 §055§030nd 3[g0: Be{3E:{0g)05
meo) 0Ewo 60960 egqf@o:cicog cq:&_
(vgjéchléoimue)@ 90:615:(3. (\%338?0 GU?OSO’]GR:II
208w 8§:0863, 888307 §ux0a3 [gpSe BSeudn
I certainly don't want to have to hire any more
staff, except may be a consultant like you to
come give me advice now and then.
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s'10$e'~la'] (raﬁcmf:w‘:i @@@c&%co:éﬁ. aé‘qlo:c\%
33@60: Qélc\gmue)é: COOCDO(YJC@@: o$oo§:qp:qp:
90:615:(%. G:DQ_IOGO’]OS GC\%QJEO']UR:II

Of course not. The purpose of a computer
should be to help you to do the same things
with fewer staff, or do more with the same
staff. As I said, you won't need to have an
expert because there is so much off-the-shelf
software that you can buy.

3803 60050l 038000080314, PS5 gudqIed
@ 0§008:4p5:4p5:4, oppopa3geog (gjoedd, sl
0 088, [@doolouSi slgewnod onpSol
0§06:8, §oqboo S8, (e8¢ olonuS
m)§ e e(god wa§ o scyprmcss,
(ngé:ﬁq_lé&imseo:qﬂo(gh 9(\%396(&:6?’3“
mpe(3pécdadeox Off - the - shelf software
mefgondmfgo: §e30lon

Off - the - shelf ?

Off - the - shelf &30 30003

Application software that is already written.
Application software means software that per-
forms a particular job. Accounting, for example.
Businesses sometimes must hire someone to
write application software for their needs. But
many kinds of business tasks can be purchased
in stores. That's why it's called off - the - shelf.
Before buying any hardware or software, how-
ever, you need to look at what you want the
computer to do for you.

Application Software s§o» msoéangee:(E:
oo2:0li Application Software &30 0335:05130:
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209008 es00lgoSoy software o3 scclonudn
poedfgaeé ooaé:adeed:ec]n Bigoreq: cpSeieogum
0288l0ndéeo 99039, 3aadpasagzod application soft-
ware o3 eed 06§odeu050d corgiqeudu
slevend BrgozeepapScs: mgjranen: qpigon3 003
B&eoz¢n 0058E0lonudi 333103 off - the - shelf o
omeo3esa0ad s0m0ldi 3eoc0pS (23) eqp
o0pS ©005aE¢o 3leoen) 20E0g05cr88 oud

0g4qILo> c§fpocdsdon 2E(a3psd §aabanud

Seth : That's good idea. Where do we start ?

~ '] c. N OCOo N < c O <
3231 eDdCio) 3?030.’)00“ ('7&]?60090?. :D(DG*G‘P?O

N \
OC\EOGCOII

Terminology Review

L.

application software (n) : (03)0>¢ ce:000:8: c0pGS 1
33:[9_:0: 33(\350)5:1) @pzﬁq@cq:a@ooo:coao 200831
central processing unit (CPU) : psqjomoel S:c5005
(0p§q)o7022098 stchio} [Gepdearo cgep)

computer system : ;3§ jj02008d

(Hardware ¢ Software olo€oopS)

hal‘dware::?aeooo&g ((vg$(mlcnoeﬁ qﬁ(‘éé:&%&p 2805
28&:qp:) CPU | cod§0m &¢ Keyboard oloéoopSi
mainframe :co53cepqE:(03:qpia¢ :23:qemqiE8qp: 38m
3jfgjeo0ol sacgd(o3ieor aglgdeao oggqyonom
(o8ecoocpesep gpigpionien: §oopS)

microcomputer : micro a3 uy05 oloésuSoggqjon
00§]§00p5:90 0263:030aB8:q)55: 3crScrSean

(Yg$ ({I"_CDO 32620:0011
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cenloend5Ead§: (003p0ogp3cs)

microprocessor chip : 03§qjom 2005c05qs 28§ co:
omo:c\'?:m:c\'?:§§ aSQmSoog_@:q&?é:g.é 90‘5300:000:@300
8c8 g8 3600100t 38053FE:1

minicomputer (mini) : Mainframe c005200g) ea0:c05(G:
Microcomputer coob [03:e000 aR&qjomn (026g§00pS:60
s oG E00)

off - the - shelf software : 0395:05(32: 20568
(BonE eqragoonieans c20p65 (003:03E0p¢E 00Sup8Ea0ps)
personal computer (PC) =8a5s§op&qj0

(028492 oIc5 028810000 G300l go3§Eear apdqyer)
Silicon : 830§ (aR8qo20q18(8)1 v§F:5¢ m[g0i09p5:4p:
@lc\?ﬁepogé 33:1'?:@[@300 @50& 35(733 DGP:ad: cog_qaoé)
visible display terminal (VDT) : co580208¢05:0705
(0§q)Io2003 203:{Gjegeomd G cS§0p3 e4ep)

] ] ]
i i i
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Getting Started (Part IIT)

wo(g|8c: - 2

gdqorc} 2q:{gorms] R eocdgudesol ogpd:
GO&(Y% 333.?:?]6101(7)03" (>3§cﬂ|[mm %(YS$8[§:O’}D(7$ ma(YSGOT?O

Print cpSeqoloncSi 3 0né[ggi€ommeny mpgqjiom8, vgorn

O c < ° < Y < ’] <
O?_SL aomoo:?aa?:ocgcogo @00 [epléb]]

Dialogue :
Nat

Seth

As I said, don't buy a computer until you know
what you want it to do. First do a "needs
analysis". It is a review to identify the tasks
you're doing now that a computer could per-
form. This will help you to decide what kind of
hardware and software to buy.

aR1§6025 ¢[o8 20030101 0g§q) o003 90m0z05
aéqpor oma§ §0a388 00 503 of Eemad
(Yg$({"|_(7)0(73_ GOOSO'] $.§=II oooe§:e§: “(\%3383808
§[§§:3o§[§oi” @[c\?ﬁo'] 1 333l og@qmmom @[c\?f;
c2008g058E0) myacyp: cpbesod 02086030
c03[08 (0§c0pS 25100560893 [gdoloruSn B3lux
»05cd BeoopSs, IweqpoopSdj:3oudd od:(eod
00> s80m ayp:03 mpScladSeosi

Hardware would be the personal computer,
wouldn't it ? The CPUs and work station are
all together in a microcomputer, you said, Whei
else is there ?
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cenloend5Ead§: (003p0ogp3cs)

:?.;9900&3099 mfm%(ﬁqp_ga{): (vgé‘,qmcno @50'] CS(.S GOSII
euyodonicoont CPU § work station voo sootd:
®opoaag §039§0p4 o090 §oruded slepr
lrdonuSesdi B8 onfgn: avogp: §eavzaocdi
The other mach piece of hardware that you'll
need is a printer. You'll often need paper copies
of the work you do on the computer.

alyp: §a60) BdwooopSq, :(E0:m8m 3805
33(38:(7.)60‘).0 0618(7)0(736(.\-?:(\) @80](7)03" (Yg$q||[cno
c0Tgo alqpi(gjopod 320938, ogpidgppecg sfozpecm
o3x50lc8§ewdu

That's true. And I'll probably want to do some
letters. So, I'll need a personal computer and
printer.

B3l ?§moco] I @:cmg ogﬁ;cm%o':o :?aq‘l’[.ooeog
§05868, mad§emac: mad§a8§euSn sle(moé
ogl§ e0%) 32644, oxdRudepSagingdqyors, vaéom
cnu%c\'?: e$3350']c\%e§ecﬁn

Sure. You should buy the least expensive hard-
ware. But first you should make sure that the
hardware you get fits you needs. That's the
reason for doing a needs analysis of your
business tasks.

el

c0gporeo]gpl aEypimwess, eQr?A05008Y:
26000p503 0050 mudi 3levend voed:ad:
alyp: menmgp [0[Sqeom aypiqfod 2eo
copdwo aéypd, Gmceogd M305p830lon slux
alyp: B:goteqipbcgiomoseayd, o§=Sgal:
208gj05 (01096330305 me(o3E:[g:ep 0od90ldk
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Seth

Nat

Seth

Nat

Seth

What choices do I have ?

mca:qlcﬁicog (YaIgGO}g) @[Q?(Sqecﬁu

Let's consider printers first. There are three
basic types : dot matrix printers, letter-quality
printers, and laser printers. The least expensive
are dot matrix printers. They are also fast.
They are called dot matrix because they form
the characters by using tiny dots.
oqécnocog(v% oooe@::x'?: oé:m:@é@cﬂ%u dot
matrix ogoror letter-quality oqéoxd, ecosoo
0618039&3[;3: sac@éase{]’[::?am: (?)q(l)[: ?1010)05" qu:
20050084 :meonp dot matrix 0géomgp:d
[6d0lonudi 2908 o ([6§cvpSi(eg000SH 2qadwo
cooicuSo) a@oogaoc@oogcogcﬁ 333:}:@1@3:[(:9{:‘
BdRePcd:0303 HewdF 0pdioioymagade(n3oé
dot matrix o, esl[30% [g50loo6SH

Cheap and fast : that's good. I'll get a dot matrix
printer.

cql:wcyg:no[;}: @$CDOSG§€)II sleoméiomeu]n Dot
Matrix Printer & (vgﬁ;cm% ORGOSII

It might be a good choice. But first, do you
write many letters.

B3l emol:ojeqiqSe [668Eolovdn slevend
oooe§:a§: GG:QJEO}D(D aéqp: OOQP:QP:GG]-:?O(‘OO:II
We print out a lot of bills, of course. And
about three times a year - in the spring fall,
and christmas - I send letters to hundreds of
residents in my area. I have to pay someone

to do them for me. I also send special notes
now and then to good customers.
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CD(Y.)OSGCD? GgGCDOé:é(BO 336{]0:@: éﬁcﬁgﬁqo']
CDOSII @:GO}? O)§§8?9 (?)@56& Gaé:l G&)Oé:é:
sp33$ aqﬁoecﬁmoeogao (vaquccn&no (vgﬁ;coxf)
q(ﬁc@g;oﬁo} cqon%éaﬂ spco']é‘:qp:gooé meogc‘:).qo']
oS (vgqucoﬁ:?aoacrg :(‘aa']cogc\?&%. mu‘;o}mu‘;@:o%
GSGO:G]-O']O)OSII cwﬁwéamé:cogas 0359’]03000
3.3:&)§.oocogmé: (iq(ﬂcno.%u

You seem to need a printer that will give you
good-looking letters. You might want to con-
sider the best letter-quality printers for the
lowest price are daisy wheel printers. They're
called daisy wheel printers because their print-
ing device is round and shaped like a flower. It
has an arm, or petal, for each character.
98(71]98? G(YDOE:O:)OOGCQ aé‘qlo:c%co:c‘i aéqp:
2c8d, 0qEomdad: JuwsdoruSi aéypracsd,
letter-quality og€onneag0d 08:00:8 c3368E0nudi
2§659: cq48:30305 Bdeanoc:ad: letter-quality
ogéoxeogmeon daisy wheel vgéoreogd (60l
oS BFogéomeayad daisy wheel printers o,
eslqoyameopé:qéioneon 338 ogéomnenyy), $86
03 Bfaoounn cjrofiegB: ofionbyds, Gmgpolop
cqc\‘io'] I 33306180)090 BDOREPOICY: mé?&nogo«g
Qéo‘:@q‘l’l: (33) gézﬂﬁo‘)&?s ﬁ@(ﬂmosu

Good, My wife and I have been thinking of
putting out a newsletter three or four times a
year. So a daisy wheel, letter-quality printer is
a good idea.

cmoé:o']@u m§§(§ a;@é(a%)em@é 330)8:(\33
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mq%cméo?ogfﬁ_ (vaﬁcm.%@‘%:@. ogﬁ;ccn% oé:m:ooo:
[B:01[8n slefo3oé letter quality ogéomfsdoy daisy
wheel 020 eg:8conoé:03 BESwoovlon

Well, But daisy printers are also very slow and
noisy. Today people who want quality with speed
are buying laser printers. Laser printers use a
beam of light to make images on the paper.
e slevwnd daisy ogéomeogumn mcgses:
ccvg:@: aﬁéo']m(ﬁu :?az?cacﬁ?o @@$i$:$. araqé
3.)6&3:(73 3.)(\% ﬁ&RGOgUDO cmaoooqé‘mocog(ﬁ
OOSG?@O']@II ceoaoooqémcoguoo O(QQ"_GOT?O
Qs"f)cog @lc\?&'i @mé:cepé@én% :?aaé:@[o'] oS
Are these the most expensive ?

:?‘a:ﬂcogm cqlzsa@:a'?:(‘)coo:u

Yes, They give good-quality print and are as
fast, or faster, than dot matrix printers. You
would save time, and you would not need to
pay someone to do your letters for you. If you
really want to do a newsletter, a laser printer

might be the best.

0?030'10303" 31203.090 @qésacog:cmoé:emoé:
$88e0im3B: cqéfesfoavlonudi [Breonp dot matrix
oqémoooog (3@@0’]0)()3" aéqp:sacﬁ;. aaq‘j@o?@
200520003§w0Si aé‘qp:a’aogcﬁ meogo% fﬁogg&%
mfué:mécoaocﬁa% coio6p ec\%cm.oorﬂ:u :»mé:qgo
mf)cooécv% @9$mmo§a [c}[c\?&‘i ssa%?lqé G300
oqéo:omfx\'?:mo :?acmoé:ac}: @5@8010)0%
Okay, I'll consider it.

s'écmu agﬁcm% 333’](73 oé:m:@éo’]é:ecﬁu
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Terminology Review

L.

daisy wheel printers : letter quality printers that use,
a round printing device each character mounted on a
petal, or arm.

g :q° ¢:03 qé’ﬁ 0'3%030(73 22 :@lcooo aoq&g 2CIY:
comigsod vgEomgp:i

dot matrix printers :fast, inexpensive printers that
form characters wit a series of tiny dots.

co:c050) Boodme(gondennd, eoadimmpepeyad §.0p5:
c0:0) oq€(88(8: eq:a8S6[0B:0p vgomgp:n

laser printers :printers that use a beam of light to
make images on the page; faster than a daisy

wheel printer, higher quality and faster than a dot-matrix
printer.

mq|c73§ocoT90 Q%ﬁcog @[c\?&%. @mé:cepé@én% 30032
(0193 va€omgp: [sdvlonudn BFveEorneagum daisy wheel
0g€omeogoons Je§olonudi dot-matrix ogéomeozeond
(3((539618‘\39638:6(7)06:@: §§@$@$010303II

needs analysis :a review to identify the tasks that
a computer could be used to do.

o¢ <

(73$q||lcnomu°>d?:m 33(78]5:(7)08 @[c\?aq.cem 0'}90?6{]0:(7%
030§ BhcopSaiiadys
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Getting Started (Part IV)

wog|8: - ¢

gy 2[Gypiacz0d wmeg(Bicpo; Hardware

§, 0050050 e[030E:(gc:qpa3 emo050l omoie(Gra§i¢0

eaa00eay §8E 0l onudi

Dialogue
Seth

Nat

Seth

Nat

Now, what about the software ?

G(Y.)Oé:()ll caogfsésac@:oé: G[:OOO']éill

Wait a minute, we haven't finished with the
hardware. You must decide what kind of com-
puter you want.

amcoocf:o']ﬁzu hardware :?ac@oé: 9[53:0:»:9:cmu
aéqp:saeffﬁm :7.)05(\% (78$({"|_C7)0 336{1)'_:3900:(\3
a$c7)o aQ:[;soSqecﬁu

We decided a personal computer.

O'] 08?03(78@({"[0}903 (YaﬁGO)%O%. an'?:@ogooo:o']mcﬁu
Yes, but there are many different kinds. For
example, you can get different kinds of moni-
tors. The two basic kinds are color monitors
and monochrome monitors.

0QodadI 3leoend 03(0n:(en:80:0d jide0qigo
§oo0Si powomoifsé alyprmesd, a3(onifeoisniod
GQ%?ODO 39(17[:3900:60‘3 61%8(7)05" @G@é@q‘ﬁ; 32002
§ OS q meo (DOCOOGG§$OJOGOS$. 8L§. aq ES:

GQgsd}OGOg @5@0’)05 ]
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Go ahead, please.

G(Y?_I:ﬁ:[(:)l@: m(YSG[:OOO]é:II

Color monitors allow you to set a variety of
different colors on the screen. Monochrome
means one color but actually these monitors
have two the color of the characters and the
background color.

a000eed§onnecgum omeceolvo o3(0:fsoien: o)
@GGPEQT[N}(Y% qﬁ{i G&OéaﬁsGO:OOOSII %%3%5:
meon mécspéo&o% ac%c\%mcﬁu alcoend :?99$
CD(Y.)OSGCD? 338 GGS$C7)OGC78?O @GG‘PS ?59_(])[:
§or0S 1 apepeacdicazd), Beeps, cso0ddamepl
39 [gdor0Si

What do you recommend ?

aéqp: ooocv%sa@@pae&u

Well, color monitors are improving all the time.
But they still don't form the characters as
sharply as monochrome monitors do. Color
monitors are good for making charts, but it is
easier to read words and numbers on a mono-
chrome monitor. And monochrome monitors are
cheaper.

G(Y.)Oé :@ [~lan]]} (YDOCOOG98$ CDOGOa (650 @q‘j $ $_399_|
o‘i:mcﬁcq@moﬁu 3'] GOGOS é%aqé‘:ce&?m
GOg?O 00(\-?:603 ﬂé:(\)é:[(:)dsm: :DGC\)O(YSGO)?
GG]-UR:II (Y)OCOOGGSt?O)OG%(DO @(X)O:GOg Gq:q:(‘i
G(Y.)Oé:CDOS ] 3’] GOGOS §§SQ61698$ODOGOT?O
02:0§:6038, éo']cﬁcoao% 005(3. eg(ﬁ(rao']mcﬁu
@:GOD? éﬁaqé: 695$c7)occ73m (%@: qu:CUqI

O'] CDOS I
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Seth

Nat

Seth

Nat

Seth

You've convinced me. We'll get a monochrome
monitor.

aéqp:mcoog (78]@@0’)5(73- 39?$(7$- ooéooéﬂozgp:
?O:COEQGO[;SGO] ] (7&]$GC7)€)O$.U'JO e?)%aq.ﬁ: GQS$O}OO$
01?61(‘3(;903"

I think that's a wise choice. Now what colors?
I recommend amber, which ispale orange yel-
low, on a black background. Most people think
that amber creates less eye strain, but some
people like green on black.

alon poamedxn[EEqod egiguSedn =y oo
@GGPEGO& Ga:e(\\)ll (QJ$GC7)§(YDGC7)_O 33?(7366‘[06
cqoo%écoT?o &cggcqpsao'] cepé ﬁo'S :?35::0003
33@[(:)[0'] CDOSII CR@QIO:?O’DGO}? 335:7.)0 GBGG‘PE (600)
ed(ﬁé’sao:é’tcrga‘?é:caooé 0$0§:GOO’JO§(\%'
ooé@mugu sleoeod :?aqj’[_q?eogmcmg :?aqus
GGpéGOT?O mgé:cep&r% @[O’S§OSDDOSODOSII

I was thinking black on white would be more
natural like the print in a book.
(Yal$GC7)§(Y)GC7)? OOG?(SGOT?O anm:&)(ﬁ 39[(:9"_
GOT?O @?(YSGGPE(Y) (3[(:3: &)U)OOO{ICS(?QGOS(\% GOg:
G?ad)&%ll

The white is too bright and will hurt your eyes.
:?a[(:sucspémcmp (3[53:@0)0(730[(:3: aéqp:s\l_ qlo'gd?:
GOg(Y% 08$(73§00{|§coc3§905u

What else do I need to decide about the
computer ?

R o4, 00520058: (3038, ogdecnd om0
c\%:?aﬁew:wcﬁu
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You need to think about power. Which involves
two things: memory and speed.
Sonmiaces 01018 0052005B: 0S5:00:8 SadornS
SCC?JO.SBGQ?. olo %00)&)(73@. 08.09.(& (\EG’.)OO)ODII
N 0 < CN ¢ _C..0 C
3330101(!)0 ?O’JaCﬂ'J?.@B@?i?:&ZO? GBG‘[OﬁO?z?.
OOS&)(YSODOS ]
Can you explain about computer's memory ?

e N < ey . © eM, S, .  S.MnOo8
R4, 9o3p23§0050058: slap: gE:{o8e
20Q002I
You can think of a computer's memory in two
ways : active memory and storage memory.
sqpranced, :peqyom godpaaiadéep gpdicad:

3 0d:00:8¢0n0SH 333l Active 9o5poad
?(Y? 08 (b %CCDODII 323 GO&(Y.)GO).O ? a
§, Storage ¢o5pa030 (9duloo0Sn
Carry on, please.

G(Y?_I:ﬁ:[(:)l@: G[:OOO']éill
The computer does its work in active memory,
which is why it's called active. You can buy a
computer with enough active memory to do the
jobs you need. You'll see what I mean when
we talk about software.
Reqoowo 23830503 active memory ¢o
2098098anuSi 3)efo3é active o, eslesé:
(68000S1 20833503 309Seogapdy cecnnSod
active memory §, 038q)02000809: 00S&Eulonudu
< c 0 C N < ~ < <
(Yalt?GCDOO?. G@?OO@G[:(YDOC: G[:OOO_)@BS’] (7&]?6(7}9

o 0 N, 0 < o 0¢ <
oooaqc\?wmaqm GCQJO::D(\)@QODII

Teminology Review
1. active memory : where the computer keeps infor-
mation and instruction while it is working with thera.
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é

GBOR 33(\?0(\?06?08 O.'JC O?('Y% C£$
[(:90&)@"
e.g. My personal computer does not have a large
active memory.

2. color monitor : monitors or screens that display
information in a variety of different colors.
(@@o: @O:?O:G&)O @GGP&QT[:QTFO&)S 330)8:39@_](7339(\)(75(’7%
@wcm ce%$moqp:(ai)omq<°:qp:
eg. Color monitors present information in a very pleas-
ing way.

3. monochrome monitors :monitors that allow you to

display information in only two colors: the color of the
characters and the background color.

&)OJESGBQJ(YSGBCO(YS(Y% 3966106§£G€106[§9(§&)0 @wcwo
GQ%sO}OQIO:II

(oaé:o%@o :?acgepooc\'?:qp:eﬁ :?acepégé cqocrgé:?acepéo%_
[6520p51)

eg. Do you prefer working with a monochrome monitor
or a color monitor ?

] ] ]
i i i
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»o(g|8: - ¢

Computer 99200650 60YgE 6AYAY206005

Q _CO0CO

?(ﬁﬁé:(ﬂm(}sll @é:oeowu%coge\l_ m$:&)§iﬁ$ 338(\?(!)%0(?.
C\%O']OJOSII :Dé:?aogog @G@éwcmmep:o% é:goca_)mo[(:}:
Q&g:o&)o O%:O)(YSQGO&O’% Gqﬂé G(\?COOGQOD(::\O’]O)OSII 39?
oné[ggi€ommeoy computer ¢o :eq:olo0) memory (¢oSpocd)

co¢

me[030E:0101 20pSeoSpoadeno storage memory (o3ecyoE8Egs:

¢odpoan) 03 hard disks qp:d), mee:0l98, WS0) cagiegioznien
[ed0lonuSu Seth § Nat o3¢, dialogue § o>é[gada5clonudn

Seth

Nat

What about storage memory ?

o co¢ec ¢ < P ~
3?6(\?00%089: gmemaqcno fepslavll]
When you turn a computer off, whatever is in
active memory disappears. So, before turning
off a computer, you must store what you want
to save. You can store it on floppy disks which
you insert into the computer. You can purchase
diskettes with different storage capabilities, and
you get as many as you need.
aéqp: R&q)o2003 8o5c05oymsl :uScdded(ed
qE08c80% 9o eqPO39g0:eodI §eopa

< (o] Q_ ¢ ¢ c < C N

(vgqq"[cnocv? GOCDSC?O SCQZIO: save (\?OQ_ICO.) @CP
a3 258:30p5:qe0Si aypiamcssd, 0380200340
wp3ogéiooniol floopy disks coggo xB33lad

c. 0 .00
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Diskettes cogad aéyp:0058EQ: 30600005
a§8olonddi
So that's the answer for storage memory.
alefmoé Bdaloo oJecyoé§ée ¢odpoadancyad
mefgdea]
It's one possible answer. But a better one might
be to buy a computer that has an internal hard
disk. These hard disks can hold much more than
a floppy can. You don't need to keep moving
them in and out of the computer. Hard disks
make it easier to use a computer.
aloo [968E0) me[eondgolon sleven §§
coxéig§or dem mopcien Hard Disks olo)
R&QYo7° 0360320058 (868EqEen]n 338 hard disks
flo o 33ecaé8E0m0nddB: Bearnd
e floopy o afecyold 88: 2Beopo
8EolouSi alyprmcss, m§q)0030d 2agé:
GBGEOS G&C\Zpﬁﬁﬁ% £$=&%52(‘§. ecﬁsa(e) GO)?OR:II haId
disks coguo 0R§q)0200603:69 0500503
333}:@[(3. (‘:)e%agcﬁnaeoo']m(ﬁu
Are computers with hard disks more expensive ?
0p(38)ad(8)olod (73$(u|looocogmo cq_lzéi@:o']
joblav 0]
Yes, but they represent a big savings in time
and effort. You will want to have floppy

diskettes as well, though.
Q N < N\ 0 <
eq:§(03:0lonuSi slevend B§ogsqjoeoguo
oCS < C < < (+] <
2§]§$.000390t 326003052 2005000010005 23 G0
c0pS: sypraess, 5103¢:a30 floopy diskettes eog
§a€c8§eudn
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Why ?

maefzasadi

Computers are usually reliable. But every so
often, something happens. If your computer
malfunctions, you could loose information stored
in the hard disk. You should have a backup or
everything on the hard disk.

giqorrecgu gpieanomailds oj(03p38ody
:?ao:ooo:qo'] oS 3leoend e@oamc\%e\%?) 03562

[]

ondep [68qJ0503050] 03051 5E Y24, 0R§ Q|07 2805
28¢: vScsieoy 93:¢:9q¢ Hard Disk ¢o 988

S, <. Q Q Q_+.0
SOPOI0ODI0Y VOXCIPH OOI]AOMNEOR QPN Q

le]

On o3

3»

olosoSu Hard Disk eol¢o§od sepep 0313003
aéypreo Backup 0569 §a060r0Si

By backup, I guess you mean a copy.
Backup socsd, c[0ogé c0058008903 alypiadad
O)()S(ﬁ. (Yaj$GO)8 GOg:gCDOSII

I do. Now, I spoke of speed of the computers
as another factor. The speed of a computer is
measured in megahertz(Mz). Some personal
computers have speeds of 20 Mz, but for a
business your size, 6 or 8 Mz is plenty fast
enough. Don't pay for more than you need.
o?cf)o']cnosu 309 m@x@qﬁm&@@c@‘ﬁ (73$(ﬂ|lmo€1.
»(5§44:03 og§ecrde(gogonasln agdqyoxd, =2(ed

c.Q 9

&6: (7? 8olwod(&) (Mz)q, o?é o0l oo m&v%cﬁ
o223 o240 (10) 8ol o3(8) wfsdsd:
ﬂo’]O’J(DII 3’16090.;) SCQZIO 0 89 661 (\?OCQ 33(78(73
aéqpq (73$q||[c7>9 :?agos Po2xmeon B (33)
90']0’.)03( )U’.)‘D (\?G(\)O(YDCD E?m?ﬁﬂ@?(ﬂ@ll acc.v
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3280200005 Jeco:olsi

I certainly agree with that.

(Yal$GC7)§ 333’](73 GBG&')GBQ_IO &)GU.)OORO']CDOSII
Speed is affected by the kind of microprocessor
chip that you have. You should have at least an
8088 or better still on 80286. Don't worry
about what the numbers mean. Just keep them
in mind. There's also an 80386, which is very
fast, powerful; and expensive, but you don't
need it.

@@$i$:&$m 68&2]0:?9%0:) G%(YS@%O%&(YS&O 33({0"_:
3300:3302@(:5 6163.)08(\?8[;3: 33(7?1:330866‘[0(73 GOO']
oS aéqp:g;o :?aq;é:ac}: 0000 (33) ('3(?) comé:
980% ©0J06 copS: §ooculonvSi B8 §olodeay
003 8303000583020 305090l §1 Bodad¢ ¢oSc00:
ol 30g8[0§0) §6:320:§[5: eqi03:0% 0006 3o
COé: ﬁ(ﬂm(ﬁu 3’160905 aéqp: 3\33'] 9(\%3)83&:"
We haven't even talked about the software yet !
(vgﬁcm%o% caog@ésac[@oé‘: ec[:ooqco.):oq:cq,gu

I know. So, we'll discuss that at our next
meeting.

316025380l n0S1 Seomp og§e0rdoR g, oL

GBOé:GBGO:?O 353'1(73 cag:cg:@eo.%qpu

Terminology Review

1. backup

:a copy on floppy disks of whatever

information is stored on either the computer's hard disk
or another floppy, can also be used as verb, often
written as two words: back up.

wmé:chﬁmm«gcﬁ (vg§<mlc7>o€1_ 0p(3)ad (33) »

r
e
[\
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floopy ¢o 205030 386:90p5:0001000: floopy disks eolon

copy 026303 backup o3 esloloswdn 8 backup o3 eaozed:

§003:3(8: back up [03ooomessc0pS: :ad:g8Svlonudu
2. Megahertz (Mz) : Measurement of the speed of

a computer based on measurement of electrical
frequency.

Rdodordsly o3é:ongeol wefgdg) opdqyoneh w2(eied:
a3 03¢:0m[a¢:[g vpsdn

3. storage memory : amount of space for storing
information on a hard disk or floppy disk.
Hard Disk (28) Floopy Disk cologé a§eapoéanpd s00né:
e.g. The storage memory of this computer is quite large.
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Software Selection (Part I)

c0p83eqiqui(gs: - o

Ryl 2adiq0paes| hardware § software oo
28m @eq:olom m0iadi380li 6q,¢0 hardware § 0052005
}. 9&:(eB:lBn wgoréfggéoromenn mpdqjommohiqepyo
meep(03:0) Software Selection (e20p85 egguS[Ee:)d (sdol
n0di 33 oo0aie(30e§:90 Seth § Nat 03, efoosdg0d eop [6&

<39 N
§CO']C7)ODII

Dialogue

Seth : Good morning, Nat. I'm ready to hear your
advise about how to select software.
ebon éq;cygaézo']l q;og(ong)u 620560 mcﬁa%ca:qlcﬁ
Qecd o8, 005005(G: aCyp:d (3o 03
(030:288, ogi§corpammcesd, meoanoldn

Nat : Good morning, Seth. I've given your needs a
lot and I think I have some ideas that you'll
like. From our survey, I'd say your needs are
two areas: accounting and word processing.

06000 $§055E:011 2005(8)n E:), Jadqiadecy
a3 og§ 025 Bgp:(03:c0:3B:Bu [Bieom ogi§c0rden
aEqpi86200500) Bodapiaag),§oo05c, colouSi
Q18098 @rodiecpcngme ayp:d, cdabgumn
00 E:03¢(8¢:8, 0o800§a5[3E:a30) e§uoogudoons

285 380005c3, BoqedSoady
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Accounting, I agree. That's keeping the records
of my business, to show where the money
comes from and wheres it goes. But what's
word processing ?

ooqé:(ﬁé[éé:m U?OSO’]@II (YaJ$GO)8 :DGU.)OOR
O']CDOS ] 3\33']090 GgGOa U.)()S(YJCOO@: U.)OS(Y%
aao:m(ﬁac%ooo @ooc% o%g:sn:cq:c\?ﬁcqs:s‘l. 90‘30‘)5:
e0g0d 03§:286:5€:0 (88005 sleven Word Pro-
cessing oo 90031

It's application software that you use to write
letters, reports, and memos. It's like a super
typewriter.

B3lun ooeayl 2BaEdooeays, vodpeogea:d ol:
2231010} 90985 3003:(g|[aE:0(eS0nuSn B3l
590100058500502693, s0éonolordSi

Well, we do bills and letters, but I don't think
I'd want to spend the money that a computer
costs just for a super typewriter.

G(Y.)Oé: Ol (YaJ$GC7}8C7??.UDO cgcmé:éc}?:)cog$. OOGOg
[(:)lc\zﬁqo']mcﬁu 3'160905 %0’](\)(73$60(73 005(\-?:
g0 0§§ioy0¢0) ogdq)ormBeind o§:gd,
aR1$0%50% Bc§c86enudad vaocolop:

No. I think you'll want a word processing
program, especially for a newsletter.
90?(73013&:" 989_]0:33@?%. 33%:&)[(:9(5 &')O)é:(BO
661:(%.33(78(!@) 03800%(6@8: 0§0q5(338330§) mf)?(v%
2866058, og§eond coculonudu

Well, can't I buy just one software program
that will do both word processing and my
accounts ?
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Nat

Seth

Nat

Seth

comé:{Gecon eodoa§ad(sé 3, agéeonds, 0o6: 49
003203 [0|e9Se0iol e90p850§ 08 ndq0d 00
03'|$GC7)8 005(\%961%8:7&:(\)9:"
Yes, there are integrated software programs
that will perform different tasks, such as word
processing and accounting. The problem is that
such a program might do accounting very well
but word processing poorly (or) vice-versa. It's
also possible that the program wouldn't run
application very well.
o¢ '] C [~ o _¢C C N ¢ _o¢ C o 0
sﬁco [eplé]]] oooooqm[s:)c:q;. OOG]-C:O?C@C:O?.C\?
Rlootleisoiod :cpdecgnd esonfgodeniend 3aEad
crc N O C o <
0661:0’.)0’.)(3) G@?OOO%OQ@GO&) ﬂo']cnoau E)&D?O
N0 o C < c _O¢ c. O
meo SDGC$ 0%06190)0?0’)0 ooqc:cqc[e:)c:rq
emoce::e(mé: (\?6%860905 03803%0%@8: 02]00)? &%6
cOoC ’] C '] C [+ c C co¢Cc ¢
9(\?0§CUR:II 3 ?90?0) O_(S)O%G’O(DOC: (\?0?0610
00618:0%8@8: 9(\?8%83&:“ 0%06150’)3 @&?:qﬁiﬁ%
emoce::e(mé: 9(\?5%&3&: a$c7>oeop_'§: @fa%f:cnosu
So I should buy a seperate word processing
program ?

c 00 C < < N [~ [~ o _¢C
wp_qeqaqqc (73]1?6(7)?@6??. &):@0:00000610’3
O%Oﬂé(‘l% OOS&)(:E&)COO:II
Yes.

< ’] <
??O [eplo]]]
I hope I won't have to buy a seperate soft-
ware package for every different accounting
task.
R[0o2[3:40:0% 00gE:aBE[RE: pSc§iodamagad
o8:(g0:ea0985 Package ooy 005§ eeoq:ad.

< N < C ’] (N
Oajt?GCDO GQJOCO(.:G)O:O [eplon]]]
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No. But before we look at specific programs,
we should answer some general questions about
software. For any program you buy, you need
to be sure that your system will meet the

software requirements.
GO?OSUR [~lan]] 3'] GOGOS 08('7?_]0’5 GQSGQOéGOgO?
[y c O c_C [y c O Cxy _OC
(vaqomoog e|me. SC?D (vaﬁmogooo Gao.oooq;. QCCD
(Y

G(X)U.EOLZI(Y?_ICD GO§§ q"_(XP G@:DCO’]OOODII :DO.')(\E

OQOG]-GOOODOOD acqp:q 01?00’.)0 G@?@O (ﬁGBOQJ(YS

eR03 qfe8§eudad0m eaogpd 3adonuSesdi
The software has requirements ?

c30988¢0 335305603 §od conti

Yes, software requirements include the amount
of active memory needed to be run them.
Remember we're talking about active memory?
§olonudi 60963035505 eogen Active memory

L]

/

0 o

OQOCD(Y% G@OéaﬁS(‘i (\%3)60)03&%0)0 0'] 080’]
oSl 0g§e02503, Active Memory se{030¢:¢{00
GQO‘)O &)qu&)(\)o:ll

Yes.

w500l

Memory is measured in bytes or characters. In
other words, one bytes equals one Character.
Anyway, your system must have enough active
memory to hold the software that you want to
use. Somewhere on the software package, you
will find the memory requirements, usually stated
in thousands of bytes, such as 256 K. The 'K'
stands for about a thousand, so 256 K is
256,000 bytes.
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Rl 2§:§2903Ermwcz0ed 850 R

¢oSpoc5ad bytes (o8) characterss, 03&:0m00lonudn
ongpS:moisé  one byte w0 one character §
pSgiolonoSi 05c30(ed(ed aSypraal:(ggcod
¢3098803 03E0R058 cdeconndo) active odpoad
080 oCqpie0 §eeudSeedi c20pdd package ¢o§od
nocsepePe 905 cdmbgeseoga) alyp:
e03,8600S1 gprecooanz(yé 256 K 03a3, byte o3
canéoms:$, codgecr§orodi 'K'um ondeconéad
aBudenfgjonudi eox 256 K 3o 256,000 bytes
a3 3adoxoli

Terminology Review

L.

accounting : Keeping the records of a business
to show where the money comes from and where it

goes.

egeoy uSegepm ocanB: udad ogadagoionuSsdon
(0208 B:goreqr pSc§i0nda8), ¢od08igpiad 03§:236:(8E:0
[680lonoSi ‘200E:03E[8E:' S 30Bemmand goSavarconigéal
o051

bytes : measurement of computer memory; one byte

is roughly equal to one character.

Byte mu%?uso PP (33) om@:mu‘;c\}:rﬁ 0%0509: [g)[o']
CDOSII (Yg$q|"_0)0 ?OS@CSS(Y% O%é:dx)ﬁ @80]0)05“ One

byte o @[mS:qiaenifeé¢ One character § pSglondu

integrated software : software that can perform

twoor more different tasks, such as word processing

and accounting,

Word Processing § Accounting o303 o3[oo:g0:80:0%

(\?50@: J ({I’L: (3;%_) J QTL:(X)(YS(%[;S: 333%:[(:)[ qﬁeaooé%éesmé
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©6):009:000:0) 680931 (Qre0om0i(8s Eoeqrooigf! Oa3a§
00618:@0{)0:({]0: Gq:qzqﬁ O%OSIQSQJO: O']OéG(\??lO’]O‘JOS)

. K : abbreviation for one thousand, used to indicate
memory in bytes: from the Greek prefix "kilo"
meaning one thousand, as in kilometer or kilogram.
mf)coooécﬁ_ @o%cmoogmd?: [5950'] oS 90‘5@@80% Bytes
§, cod(gepeo 3ad:[gulonuSi 08ecooéad 3B8yuSao 0§
eq000d: Kilo ¢ 0paooiolonodi 03038001 03c80S034,
20690 :?ao%é:o']?)u

. program : instructions for the computer or a series
of such instructions; software; can also be used as a
verb.

.9 < o < < < < <
0:61:(7)0? (3.?.) (rgq;q"[mo:?aogm @q,@:o:ﬁqp: [5900’1030.')“
3098803 [Buoo 3e84,.00p5: 333:(0)&E0l 0o0SH
softwarerequirements : hardware specifications
such as memory, speed, and number and type of disk
drives, required to run a particular software package.
¢odpna | (98481 Disk drives §, §0l053, soqjim00: 003
:?aeoooé éq‘ﬁégg@:qp: [(3950'10303|| abé]cogcm 33:[:-:)0:
cs0p80 Package cnf)? Q?(Scaoo&%_:?aogcﬁ c\‘israﬁo']o')o.%n

. word processing : application software used to
write letters, reports, memos, etc.
ooqpsI 33861<°:éooq|o:| 903039_]0: oaoéo%. eq:oao:sﬁf 30232
(0103 3295:5) 690955 (36610205 (@08eo§B(5E:)03, paBqp:

@O'] O)OS I
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Software Selection (Part IT)

6207388 oqiqud(gé: -

Computer a03:(0o)aes] Software cogd), =a§:000m
00pS: eee(03:000l000S Software egiguSodms] o3l
ey §ulonudi s38cd=dgeogaden Disk drives &, :s§:00m
meopS: mweqzolcoclonudn Software Selection § 005200503,
Seth § Nat o34, eogieg:a§:0d ooc[ocdoSclonudu

Dialogu

Seth : Are these other requirements ?
sa[éo:c\%saﬁqlcrgcogcsp ﬁo’]&)(\)ﬁill

Nat : Yes, some software requires color monitors.
You don't need such software, so that's not a
concern. But disk drives are.
9@0'] oS :?aq‘l’[_cao_of;c‘)cogmo 000D ce&?mocog
3m80louSi aéyprancss, Sc3e0p8dd]: w33
o']o?:u $comp 33l agﬁeat%éc?oqorezu aleoend 38(8)
a%o%(é)cogmcm.o eeell

Seth : Disk drives?
36(6)2§05(8) vpodavoti

Nat : Right. All computers have disk drives. We

talked about floppy disks and hard disks. The
drives are where the disks are, or where you
put them. The drives contains the equipment
that takes information off the disk and puts it
in active memory for you to work with and it
puts information on the disk to save it.
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o?cf)o']cnosu (vgé;wpnmq'?:?a disk driveseoy ?{@
olonudi ag§eordo3, elgoegom floppy s, hard disks
cop :?ae@oé:o'] u drives eoguoo disks ey ooos?o
§oocdadoms Balegad ayp: 3005¢n copoed
a$cnoo']6u drives cogeo disk o wmé::?aqlog
B0503 05093050 0gpS:03§uan ol§oduSi
33l03 20980988 aéyprancgad active memory od
wécﬁcﬁmcﬁu 3\33'](!) &')CDESSDQI(YS GBCO(YS(Y‘% save
o968, disk eolad copfeo:adoSonudu

And different software requires different disk
drives ?

31§, o3(00:(a0:40:03 ca0pBSecqyuro B3(ooiE0ig0iod
drives cog efi:?aﬁo']wcoo:u

Computers can have one, two, three, or more
drives. It is becoming less common today for a
computer to have only one drive; two drives is
most common. These can be two floppy disk
drives, known as dual drives, or one floppy and
one hard disk. One floppy and one hard disk is
probably the most popular arrangement. Some
software programs require only one drive, but
most work better with two, and some require a
hard disk drive.

ogdQUIore0p90 03dg1 gder i (]) §epi{gaod
drivecog 5;1%50'] 00 mcq_caos?o (g@qum cnucuq'?:
¢ drive on8900pS5:a00 §oouSedom eog [6éqd,
:?acm&?é:cooo']@u drive §§§mcc7)9 BDGP::
e [6Eegoqoldn sdalecgum dual drive o3eslo)
floppy disk drives §63 [88Eclonudi aleewrod
floppy 0>694, hard disk o>d9copS: [s68E0lornli
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Nat

floppy o>d94, hard disk oxd9meor eol[gjen
2[6593: 8059 [6de0m:gdolc8deudi ], ce0p8S
o%oqﬁeogo’n drive mf)?ooo (\33)501(7)03" 3'16090:\)
§§? a$s1<°:ocn.o (?)ocmézo:nco] I @oooo :?aaﬁl.mcop
hard disk drive 0389200 c3=ad[a300051

Are there any other requirements ?
@@OSC\%@&i mu‘;o}mﬁep ﬁo']cw:weoo:u

Yes, some programs might require special input
devices.

<3°10']ooogu @qu.o§oqécoam :?aoq:[g)lc\?ﬁooo:o} in-
put devices cog c§=S5&EclordS

What are they ?

:?‘a:ﬂcogm 29031l

The most common input device is the key-
board. The second most common one is mouse.
[6€eog.e80q input device oeorp ad:ooduldn
qo%w@écog_c‘?qmu‘;?mcmp mouse oldn

A mouse ?

@(YSCD&G(Y)OE U?OS(\X):II

Not the animal. A computer mouse is a small
box that fits in the palm of your hand. It has
two or three buttons on it and a ball fitted into
the bottom. You slide it around the desk on its
ball to move an arrow on the screen. You point
the arrow at the command you want and click
on the buttons. People who don't like to use a
keyboard find using a mouse easier.

Begr§ondemod ewodolon: mR&q)o ewo03(d)
Bom aéyp: deoliemS(B: 2:860) eangrcad

GCO:O‘J&?O']II QR_GOT?O U.E&g: J ? (Q‘i) '\) ?‘?{8)2
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ooT?a gp:o'm% c&eqp:(% cmc@%p&qé: omqé ooT?a
N [ [+ < <

GCRP(Y)? mouse (Y? QsO:GOC\?.qO’] [epléb] ] QCC?_IO:
»c3§oy command ¢o gp:03 p&f0eol: scodad
oc '] < Q ¢ O ° o < <
?()610 [eplob]]] (Y.):U.ECD(Y? 33&?:[(}[(?. 9?0&)(!)3&@080’.}9
mouse 323:(03¢:3, 38 cgudopgo gpegscosolonudi
Should I get one ?

< N < o¢
(Yalt?GCDO CDO? 61:%0&)(\)0:"
I wouldn't recommand it. You and your wife
can type. And if you did have a mouse, you'd
have to make sure your software programs
work with it. You also must make sure that the
software you buy will operate the printer you
have.

< [N N ’] 0o ° N C . c S
(Yalt?GCDO 323 (7? SO@GO.?O GU.?O’JUR.II acq_]o.qa_

C Y (-] o _CcOo¢C [ <

SCQ?JO:GLGQS(Y) type Q(Y)QCO)(X)II @:GCD.O GCQZIO:?’.)
mouse 009 §3q¢ ayp:q, c30p850§0gSeoz0d
3318, 320)6(888, alyp: eoogp eolod [gepSqeudn
alypou50) ©20p8Sun a8yp:esod 0§E023

e _ ¢ < C o ’] < < QcC (
QOC?:G@OC&M(& G:qu cOoIMm @[Q?oqmg;eoau
Is the printer another software requirement ?
0618(7)00’.}0 G?O(YSG)(SG@?(SB (\%3)8%(730)8?(\)9:"
Not really. But your software must be able to
operate the printer. If it can't, you won't be
able to print out what you want. So, your
software and hardware must be compatible.
The hardware must meet all the software re-
quirements, and the software must be able to

run the hardware, such as the printer.

20§00M0S LIVl 3levnd adumd cs0sis
98 0R03015p: Y 9CqR§), 6050
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& Qo> 2p:gopciEimognisadBien se

< (o] c_C < < oc¢ < \N@ O
[Ss0) 0610030(7.? QOCQ:GMC&O’)GO%CG]@ODII 338(\2
coc _¢ N Y SN [P < C >
9(\?0§ch acqp:sl G@?@Ot?. u:»p(a)oo’n 01?0(7)0?61_
o_¢ QC N ° o¢ oc < SN
33@0:3300)33(?0:% 333?:[;)'_?0610099&)“ 023000
C N < < e O Q (N C
Gao.ooocﬁsaoqlmmq?:a? qﬂGOG]_GODII @:GO)? G000

Y [N Y cN_O < N o¢ <
[e[80] oqccnocﬁo 03.030(7? 33(\?0(\?060§061903II

Terminology Review

L.

compatible : able to be used with another part
of the system or the software.

0§6(23)ec0p83 6N 3(30:380533E:4¢ 3293108 c200m
e.g.(1) Do you know if this word processing program
is compatible with our hardware ?

(2) Youmust always be sure that the various parts of
your system are compatible.

disk drives : Parts of a computer that take in-
formation off the disk, put in it information on the
disk to save it.

disk ¢ 200>¢:33)053000503 830pE00 R§Y|OEN BSOS
33(38:({]0: @&Swéu (X)é:(Y% &)é 33(\?5(\?561@3308(6 aCtiVC
memory o3éoopd(: wé:ad save cvdef disk eologé
&)O)é:@ql(YS@CO(YSO% ooo:wéu

e.g. How many disk drives do you think we'll need ?
dual drives : a pair of floppy disk drives (Floppy
disk drives & 3030269 [gdcloopSn)

e.g. Why are dual drives more convenient than just
one floppy drive ?

] ] ]
i i i
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»e4: (o)
Software Selection (Part IIT)

620283 oqiqud(gd: - 3

Req|loroecy oudupameadigodmesl software cgigoSe
02 Bgsavea:(03:opolonudn Software Selection §0o52005(:
Seth § Nat o34, eogieg:a§:03 ooé[ocdoSclonudu

Dialogue

Seth : Are there many word processing programs to
choose from ?
Word processing mdmoeoy cg:gioSosp qprgp:
02008 ﬁoqwmo:u

Nat : Very many, but only about ten are commonly
used, so you should select one of those. I
strongly recommend that you buy either one of
the two most popular word processing pro-
grams. They may be a little more powerful
than you need, but as a rule it's best to buy
more power than less, because your needs may
expand. Also the two most popular programs
are user-friendly. You want all your software
programs to be user-friendly that is, easy to
learn and use.
&g(qu:GOGO.s moqu[:GC\)O(YSO%&)O 333.?:({]0:@
oloxoSi alefé Baleogadan 08903 egigdané
onadi eol[geoom(edsd: word processing o§oed

N N < O < co < <
§oz~goooo 000?0? achO:OOD(?_. ('YaHaGO)O GO
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Rl 2§:§2903Ermwcz0ed 850 9°

Seth

Nat

< Ce ’] < N ’] < o <
:?.;q;m cCO0MIVIONLOIl B3 GOaU')O SCQIO: (\?330

000005 g6t qéc%e%ﬁ%éo']mcﬁu aleoend opS:qS:
2esdm 0lolgpS:0000005 ololgpiornnd 0vSm
P2eoac: aq 010 woc@oécﬁaﬁcm? aéqpzq,
§dqoieogod ofiqgeeiolod
{632 o§oeSadsurocopd: user-friendly cog (sd(3

'] N < S Iy N N
[S1{eplov]]] @:GO}? SCWO:SG??. acqlo:q. G000

on 38 eol[gooo

oQogdaeniad:o user-friendly mess 303§0005
econ user-friendly s8020m eopoooB: 3203:(0)8,
Cg()S(YRCDO(Y% &3(\%0}90’]"

Accounting software is what I really need. My
wife and I spend too much time doing the
books. Did you say I could get one accounting
program that can do different things ?
ooqém?écaogéémcmg (73]$cc7)§ :?a?qioamog
3aaS0l0o0S1 g8 eonded:s, ogi§cordm 0ompd cogsd
:?aaﬁqf:?acmgoq q? cq;cno.g g og‘@o:@o:qo:oi
oBgadeog0} [610p88E0) @0qcadé 0§oqd 0dq0d
aR1$0%5 q8EuSad, aéyp: efgodoocootn

Yes. Most accounting software packages are
seperated into modules. Each module will per-
form one of the accounting tasks, such as
payroll, inventory control, accounts receivable,
and accounts payable. Of course, the more
modules it has, and the more it will cost. Some
cost more than $1,000.

O?OSO'] CDOSII 00618:(7366&)?(36@6{]0:?03 &g:@O:
3380333(38:60833[;96 §[§O:CDO:O’]C7)OSII 33808 33(38:

c 9o < ¢c._0¢c _OC o
CDO?OU’.)O COOOOOGIC:I 0%@:&)?:&)9:&)0:3{i|
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dJ

Seth

Nat

Seth

Nat

Seth

cenloend5Ead§: (003p0ogp3cs)

055§ §eg00q<i8, coeq)aolegooqs: 003

¢ Oo¢ ¢ _C < by < o < [N
©26C:03C CYOCE:07008GO0000 OB GIICYD
olc88e0Si oomuSeon codmyecy Jgprecvecdl
e20p83m eqd[drecoecr]di :gj,a36¢ deodmns
ealo (0000) c0ad Gopgoqolonadu
That's a lot of money.
B3l egaqpi(0d: olovotn
You can get less expensive ones. I think you'll
find one that is worth the price. You and your
wife must spend a lot of time writing down
numbers, copying them, adding and substracting
them.

< [ Y < c o¢ <
cq:6p5:8p5:0 (03:0000069 alyp: ggEolonoSi
co:§8:8 205 0803006903 aypieoy c8§euS
alyp:é, alyp:8§:0m0 cB§:0mEe0zeq:(3C!
Baleoy 8ggeogon:aésl evlé:ifgéig05(ace038,
o¢ 2. M. e <

®j§aoqpi(d3: (gi§:eq0005e4d
Yes, it's boring.

SolonuSn adal [Bieg,0ep comoliesBi
nosolorwdn 333 G060 c$
The computer will do that work for you. Also,

did you ever make a mistake while doing your
books ?
(Y

(vg$(ﬂ|[cnom aéqp::?aogog 33833(\?80% (\?8(\034:;903"
aéqp: 003?66(78661:G§0§ 3.)?’.): GB@CDES: (\?8@
joblav 0]

Often. And then I've spent hours trying to find
the error.

GC(DOSCD&‘?)&)&(\)II @:GO‘J? (78]$GC7)’SO’X) 3.)?0:0’3

spegh Broorad: 4od(§f)apigo s5:30m0d
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< o N o E OQ
& Qo> 2p:gopciEimognisadBien R

Nat

Seth

Nat

Computers don't make mistakes so that alone
makes them worth the money. Of course, GIGO

is always at work.

(vgqfq_moaocog (6500 39(?0:9(\2 (S @Uﬁ:ll 3'] G@O(s
eg0§3:83005 corqores] 1t dmuSeory GIGO v
:?aoésa[ej; :?ac\?ﬁoég;oﬁmcﬁu

GIGO?

GIGO a$c7)o 32031

They are the initials of the phrase. Garbage In,
Garbage Out, which means that if you put
wrong information into a computer to begin with,
you will get wrong information out. If a com-
puter gives you information that you know is
wrong, it's almost always because you've put
wrong information into it. Computers never make
mistakes when they are working with numbers.
33loo Garbage In, Garbage Out 0oo0:gd), 3203
G(Y.)O(YSOO(\?:GOg [(:96(7)03" @8%}’.}05(7) ('78$({"|_C7)0
00)63)(\26(\?8(3. :DCDE:@QJUS@(\)(YS 336?0:(73
Wéqé @QJ(YS@(\)(YSGB?O: C%O’S(\)OO}O(\) q(\ojé GOSII
mmcﬁc\% (g@(ﬂummcozcr} wmé::?aqlog POOS
92168000503 aSyp:a8qc dalum M§q)om 303
ooyl PS5 Po10ps § o§.oldn
géqlorecgu o3§: acndiens, 2RSepd egod
3.)9'] U.)OSGCD.O? 3.)?0: 9[(:)[(\?8@3&:"

Terminology Review
1. user-friendly : easy to learn and use

&)éORG(\?COO@: @Q?:@'ﬂé (%()S(QGZDOII
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accounts payable : record of how much and from
whom a company is owed money for products and
services provided; an accounting task. co:q§egooec:
accounts receivable :qq$cgooqé:

. books : In business, all the financial information
about a company-payroll, inventory, accounts receivable,
etc.
8:80:661:(\?80$:C786 @833?(500533(786&)0 UJ%?DGG]F&%EG‘P
GBQI(YSGBCO(YS({P: 330:(\-?: (COOOGSOOqé:I Ogéicﬁg:&gé:ﬁl
GO:GI@ cgooqézl 6161$G(6‘00618:)

Garbage In, Garbage Out (GIGO) : Computer
users saying which means that if you put wrong or bad
information into a computer, you will always get wrong
or bad information out of it.

inventory control :  keeping records of inven-
tory making sure that enough of a product is available
at all times and keeping records of what is bought or
made and what is sold (an accounting task)
(ogé:mqé:o?oSco:l £$:£§:[§é:)

modules : Seperate parts of one accounting soft-
ware package that perform different tasks, such as inven-
tory control, payroll, and accounts payable; usually can be
bought one at a time and used seperately or in combination.
206¢:03¢ 620p330ndaeN 23:(gria80533C:qp: (0ot 20p5

(%@O:@O:?O:G&)O cqﬁcq?:mo@qp:o% saooéacﬁ@ :Déll)

] ] ]
i i i
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»o4: (@)
Service
o§es0odgeos(gé:

pdqo> egigiuSonSapoimsl ofesooly (Service)
2 05ec000560:8E20038300 0:00:q0lonudi 0pSosea00égen
R$Q)|020038:988:98, [g[0ge0g ol §ulooudn 38 oaaie{osgien
Seth § Nat 034, cogicg:e§:03 cop GE&EclonuSi

Dialogue

Seth : Well, you helped us to do the needs analysis,
so we know what accounting tasks we want
the computer to do. Also, as you suggested, we
made projections about how we think our busi-
ness will grow in the next five years. So we'll
get a system large enough to handle the in-
crease. We just need to choose the hardware
and software now.
G(Y)Oé:@GCOII 0\3@8?&}:336%08@[(\?6(% aéqlo:
ogi§e0d030} oppSonadegdn ssslefodod apdqyom
Biegdd. ogfcordoh, o§wdo) eoqfiodicpdcs:
0200§e0303 95coqBi ayp: d(03e0:30c§0
COOGO.S C'] :g.émomoco?o (78]$GC7)80'$. 8:(80:061:
(\?8€$: @:80:(‘00?0% 03]@60’)80%_ eog:ooo:o.)c$
o0:e8: moogcﬁﬁoog @pzﬁé@:o']@u Scon oaﬁecn%

[ N < o N o o C c O

o}xeed, [g¢warcdionndgod ofedogudd, (oB:(cB:
©2:02: 0?60)8? qﬁmc@éecﬁu GB?GQ?O ('TaIgGOO%
03.90 :?aeoooé‘i :?acqu_oooec ca:qlcﬁ(%. c\%araﬁo:':@u
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96

Nat

Seth

Nat

cenloend5Ead§: (003p0ogp3cs)

You know your current needs as well as pro-
jected ones, so you know rather well what kind
of computer and software you need. You have
a lot of choices among the many brands. To
make the right choice, you must consider four
important factors: price, performance, ser-
vice and support.

mu%??(v% 3éq_|(r§q|ooo:3.x\3 aéqp:e‘l_ cooS e
cﬁ@ﬁgcogn% aéqp:oggno'] ] 86(7)? aéqp: c{%:?a(c)cno
»noSa§ 03§ qorrmgjj:3200:§, 69096538 020
G(Y)Oé:G(Y)Oé: &%?O(ﬂ ] 33?03(75“956{10230 @?(YS
ea:ospcogsaqp:@: aéqp:@o ?1?00'] ] ?$(Y)$C7:) Ga:
5¢ (61088 seee:{oB:0p aqi03()qpo30} alepra}
05:03:61905" 3\33']GC78(Y.)GC7)? qu:i$:l gé:m&%&ﬁl
0§¢300808 360000530 (0jgezd [$dclonuSi
Price is obviously the major factor to consider.
cql:i$:mco>? 398m39q|(7333@§$. oé:m:(‘é 23200
ooé ﬁp:(\?o'] CDOSII

Sure, what you have to pay for the computer
system is important, but so are the other things.
A low price means nothing if it buys a com-
puter that does not perform well. At the same
time, a high price does not necessarily mean
better performance, so you must also consider
the system's performance.

GBG&)@Q_PO’](\)II (vg$(ﬂ|[mo§§:?aogcﬁ aéqp: [op 0]~ ¢H
61&)(\3&%(7}9 33661:@:0’]0)03" 3’] GOGOS 33@0:(7%9
616608 ﬁo']ew:m(ﬁu cmé:cmé::?aazﬁ 9(\?80:)
(vg$q||lm7$ O()Séqg cql:q;é:ooo 338%)9059%0’]:7&:“

co¢ N N Q9 S SN < [P
0000002600 QRGOCIRSOY ROIEIOICHAINY
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Seth

Nat

Seth

Nat

960:%8618 cql:@:cnomocoé: 9(\%3)8013&:" gGO}?
alyprmcssd 0808, gé:ea00CepSa3cops: oS:00:
61903"

What about service and support ?

O$G&)Oéﬁ$_ aocooows:?a(q@[ﬁmcep oocﬁcx%cﬁo']
20031

You want to buy your computer system from
someone who will provide service and support.
Many companies that sell computer systems
offer service contracts, you pay a fixed monthly
or annual fee, and the company will repair or
service your company whenever necessary.
o$caoo<§ TR :?acoooogsa(vaco:eus mé‘o}
O)sG(DO(YSG-)? (Yg$({"|_€7)90§§(¥$ aéqp: OOSQJE?OO'] ]
R§qoro0gdeoy eapéiqoy mpgadqpigou
O$G@Oéi :DG&)OORQJO’SGO& GO:@O’]OOOSII aéqp:
30c4$, Qeoomoéc@: (33) §5oéc@: co:qa%éeo.%u
[6:6€ aCgprangad SmSoymslo3é: [péaoly ()
O$G@Oéi(¥$ @[c\?ﬁco:c\‘gée(ﬁu

Do I need to get a service contract ?
(ng$60)§336§$. oq‘;caooé‘ioac:noo'ﬂq_]og qtﬁ(‘.’t
C\%GB(SO']&)COO:II

No. For your small system, I don't recommand
it. It you purchase from a reliable supplier, they
will service your system at a fair price when it
needs it.

9(\%0']%:" 0?53)8&):00:3308(73 3\33’](73 QGO:Q_IEUR:II
alyprmessd, 03(mpSSodqia0d vgpdientogéiagade
005093 q¢ Smbymslgo 330 m WEEA)

cq):§$:8, 0§c900p ozl B§endn
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36)

Seth

Nat

Seth

Nat

cenloend5Ead§: (003p0ogp3cs)

Are service and support the same thing ?
o§caoo<°:i$. :?acooong:?aq?co:im ceplopTilovat]l
Well, support generally means the manufacture
or developer is willing to upgrade your system.
Hardware and software are always changing,
s0 you want a system that can be up-graded.
Owner's of a supported software program, for
example, can purchase, at a low price, any
new, improved software that is developed.
3(\%0(\)" :?.;cooons:?a(ra@mqgm G(XJU.EO{{I@O:@(E
axf:oq;fm% oczos)cxzﬁaim 39308@&% 80'30']0300:9
§es[86:03 BoGolorudi wp(8)88, es0p(8)dw0
»og»(Q c[god:adegol @z’ alypimess,
230¢[968E0) 08603 303900l c0pE30§0qsad
2600005 POY @[03 c‘ié‘ tﬂé cogu” Boeom:@é:
03:0005§,[Blzc00) 330¢[E0010) 650965 B
(73 qu:i$:§§:§é:$_ 0050&%80]0)05“

Where do we go to look for computer systems ?
géqjlooesdecgal goegd, og§eodol oudad
23t cS I

You have four choices, you can go to a com-
pany that matches the software and hardware
and buy directly from them. These companies
are called systems vendors. You can also go to
companies that take existing hardware and soft-
ware and change it to for your specific needs.
These are Value-Added Resellers, or VARs.

aé qIO:?O cg:q_lcﬁ OG‘PG(\):? tﬁmog ] aé‘qlo::?.;c‘ﬁ.

NS AP Q _< S99 _N Q < (o
c509688, 1p(8)s doSendplol myaBodadt
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Seth

Nat

Seth

ogoreepad&€[B: 9903039 0305§adouSup8Eslonudn
B3mgadeayal systems vendors o3 eslclonudn

005§u2p(3)83, 620p(6)3c0p cpSesoniegol mgad

c0ga8gaiB: s€qpid, Bogjop eedgeogd, 03a3p3}
¢(9oé:c38§ EulonuSn aBaleogof &8:(g¢
[0§eepliogqp: (Value - Added Resellers) (o8)
VARSs o eslolondSi
What should I do?
< [N N < '] ~
Oalt?GCDO U.)O(\?O&)(.ZO 0QlI
For a small system, you can go to a computer
retail store in your area. Or you can buy retail
through a mail order company. Ordering equip-
ment through the mail works very well for
many people. You can usually get good prices.
The problem is that you don't always get local
services or support.
0?63)6&):00:39030’3 aéqp:(m 98&?]0:?036[(:90’)
< C o [ oc C 0o oc¢ '] <
(73?({]"_(7)0 (\)(DNOO?:&?CCDOQO? 330:*00 [eplob]]]
:ﬂ?eoqos 00030'3? 3390(30(%05 o?gmgej)mcﬁaocf:‘
CO(TSCSOOSOR%(SO’]O’.)OSII 00030’3?0‘.)5@(::\ Ogé:
0’3%030608 ?OQR@E:UJO (\26{]0:%03308(75 33(\3$
emoé:gq?o']mugu q_lo:cooom:@cs qu:Gm’.)é:
sﬁé(ﬂmosu [(:)&)D?OO’.)GCD? aéqp:sacqﬁ;_ c320
< < < o N < oc¢
ogc: 0?6@003 (&2.) GCDOm(YRi 330833@ eeﬁ.c
@é:(‘)u
So I should buy from local computer retail
store ?
§co§adqé ogfeoimcses, [ga3opé: ogdqyon

c Q@ C o _O¢ ( <
CO(Y.)COGGPC: 00?:&?0? 00030¢ QI
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Nat : Try them first. I have a list of stores that we
can visit.
3\33'1608(73 OG)G§:&?: @l:()é:@é(ﬂ ] aéqp:@&gﬂfé
003:9$§00q§: (78]$GC7).8?0 ﬁCDOSII

Seth : Let's go.
330:@0'] %u
Terminology Review
1. mail order : buying something through, the mail.
mo%cﬁqo:a%aoé mq‘;o}m&p ocﬁoR[éé:u
2. performance :a computer's ability to do work.

®pd0pdad cgdqyomrmdadiel gdiqpSn

3. projections :predictions about how a company will
perform in the future.
(v?gcﬁmfa?wé 331?00(73(738 eéa‘icaooéacﬁeé G’.)GE:O)OE:
mocvgos O)O:“g:iqpill

4. upgrade :add to (or) replace a computer
system with new technology.
$p5:0p2008§307 apdqyo04d0r890} w00iqigE: (o])
oodgpS[aé:u

5. value - added reseller (VAR): a company that takes
existing hardware and software and changes it to fit
your exact needs.
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Naming and Saving

§EmopScos(gl: 4§ 988:00p5:(g¢:

)& Qo003 :a3:(goymes] File mepSco8: save

c\zﬁmo a%é:aoé:ooo:icog tﬁo']mcﬁu Business Documents
eo30(6d(8d1 3fg0: Document cog(sd(sd 288:a0p5:03sl Dis-

kette o3 s203:[0)03ecy §olorudn 390>E[0gi€ ovomeor, Floppy

diskettes coguro oppSoyooonéimgiadacndad eagadeoleo

oc ¢ Q0 < < ’] ( < < oc¢
2000200000 (()e[)emoc:g?o [epléb]] 33? mc@qlcox)mcop (I?C

mopSeustiaé 236:20p5:fg¢: (Naming and Saving)d [sdolooodu

Dialogu
Nat :

Seth

Nat

Before we talk more about spreadsheets, I
think we should talk about some housekeeping
tasks today.

Spreadsheets eogaee(ol: agi8c0750d eefgoad
(Y.)Gt?. 335036:£$:&%§:ﬁ saeqﬁsaqj’[_(ﬁ G@Oqg
wf:mo.%cﬁ_ (78J$GO)§ colonodi

What do you mean ? Cleaning the equipment ?
aé q_IO: U.)O(Yi“gl (\i CDOCS ] ogeemgéioaocog
33%518:@61:(\?50)903 G[:OOO}OC\X): ]

Some computer operators use the term house-
keeping when they talk about naming and sav-
ing documents. It means filing. This is impor-
tant for full, effective use of computers, what-
ever you're doing financial analysis with spread-
sheets, word processing and accounting.
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Seth

Nat

Seth

Nat

cenloend5Ead§: (003p0ogp3cs)

4,34 o> ew30eq00603020 §Eeogay wepd
coi8: oogadoocdieoy save cySojassl house-
keeping s80} meslaeol0d @ad:(g03 cloduSu
33318, 33105 Filing o [sdolosudn Spreasheets
008008 a5(9¢ 18, 00qc:03¢(9ce0y 0lq 03
Gqu:G@:GGI:&%éG‘P Q?:Q)(SﬁGOg aéq_lo: @l(\?(s
cpr ol of: [af 4 BreSeopos wenfigo)
(73$q||lc7)occ73 333%:@[[%8:090 33661:@:0]0)05"
Why is that ?

33l aoelzadi

People in business realize that computers help
them to do many things easily, quickly, and
accurately. But another great benefit of com-
puters in business is that they streamline filing
and record keeping so you save space, time
and money.

Bigoieqicgdcdigagioy opeogu [GpSoepypigo
®agod cgodopgor oqé(8§god, odoyge R0}
0R§qor0e0gm dompdcoionad 28§ gorcops
Q)GU)OGO’](YS@CDOSII 3'160905 8:80:66]_:(\?8C$:?0
REYor0e0gd), c§905005(03:00:0% F0j:320§30E
e msqjoreozu géiesntepS [Cpdgo Filing
(01098038 9050262603 08 §:988:(030005n le(moé
alypiaessd, ceep! 2§, cge(03:200530000060]
In what ways ?

»u5cdgpSicodieozsd.adi

Think about it. You always want to save copies
of all business documents, right ?

3\33'](73 oézm:@é(ﬂ ] 8:80:661:(\?6(:$: GBGCX\"‘YS
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Seth

Nat

Seth

Nat

Seth

Nat

Seth

32000132203 1), cooSSGogo% aéqp: :?a[é save
(\?6?]8(7)03" U?OSCDOSG?%II

Sure. I have to keep tax records for the
government,

BePgPoldI 0§ e pes§, 2§:q20z05
33§$339?03C7)§:GC78 Cﬁ$:&%§:6190sll

Right. In an earlier meeting, I told you of the
need to save material on diskettes.

coo&:fBi eoneoomonpSion meopSiacogo diskettes
GOT?O GBQJ(YSSBCO(YSGCQ save (\?6(3. (\%@80)03
Qo mgsconde{godonudesdi

Yes, when you were explaining the difference
between active and storage memory.
¢§olooodi active §  storage ¢oSpocdas(odo:
(vgo[éo:ﬁ(r% aéqo:ﬂé:@cqaéo?@:mco] I

OK. You can consider that when you save
material on a diskette, you are filing it.
Bem filing [gepSoonzo) diskette cole me0000d
3.;000:@(7303 save (\?50:)339'] 98:0&:00:%8010)03"
Well, I'll still have to make a hard copy to
actually file in the file cabinet.

el B m0538805¢a§0) file 03 m¢§0r0005 hard
copy (09Squlc8§ens

Why ?

maefzadi

Look at all those file cabinets over there I've
got thousands of records in all those drawers.

B8¢00d FodanadaBsadeoganiadiod (a3pfcdad

08:0l1 358 drawer 0:09:60§0) 905006 co0oé

eo']é:qp:go (YaJ$GO}€) q@:o’][cj)u
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Nat
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Once you have stored or saved something on a
diskette, you will always have it to call up
when you need it. What you do is make copies
of everything on your hard disk that you would
normally file. Then you file the diskette, and
perhaps make an extra copy of that diskette.

diskette colgo 0o6pordepa3 288:a0p5: (o§) save
o803, alyprdmboyaes] ayp: Bslad (0§24
S§eudi mocySqeadadcorn Gesmoies File
(0980l hard disk eolgo§od mepaeoiad:y,
cod8eay [0joySooniquudi [Gieoxp diskette ¢o
8EgoupSeosf: diskette &, 33em580589 [gjepd
G(Y.)Oé: @lc\?ﬁqe\%ée(ﬁu

And just file the diskette ?

[6:comp Diskette 03 §EavopScoigdaoot

That's right. It's a lot faster than making hard
copies for the files and you will save a lot of
space. One or two small diskettes that you
could put in your pockets will store as many
records as a whole file drawer. When you
need the material, put the diskette into the
computer and print it out.

9§0xeo] i Baluo §Eeogmozos hard copies
Biepd0200005 §§[8§2048: egepa3dempeoryoqun
0oéBodmbeogaden 0opi8ca) diskette 0o
(28) sd3ux file drawer 0>690): :ced, 9odS00s:
({IO:%O(Y% £$:&%§:CS§GOSII @GC(YDOE:@@PO)S?O%
ayp: Jaadoyaes] diskette o3 apqj000d c0p3[S:
print out cpSedodeo]u
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Terminology Review

L.

document : General term meaning the
letters, articles, reports and memos that you create
with a computer, usually associated with word processor.
R$q|I098, 0E6§03:0) eyl ca0oE:0]:e031 BBOESEOE!
?OS?O%GO&G\L G(X)U.BO.'.HGBGST@GOTII (QJOSG&)O@O:@(E 008
©0§058, 00520058 YSeo0s)

File (n) :every individual document or
worksheet that you create and save is known as a file.
It can be as well as one word or sentences or as long
as a book. (a38q)07025:8¢)

filename (n) : everything that you create and
save must be given a filename that the computer can
store it and find it. (038 q)07003:8Em6pS)
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Spreadsheet : The Layout

ewotqp: c4apg o0os(gé:

Computer 005200503 foofoseé spreadsheet programs
eoguro00pS: ©ad6(ed meszo3:apoloduSu spreadsheet eogum

§oloSeopo3 direction §64j:s, w300l or0Si 20058, cazondm

R[ooifeoieniol terms eogod cuSfgeco§olorudi eomiondende

600593, (side to side)meor w=§j$(time) o3 eod(golovuSu
®q omo:c[goss:go computer spreadsheet programs §
005200503 Seth § Nat 03§, cloosdesgieg:as:d [gd0lonuSi

Dialogu
Seth

Nat

Hello; Nat, I have a few of my spreadsheets
to show you what I want to do with my
computer.

B3} g03(eS)eqn g ogdquoad, [Grepdadod
spreadsheets sogj, ©&:03 [Qogpgor0SH

All right. An electronic spreadsheet on a com-
puter is set up the same way as a manual one.
It is divided into rows and columns. The rows
run horizontally and the columns vertically.
Together they make boxes known as cells.
O?OSO']O)OSII (Yg$(ﬂ"_(7)060T(YD 33(\)(75@8$:§5
spreadsheet 06903 §:§:00058 500590080
83 qolonudi Bsleogad row § columns s3(:
%@O:M:O’]CDOSII TOWS coam Gq@éé (3.)(\1]0:

C o

o3a5)§[oG:1 columns eogmm cc0oé30bdd Qicd
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Seth

Nat

Seth

Nat

olosoSi s3aleoy oponag 9opd:B: cell o oyas
qp:o} boxes coz03 [0japS[030005u

I see that each column has a letter above it,
and each row has a number.

cm%cémq%szgs‘l. aocoT?o 00(?1[(:3: mm@:mﬁqu%?o
éo']ogmu%?u%ﬁmo (vgﬁ;coﬁag(ﬂm(ﬁu

Yes, The letter of the column of a cell and the
number of the row together are known as the
cell address. It is what you use to identify
cells. The cell made by column B and row 8,
for example, is called B8. There can only be
one box, or cell, for each such address.
0po5olonddi cell o634, cmdadgovl§oieouo
»n§:§0lo5§ mogeol&:(§: cell address of,
apa8gprolonudi powofuqeé T™wo 84, column B
303 [0c98000:0h 3(cS)ad B 8 o3 eslclovudu
Address 03698300305 box 0365 (o3) 3cSonds
§8Eolonudn

How do you refer to groups of cells ?
&e@s?ﬁqcog(ﬁ aéqp: m(ﬁ(x%qégg@:(ﬂoacﬁu

A group of cells in the shape of a rectangle is
called a range. You would use the address of
the cell in the upper left corner of the range
and the address of the cell in its lower right
corner : The range from the fourth row in
column C (cell C4) to the tenth row in column
D (D10) would be written "C4.D10". The pe-
riod Seperates the two addresses.
coooéga@oo?é meo§§ aécﬁseﬁogmﬁzlm% range

hY

c\?caTcnoau Range ¢,00 5(38 205056000
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95036‘1 address (73 aéqp:saa%:[(:)mc\%éecﬁu [§:eoo;>
cmcﬁc@c‘ié: @ooocrgcoooécﬁ 96036‘1 address
o < o ocC C C e o c
0300p5: mq:@[qmgeoou co3cd C§ oopgraeons:
(Cell C4)¢ enScd D § asowemos: (D
10)a8 030:0% rangeod "C4-D10" o3 cqqed3deudu
:?aaﬁ@moeomo address.;u%qn% §[§o:ooo:m(ﬁn

Do I use the columns and rows in the same

way that I would with my old manual spread-
sheet ?

RQ|$ 023§, c0058, eq:ago} spreadsheet o§ S
cm%eécog% @m$:cogo$ @a?:@[qoacoo:u

Yes, columns and rows can represent whatever
you choose. We'll set up this worksheet with a
month in each column and a different expense
in each row-supplies, advertising, taxes, etc.
The totals will go at the bottom of each
column, and if wanted, at the end of each row.
All we need to do is to put the correct
formulas in the right places.

9§0lonudi 503§, §:adecqurn ayp: moegigud
2003 s3ormeo] 03u5en:(gul 0ouSn ogi§eonSo3 v
ca5050009803 068, §3a5)de0go503 ©0¢
Qcog q(ﬂmo.%u ogé:co:ogé:(}qp:l G[(Z’)%@Oal ssg$
25 00) 0R(0[E0:§0:0% 0§0560z08 3200§:00598¢0
cod[g ea0oégadqolonudi ppevlé: ameox cordad
00984, caondelggo codfgolorvsi e3aedqE wong:
(row) 026588), 39160 ced(oquloouSi 0g1§600503,
B1o238. w8020 waicdsmacr g§m§ cdesepyo

?§m$o} 908@[‘-\)96030% ooo:(%.o'](\)u
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Seth

Nat

Seth

Nat

By formula, do you mean a mathematical
expression, such as addition, substraction, or di-
vision ?

saco']ézsa.?os (33) :?aoo:o%c\% wq‘pq’é:ﬁ’_ c(ﬁ@ﬁn‘é
6(98@"_(‘00&_ 88&?]0:&%(\%0)0(\)02"

That's right.

?$O’]O‘JOSII

OK. I see the basic layout. Now I put in the
amounts for each cell and then add them up to
get my total expenses for the month.

RBemi :elgd layout 03 ogi§eorda8Bi 39 aggeord
9503035?33003(73 aocqa@ogo’gcog oo&ﬁcﬁo%eo.%u
[B:cop B8cvmogad ag8eoxdd, gevlé: msmy
0%(73608 qi(%. 3\33'1608 GOW&:G)@S(\%(YSGOSII

You don't need to add them up. The computer
does that as you enter the amount of each
expense for the month. I'll enter the dollar
amounts that you have spent so far this month
in the right cells for telephone, postage, and
other expenses. Now, there are the totals.
3\33'1608 aéqp: co']é:ooé(%. 9(\%0’]:712:“ og@qmox)
(Y)Gt?@: 353(‘03903(73 (7?$(71|0%0‘SC7)6?8@08(YS
aéqp: enter (\?60:) :?acq:?aogcrg(r% @[c\?ﬁeo:m(ﬁu
O)OSCS(?$:I mﬁ.aﬁa_ sa@o:oglogeogsaogo% eo:no%
cells ¢o§0p wacwmad alyp:ad:d0) ealcon mdeq
33(73(!3(73 (78]$GO)§ enter C\?(SGOSII GOg_COO:II
??G()']E:OGOCD @II
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Terminology Review

L.

address : the letter of column and the number of
the row where a cell is located.

3305009 0opS§odesepeafop column § 008, row § lodi
cells : name for the square boxes formed by the
horizontal and vertical lines of worksheet into which
you enter alphanumeric data.

2R odc§05 oms:mgdSmaad ¢ enter 9o}
worksheet ¢, 3aq:03058, coooéad05qiS:6034, §.0p5:000:
[~eb 0] G(\):GG)O(E boxes GOgGBOg(YS UBGEQII

columns : cells on a spreadsheet are created by
vertical and horizontal lines: vertically, the cells from
columns, which are always indicated by letters.
spreadsheet col§ cell 03 ealéc305§, saagpiadadqS:qp:s,
0§03:000:00051 830Se0gm emSadeog0d @, 0pS:000:05051
candadecgad modx(d letter eogd, cuwdgonudu

enter : to post (keyboard) or put information
(data, formulas, functions) into a spreadsheet.
spreadsheetad (a0gj05300051 c0S(gjeool 280533¢:) 00)
2g|o5ma0560303 03:0905e0lq eoadi(eé §adoopd(aé:
[¢d0loncSu

formulas : instructions that tell the spreadsheet soft-
ware to add, substract, multiply, or divide.
spreadsheet 098638, culé:q8! soda§! clgooSes (o5)
N

] ] ]
i i i
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Giving the Filename

§SmopS coxfgc:

< [o] ° \ QQ _O o _¢ ~
R&Q|o00} :a3:[goymsl 8803 type §adcoo:0)
records cogo3 computer o3 save coSojaes| filename co:(@:

288:20p5: [mulonudn sle File qpegoyaes] aguSopassodely

oloooSi 39 Filename co:(gé:§, 0odooadad, Seth § Nat o34,
c3316§:9§:03 oE[0a3adqolonadi

Dialogue
Seth

Nat

How do I locate all the documents on the
diskette ?

9030)5:905@330:(\'?:0% 35(7)(73(03)901‘93 oaﬁcm%
:ncﬁeffcqqulooo:qecbu

Good question. But, actually, keeping your records
on a computer is a lot easier than filing paper
copies. You need to learn just a few basic rules,
and then you can file easily. More importantly
you'll always find what you have filed.

coé:a3050) co:g§:04pI 3leoend Be§odMLS
c[goqaé elqp:d, gododiecgad 3dqyorogo
aB8:938:38:0m 8gn8ER(aEi0005 qpz(ed: 38
oguSmenolonudi aéyprmesd, 2eadopS:qs:
BspSicudeconndeon capand cdoxeo]n Scoxn
o 8éypr ogudcoéonmy 3E[gepd8&Eomen]u 3B:
eeE(03:000m aégp: §Eardoon: 03060308 B20S

[j 0¢ Q¢ ¢
PG §PrgcOeOI
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Seth

Nat

Seth

Nat

cenloend5Ead§: (003p0ogp3cs)

Losing papers because of misfiling happens all
the time. So a computer will help to prevent
this ?
8qj§cy: §€acg ajeqpegone(oiad ogeon s
cqcnoco] [ wéc{iac%qé 03$q|[o>oo>§c\'?:m 353'103
02009658, opeSyosclegdi
Yes, but you must remember that the names
you give your files or documents are very
important. By the way, in computer language, a
file is one document. It can be as short as one
sentence or as long as several hundred pages.
O?OSO’]O)OSII 3'160905 68&2]0:(%8608 (3%) 896@0(73
GBG)O:GO&O% aéq_p:co:ooo:o} 33980608(73 aéqp:
330361(3. &%5[(:3:33661:@:0)036@8" 3']$. O(Y)O:GO(SI
(vg$q||lo>o U.)O&)OO(Y)O:?O (38&3(7)0 ?OSOD(S:?O’SGP
méq(ﬂ(‘)u 333(35000 o']nq_looéc[:mé:es o‘iq_lé
00¢C < o < < (*] c_C
O?QCCD(D (3?.) OOQ_I(Y.)§O GPGO']C:Q_IO:@(\? (ﬂ@zﬂc

co¢ <

MQCCDODII
Oh, so a file doesn't mean a file cabinet or a

folder full of documents ?
O= '] 0o O¢ < o¢ c O Q(O) ogmé:
3? I3 &? (?CCDO?O’.)O (PC(YJ(YJU.)?(YD 3?. ?

C < N OC < (*] o 0
9mepcc73 33[;)@0’]0_) (?COaCDO?(\?. GKEC\EGR:GO’J ]
No, not on computers. The important thing is
giving the file or document a name when you
save it. Most software programs use the term
‘filename' to indicate this name. The computer
files and finds everything according to the filename
that you gave it. And there are a couple of
simple naming rules that you should know.
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Seth

Nat

Seth

Nat

Seth

emosolog:n o3 §gjoroeolgo ewqosolog:n
oeqe(d:0) Bepm aqp: save oySojmesl &
(28.) 905006: 08 mepScoxgé:oldn ea0p830§08
Bqpiemeon SmepSod coS(0d, filename o§o)
omo:c\}:o?f 223: @@m(ﬁu (73$(ﬂ|[mm aéqp:
coz000:0) filename 326 3epepodé:03 ¢[00 SB:
qeg§Eomeo]il [Bieop aéypia8anéoy §:0é:0)
8 EmopSco:ac: 0p5:q5:e03 §04jj:ec0005
§e00:00051

Do these naming rules apply to file names in
all software programs ?

c0600§ 060y morafigo SBepScoiod
0p5:q5:e003 Filename coggo 231200002

Yes, most of the time.

0po50l000SI 2§ IPGPadieo]

What are they ?

B3leogm 9260331

The two basic ones are (1) never use more
than eight characters in a filename, and (2)
never use spaces in a filename.
@e@ég.éqmemg éo']o‘imésaqjcﬁm éié‘:?aeé
mu%??o oooSccn_og; ooc\'?:(o)c\'?:oocﬁ (‘L’)s.;a.'?:e@pri:u
[B:com §0lodsdmgEdm §EepSndaes csep
Q0560303 Mu5E0%NE ©o0oIRtN

Can I use letters, numbers, and symbols in the
filename that I give my document ?

060yl §0loSeo3s, deododeoznd op§eodd,
PEOOONSIO00IED (R)8607060:000:0) JE PS¢0

saa}:@l.géaom: 1

Future Publishing House



www.burmeseclassic.com

9

Nat

Seth

Nat

cenloend5Ead§: (003p0ogp3cs)

In general, yes. Every program will let you use
letters: most will allow numbers in a filename,
but not at the beginning, so avoid that. Most
programs will allow some symbols also, but no
program will allow all symbols. Avoid using
symbols in filenames until you know what will
be accepted by the programs that you use
most.

G(X)U.EOL?JGBO:[(:S(E 333%:[(:)[%8010)05" 0%0615(738:(7)
aéqp: :?aa;'z:@[o}oocog(ﬁ gé:[g)[ej)oo'] I 3DdQYPIY
o¢ N C ° '] C C ']CSQ < '] <
(PC:?BGE 030??3 1?0 mcog gg[(}lo QeI 31600
moc‘ié:qocmg 90?05:7‘1:@@5" 3l c@oé 333']03
ccjpé(]p:o'] ] 0%0615@({]02?(!) &)G(YSCD @QTL (Y%(‘Oé:
g(f:@[e}\oo'] ] 3’160905 0%0615(!) &)G(YSCD 330:(\-?:0‘3
gé@@o eo?og:rﬂ:u aéqp: PGP:ag: 2A): @[05
0Qogdeogm cvnddendadorn ayp:ado3odé eamnd
(gl é@eécog 90 :DG(YS mcog GQQ'SL :@)[O)O('Tgl
cgpégp:o'] I

When we were looking at spreadsheets, we were
keeping track of monthly expenses and projecting
cash flow. Now should I give that document a
filename? What would be a good one ?

spreadsheet eo303 0g§602503, (3pSodmsl cwod
mEmoQoSeays, eeagoonio) ege(m:diaoigad
aR1$07503, cB§:336:8E0meu]i 33 og§eond B3
?OSCD(S:(Y% (%ésaeém@? GO::D(EO’]:DC\)D:II GBGé
G(Y)Oé:G(Y)Oé: mu‘;?m m@éecﬁu

You must give everything that you save on the
system a filename. A good filename is one that
helps you to remember what is in the file.
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On

oqocoTej)o acqp save c\?om mepepo% 03 @
20p5 cotqeudi EmepSemoiondaumn FEd
o380 003qe0d, aéyp:od mpSoimeep

< ~
CDO?O']OII

8

Terminology Review

L.

characters (n) : General term for all letters and
numbers used in writing (handwriting, typing, printing)
cqEa00i9e0 223:(Q0) eoqpes, §olodqp: =oi0di0305
GODU.BO.?_I @G@T@GOTII cq:wo:iogé C\)(YSGG]_:% cq:oao:@é:l
Type §o5[5¢:8, 385(5€:03, magjoéolonadu

file (v) : (save) on computers, the act of
saving your work on a floppy or hard disk (similar to
filing copies in a file cabinet)

R q|loroqp:oz floppy(3) hard disk o3¢ 20§cpbesnnd
cooigod save (ocpdfgés (File cabinet o3 copies gqpzoo
file (gjopS[sé:3, oppSorudn)

naming :process of giving a document (or)
worksheet a filename.

Document (o8 ) worksheet o3 8EmepSeo:aé: cpSc:odn

] ] ]
i ) )
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Disk Operating System and Lotus

3d(8)m0}1q 093c0oq0sdad
o§:0088630988

QYo 323d:jopmes] filename c0:00058 seep(od:0]
onudin 3333 filename co:o)ass| meas(od: o Disk Operating
System (DOS) §, eol[gjeoom(edsd: spreadsheet program
03(d0) lotus o3 meclnc:od Seth § Nat 03§, eogies:
G[:(Dq?8$:@@§ OJEE)CDO:O’]CDOSII
Dialogu
Seth : How do I see the list of filename ?
oc¢ < Y c. O < < ¢ 0 <
§emepSeogd, 0oqéio} ogi§eond madcd(odple
[~lav]]]

Nat : It's easy. To manage your files,you will use a
few of the commands in the Disk Operating
System (DOS).
33l oguSolonui aéyp:d, Eeognd 859833 38(6)
ca00Egadgosd (DOS)eo Command s2gp5:c0503
:?aa?:[(:)lqe\%ée(ﬁu

Seth : What is the disk operating system ?
Disk operating system 30 o003

Nat : It is software that interacts with the software
program you are using and the computer. When
you first turn on a computer, you activate DOS
that all micro computers must have. At this

point, you can see a list of your files.
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Seth

Nat

Seth

Nat

B3l aéypima):fgesol c096828m:05 8,
Rqo} e} [ogmcyd soffondespodegod
¢30968 [960l0n0Si REq)o00d oyécdado)msl
godegogdqyon waicdigofqeal DOS o séqp:
(\?86@0861(7)05600" gG?G‘[’J?O 68({]0:6\1_ (%é‘mqé‘:
mﬁsza% co&%émo.%u

How ?

»05c8 eog §Eomncdi

Computers store files in directories. To see a
list of files in a directory, you need only type
the DOS command DIR, which is an abbrevia-
tion of Directory. You indicate what directory
you want to see. The computer will list all the
filenames in that directory.

@@qumocogmo directoryqp:g;o <'§écogcv3 08§:335:
000:(0300051 FE@0e 1006903 directory (cod:pgs)
699003058 DOS Command DIR o3 Type §od
8200 3abonudi DIR s8ox Directory ¢, 3203
cox05e00d: (g0 aéypi(pdqod Directory
a3 cudoqeodi agsq)ovm > directory ¢ogod
(33399&5390:({?:03 mqé:cog@c\‘gée(ﬁu

So, if I have given them good filenames, I
should know what is in each file listed.
&)é(\%q?q(g (‘%éaoeéccmé:cmoé:cog GO:@:qé
006 E:03€2000:0% EBBU 2r0cdeJo g§e0rd
33@0@0] I

Yes, but there is another way I can increase
the usefulness of filenames. You can add an
extension of three characters seperated from
the filename with a period.
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0?(730’](7)03" 3'160905 (33399@“603 333:}:085%(’7%
[6600E8E0) m(g014p5:06: §ulorwSi alyp: :ess,
2§00 0099 8E2epSe FpoS8E0Y ©20d:
(2)c3:01 03:q),9096503 (3p3goS&Enlonudi

How does that work ?

»Hal oooSc\% @Q?ﬁc\?ﬁwcﬁu

Many programs will automatically add the file
name extension. For example, lotus, which is
the name of one of the most popular spread-
sheet programs, adds the filename extension
"WKI" to all files created with it. WKI stands
for worksheet. So the file you just named would
be listed as "CSHELW.WKI" in the directory,
Many word processing programs automatically
add the extension "DOC". So you know this is

a written Document and not a worksheet.
0§0§8q:go0 BAFBEAYPNS §00p503:4],903
8eolér00p5 (MonuSi poesmoieé eol(geoo
m[gdad: spreadsheet o§ogSeogodan mepScnds
(680% Lotus v gE:ane§03i000:0) §Eamniadien
[ 3 ¢ O C N o < < <
§EmopSa3(edoy WKI o3 eolé:c0pcoronoSn
WKIu»n Worksheet o3 a3oSeosfgjoroSi alefosoé
acyp: mepsco:ol § Ewo Directory adgo
"CSHFLW.WKI" o3 o06¢&: colc3§eudi qpzgoeon
Q o _¢ [o] C Q ° (o] Q
02000Qm 0g0gecau BGeacd: DOC 07 3ach
eaqpadoopd(3ooudi ale(oné sluxo Worksheet
©Up050:1l epaonzo) Documented &30 s3omoed]i
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< 2.\ oc, [y E OC
OO 2GR ORCEIOYMIOCVOD e
Seth Could I add an extension ?
< [N Q < co¢ ’]
(Yalt?GCDOG(Y)O @Q@O@&%CO 0l
Nat Yes, Most word processing programs allow you
to create any extension you want, as long as it
is limited to three characters.
co¢ '] C [~ o ¢ O C
GD£§CO [oplon]] momqmoqoq@a@qp:oetm QR_?O
s, 2, < c0o O (y < O.\ C o
000z Q 0§r B§B003GY (SpgadadqLyc 000}
(9$Og:§(§ 869]0:(7360:0)03"
Seth You can change extensions ?
Extensions 903(73 aéqp: c[:mé‘:cﬁ%éwm:u
Nat Sure, filenames also, anytime. When you call up

a directory listing, youcan have the computer list
just those files with the extension "LTR".

N [e 3 < < < oc¢ o
GBGQDGBQ_PO']OII (?CGBQEGO&C\)E: U.)(D@Bql?@&z
c@oé :cSé’é‘o'] oot Directory ooqé 1006 ) oéi

C

esl[mpSoyaesl Extension "LTR" 61§ 8Eeogc:ol
REQ022026E:03 0Eqf&El oSN

Terminology Review
1. directory :name that is given to a group of files in
a computer. You can have more than one directory on

adisk.

R§QY0r002803:0080% FEBEPA3 cuoimepSi Disk 0rdg¢o
Directory 03650005 3[3: 8Eo05u

2. Disk Operation System (DOS) : The software that
interacts between the computer and other software
programs, such as spreadsheets and word-processing in
microcomputers. DOS is one of the most commonly

used programs.

Future Publishing House



www.burmeseclassic.com

[2]e]

cuoloundGEa8§: (005g0og3cS)
8o5aQpsqyooqp:q spreadsheet copd, oo8eo§os(sé:
N O CN O < S < <
o303 ea00 B[Fo1ee0pbdognadqp:d, m§q)orm:(: 30§

< o < [Ny N 8\ < ’] (Y

P& POYro005eepadesd 60pbd(dulonun DOS o
3229 FQP:Y: o%oqéeogoc‘)m mu%?[goﬁo']m(ﬁu
Extension : three-characters addition
filename, seperated from the filename by a period.

wfomocoodagn §emepdy §ogoSBedgesed escd: gogn

] ] ]
i i i

Future Publishing House



www.burmeseclassic.com

2904t (o6)
Spreadsheets and Operating Modes
(PartI)

swotpadgpia§ aiqedqp: 2e(ods - o

aRqjormead(oodes] spreadsheet aoz05 operating
modes qpigogoloooSu Spreadsheet ¢o mode §, seezolgad
B8 30lonudi 3e90né(ag€ommenny spreadsheets ¢o meapolo)
operating mode co3§, 0oSoa5c§, Nat § Seth o3 §,

c[:ooomo:cogé @30'] oS

Dialogu

Nat : I showed you how an electronic spreadsheet
can easily keep records of business expenses
by doing all the repetitious calculations - adding,
substracting, multiplying-automatically, quickly, and
accurately.
G(ﬂé:[éé:l %Og@éil c[jwcﬁ@é:cogc% 33(\%336(\1]0(73
ey [e81 BoBoyiay pSev:déoy wdsloodsl
CQ(YSQI(YSS{GO&@OK\-?: @[c\?ﬁ@&[(:o@ 33(\)08&)8_%:‘?8
spreadsheet o $:gQoieq:qScd: 0§03 0§05
?OSCD(S:GO&O‘% OO(XSC\%(%()SC\D(ECDGR £$:£§:GO:
880005307003 ©é:03 [0donuSesdi

Seth : Yes, It's much better than using a ledger sheet
and constantly doing all that recalculating, eras-
ing, and changing.
05031 333lm udqPeoge53:0700005 Jeanats
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g@o']cno.%u @:GCD? 3\33']0‘3 @$(\)é Oa(YSQI(YS[éé:I
qod[a¢:8, e0r:cd[géiai0d:03 2oH[§ apdeo:
Gt?CDOSGCOII

This is very useful when you are preparing a
budget and need to find out how much to price
a product or service in order to make a profit.
2 aBq05 026903 [3Es0€ o3l slum 3g§d 3003:
Oé()’] CDOSII @@OS@%$:61§8?_ G?OSCY?$OQé:(3$.)
O$G@Oéﬁ(\?6€$:0§ qu:i$:w()§G®O(YSQJO:qJO:
a)cﬁ?osgo.gq?cno u}oﬁ:c‘i a‘fsoﬁo}:?aa']?omé:
:?aeg§ @a?:oéo]m(ﬁu

I do that all the time now. I have to keep
redoing my figures.

:?a?mu%a‘il@c\'?: oaﬁccn% @[c\?ﬁcqo']mcﬁu ogﬁ;ccn%q_
0’3$:0C‘D$:60803 [(:)$CO§[§)|_(\?8(%. CX%$23362 610 QQSII
Exactly, You decide to change $ 4 for some
plants. You estimate the number you will sell
and the cost for raising them. If you realize
that your profits - your bottom line - are too low,
you change the price or the sales estimate.

2B30oldN 320E?),03 ¢ ealco§, 00§8:00E8
aéyprad:(goSaonionud séypieqpliend meq
203058, BEB0Ceoy BaSY:q03BR05 MEM
o§o5eag0d aéyp: 9§6§:(3pS uS sy, o
[go5ur0 9856p5:0005c8, weomoeslodeé alyp:
2e8d, copg:03 c[uo:cd8E0ud 3loewnod a8 es:
meepc:03 egad:ad§Eonudi

Then I recalculate everything. Now the computer
will do this.
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03§q||[ooo :).?:g:)RO?C:&?Og(T)@OC\)OOX) 6)'\)

Nat

—— o ———
kS 5Sik
AT

Seth

Nat

Seth

Nat

3‘33@@005 @spspo%é:o% oaﬁecn% @@o‘g(ﬁ@é 0Si
39607 :?‘a:ﬂo?g og@qmmom c\?(c)c;o:pe(ﬁeeou

Yes. If you change the selling price to $ 4.50,
the computer will then change the gross sales
and net profit amounts. If you change the
estimated number of sales, the same thing will

happen.

[ '] (N N < o T c
??0 [eplob]]} GGPC:GQ_I:i?:O? 9.30 e300 acqp:
G[:()Oé:q& og@qmcnom GBQDO:CDEGBGGPE:% 33&)0:(7)8
:?a@ogoeomoﬁ e@oé:c\%éeos" a$_?$: 002:03)
3366106:090(’890% aéq_lo:c@oé:qé GBCOO:OR
@éqlogg;obu
You mean I can keep changing figures and

asking, "What if I price the plants at X dollars
or Y dollars ?

0’3$:0CD$:GC78(7$ c@oé:cﬁ@: 3908608(73 X GGTCOO
3'] ?GU?OS Y GGTCOO qu:i$:3003?03618 :7.)0[;989(‘6
q?CDO @@GG:G?O)OS(\% &%(\%O}O(\)O:II

Yes, the computer quickly changes all the other

figures, so you can find out what bottom line
will be.

0 o5olousi :(go:ad§:0mecoym@azad t0f
Rq)om Bayémes clgoé:adcdoSorui sl
o3¢ 3[g05(a3 )ag: ovofsdecdsorn ayp: pos:
&Eomeu]

Let's begin to put my budget for the next fiscal
year in the spreadsheet.

Spreadsheet o 02003 > Woce: 45320305
aR1$0%58), 205qI0503 00Eopdagéimd
Right, We'll look at some of the basics ‘nat
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Seth

Nat

Seth

cenloend5Ead§: (003p0ogp3cs)

you'll need to know to use the spreadsheet. We
have already talked about the rows, columns,
cells and cell addresses. You need to know that
spreadsheets operate in three different modes.
0058 Spreadsheet 03 303:(0)3 og§e07503 2843
e$33590§ sac[éésaq‘fl_(r% @é@ecﬁu TOW 6oyl
colunm eogi cell eogi cell éﬁmeogmc@oé:
aR|§602503, ¢0od(m(B:[@n Spreadsheet coguro
a3(02[30:40:0) mode J e, es00E Q050003 adyp:
288 a3ulonudi

What are they ?

:?‘a:ﬂeogm 29031l

They are the ready mode, the entry mode, and
the command mode.

Baleogmeory ready mode, entry mode §,
command mode eog [g6clonudn

I think I can guess what each is, but to be
sure, you'd better explain them.

mu%?guso meba$m ogﬁ;ccn% cog:@é%émos
GDEOD()SII 8’160905 G:DQ_IOG@OE aéqp: ﬂé:@mm

Q < <
(BG(Y.)OC:GOZJII

Terminology Review

1. bottom line : bottom line on a spreadsheet
(or worksheet) which usually shows net profit or
loss.

spreadsheet (o§,) worksheet cole bottom line oo

2»200:00¢ (05 (§,) 32§:03 gpreaomaz(eé [gulodese
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2. gross sales :bookkeeping term for the total
amount of sales made (usually stated in terms of
dollars) before any expenses are substracted.

@@qo%ﬁmaﬁ_cﬁ eocﬁq.ogaé (qlo:c;:»osm:@@ eeTm@scE
[6eco§iean) pgevlé: meepé:owocmn (bookkeeping asesl
GBGOT @60’10303")

3. net profit : Bookkeeping term for the
amount of money from sales remaining after all expenses,
but before taxes have been paid.
$§$SD8603 GGO:SE?O O?$OZHO%C7§3)O:C\-?: Oa(YS[g):G?OO’S
(q§§03 aracepé:g; 2 elel=ale ) (ara:no:mésra@og) (Bookkeep-

ing meslaeol [edolonudn)

] ] ]
i i i
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Spreadsheets and Operating Modes

(Part IT)
swotgadqpiaG ajiqedqp: we{aPpd: -

4§ q)or203 ][00 sl spreadsheet ¢, =:s4:
MU 2gsd 0quS[08,090lonuSt :goné(gi€ormen
Spreadsheet ¢o meqzol0) operating modes cogq), 39§:000
[ed0lonuSu Nat §, Seth 03§, esg:e8:9§:03 0>[ged050l oS

Dialogu

Nat : Let's put a spreadsheet up on our screen. See
the box in the upper right corner ?
0&:d, ometevlen spreadsheet o3 onéospdaesndi
E'}OU)(YSGG)O(E GBG)(Y.Q)‘?O:?O cwg)nceo:cﬁ eogpoo:u

Seth : Yes. It says "READY".
ea3,0lo00S1 "READY" o [geg005u

Nat : Right. That box is the mode indicator. It will
tell you what operating mode you are in. When
you first start a spreadsheet program, you are
in the Ready mode.

eoml:B1 dBeoogpomeory mode indicator dn é:
05 operating mode ¢o cepodegad Jox dslmn
¢[goc8§ oS Spreadsheet ofoqdof of:
0onéo)aes] 6éiumn ready mode ¢o §esonudu

Seth : It's ready and waiting for me to do something
with it, right ?

333107 084S epl5iyS8, ot EiegB: s
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03§q||[or>o :x?:goio?c:aaogmaaomom 6)"2

Nat

Seth

Nat

Seth

Nat

GOO(:EGQCDOSII U?OSO)OSG?SII

Yes. When you first start it up and when you
finish another operator, it goes into the Ready
mode. In this mode, you can move the cursor
to a cell into which you will be entering data.
0posolonudi 6é: 333l03 ocpSoyaesly egondo0d
cxwdoeqzq:B:8:03ms] Bdaloo Ready mode o3
ogarondi § mode ¢o eé:gn cursor o3 8305
0698823 6g,0qp:8EudSi B3BSaden 6o
GBQJ(YSGBCO(YS(Y;%- agé:qcx%éecﬁn

I now want to get into the Entry mode. How
do I do that?

(vgﬁccn% %3 Entry 05(73 ago:qlém(ﬁu @3l oo(ﬁc\‘i
c\?f)qeeSu

It's easy. You just begin to type in what you
want. But there are two basic types of entries
that you can make, known as values and
labels. The mode indicator will say 'VALUE' or
'LABEL' when you are in the Entry mode.
B3l :?aeg(ﬁcco:?)u oé: :?ac\%ﬁcno(r% Type %0’3@
0c305§d1 alevend values §, labels o3 cpa8gp:o)
081090880} mcfgd entries goq]:§o00Sn mode
indicator oo o&: Entry mode ¢o §opsesl VALUE
(28) LABEL o3 eslc8§euSn

I guess value would be numbers and labels
words ?

values oo §oloSeop(sdS: labels oo omazadicoy
[(39563@9(5(\%_ cl codom U?OS:DC\)O:II

Right. If you are in the Ready mode and press
aletter key, the letter will appear in the active
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Nat

Seth
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cell. It is the cell that your pointer or cursor in
on. Press a letter.

emi o: Right mode §@: letter key o3
88c305eg letter uoo Active cellgo colavacd§endn
Active cell s3om oé:4), pointer (o3) cursor§eso)
cell dfgdonudn Letter oodad:o3 86305l
Look, what you called the mode indicator
changed from "READY" to "LABEL". The
letter appears above the worksheet.
(035305082011 6&: esloonzoy mode indicator voo
"READY" ¢ "LABEL" 23 ¢[go€:30005¢5 letter
oo worksheet acol¢o colaooonudi

Right. You are in the Entry mode for labels.
You can enter words now. They will go into the
active cell when you press Return. Even if you
press a number, the computer would consider it
as just part of the label. You cannot move the
pointer or cursor to another cell. So you acti-
vate the label Entry mode by pressing a letter.
eooé:Bi label cogaacgod Entry mode ad¢o §es(Si
o&: 5 word cogod enter 0coScd, q[8u o¢: Re-
turn o3 press cpSoyaesl word eogux Active
cell 030§ ogo:8§ecSi §olodondgay of:
§SqCeonly msqorom Balof label §,
28053313688, 0poc3§eudn oé:mees, pointer
(23) cursor o3 c§00500583050069803 weg,&Eop:i
slefopé letter o3 press codsc: meo:(sé label
entry mode o3 active [gdea0 9S8 qoduSn
So how do I get out of this mode ?
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Nat

Seth

Nat

Seth

Nat

833¢ § mode aoes cl muScdogadaeadi
When you finish entering your label, you press
the Return key. This will take you back to the
Ready mode from any other mode.

014, label enter cpSom [B:8:0)a0s] Return key
a3 press oSl sdalan mfgo: modeondege Ready
mode of 6&:a8 [0§eslago:c8Sendu

I did, and I see that the mode indicator says
"READY" again. Now, I think I can guess how
to get into the value Entry mode. Just press a
number. I'll do it. Right! The mode indicator
changed to "VALUE".

R1$6025008(G: B 1 ogi§ cord(gé o mode indica-
tor oo "READY"cﬁ 005@: @cqmo.%u 309 (vgﬁooo%
co3:8ooom value Entry mode of »05od
cqoo% 6306 ogo:ecﬁac‘i 0200131 q"o'] o'gmogqo‘i
agléeond press coScdoSeudi 9s§oouSesSn mode
indicator o> value o3 efgoc:ogo:(Bu

Very good. That is one way to get into the
value Entry mode. But there are three types of
values that you can enter. If you press a
number-first, you are in the numeric value
Entry mode.

288em0é:02001 sluxo value Entry mode o eepod

8 §p5:006:008901 3leve0d o entercpddéo) value

m? efl: ?p)oscqﬁu éo'] cfm% ol oooefz:a@: $8c$c73q§
o0 numeric value Entry o3 eepoSogo:(Gi
What are the other two value Entry modes?
¢§005000 value Entry mode §d¢j:0n ovoeogadn
Remember we talked about formulas and fiac-
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tions, which are a shorthand way of writing
formulas ?

codfgooneags, cud(ge0e0z03 303em056:0)
function cozo3 o3 esg:eg:8070 6é:o003 000t
Yes. Are those the other value Entry modes ?
cmi Bdaleogm :feo: value Entry mode eog
GU?OSUR:COO:II

Yes, to activate the formula mode, you enter a
left parenthesis first or a math symbol. Then
you can put in a formula.

woSomuSecon formula mode o3 active (968,
»udonad parenthesis (o§) math :¢o5a0009:03
oooesd: enter cpSoli Bieox formula o3¢0 of:
c0pS&EBu

The total will change whenever I change any
of the numbers in the cells?

0c5¢0§0) §0l05693 ¢[gad:adomslolé:
oeoeco']é:m c[jooé:e&ago:@om:u

Yes. And when you have finished entering the
formula that you want in the active cell, you
push the Return key and you are back in the
Ready mode.

wposolonud Active cell o3¢0 aéypracdqod
co%@"eoo enter (\?60)0 @:3:330:0}395] Returen

Q 0oC Q C

key o3 85c305¢¢ Ready mode o3 (0§ eepodogo:Bi

Terminology Review
1. active cell : BBovodaoeepsd spreadsheet col'§

Qe

< < <

celln wé:a30S¢o mgj0Smcvad ( labels a§ eupoS values

) < oc
GOg OCQOCOEEVOI

(Y
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03§q||[or>o :x?:goio?c:aaogmaaomom GO

2.

Cursor (pointer) :20¢4, entry coloooend cgepa3(0od
screen eolm 39o5ma00i (38|00 BEIPOFC0zUM
omeer 2apSapSesoieseapnd cod(0d cursor ol =ad:(g]
(030005

Entry mode : Spreadsheet §, cpScé: es008go50)
mode () gj:o3m 0odan § mode ¢o 2oémesd, omoiadieny
labels (23) values(§olodqp: cwdfgoooqpr 3280533E:4p:)
0900905089 active cell ad3a3 0é§Eorudu

mode indicator : Operating mode cop 2oécpSesom
a30o) spreadsheeto§oadqpigoes 0meEs, proonadeannd
cole co0aEe&d0OE co0gI

Ready mode : s3conScogs:86 spreadsheet sogp:q
3005 operating mode 23:932405 02631

Return Key : ogqﬁqmmo crg:d{ogm:(.\}:co'rqo goSo'?
=a3:(g103 key

] ] ]
i i i
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Spreadsheets and Command Modes
ewnigalqpiaG 28§ codqp:

& q|loxo¢o spreadsheet 03 303:(oj0daesl Operating
mode sqp:(03:§0d3s05 command mode v zvee:0lo)
ndegapeo §egolooodn command §ooS005c3 Seth § Nat
034, esgieg:0§:03 ooé[gadadclonudn

Dialogue
Seth : How do I enter function ?

Function 903(73 ogﬁ;ccn% ::oo.%c\% enter (\?6619(‘5"
Nat : You press the "@" symbol first and then the

function. The function for addition is SUM, as
you know. So to enter the function for the
formula mentioned previously, you would type
"@ SUM (B1 - B5)". By the way, that symbol is
called the "at" symbol.
@ 20050003 alyp: 0000s3:85(B:e4005 function
a3 860l aéygp:a8oma3é: evlés(gé: functionan
SUM (sd0lonud slefogoé mqlopsian csdodod
eudfgjenaogad function o3 enter cvé3 "@ SUM
(B1 - B5)" o3 type §adqd6e0Si 31§, ooxe0d
32003003 'at' 206030003, eslorudi

Seth : Yes, It stands for the word "at". OK, that
takes care of the Entry mode with label and
value, which can be numeric, formula, o
function. And I know about the Ready msde.
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Seth

Nat

You spoke of another mode, the command
mode, I think.

()?OSO']CDOSII 3\33’] at O(Y.)O:C\-?:O% (7%0300:[;)'_(7)03"
OK u» label § value ¢l§o} Entry mode o
mooq?oio:ogu 358'](1)0 (YS$SOCITJ$:[§£§8CDQ§II
codgcn[sd8Eonud (aleeupod) function (968¢
b [B:eop Ready mode sae(03o:030] 258
aCyprum egond00d mode o>d3(6d0) command
mode o3 3ra36§0005c3, ¢l coonudn

Right. To get into the command mode, you
press the Diagonal key (1). Try it.

coxoé:Bi Command mode g§eod Diagonal key
(1) o3 press cpS[apdolu

Oh, a series of words appeared at the top of
the worksheet. And the mode indicators says
"MENU". I expected it to say "COMMAND".
B 0000:0d:8:§:000 worksheet §,035¢0 eolaoo
oo mode indicator oo "MENU" o [goooSi
33103 "COMMAND" o3 65§ og§c02d egpoé
G)O:CDOSII

When you are in the command mode, the mode
indicator says "MENU" because that is the name
for the list of words you see at the top of the
worksheet. The words listed are commands that
you can perform. The first menu you see is the
main menu. You select the command you want
by pressing the first letter of the word. For file,
you would press "F".

aéyprox command mode o3 [gjopSeso mode
indicator o MENU o3[gor0S1 omoefognéad
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Nat

Seth

Nat

Seth

cenloend5Ead§: (003p0ogp3cs)

Qcoxn 3dalun worksheet §,c85¢0 alypileéod
omo:d?:ooqé::?aogcﬁ @eéb[@ﬁo’]m(ﬁu 0020:0y:
006 E2603000 aEgprapSeanncddoy command eold
[680lonudi voowsd: alyp:géod menu oo main
menu J[gdor0Si 000:ad:d, 0eomd:ad &6
Sadsé:sé séyprmcdsiod command o3 eg:qjoS
olu File s0305836¢ aéqpium F 03 85ge3600S
The original menu was replaced by another menu.
@O menu o3 e§o05c0d menu §, doo:Adicd,
qolonoSi

Right, This is a submenu. You have nine com-
mands in the main menu. Nearly all of them
have submenus.

9§oqcnogu @3luoo submenu oldn main menu )
command(@)s §oo0Si ae0:0d:§:01:¢0 submenu coy
ﬁd)().gll

Some of the commands seem obvious, such as
Quit or Print Others are not so clear.

3], command eogm 28a0000Eqpideoo0Sn Quit
(28) print c3uoodjeec]i afgp: command eoy ceon
335[;3: GE)OSZDO:(\P:YR:II

Well, you will learn them all soon, the worksheet
command, for example, lets you change the
appearance of your worksheet.

cmoé:[(j)u 9@08 :?B:ﬂ:?ao:c\}:(v% aéqp: Zaelavaly)
8§60 powsaan:(gé worksheet command v
worksheet §, 333¢x[0Ea3 e[god:a38EcmuSi

In What way ?

3.)03(\3?&3:(‘05:0'] (‘Sé I
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Nat

Seth

Nat

Seth

In many ways. Most often you will want to
change the size of the cells. You can change
the depth and the width to make them just
about any size you want. This is helpful if you
are working with very large numbers or if you
want to put a long message in one cell.
@é:eoé:qp:go cﬁo']m(ﬁu aé‘qp::?acq,q\,. @§0$
qpigo cell cogd, mgudm00:03 ¢[gac:a3qeadn
:?acglsfqo :?agof:?aoo::?aogcﬁ PR §,324 GS’L
¢[0o:a38 oS alypio Bdoyg§(03:60:03
§oloSeogs, 2aaSapdaé dalon opaSeodn cell
0o9¢o qpSaqpiol message cop3g<acaps:
Balm (Qégo?)u

I can put message in a cell ?

9503035??0 message o (vgjqﬁcmg ooef%éo']
20Q002I

Sure, when you are in the label Entry mode.
Most of the time you will be entering only a
label, but you can enter a message as long as
you want in a cell.

mea0mgpoldn label Entry mode ¢o séyp: §o3
sle0] il 3|8 c0rdeondgpigpien aéypium label
020990200 enter pSee¢adi 3leoend 330506940
(Biodvec00d [30[3o message 06903 enter
p68EanaSi

I can see that I will be getting a lot of use out
of these spreadsheets.

»8§ spreadsheet cogd, og§cond mqp:(03:

@a?:@lqe\%ée(ﬁﬁm (vgﬁ;ccn% 33.%50)03u
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Terminology Review

L.

command mode : BovoScogs:46 spreadsheet
33({'0:?33080% 6@80661:(7)8: mode 3?:?33?08 ms?ll
Diagonal (1) : p0000503 8ego) short slanted
line

main menu : Command qp:d), ocoe oogC:i
(28) Spreadsheet ¢o co:c00:0) choice eogd), voowesd:
ooqé:ll

submenu : Main menu ¢ item oodgj:03

cq:q/05(B:e4005 spreadsheet o§ogéadozé evic00:e000
egigjudoepyp: (o9,) command oogé:n
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Business Graphs (Part I)

8:goteqia9ScgiadSaqp nqddqp: - o

(Yg$({|"_(7)0 0615(9501?50’.)0 8:80:661:338618500608@0803

g ae0di0€alonudi mgads, logo 88&:eoyi Letter Head copi
egeae(oseqaagodmarndeaynd oéfgoiaesl mysqjonaded

(73 33&%:@[@0’]0)03" @qmé@qémmcmg &)O’Jé:@qlﬁs

»c05 (Information)eogod 8:goieqiapbe§:adiep 0qSSgp:
(Business Graphs)ee:a3oré(osé:4,0052005¢3, Hiro § Evita
B9, sspiopeliosSoqBap Godloxs

Dialogue
Hiro

Evita

Ms. Evita Gomez ? I understand that you want
to know how computer graphics can help your

company.

993380’)0?2:9(73((3)000:" (78$q|"_(7)00q606603090

aéq_p:q' NYAN oooaa%oaé%éoocﬁc\% aéqp:
a%q_lémcﬁaf?’mo (78]@60‘.)8 ?O:CO@QO’]CDOSII

Yes, Mr. Yamasaki. We have heard a lot about
graphics. The company president asked me to
see if they are something we can use. We use
computers now of course, for word and data
processing.

C '] < (-3 < o ¢ C
0?(7)0 [eplon]] GQCDOODOGO&)O(Y)II (val‘?eo?.o')o 0610(90
§, 005200503 3q:(0d: [030:98B:01Bn SBaleozo’

< o Ce < ° o¢ [+ NN
ogl§ec}, ordpordep mahi{ggEacon: sfox [3pgh,
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Evita

Evita

cenloend5Ead§: (003p0ogp3cs)

(v?gcagegggm (731@90% c[:mz;)o']mo.%ll omoS con
< o [~ o _¢ < [N [N o _¢CO
(7811?90?.090 momqm@c:l araqlm 33(\)(736(78 q.oo(?_
@CY&(YS (Yg$({"|_(7)9608(¥% 333?:@@0’]0)05"
Graphics is simply information in the form of
pictures or images. There are many ways in
which businesses can use graphics.
oqSedeogumn gdqecy (oF) ¢dSeoggdacesfod
%:%:wmé:chﬁmmcﬁcogcﬂéu 8:80:661:(\?86$:
copm oqﬁotﬁco&o«% :?aa}:[g)[%éo'} Qé:mé:qp:go
ﬁ(ﬂd)OSII
Could you give me some examples ?
o 0o < o o¢
EOQOGBQJL(Y? (Yal?@ﬁ? G[:OO[Q)QCO’]:D(\)O:II
Sure. A business could use computer graphics
to create a company logo. Also, your company
letterhead is a form of graphics. Its appearance
tells people something about your company. You
can use a computer to change it in whatever
way you wish.
c@o%émco] ] 8:80:661:(\?66$:C7)5?090 (Y?Egﬁg
s« OC C < c 0.0 < Cc C
o000 3990)33330:0)053 OQCD:(P. ('78?(”"_0}9061000
[ ° o¢ < C (-3
G03(7? 333?:[(:)[%00']0)03" @:GO)? SCQ?JO:(Y?QCDGL
51E:8:00000:00003 0§50638E:8, oS0l

~ ']\ [N < < (-] < C e
323 61. :?aaac:?a@cm SCC?JO:(Y?QCSD@GCO’JOC: CDOOE

méspcﬁ 0pcoR30: c@n@o’]mcﬁu aéqp::?acﬁ,.
»c§§oi4p3:4, B3lo} elgod:a3q, aggqyom0n}
:?aa?:@ﬁéo']mcﬁu

But would it be worth the expense to buy a
computer graphics system only for these things.
3'1609023 333(739603@03(73 (Q$(ﬂ"_0)00615(9§0§5

< C O _CN
CDO? 00.')(1?0‘361_(\)0:"
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Hiro

Evita

Evita

If your company publishes a lot of reports
graphics would be very helpful. Graphics would
also help you to create blueprints of engineering
or mechanical designs.
aéqp:s‘l_ (v?gcngmo @Sqééoo :?aqp:@: o?oScoqé
0618(966080’.)0 @(%$@3§:08(\%é903“ @é(ﬂégm
Qdc (33) ocysi(%é‘:ac%éep 3%5:@03 0$o‘5:(‘§.mé:
0615(95603(!) OREOOWCSE:SGOSII
Well, we don't do any of those things.
< ']\ Y ’] < < o Q\@ m
0?(7)0 61_II 323 GOa :7)0(7)0?? OaHGOB. 9(\20@ qe
You could use graphics to create and up date
your company organizational chart, which is a
graphic or visual view of how your company is
organized.
alypramcssd, aCypimgaB 0pS5:dewn:0d 6§03:348
C o o0 c ¢ o ° oc¢
egoadshrmelsmey qf3 oadedeogal =23:(gS
CDOSII g@ODO:U’.)O 88({]0:(7?%@8(7% :7)05(\% oeoé:ooo:
c O by ¢ Co0¢C (*] COSN COC o
0UOQOM @o; 06OVB3QC: (a?) q0508, @c§co;
@éngé:é [5950']mcﬁu
We would update our organizational chart only
when changes made it necessary.

efoo:c3g (0053, S=mSoymslenn cgfec ),
(g.oé:(}@wozcﬁ cqocﬁa@:aoc@aocqqcmé c\?ﬁq
?oco] cqgu

Does your company hold many meetings ? For
example, do you have sales meeting at which a
lot of statistical information on sales and profit
is given ?

aéqp:s‘l_(v?gcﬁm SBOé:SBGO:QJO:QP: @[Q?SDDC\)O:II

Iy .S [ ¢c.. 0 [ N O¢C
8099390:[;9(_: @GCPC:%GB@OOGB%?:(Y? GOO[;)O.) O')!ri
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000

Evita

Evita

cenloend5Ead§: (003p0ogp3cs)

¢c _o¢ C C C O _N
OC‘DQ:&?CGP &)ODC:@QI(Y)@CO(Y) 3)({]0:@[(:)020'] ﬂd.)
GBGGPE: 330&3:3360:608 ﬁoom:u
Yes, our sales staff meets every three months.
And we have annual budget reviews with all
divisions. A lot of financial information must be
exchanged at these meetings. And there are
monthly production meetings when we review
quality, costs, and timelines.

o '] N < O N\ Q. < Q.
ﬂ() [oplob]] (7811?90?.61. @GGPC.O?CDG.GO&O’)O Q Q
< N ° (g s N
030@9 cog_aq@o']moau @:GO).O 80?@0:(\?:%
§§0§ ooo%cucrsaizwﬁﬁcogcb [(:)lc\?ﬁo']mosu »3
330&3:3360:603?0 GSG@:Q?ESP &)O‘JE:SOQJ(YS
GBCO(YS @G@O(YSGB[(}O:(Y% OC\POS@O’]O)OSII @:GO}?
gfecdun wapimedg: mgoyedodecyd, wqi§
oggcoa 3?:3350}338’] moécr?q‘;o?cﬁc\?ﬁi :?aoé:
33602608 @[c?ﬁ@o']m(ﬁn
Graphics are a way to present information -
particularly numbers effectively and in a way
that can be easily understood. Business presen-
tation graphics is one of the major uses of
computer graphics.
0615(966(780’.}0 @q{:&)@é éo']ogcogﬁ'ﬁ GgagGGP(YS
cepad E[0oy oré:amgndmecnsad cudgo}
?é:(\)é: cnu%?o'](‘)u gqé:m&mem (\;OS(\)(::\O)OR
co¢c ’] [~ ¢ ¢ __o¢ c N
?O:COE%CO}DGO_ ] O:W:Gq:(\?OCQ:S’QCGp O)C@O_)
0615(95(7.)@0‘.)? (78$({"|_0)00€150§GC78 3.)8(Y.) 333%:[;)'3
GoR00m m@q(ﬂ(‘)u
What do you mean by business presentation
graphics ?
[~ ¢c ¢ __o¢ N ~ ¢ ¢ (o]
0:@:661:(\?00?:3?0@ O)C[(:)O.) 0610(906(78 :qcf/)
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Hiro : These are graphics created by the computer to

communicate the kind of information usually
given at business meetings. Most computer to-
day can use color, and with color you can
create very good-looking easy-to-read graphics.
8:80:661:3%8@ 330@0:3360:608?9 QIO:G&)OGBO:@(?
co:cc\pcﬁo} wmé:saqlcrssamcrgqi:(r% aocYS:xgcﬁci
[\ 0o ¢ N c o < [N
061000608(7? (78?({]"_0‘.)0?_ 0?0):@0)03" O.'JG«?.GSCD
(Yg$({"|_(7)0 @qu:dE D 3366106(73 893.1 :[;)'_O)OS ]
N [y < < cOo < N
GBGGPC §. 33(‘8? @a [~lepn]e :@: (9(7)(%.(\303(7&0?

[N Q ¢ 9.0¢ <
06§000C0R0Y (9§C7):§CO']O)OJII

Terminology Review
1. Business presentation graphics: &:9o:cq:a8Seo

BopSiamecoiqp: (meepl:l msmedod ofeg) 9o ecviecy
§03 00E:3g 0532005 B2G[|:3200:0§ 0053058,
REQorM§05:03 0g06s3E:qpt

data processing : 03§ qoooeolq goSm0s ()
00¢ 1305503 256:90p5:(8C: gf:me0: §(30:
clge:d(giaé §E:0p8(g: s@ohilojeson) opdqurom> sd¢aRg0d
020311 64005038 J[00060%) ©28E0530305 303:{oul 26SH
graphics :oqﬁqul e cﬁé:qul @oao:q_p:eﬁ Qu’m%
c03(00) 200x&:330530005qp:03 qEd(BE(eEqod ooé[ofac:n
organizational chart : »0p5§ eponicoz0d box eogs
2005000238166 3§, 30p5:00094), Bdgesoolenys 2YS

Y c < o [ b C COOC oo
&)60260861. aomoogne GM@M#OQ 0610(903?0:(?0“

] ] ]
i i i
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Business Graphs (Part IT)

8:gotequeqdcgiadSqp nqddqp: -

8:goieqiyScgia§ap BdopSimeoteonzgo 2wl
BSOS e030] MB§:0mE:e038, cod(g(seqy §oloduSu
SmopSimcoieoyeo w0ada305eq: 03:0adgmwOz05 MREQ)O02”
0qdedeagad @ad:gulonvdi goSe¢ mecnnSmamougpSicoy
(visual aids)eogo3 s03:{g03eco §oloruSu Bsleogsvoda05ed
Evita § Hiro 03§, esg:cg:9§:03 0>é[oadaSolonusn

Dialogue

Evita : Well, at all our meetings we must give informa-
tion in numbers and often show the relationship
of these numbers: total sales this year com-
pared to last year, sales in one area compared
to another, production costs, and so on. We use
visual aids whenever possible.
G(Y.)Oé ol (ng$9(7$6\1 GBOé 3602 603330 (\} (?O
(QI?GO?U’)O :DCDC :?.;qlmarammcogrq QO’]CD ((7%$
OCDt? )Gdaﬁ. [~l6H [:q-t CDOS’]CDOGI?O 3.)3 §
OCD$:GC786\1. @(YSQBOSS{(Y% @qo']oooSu g§§ QEQEGO'](%:
»eepc:03 (B:30)§0m8, &C:a350moqjjtn csep
(efar)ordeg meeplal egondondegepd, §Eiops
mqﬁ:l GEOSC\?si(Y?$(71IO%08608 0&)8(\@9(::\60] ]
(608 Eoymsloiéigo ogise03 w0 q0584, oy
ogé:co& @@:@l@m(ﬁu
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Hiro

Evita

By visual aids, do you mean slides, photos,
movies, transparencies and that kind of things?
q0583[6E8E0) mmampSogpSieagadon séypiadad
oM m(\%(YSGOgI GOOSQGOgI q((;ﬂé @C)OS(YDO:GOgI
GBGPO%JLGCQ(Y% C%é:GOOO’S@: @éqmc{l’[:coam:u
Yes, we use these aids when we can afford it
and have the time. Having slides prepared
costs a lot of money and takes a lot of time.
noSoloudi 0g§e03, 0o58E[B: =qj§§ormsl
333(7&09@0:80303 3332}:[;)@0’]0)03" aoc\%ngcog
[(:)éaoéqmuoo GS(Y.P$G@:(Y{|QIO:[§): @%$GO)§GO}%
602610'](7303 ]

I think you can use computer graphics to
improve your communication at meetings. With
computers, you can create slides easily and
cheaply. We'll talk more about that later. But
good graphics can save time at meetings be-
cause they allow you to show a great amount
of information in a way that people can under-
stand easily and quickly.

330&3:3360:608?0 88({]0:6\1_ aocﬁagcﬁcq: 0'%:00(75??.
(73$<mlmooq(°m§cc73 333?:[;)[%80)05(\% WSO’] O)OSII
REqoe0pd, o§odecgal cguSeag ;4
Gq_l:&')(YS:DO‘S:DO&)O (9$C73:§600060’] ] 39(789('73
cqoo%cmg (vgj$co>§o$_ c@o@eoﬁcqgu alcoend
oqﬁoq‘;cmoé:cogmo SQOé:SOGO:G%?O @q.]$0$
wmewocoglé‘mofu »ac(mad eSaé’Lcmg
dlocyunn cqecy cgebcofoncns, BiBde0d
§2:00p5 § € 03 §p5:006:8, 01wy OSBVAS

GBG[:GO(YSC?B@O:(Y%[(:)(%. G():gé OT)OSGCOII
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Evita

Hiro

Evita

Evita

cenloend5Ead§: (003p0ogp3cs)

Exactly how ?

0’.)03(\%60:%8&)(‘5&30)0 o%ogqq G[(:)O()']é:ll
With a computer graphics program, anyone with
a little training can create graphs and charts.
(%$(H|ld)00ﬂ(§0§0%0q5$. &)éCD$:33§é:COS
0005000103 YOIOEMEL 0§SEEERs, @U:e03
a3 6§03:8E3 0l

Wouldn't you need to know design, or at least
how to change numbers into graphics ?
ﬂé:?acqqf_ 3%5:603 33(%.9(\%:7&:(\30: 3']990,205
(Y3$:OC'D$:GC73(Y$ 0618(36(7833[;93 :7.)03(\%6[(:)’.)6:(\3
q9e69$cno :?aqé::{?: :)3000(% ecﬁmﬁdﬁ:m:u
No. That's the value of computers. They do all
the work. For example, suppose that your sales
manager wanted to create a bar graph compar-
ing annual sales for the past five years as well
as projected sales for the next ten years.
eeg%:?aﬁo']:rﬂ:u alum (rg@(m[mocoge‘l_ mq‘;(%:o'](‘)u
%03.0’.)0 @(\?8@0:(\?:(\?8@0305" BOGOG[;Jqué
alqp:d), deeplie§egqpon g§dod clisdm §d03
meepl:s, a0euds00586303E: B0S000:0) FeepS:
(73 %é:()?é@d:) :7)0:0618080)6? 0$03:q|§o>oei|)[:eo] ]
Well, if the graph were not too complicated, his
secretarial assistant might be able to do it.
G(Y.)Oé:OGCOII 06186608090 eﬁﬁcog:g:q?qé O,R.G\l.
33(738:661:?"_:(\)(736@0(73(73 3]608(\?8%80)360:]6?8"
With a computer, he or his assistant could do it
easily, no matter how complicated the numbers
were. All they need to dois put the numbers
in,
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Evita

(73$q||looooo§d?:$' v :ﬂ?eu?os aﬂ.mcﬁcooocﬁooo
3\33’](73 CgOSCO(EO)(YR (\?8%80]0)05“ (7%$:OCID$: Gda
:7)050(\)0085!86(%:60905 cﬁgeﬁo']di:u aio%.c\?&%
(\%3)60)03)0:(\?:(73 (Yg$:0CD$:GC78 (78$({|"_C7)OG\)
cop$a3€:8.01dn

The numbers we would be using are already

stored in the computer because they are in the
weekly, monthly and other reports from sales
people and department heads.
< o ° c OC¢ < o <

0gI§ 0}, 233:[djesqend 03§:0an§ieaz03 agdqy|on
ad¢0 3280620608 6:000:(B:0[Bn 920e(0é dadeor
:?Bgomq?:coam @cqoé:o$w§:cog$. goq;:?a@:
203603036 q§0) P00SES odd :(ermwdacs
oeay (868 0lon

Now you are really beginning to understand the
power of a computer. The computer could pick
up the required numbers from these reports
and then do the necessary work to create a
bar graph, for example, based on the numbers.
P9 séypiamced, §qyIond, gdiaeaio} 294
CD(Y.)OS omé“?o:eoém[;}cqﬁu ('Tagql"_OOOU')O 8338

C e (*] C N OC¢C < o Qo _¢CcOo¢C

610900608? (\?330(7.) mq’:omq:cogcq 0{2(\?0’)%0@:
eoeom:@é cﬁ@:om@:cogc% :?ac@éo} m:oq8§

003 6§03:3 JaSoymaybeay crS&Eomes]n
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Terminology Review
1. bar graph :qlé:@léooo:cog (:)ff) cooo@@@ (:?aq_p:ac}:

¢ o _¢ S < N cC -]
mMeon GG)OC(\?(YD) :7.)0:6(78% E)[Q?OCDO:O? 06100“ 30002

e03d), 2gPSmapian Boyo) 0§3:ecy (Bs:nmErey)s,

< < <
aomgoaeq;moa I

graph : oguScuéonmy §9:00p58E03 0956¢e0y
(6800051 S0qSEeagum a3(0n:(a0:80:03 0§ B:e0303 i[O,

q:c38:e091 m0ie0ls, 0058E:e03 3a3:[0[5E28, 03§:0a0s:
0 Eep BdyIad0560303 cwd(gulorndu

slides : wepogecgos cwo03(B:géqod v
colgo mnéeeps, 005¢§05a3050) 0eS89d(ed olorusn ale
cpagp: 0guScrcom [(3p39-8ES [B00:0) omel culeo
[6208E¢o [sd0lonuSu (slides o3 oodslondé) transparen-
cies o3 eslvlonudu)

visual aids  :slides (o3) transparenciescoge (008§
0£03:8€03 0qdudmyfimo0: 00130305 cLOR W

GBGSTGBGOT @dc)()'] 0‘.)03 I

] ] ]
i ) )
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Graphics-producing Equipment

nqdodxqoicedeq: a3§un

R Y)o220606603 c20oEgadodms] B3nqdudod ogad

§ea08 c200Egosol ogpS:mB§uneogmaops: meqioloadi
aR&q|lo>28, output ¢o Display § hard copy o ag§go e
(03:p0lonSu [Gieop graphics card eogme(n: a8000:d

d=8olosoSn Hard copy 3§ soft copy o38, ogofgo:gio5a3

8303 meqs(0B:0§0lonuSn 39 oré[og€ormeonry graphics

producing equipment eo3s, 000053 Evita § Hiro o34,
cag:cg:a§:6 [5950'1030%

Dialogue
Evita

Sometimes 1 think computers are just too
complicated.

(\PCDOSC% (Yal$9 CDEO’]CDOSII

I can understand why you feel that way. But
once you have mastered a few basic ideas,
they are not so hard. To get the right computer
graphics program for your needs you should be
aware of the difference between display and
hard copy.

N9 0O < C o N, 0 < <
333(\? SCC?_IO: OOQG[:(YJO(_: 600:61&')(\)&?009 ('TaIQGOOD

co ¢ < < < °
?O:COE%CO']O‘J(DII 8'16090.? QCQJO:(DO SDG@O

Q¢e < e Q N cQgeog NS N0
39C3000 I0§pPOICLOM) (REMYCPCR/COOIEC fcalel
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cenloend5Ead§: (003p0ogp3cs)

GOg(YJ GS(YS(\PO’]:YR:II 68&2]0:(\%3385%3908(73 9$m$o}
géqior098edogoqdo? qfd slqp: wesd, dis-
play ¢, hard copy =[00: o3o(30:q03
a%ooo:wf:o']oaosu

I suppose by hard copy that you mean the
printout or the graphic or slide if I use the
computer to create a slide.

nmudad og§eun mR§q)r03 slide ooy v§03:3
2230 qE3c30p hard copy oo printout (a3)
0§86 (33) slide (96020508, agi§ecooruSi
That's right. Display refers to what you see on
the screen. You could call it soft copy. Both the

hard copy and soft copy are forms of output
on a computer.

33l ¢§olooodn Display oo emefeclen alqp:
»0og€003a§0m03 qpSpgsionudi slyprmces,
33103 e20p8e05803, esl8EonuSecon hard copy
$. soft copy §§?oc\'?:uoo og@cﬂuoooeon output
Qdel0 [(:950'10303u

I'm not sure I understand what the difference
is. What I see on the screen is what I will

print out. I mean the content and appearance
of the display should be the same as the hard

copy.

»omyo(go:ad . cds§ 030 Qe §o:0pS 05§,
veoogpop:l omeleolen mgse o@€nad sdox
aglée 92003 print out cpSecdsdorooldn display
§.0loégd =ogém(géum hard copy § ae0poRd

< < <
[(:90&)9 O'] [eplob]]]
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Evita

Evita

Yes, most of the time, but not always. Some-
times you cannot see on the screen what you
will get on the printer. Sometimes you cannot
get on the printer what you see on the screen.
?$0’] O)OSII @%@@qp:ogepcmp @ORORO’](\)II 3’] 60905
GB@GO)? GO?OSUR:G?%II 0359'10356-1 0618(7)0?0 aéqp:
610303003 omqéqo e@ésédﬁ:u 0359']0356'1@0)9
O(Y.)GIEGOT?O aéqp:@éqm&ﬁ 0618030?0 961%83'2:"
Please explain that.

G(Y?_I:%:E)l@: 3\33'](73 ﬂé:@co:o'] ]

First, let me explain about not seeing on the
screen what you will get on the printer. Many

word processing programs allow you to format
characters, such as bold face, italics, and un-

derline, which are a form of graphics. It you
have a monitor that cannot show graphics, you
also will not see character formats even though
your printer might be able to print them.
Om@é:ﬂ H 0616 CDOGOT(?O aé‘q_lo:qeoé: U’)OO’%
O(Y)q-éGOT?O 9@861(7)00‘3 ﬂé:@)o’] 6160" 00800%0‘3
o%oqﬁ Fgpiourn format md?:cogo% gé@[m(ﬁu
300(\}:@030) mc\}:qmgl ooc\}:cooé:@. qlézwo:
[3¢:e03(ed(8: Baleogun 0qudq, Gdondgj:
[(:950'10303u oqﬁotﬁcogo% 9@0} ce&?moooﬁc\}:
aémo:qoﬁqé 06160)00’) 061&:(\26%80)060)06
character format eog03 aéyp:gqeo evrodapti
Isn't it better to be able to see what will be
printed out ?

003 print out cpSecdsdorn (6E8EqE Joeand:

GR:COO:II
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centoendGEad§: (003pogp3as)

Absolutely. So check when buying a monitor to
see whether it can operate in a graphics mode-
that will accept a graphics card.
c\'?:og;@o']m(ﬁu 8cox cegsmoo:gd?: ouSo)aesl
B3] 0§0666(5)0d¢o c300Egadadqoocrn: s3om
oﬁm:@égcﬂ ] 0616(959(5)(73 0618(98(735608(7%
c00d8c3§euSi

What's a graphics card ?

06868(8)mSan o3

It's a plastic card that can be used in your
computer. When you attach equipment to your
computer, often you must install a card to run
it. You should be aware that there are dif-
ferent cards for monitor.

33l aéyp:d), ;R Y||0290 33308 E0Y VELSed
a8 [g0:di 0gpS:03§u003 MR§QYE%O BJe0S0dzesl
mﬁ[(:)o:m&?(v% 33(\?6(\?6(3. 9[:(7309(’39 CD(S@(%G(\P
§0o0S 1 ced8oreogmagad o3(0o:(goeniod (oo
GOgﬁO)O &gCDO::D(EOOOSII

And I should get a graphic card ?
0615(95(!)5(7)5?(73 Oal$9 ORCDO::D(:EO’]:D(‘OO:II
Yes, it you want your monitor to display graphics.
QRG)O:&')(EO’]O)OSII 66({]0:665$0’)0(7$ 061805[;)(%
aogﬁqé GO] ]

OK. But we've been talking about what I see
or don't see on the monitor. You also said that
I can't be sure that what I do see on the
monitor is what will be printed out. What did
you mean by that ?

3% [~{eal] 3’] GOG(XS GGS$O‘JOGOT(?O U)O@é O‘JOS |
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Evita

woe@édﬁ:aﬁmé (Yaj$903. c@oaﬁcq@mtﬁu

C co C < o]
ﬂCG[(:)OG&):O‘)O(Y) GGO?O’)OGOT U.)O[(:QCO’J(D &?0’)0
©e0gPoRIa3om 9003 print out cvdaoad o3
B3l ﬂémcr% a$c\$cnot.\3u
The simplest way to understand it is to think
about having a colour monitor on which you
can show graphics, or text, in different colors.
333'103 qo:eo&g(‘i @%:oé:a{g:qé:mé:m espéo}

co C o 00 [N O N N Q9 ce T
GQO?O}O O)O(\?:ﬂ(?. 08:09:(?.0“ G?SGQO*O'}DGO ?O
aéqp: 0615(9660@ 00&)0:6(78(73 GG‘PEO?@%EO)OSII
I think I understand what you're saying. We
have colour monitors, but our printers do not
print color.

c o < < ¢ O c (g
ﬂCG[:OOGt?CDO(X? (Yaﬁ@ ?O:COECDOD(\?. CDCO’]O)(DII
cgfootnn eepiieoifommscy feouct ogiecty
oqémocogmo :?acspéo% print eqﬁ@dﬂzu
Exactly. Your display and hard copy are differ-
ent. Your monitor can show color, but printer
cannot print color. Another example is if your
computer system has graphics capabilities, you
will see the characters displayed as italics on
your monitor. Your hard copy shows these
formats depend on the capabilities of your

printer.

»B30oldn aéyp:q, display § hard copy wo
R[oo:s0r0:0looudn 8€4prd, cwd§omm meepad
[6ondSi slevend vgéornm eepédoqéecybonti
c§005 p0E26M aEYP:§,0R8 Q|00 0§66
09800 g6:e200E8Egempfac aéyp:d, ced8or0eo

o00di600C:3648, (00 0Y000d60303 eon,8fecdy
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aCqp:d), hard copy oo adyp:d),06E0208, géiesnt

8&peogeol gonpSoy 38 format eogad [GoooSi

Terminology Review

1. bold face :§qom8 0aécodoms] 38sa5(8: apearn
o00d:qp:I oocx'?:(}é[g)[c\?ﬁ@& @e{l’[::?am:u

2. character formats : 3§qjo20 0eéySepgo Bold
face, italics, underline oo oé[(:)o:cwo oqémooc\'?:qp:
@leqﬁqé:(ﬁ qées@o‘) cwoqoqpacaTsacoTu (ooc\'?:('gé
cloaé:[zé:)

3. display :e93$momq§coT @8610} @agcﬁu

4. format : ooqi€qiS:q)8E:8, csepao:fac: molmod O&S
o0ad2q, $d (3,) seogcamlaén

5. graphics card  : 0>8sloodd board of esl[o30005H
e qorocdal, pgéicda§iff: §o3e§ ofeondson
g5(8)ol§od eav:c050) vevoSecd(ot

6. hard copy :qﬁfﬁé:a‘féep output ¢, 3651360 I
agdqer0qéoran print out @odcdode; ogdgeca0?
Po 8198 qpieanomn(sé mad:gionude

7. italics : 380709855290 93103 @oad:cent:
[(395[;3: mc\'?:(eéo?osgé:mﬁq‘l’[: @50]mcﬁ||

8. soft copy ::?aqlcYS:?aco(YS:?aogcrg aeslaeoll

] ] ]
i i i
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Kinds of Software (PartI)

650785 gjjsmengp: - o

gdqe> 233:{0jg$, 0 o3B: @esy{cBromm software
(ed0lonuSi mes, ma3:(gesod software mgjj:menicozod
R&qor003:(gppecy Baontngolorudi 20pSaecden database
$o%) m@éo%cﬁm&@a% qé:coé:q'l’l:o} saa'?:@l.%éo']mcﬁu 00
235?05 23ecrapegqpoda0lon 3oé(ogéommenrn
Kinds of software §0052005c3 Kako§, Joano3g), esgicg:a§:d

N <
@00']0)03"

Dialogue

Kako : Good morning, Mr. Perez. I'm Kako Kumekawa.
You have some questions about software for
your business ?
ecs)cooé‘?cﬁaé:o'] egméqcrg(é)u q@coﬁmcm.o
mocv%cresmo']o'] ] 68({]0:6\1. 8:80:661:(\280$: 3908(73
¢309868,005200503, co0apc0:3§:004], §0o053N

Joan : Good morning, Mr. Kumekawa, Yes. There are
so many different kinds of software available.
When I go into a computer store, I become
very confused. Even after I've done a survey
of my needs. I'm not sure what software I
really should buy.
GC%COO%?(YSSE:O’] GQCDO(YR(YO.)(Y)OO'] ] U?OS(Y:.)II 3.)(‘803
o 9§8E0) ca0p8dme]ra00: gpigo §030louSn
(YaﬁGO)% @@(ﬂummd%:&%é@:m@&%én% 330:0}:?96’]

2080 gSeogiognidonudypi ag8eory Sméamy
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Kako

Joan

Kako

centoendGEad§: (003pogp3as)

@OB(YS cc\?mo%:oé‘:i @)l@:mcmé :7.)03(\%
¢3098803 0§05 0vS0E3sor BE0I?YP
GG[(:)Ogé()']UR:II

That's understandable. There are many different
kinds of software and many different brands of
each kind. Many software programs, de-
signed to do one kind of function primarily, can
also perform other functions as well.

sl §9:00p58E0epoldi 0)(0o:(g040:0% 0P85
:?aq_ﬁ::?aoo:qp:goﬁ@: saqfl:sam:mﬁqsqo o§[§o:
@3:@0:0} 3390305985003 %@(ﬂmosu 33809330:@{5
p6c§:006903 (0063 38E:0805:000:0) 20965
o%oqﬁqp:gomo @@o:cqﬁc@:qpm%mé: @[c\?ﬁco:
&&olondSi

What do you mean ?

aéqp: ooo<7$ a$c\$ooo05u

The popular spreadsheet software program, Lotus
1-2-3, not only does spreadsheeting but also
some data processing and graphics. That's why
it was named 1-2-3. Spreadsheet programs also
have some word processing capabilities. Origi-
nally a software program would perform only
one purpose. Now many programs are being
integrated.

eol[ojeofedo) spreadsheet esopddaedaand! Lotus
1-2-3 3o spreadsheet o3 [gcSev:g) vmod
33],393]0530005 processing & 0§56e0z03 (09
coz(o3olonudin Balefoné 1-2-3 o mepSeorqa:
olon Spreadsheet o§ogéeogen m0q), 00800805

gé:c@ooé%éﬁcoa ﬁ@o’] CDOSII ﬁmoeoq,s@o:@{:
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Joan

Kako

Joan

Kako

Joan

G@?(Sa o%oqﬁo’n qéacﬁqlcrsméq GBGGP(YS&)O
G@Oéa(YS(‘SéGOSII @?G@OS?OGO)? 0%061(39]0280(73
m@oé:m@a}:mé:ﬁe@oé GO'](‘E:O(SG)O:O']ODOSII
So perhaps I will find one software program
able to perform all the tasks that I need.
8co% c90p680§0g8mdun mg§eordcd=do)
:?aeqaam:cq :(73 65008 gcyga? émoo’:i ogjq‘;coys
cog_cmoé:coa_%é 0%60] I

Probably not. A software program designed to
do spreadsheeting will have only a very basic
word processing capability. If you need to do a
lot of word processing, you really should get a
software program designed for that.

(c68Eels ofogolog:n Spreadsheeting (90958,
88¢&:(01c9S000:0% c909830§0g8 w0 RS
2efgdmo) eo8eo§adgiceonlapSadd qfoladé
GOSII 989_]0:336?% 00809%(73 @G[E}O(YS@[E}O: [g)[c\?&%.
dxbqé B8mogad §8E:(g9Sa0ni0} 690985
O%Oﬂé 035?(73- saga@mmcﬁ qﬁ&)(_%OOOSII

How many different kinds of programs are
there that a person in business might be
interested in ?

N

Q. . .S.S, Q ¢ _c@. Q ¢ ¢ _o¢
D3QICECQOCHIND QOIAO0OOPD DOI0CDR{/C O

e

a3 [02:(30:40:03 0§ nqSmgf:m00: MuSeco0s
5"13305"

Well, I think you could identify eight major
categories of software programs.

®C 1. 2E8mm ol c0p83mEBo] (0)4fj:08
aéypreed[08Eanudad, agj§eordooculonndi
Eight ! Will I need all of them ?
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Kako

centoendGEad§: (003pogp3as)

ﬂ@qﬁ:o?o‘ﬁcoo:u 3'1603330:(\?:0% (YaJ$GC7)’S (\%338
Q02
No. But you probably will need two or three.
Integrated software such as Lotus 1-2-3, can
adequately fulfill your graphs and data processing
needs if your needs are not too great.
o N '] : '] < < : S < O: ( O)
9(\?3)00 UR I 3le0eV acq_lo 336?% §0q"_ 3?.
s O (*] N < (*] cC o¢C < < N Q
Q?:q"_: (\?@OG(YDOC: (\?330(\)9903“ SCQZIO:GL (\?GBC
Q

cogu a%ﬁ@:@:m:m:eﬁqé Lotus 1-2-3 ¢ In-

el

Lel

tegrated ee0p8dum aSyp:d,0006 cogd s

el

3coad processing c3aceoznd adadecnnd eavoad
@éo’zco%éo']mcﬁu

What are the eight categories you mentioned ?
alqp: e0d(00) @djaen:(0)d]:00 o3

Word processing and spreadsheeting are two.
They are the most often used in businesses.
Then there is data processing, or database
software. Data processing is storing retrieving
and using information. A database is a large
store of information. A book could be consid-
ered a database.

ocoesdgjimeory word processing § spread-
sheeting dn adsleognl S:goieqirScsimypgeo
e@oam @a?:@lccpﬁo']m(ﬁu [§:ccn? data pro-
cessing sleewvyod database es0pddadorocopS:
§eoo:onudu data processing o sgiodmco05603
a%é:aoé:mcﬁu @$méqoimcﬁll @:GO}? @Q_I(Yg
0560303 3a3:[0oo0Si database s3om svoné:
205 Bd05E, (3160103 2§ecpadquldn o036

63603 database m:csd, vnzoEclonudi
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Joan

Let's see. Word processing, spreadsheeting,
database software. That's three. What are the
other five ?

a3fo3p3n Word processing, spreadsheeting §
database e20p6833(8: (2)qj:§logo:Bn oy§0d clagjean

»
fop 0 /av] ]

] ] ]
i i i
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Kinds of Software (Part IT)

650788 Bdgjjtavenqp: -

Réqor0e0985603 capconcaes] esopdsamdizen:

RR[00:(00:988, F3S0l xS 390>E (g1 0m ea0pdSe0z90
meez0lo) Desktop publishing software, Project management
software § communications software coy aee(030E:d

[edolonuSu Kako §, Joan of ¢, cag:cg:a§:03 coporo
Geselds

Dialogue
Kako

Joan

Kako

Desktop publishing software has become very
popular.

Desktop publishing software o sacgé eol[gjeon
(6803 0n05egdn

I don't plan to do any publishing. Is it the same
as word processing ?

o?ogeocq: mu“)o}muc)spc\?&%cm (vgﬁom% equgg_(ﬁ
conologan Baloo word processing & a0poadcont
No, it's different from word processing. Desktop
publishing software allows you to take documents
created with word processing or other programs
and to print them out in attractive ways.

eopologzi 33alan word processing§ agofsniclonwdi

Desktop publishing software oo word process-

ing (28) =[ga:0§0adeozs, ©§03:000:03 ©ogad

00008 PE0005 P 00:60364 4, §E ([0

8369008¢§0d §p5:08ie038, Bdaleognd print out
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Joan

[(:)l_(\?(SGO:G)O:O'] CDOSII

Please explain that.

G(Y?_I:%:[g)l@: 3\33'15181[;)0’]5:"

Well, think of a newspaper, a magazine, or a
book. They all use different kinds of type in
different sizes. They also use graphics, photo-
graphs, and other art. Desktop publishing soft-
ware has the capability of letting you use
different kinds of type and art in your docu-
ment to make it attractive. Most word process-
ing programs, for example, do not let you put
art into a document. Desktop publishing will
take the document that you created with word
processing and let you add the graphics.
G(Y)Oé:o’]@ll :DCDE:OOCDSGOOEI 99@8:0)53198 (33.)
003?50)631)80% cog:@éa%ogo'] ] 3\93'1608 @O:(\-?:
00 2QUdBdoo: BYJq):d, 03(00:[30:40:0) 4
3300:6(78(73 3332}:[(:)@0)05" 3\93’1603(73 0618(95608I
0a08ocgs, Bprmacpnscgefesps: @233
oS Desktop publishing software o3 aéqp:d),
00ga5 0008190 3368008@age0d, 03(0o:(30:40:0%
Qéa@qﬁ:qﬁ:$_ aoq.oeon% ai:géqcamé co:gé:
8¢gé:§olonudi poeoelgogeé word processing
O%OSI(SSOQIO:?(DO aéqp:&l. 008(7300035:?0 39%0&)0
00pSa¢ efoulop:n Desktop publishing aoeonp word
processing §, ©§03:000:0) ©0g0500006:03 q§eo:
0615(950'] oo&gaaé:gé GO:CDO:O’]OOOSII

That's interesting, but as I said, I'm not plan-
ning to publish anything.

~ ’] o ¢ _ ¢ N < ’] < < < NS
323 OOJOCOO:OCPOGQC)II 3le0) ('7&]*60)’.) GED@C{?
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Kako

Joan

cenloend5Ead§: (003p0ogp3cs)

33(738: (7&]$GO‘)§030 mu%o'emu%epo?cﬁcoc% eqégog
G)O:O’]UR:II

I agree it is not a high priority for you right
now. You do send letters and flyers to customers
seeking business.

@?G??O 3'10’.)0 98(?_]0:3308(75 &g8@: 3980')90?_]
(\PO’R:qgmo (78]$GC7)§ &)GO’)OORO']CDOS ] aéq_p:m
8:80:661:(\?60$: ﬁpGgG?O:) GOO(YSDDéGOg&g 09008
§, coodméieoeonteny §esomdi

What other software programs are there ?
m[goiea0pdd0§nadeay omageaniadn

Another category of software program is called
project management software.

caogfséo%oqﬁ cq;ocﬁ:?ae{ﬂ::?am:mcm o%qlog 8o
9§ 3§62096303, ealvloroSu

What does project management do ?
0§qI05865§3¢00 9900952001

With this software, you can keep records of
the progress of a project that requires a lot of
work from different people over a period of
time. It sets up schedules and helps you to
meet deadlines.

86209633, 0§59, 03:0005¢005006:60303
£§:£52%801 CDOSII 80%(“(!9)(!) @%@mmmfa%n CR
@({)l:(é)ll:d)? 33(\?533({]0:33[(}3: cﬁsaao']m(ﬁu 3\33'](!)
3383305608 QI?OSGO:@: (\?60%:@:8261@ &)OS?OSMO:)
G?O(YS@:@%@?D @%@8@:82% 3.;0009(733303[(}]_0'] CDOSII
It doesn't sound like something I need.

3aloo 0860053350y dPondepyjs 302000t oep

GO?OSG&):UR:GQSII
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Kako

Joan

Kako

Joan

Kako

I agree. Project management is good for people
in the construction business or people who
have production processes using many workers
that must be monitored.
(73]$cc7)§ 06000 olonoS oﬁ q_|c7§u°>éa$_§ quoo
caoocYSc\?(ch: (\?5€$:?3§C7:) CRGO&GBO&(YS G(m(%:(\P
O'] CDOSII 3'] ?90?(73 coof:@éo&cao:qeu.% 33(\?5&)6‘3:
qPrge 320p{gjeg 03 Rfogodapdy cpdediopeogpo fob
CRGO&GBO&(YSCOEQ: ecmé:o']o:ogu
That's five categories. What are the other
three ?
:?‘aa']a$q§ @q‘fpsam:(gh ﬁogo:[;}u m@o:a?:e{l’[:m
200603031
Communications software makes up another gen-
eral category. This software allows you to con-
nect with and exchange information with other
computers, usually over the telephone lines.
aochagcﬁcq:caog@ém GQO(YSCD(SGOJ:Z?OQ_I :?aq‘l’[:
Boorcss, [0|0rS000:0l 000 §es0pbdm aEgiad
&)O)é :GBQJ(YS GBCO(YS (73- m@o:cvg$(u|lmo Gda $.
ao(ﬁaaugfii 0(\}03(3_ gé[(:)looo:o'] oS q[r:6200
330:[(:9(:5 CDOSCS(?$:($8:GO&GOT?OGO] ]
I can talk over telephone lines with my
computer ?

< N S < N < N (-
0QI$CO?PICH§, (QI§COE), PFQYO0F, OP0OOP4:
(\381608(7% c[jm%éo']weoo:u
Not really talk, but you can send information
from one computer to another through telephone
lines. You need another piece of equipment
called a modern to do this.
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33?1?0‘)0’.)0{) GG[(:)O§CO UR:II 3 GOG(X.) [ep]ob] (?t?:

(o I [y C C C c O

COLC:GOS(YD CDO&)Q :Joooc::?aadm:?ammml
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Joan : That is quite interesting. May be I'll get more

information about that software later on.
Dal £530§o<°:m:ospcm§:m(ﬁu 9@)9@590 »3

C N < < < C 00 < Q
G0POO0IE|(OC:E &)CDC:GBQJO’)@COO’) (e(e@: (73]?60‘)3

9§8Ec8§eudi
Terminology Review
1. communication software : c0536(Modern)§, s>ag:

223:[g[8: 0205c8¢§:08E:e03e0T90 01510530005
eo:(?)_@: mcrgéeﬁ 0108§05(Yg$q"|_c7)0 mf)c\'?:aaogog e$395
co00 6809631 (9005330564:650963)

2. desktop publishing software: 0o>¢:58 € qooog)o:i
ogeé:qp: 0200503, §0585e00ms] 20p0 (ngSudyp:)ss
Qéa@q‘fl:q'fl:(r% co']é‘:oﬁgé@[coao eaog@éo%oqﬁu

3. graphics software :sa.?ogo‘;é oqﬁoég%é:qp: 0$o§:
9§ 338E:[0)c800nie000 690983 0§naSgpPim0z05 cwoyuy
meslmeol il (0g56des0p83)

4. modern :0o05cS¢§:a3E:qpicol9o BdIEdIBA0S 005
coiof so8apiaaemed gioress oo

5. Project management software : o3(0o:[90:40:64c200
exmdoeqqimsodqp: () meoéqpigoas cpgpigo oloé
0052005646009 8e0g:20p3 M§05SearScéiod qpiopé
o§csqpyp: ©06C:08§:388:005008:000:08 oppSeq: 88¢:

00 8000:6000 63080 (0§05 8698 §69650p63)
1? At $-8%

] ] ]
i i i

Future Publishing House



www.burmeseclassic.com

o4t ()))
Graphics and Utilities Software

0qSods¢ 31960093 Sqp:

a3 & q)|o203023 :(Q[o3 603 6909854, 0052 a5A],
0o 32§p5:c05§000:d, Jolonudi cR§g|ome0 3223:(0|0)
c30p88e0ym405 329 0€[gg€ormeon; graphics software §
Utilities software me[0308:0 [gd0lonoSi Somielgosg:en
Kako & Joan o3, esg:eg:0§:03 e [6€&Eulonudn

Dialogue

Kako : The seventh general category is graphics soft-
ware, which more and more business are us-
ing. These programs allow you to create charts
and graphs to show numbers in an easy-to-
understand way.
? 1?6 ? G@O(YS G(X)U.z 0.'.”(73_](75 @qﬁ:GBOO:MGO}?
0615(956&)?86 [;950'] O)OSII 3’10'.)0 8:80:661:(\?80$:?0
QJOSQJO:OO:OO: @3%:@[6?0']@“ gO%Oq&SGO&O’) [cléb o
c038, 0q86eoz03 BaguSonmy §o:0p5§E0Y
qé:coﬁ:% @ao(% ogog:gé@[ooo:o']m(ﬁu

Joan : That's something I might use.
B3l ogi8e02d 233:[gI8E0Y 0dPodepdes]

Kako : For your purpose, the graphics capability of a
spreadsheet program would be enough. You would
not need to buy graphics software as well.
ayprd, epSgudqirdeozaecyad spreadsheetogoed

NIV < co ¢ ° < ’] [ <
0610(90%9:6@00%03090 (\IGC\)O(YDO Qe oem:
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Kako

Joan

Kako

Joan

Kako

cenleent(e¢ads: (ond9ongpadal)
aéypimessd, 0§506630963005§, §=5c8§¢o
GO?OSUR:II
Good. What's the final category you referred to ?
cmoé:[;}u 86({]0:61@0$$:O:) GQC)(YS&}:GBQTFGBM:(D
29031l
It's not actually a business application program,
but it's very useful for anyone using micro-
computers. I call it the utilities software cat-
egory.
333’](7)603? 39(?$C7)(Y.)0§GC7)? 3:(&0:661:(\?60$:
GBQ?SQJ o%oqﬁmﬁq 90?(73013&:" 3'160905 3\33’](73
écﬁa%ng@cmmocog ma%:@[cq;o:) mﬁé:mécwcﬁ
33(730'3 saeg$6 @@:oéo]m(ﬁu ogﬁ;ccn% o0eo)
33lo3 Utilities esopédaaqjiaeo:cd, eslolooudn
What does it do ?
daloo oooc\zﬁwc\‘)u
It helps you to use your other software more
effectively - to manage all the files and data in
your system.
B3l ayp:d, :[iee0p63e0z03 383eapadgo
saai:@léi. aéqp:a‘:’t oqté’ooo.%cmu aéqjo:q.
0§090§03 §Ceogd, my0dmOLO5c0R:03:05
8868008 g0de0:3 013N
How ?
w(ﬁefiqp:o']c@éu
Everything you create with a computer is kept
in files and directories. Eventually, they hold
many different letters, memos, charts, and so
on. A utilities software program can help you
to manage all these files and directories ard
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Kako

help you to find things in them easily.

gd a3, séqpie§olion sepepcdiiad §eacpy, di-
rectories cogen 2380000100051 cqocfxx?: 660
3alecgum agoifenigoioieoeoyl memo eopi ewoo:
cop qp:gon% (7330303 caoof:gp%co:mcﬁu Utilities
e20p830§0Sw0 333Eeo], directories soiad:0d
Sécaooé‘gorgt?g_ sraoRssé eo:%é‘@: :r.‘;:ﬂeoao%
CgOSCO(ECD(YR ﬁpGg(%COé: %é@o:%ém&%ll

Give me an example.

8090036? (78]@60‘).3(73 GO:O’] ]

You can file your letters to customers by their
name or date. But one day, you want quickly to
find one letter in which you mentioned some
special information. You can not recall the name
of the customer or the date. You have two or
three hundred letters, and it will take you a great
deal of time. With utilities, you can search all the
letters on a disk for one or two words.
sdqpiaced, cwan3opecnadfo) easogyr paRs,
§00p5 (33) 90538, §E¢¢8Eclonudi alevwn ondes,
S}O SEQP:G(%O:) 3.;09:33033: SDQJ(YSGBCO(YS GBQTL?D
03(7)56038(73 aéqp: @$@$§p§]é0)0§ll GOO(YS&)E%
339&5 (a‘ieo?cf)) qo%@a% aéqp: 99038$§oqzu aéqp:
92 @40 (33) oprep §E: 38 e0e0g00 sqpio
2§ :e0rdmseocdeod Utilities of ae03:fgeé
aéqp:mo om:c\'?:oo&\'?: (33) §§c\'?::?ac730§ 38(8)
ooT?o meaoc\?(fﬁ cjpcg%émosu

And the computer would do this ?

@:GOD? (78$({"|_C7)0(Y.) 3’](73 (\?6(\%@?0(\)0:"
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Kako

Joan

Kako

Joan

cenloend5Ead§: (003p0ogp3cs)

A good utility program would do it very quickly
and list all the files or letters. You would have
what you needed in seconds.

coniigsoy Utility o§ogdumn Bdslad mcgsleses
m$m§ @[c\?ﬁco:c\%éecﬁn [§:GOO? 800')9:(\?: GOa
60p,0) ©260Y (33) °§eog mqo% o@@ﬁé: 39038:
ooqé:@lc\?&%ém(ﬁu

That's very good.

»Hal a%ﬁcmoé:mbcqf)u

That's not all. Utility programs can also help
you to organize files on a disk to use the space
most effectively. They can help to identify and
avoid potential problems, too.

Balaniad: evpodeonzolog Utility (s223:q)
o%oqﬁcogmo cqepo% PQpP:ad: ogespoggo ccovh
(018 28(8)eoTon FEeozal 905§ ayp:ald mp88é
oS 3303090 :?aeoo::?aeooﬁo} @:noq;ocogn%mé:
el 8, 3(39:00059058, cppS8Eslonudi
You've told me a lot about software and it's
helpful to be able to think of it in eight general
categories. Let's see if I can recall them all:
word processing, spread-sheeting, database pro-
cessing, desktop publishing, project management,
communications, graphics, and utilities.

aéqlo: (vgqucmc:;(ﬁ caog@ésac@oé: :?aqlo:@:
coodonudesdn [Bieomp cwoopuyoqiod gjimen:
(o)qﬁ:(ﬁ cog:cmoé’t é éi Balm <o) :?aﬁco:
ooSecol 3331390:(\'?:03 ()31@60}39058%59(\)9:(\%
(35 ezl 02800§05(g9S(aé:1 Spreadsheet
[1opS(aé:1 database [ojepSé:i desktop publishing,
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Kako

0§q05865§3¢1 s0050gudeep 0qduds, Utilities
coaco] I

Excellent. And you will not need them all.
Every business should have some utilities soft-
ware. Word processing and spreadsheeting are
the most common software, as you know. To-
day, with either of these, you can get some
database processing and graphics. So those
threeword processing, spreadsheeting, and a
utilities program might be all you'll ever need.
288 emadionadi aéqjo:@cq;q?. 333’160839’.):(\%:
cﬁ:?a(c)?a eo?ogﬁ:cqﬁu 8:go:cq:c\?5c§:o3§:9o utilities
c30p803g], §oosorudi aéypadoyaecdé: word
processing § spreadsheeting o3 v [6Eeg.ce0
»[edad: 909830 (880lonuSu mes g §e0 B3l
eogadm ondgai database processing § ngSudeay
aCqp: 98Eonudn 3dalefozé §03:9(9do) word pro-
cessing, spreadsheeting § utilities o§ogSeogumn
aéqp: @@mé:c\%@ﬁe(ﬁ caog&&sao:c\'?: @5%50']

<
[eplo0]]]

Terminology Review

N

Utilities software :20¢8, 0p§qji02008603 gé:qp5[0pS0g0

[o]

e300 g5 mapmpSe0:d §3E:(gapbooniod ea0pddi

] ] ]
i ) )
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Point of Sales Computing

el iemo o ogadgadg

§EEmmogo 3§30 §6:§pSicuSBdEor0IPORC:
aB0503E0p egqEi08630305 cguSmpmancedgeogod ca0005d

88020} eqiadiqpi 003:3Eqp:s, squlentmadeay 3803y

qp:(oarendclonudi agoleninads, 003:adlezen (9§9080)
egeoieq)g(0o008003 e8058ega88:005008:005qp:03 3ad:(g|

degé:3[030lonudi m3mecqpad yjimeneod[B: 0g§q|o
22310 egdpuSondum meei03:0) 2asinmeo vloCox
olonudi slefospé Point of Sales Computing wvyocopS: gy

2a3:[gppe03 98002:00§0) eSSy ([BS6]06SH

Dialogue
opSomnzeloagigo Mr. Fontaine Rene § Clark Maura

034, eagie8:c(009398:03 0o€[goontulonoSi

Maura : As you know, Mr. Fontaine, my company owns
a large chain of department stores. We are
looking for ways to reduce paperwork and
staff costs. At the same time, we want to
improve accuracy and efficiency.

C_O 0 C N\ ¢ Oo¢C < (~]
QCO03PONCI0 BPOIVCHICOV§LI (RJ§00PYTDUD
o Oo¢ [N o¢c o¢ C [y 0o
0(7?:3?0@: GBGCDOQP:Q_P: QC&?CO)(DII (78]*90?_(!)0
00%(75000)(3:33(\26$. 0$CDES:(Y.?$O‘1I06%O§GC78

GCRI?QI(%. @é:coé:cog ﬁpGgG?@CDOSII mﬁé_’lé‘;’ix
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Rene

Maura :

Rene

Maura :

Y < o o < [ Q. < < [\

20 ogi§ecdom SBagpdandes, gSieaootepSdadoy

o O < [\ <
NN @gmcqco']moau

As I understand it, Mrs. Clark, you have many
stores around the country, and each store has
several cashier stations where people pay for
their purchases.

0Coe ° < o _Oo¢ o
§CC€B§_3)[§O:?O GCQZP:?O 00?:&?689({]0:33@0:510}9
(Yaj$GO)8 qo:coéo']m(ﬁ egﬁmmﬁ(g)ll @:GOO’;)
0(73:%88 cnue)szaS?o (\?GO& 0050{25%8908(73 GSGO:GQI
61(7:) cgagﬁ:cqepqp:go ﬁ@mOSG§SII
Yes. And our turnover is enormous. Our busi-
ness depends on our ability to sell many, many
items with a small markup.

< '] N < O N < o Q. Q.

0?(7)0 [epleul] ogjq;ecq.q_ sa.imsowe.meoe.
@:GO:QP:@O:(\PO’]O)OSII (raj$eo$.a?50$:m @@OS
$§00C[8: mqfimoogpiqp: eopl:qf ogfecis,
gé:q&%GOT?O ﬁODéO']O)OSII
Then you have a large inventory that must be
closely watched so that fast selling items can
be quickly replaced ?
@ 0 o _¢ < N [~ < < N
3(\?&?610 acqp::?acq‘?. 89?:0’)0@:@0610? 326208
8od00ql: (06008:)[03: §eeudn sleon (0§(c§
GGlOé:qJG?O? :?.;qj’l::?.;oo:cog(ﬁ @q‘;@q‘;a@m:oﬁ:
&8euSesdi
Yes. We are overloaded with paperwork at
every cashier station in every store, the clark
has to make out sales slips in many copies.
One copy goes to the customer, one stays with
the store, one goes to billing if it is a charge,
one goes to inventory and one goes in
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Rene

Maura :

centoendGEad§: (003pogp3as)

accounting. Then all those different office have
their own needs for more copies. It all takes a
great deal of time and, with so many people
handling so many different pieces of paper,
there are many errors.

< ’] < < [0 C < C N
??0 [eplé0]]] (Ya]?GO?.Lm mammme:s@c\?oeo‘gﬁ

o¢c_¢ < < o Oo¢ cC o oc
G§CO§ GDG:GQSIO‘J(DII 00?:&?00‘.)0?00’) Gg&)@:
G(Y.)OéCDO CDGSQS?O 00661:0’.)0 cmgaqp:gosaogcrg
@GGPE:OCO&OO&O‘SGO& @é:}gé:cq:wo:c?qm(ﬁu
Gmgsmﬁcmém OOS&RCX-) &30:(7)05" O)OSGOOE(D
0(73:?0%0:0)03“ GSGO:GQ_I qu:ix%:&)éq(g O)OSGOX)E
m (7?]&)(56%60)08:5(30“ 0056096(7) GBGDD:SOS

c < C o < < < c
00610:(00(7)9:)@ 380:0‘.)02)" NOCIC N Ggch:
60§03 o9g0100051 B8ee005¢0 03(00:0% §:0§:603¢0
o o CcO0C O < < C o

&ﬁd%.(YJL(DOLCCOL@Oﬁ- 3.)(780‘3 GO’JOOQJO:%O
ooo:@cnosu 3'] GOai?.)O:(\i:(DO @qj§336(7)§0i
olosoSi cpaeondgpiqpian a3(0oxE0ieniod eogod
ooooé:qp:go%_ c\zﬁcqqcm? et @50]0)0%
I understand. I have worked with other
companies with similar problems.
03'|$GC7)§ ?O:COEQO']CDOSII 3(\%3.;(\)9:03 @)&DQC)GO&
O% sa[éo:(regccgcoggo G@ﬂé:(\?s&éééq:(ﬂm(ﬁll
We're never really certain what our inventory
is. It is almost impossible to make sure that we

have a large enough supply of each item. As a
result, we often overstock many items.

Q8§ 603.§, PeD:80500qE:607 NVSE0NG
2e§0MS ee0gPEolog:l )3 e0:006984,

(03:00:0) 30050} euiogéigod eoogpesnd
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Rene

Maura :

Rene

Maura :

Rene

988, o[ed8Eclon:n BFogode{mné og§ec
ogé:saq‘l’l::?aoo: qp:goa% 9[(2306(’89:73 ea§@§m$
G)O:Q%GC?%@CDOSII

Well, it sounds like you need POS Computing.
e séypracgs, POS Computing ogdcoxn
(\%3)86?@"

POS ? What do you mean ?

POS 0?031\)0:" cﬂé 000(73 ac%c\%mocbu

POS stands for Point Of Sales. What I mean
is that you begin entering and manipulating data
on a computer at the point of sales.

POS &80 Point Of Sales o scclonudu
Room alypimess, Point Of Sales ¢o
330800618:388:[;3: (vajémq_légo (7%8(7805(\% 610'] O)OSII
It will be too expensive to have a computer at
every cashier's station or check out counter.
Also, we would have to keep training new
staff.

3\33'](!) Gg&%é:G?GpO%é: (33.) 00618:056&): 661:388:
o)) cmoémo%é:?o oa$cﬂ|[mm§c\'2:§§. agﬁcql:@:
aS§eosi [§co>o o$oo§::>o§cogo% oaﬁeo% 30303$:
603 m(ﬁco:qegéecﬁn

It's not expensive, really. It is cheaper than
handling all the paper you are now processing.
The computer would be very similar to cash
registers but with a few more keys. Or you
could be using scanners.

D3alm a%@:cqlw@:c?(ﬂdﬂzu D3alm aéqp:o%. 209
c\?ﬁc‘?o} ooao%mﬁ:md?: 033030308@:335: =)

CDOG)(YS (‘.’E @:qu:&)ﬁg &)OO'] CDOS I (78 $ ({I"_O‘JOOC’A
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ega36: 9odondiondenyd meggonolonudi slevend
9o Key §p5:405:0 §ooudi ale ewpod aypiad
mesd scanner cogo?d ad:(oeconuSi

Maura : What's a scanner ?
Scanner a$c7)o 32031

Terminology Review
1. Cash register : mcﬁe@@cqoé:aé’[é‘qjo:ogé‘
o8:(goreqpliqigqp: 0pogcias a3 :(g)ev00gaS
< ° < < < < < ¢c o0¢Cc _OC¢
Beep:a0:03:30305 0050005¢05008:00E 8 §:288:(3:
Ce O o '] oCc _O¢C < ° <
053q§eannegnivl oB8:088:q8 3003:(00pSH
2. Point Of Sales (POS): cqoé:qm@leqacwocqqoogé
2005 000Eeo00 MREy|oremdoeeqEiqp: 03 c8SgaopS
{povs zof:fiondagdf eqodiqogad: ademieqind:

smadoregd majsfomnaly)

] ] ]
i i i
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Scanner and Bar Code

omCgoa§ Morn3

w0(ggéornmen agdqyormayi{iiopecy B¢y

scanner § bar code eogq), meq:olgeagd [gdoloruSi Reve 3§,

Maura 03§, ceg:cg:9§:988, 0>€[gooatoloruSu

Dialogue
Rene

Maura :

Rene

Maura :

A scanner is a kind of computer. What it does
is 'read' - that is scan - words, numbers, and
symbols and then enter them into the system.
Scanner aﬁmo (73$(u|lmoaoqﬁ:aom:m5qo']6u
B3l 200980cdadeor 105000101 333l scan
oldn omozad:eaqi §0lodeags, aeadoreoyi [Bieom
:?‘a:ﬂcog(v% oqtﬁo&oé‘comcﬂbu

A machine reads ?

O(YS(Y.) (SOSCDO%&.COO:II

Well, it is really more like a duplicating
machine. Instead of making another copy, the
scanner translates the marks into the digital
signals that a computer understands.

@ Baloro 8gyop:005§, 0>mM0503 Foponudi
G?O(YSCD(S 8(07;"_(7&:9053900: 0(736?039?0833330:
GOg(Y% (>3$(m[mm q;o:méo} 38(”50005 DDG(YGDO)
903983% U.)OQ)O[(:)$GO:C7)OSII

Really, it all sounds too technical for our
cashiers and checkout clerks to work with.
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Rene

Maura :

Rene

Maura :

Rene

centoendGEad§: (003pogp3as)

20801 B3l 0R8603§, egoIceond, 3adard
90503661:6(78 056@:(3.3308(6 (3@:?&:0&)0@%0)05"
Using these machines is not difficult at all. No
more difficult than using a duplicating machine.
There are all kinds of scanners. Some scan
and enter letters or other documents. You would

use ones that read bar codes.

300’3@03 saa'?:@l[éé:(m c@:oeacﬁéa;o']dﬁzu 3(07;"0[?:
O(YS 333?:@[0)0@)(6 (399(6(\?0']02:" oméq,o GBQTF
:?am::?ae{i:e{'ll:ﬁm(ﬁu GBQOIL(Y.) scan [(}l(\?&@: 03% 3.)@0:
:?acooocﬁ:?aooo:oog(v% 238:c0:00051 aéqp:sac§$. bar
codes 0050 0mE§0d9VRS: B@ad{ojeeddeudi
What are bar codes ?

Bar codes s30% a00cd

You have probably seen them on scans and
packages at the grocery store. They look like a
series of small black bars in a white panel.
sqpronced, §ps3en 0Bgieaps, ogpSiapdeoy
@écmoé: @ééc\%éeosu :?a[§|[cqoé panel ¢o
:?aq;ogcspé m:&ﬁ:cogﬁ :?\aa']cogm aoéogoooSu
Oh, yes. And the checkout clerks pass them
over a slot in the counter.

3%: 0?(7301&1_" @:GO‘)? @Q(YSO&G@:?OS mcq:cogm
33leoy c000ad§ slot a8 [godeo:doSonudu
Under that slot is a scanner. It reads each bar
code, which contains the price and possibly
other information, such as a stock number.

38 slot m omEgoea]il 9o 990:09050209803 805
0200051 33803¢0 egpig§:0l0n0di [Breor oeonp §olod

B (88885 safEarooonSiamgodancondaaps: dlgonuhi
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Maura :

Rene

Maura :

Rene

Maura :

Rene

And that information is entered into the computer?
[B:corp 38 or:mgedmaradm 0g&q)020d
OéCOO&)COO:II

Automatically. A clerk could also enter it into the
system by using a computerized cash register.
33(\%336(\1]00‘5 06(\)00)00’] ] (Yg$({”|_(7)0 33&? :@)[
cgaaé:g;cﬁcms: @a%:@[@é:@é Dal=hen) o‘?ogoso%
:?‘a:ﬂ(v% oéconeané c\?f)co:.%é‘m(ﬁu

So, what is the advantage for the store ?
&)é(\%q?qé 00%:&%83308(73 GBO:DDOQ_IOS(D U)OC\BII
There is a big advantage. The information will
automatically go to all the other necessary
departments that need to know about the sales,
billing, accounting, inventory. Each department
will have its own computer work stations.
B3¢0 [03:09:0) 30:009)05§020S1 000E:3905
F2COOS M c\%:?aﬁcﬁ :?a@o:go‘?eogm:c\}:o% sr.;c\z°
GBG(\]JO(YS 330203(;903" 3539801?603(7) SQGGP(SS
Ug(.\g@l(\?(%@éil cgmqﬁ:l 09@:336(\?08 £$:33§:
@é:mc@oﬁ:coga% &%(‘5’ (\%@80’] OOOSII SOQO’)OS?S?O
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It will eliminate a lot of paperwork.

33 3'] m OOQ(YS OOCDES :33(\2 6 @GO)SQJO:QJO:(YS-
({I(YS&%(S:GOK\%E;GOSII

Definitely. And the information will be much
more accurate, especially when using a scan-
ner. Furthermore, many other tasks will be
done automatically. The computer will update
your inventory list of stock.

203300l [B:e0n 0mEennd 303:(0es0dme!
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That's wonderful.

33l Hp3oepdesdi

That's not all. In accounting, it will help you to

keep better track of your cash flow. In billing

for example, it will check customer accounts

limits and do not have overdue payments.
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Terminology Review
1. Bar code : ooo:(qogu oqq‘;ogé:co'rogé
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Electronic Communications ( Part 1)

Bcoadcoggied soadagudeq - o

aeg6805%0 ICT c3esloy Information Communication

Technology 63:00050000)320305 Bcoadcogsied s005g05ea:
(Electronic Communications)ogd 03:0005c00(8 (660los0Su
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Dialogue
Maura :

Rene

Maura :

Rene, with point of sales computing, we have
made our operations much faster. Computers
send information on sales right from the cash
registers in our many stores to our central
accounting office and warehouses.

§§1 Point of sales o3ad3j05(8c:8.30p 0g§6034,
GSD%OGq:ﬂé:GOg(Y% $§@$ao$go (\?66&)08@@:@"
aRi$eads, 003:edleyq cash registers ¢ aveep:
2000E: 2350056003 0R§603.8, VU300,
a%cq}oé@cogo«% co:coe_o']ooo.gu

Well, Maura. I'm glad my computer company
was able to help.

G(Y)Oé:o’]@ mﬂepu Oal$GC7)86\1_ (¥3$(ﬂ|[mcr?gmgm
“R&g@é‘l‘ﬁ- oé:c@ocﬁgo']m(ﬁu

You did a lot. We've reduced our paperwork
load and our mailing costs. Too bad we car't
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send people through computers. We'd reduce
our travel and telephone costs and really in-
crease profits and efficiency. And, of course,
we're still mailing a lot of letters, memos, and
reports back and forth among all our stores.
Q€ 3q2(03:0068 00001 (R§eB 0 (RI§6034,
00g730008: 0dopdod{:d, exgeedoeoa coupy
@:@II (731?({"[(7)06(780’)(7)0@0 (RGO&@ 9(3 %éO‘JO
a%ﬁe:mou ogﬁeo?_q' aq 23RC00Q8, cnoam(?q;
0%(736080% Gcg_l_oqlqecﬁu 3.)(7??"_:33[(:9(75$. 85:6@08
oa@eo%_ooo 00%:&38890:(\.2:(7% MGOgI memo GOgI
28eCS00e0y :e@053(E0:03 008 c0:3es07§:0101
May be I can help you with this, too. You can
use computers for distribution and communica-
tions.

g(Ygg?O(\)éi (YaJ$GO)§ aéqlo:o% oraé°§900'] ]
(88 (G)reape:qreazs. so03ogedeqramcgod dpdqyom
90303 aéqp: soa}:[(:)l%éo']mcﬁu

Once you've printed out copies of reports or
letters, don't you just mail them ?

286500 () 008gyyecz0? print outgl cpd(Biono3,
B3leogod 00330507 vupodonicooi

Yes. Using the postal service is still how most
businesses distribute information. But even if
you're using regular mail service, computers
can help. If you need to send a report of
several hundred pages, you could send it on a
diskette. One five-and-a-quarter-inch diskette can
hold two or three hundred pages.
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Rene
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63E:c0056§0) diskette oxdgur0 oq)d80 §d6p
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So it would be lighter and cheaper to send ?
wéa‘iﬁq& 3\33'] (360’_] 0’] :@: qu:(\)é: DD(YSDDO
S8§eudu

Yes. All your stores and offices have comput-
ers, so you can use telecommunications.
noSolouSi alyp:d, 003:a8Eeons, §:o§:603
330:(\}:(?0 031$({|"_C7)06C78§618 aéqp:ooo 0005(\%
03$[§9"_$Gm:ﬂé:0$ 33&?:[;)[%80’]0)05“

What does telecommunications mean?
mcﬁ&c@@@u‘?cm:ﬂé:m :7)0(7%&%(\%0}0(\5"

It's a general tern that refers to any form of
communication using electricity. Talking over
the telephone is one kind of telecommunica-
tions. Using a telegraph, radio, or a computer
are other examples.
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Of course, we use telemarketting often.
CD(Y.)OSGCD? (Yal$9(7$.0’.)0 O)OSCSGO:(Y)(YSO)(S:(Y%
e@oam @a}:@@m(ﬁqﬁu

Right, selling over the telephone. The salesper-
son calls people and tries to sell a product or
service. Sometimes it's a computer and not a
real person making the call. When this hap-
pens, it's actually a computer and a recording
device working together. The computer selects
the number and does the dialing; then it starts
the recording when a person answers the phone.
?$O’]O’JOSII O’JOSCS(?$:$_ GSP(%:QIO’JOGCOII GBGGPE:
o$oo§:cogm 0\2608(73- (?@:&)(YS@: QEOS(Y?$OQEQ:
(33.) O$G@Oéi GGpé:ql??. @[:m:@m(ﬁu mﬁa']
m56'1 B3lom (rg@(m[mm&\'?:@ﬁ@: q?:no:oﬁoé
O)sGODO(YSm (P$:G@TC7}9 GO?OSUR:II 853']0')9 (')8$LE"|_
028, §eomac:a3§uanod :oponay 2SS (3
CDOO'] ] (Yg$({"|_(7)0m é()']OSO% cg:@:a;ém(ﬁu [§):
co%n q?o:q‘;coaocﬁm q@:@@c@a‘%o}@zﬂ eqlcmpaé:
OC\?(SCDOSII

I think they are very useful.

3303 :?3(\3@6 :?aaé:oémogc\% oaﬁeooémo.%u
Talking over the telephone is a form of voice
or audio communication. But it is sometimes
used to seperate this kind of communication
from data communication, which refers specifi-
cally to using computers to send information.
Your POS computers do data communication.
0818 0000:e[00a3(8¢:000 23336 (a]) =583
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Terminology Review

1. audio communication : 393{s¢ (gjepSecoo s0Sa305ee:n
(em258u3s0050305 ee)2)

2. data communication : oz§qqorogpafoon: soadogudes;
(sagj05 3000580050305 e6)2)

3. telecommunications : o3S0500050§ 393 :(g|e00
aochog(ﬁcq:Qé (030363(*/3§B|[$cm:§1§:5)

4. telemarketting 1 08:sée0osd eepé: 0uS[aé:
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Electronic Communications ( PartIT )

Boadcoggied soodazudeq: -

géqer 224:[gogecgur Bcoadoogdied s003oged

cqpd), 9Oc§ronommoeaynd 8§snicopSoond meqio3:0loouSu
0pSabc§ioomooeogod Maura § Rene o34, cegieg:as:od

&Ge303alonusn

Dialogue
Maura :

Rene

How do computers send information from one
location to another ?

R4 QY060RU 0P5c4ePOIBRM 6§o03BR0}

»uSc§ooné:d[030loocdn

They use regular telephone lines usually, using
a modem, which is a device that allows com-
puters to send date over telephone lines. In
addition to modem, you need communications
software. It has all the necessary commands
and functions to allow two computers to ex-
change data by using modems.

e qpisaoamnf§f d9foroScpficdSiooyeh
modem 23:G: s003:(g|30]loo0Si Modem w0
CDOSCS({?S:(\i é:GO’aGOT @qj(ﬁ@m(ﬁco:q.q.
R qo>2ecgof §¢[g|oooi0y 03 §arcdgff:
[¢d0lonuSn Modem x[g¢ s005a305e6:650965

c\%aaé‘mogu Modems co3 aoai:@l@é:am:@cf.
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Does someone need to be at the keyboards as

the computers send and receive information
with modems ?

(73$(u|looocogcm Modem coys, wmé::?aqlcrg
:?aeo(ﬁcog co:c?_@: 00580333 035620355:000
(YS:U?OSGO&?O ﬁ(‘i (\%3)80’]&)(\)0:"

No. Operators can be at the keyboards ex-
changing information, or the computer can be
programmed to send and receive information
whether someone is at the keyboard or not.
Electronic mail is a service that many offices
use so that people don't need to be at the
computers when messages arrive.

ecdmSologi emdoeqoreyun 08:0905000¢E:
205305 voyuSodesepeo §&Eolonadi sle
0005 DBHOGELVMBM 03:70590 §§I 64!
000E:33J053005 60:§,000588, g8 q)o20n]
0QoeSojepd&Eclorudi Electronic mail (sB:co:)
0 QPO 333?:@[0} o$caooé‘ﬁc\?8c$: mo%?
oldn 3lgoxn 200oé:ag05m005e0y cepPada00)
w@s] gdqoxogo §§, ecdsadop

I can send mail through the computer.
REYYOI%60¢ eoeaynl ag8edEulonadi
Yes. Electronic mail, which is also called E-mail

for short, is a service that helps you to send
messages quickly to anyone with a computer.

S N 9 ¢ S,.8 . CQ @ . CQ _ 4
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Please explain about E-mail.

33:69:(‘333 (YDOE: GO?_I:E:@@: ﬂé:@)(ﬂé:ll

Suppose that your main office has to send new
prices to its sales people around the country.
It's important that the new prices get to all the
sale people that day, but many are busy with
customers, not sitting in offices waiting for
messages. Your company buys an E-mail service
and send the new price information through its
computers to the E-mail service. The memos
are stored by other computers there, when they
have a chance during the day, the sales people
turn on their computers and check the E-mail
service. It's faster than regular mail and cheaper
than overnight mail. It's certainly easier than
calling all the sales people on the telephone.
aEq:8).§:q 090 8EE24,90§0) Bespianenicoyad
cqlzi$:w§eog &c‘i_ﬁmcﬁa‘io’]%u :?Bgcq'@o sracepé:
&)GO::?BO:(\-?: qu:i$:&)6608 qﬁ& 33661:@:0005“
3’160902:5 :?.;qp:ogoo cmogooéeog‘i 33(\?8({]0:6«?@
CDOSII wmé:cog GOO(SOR(%. e'n:ag:eoa?o Q%é@&?@
UR:II aéqp:cqgcngm 33:69:(\%@0:060’3 003@:
Gq:i$: wmé:chﬁmmcﬁ(ﬁ 33:69:(\%&0:0633.
(Yg$q|"_0‘.)0603?0‘.)5&(§ GO:(?_ E(Y.):ODOSII memo 603(73-
@@O:(Yg$({"l(7)0€080$ 338?0 3.35:90&5:000:0)(6"
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Maura :
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Rene

weqpéinneaieagu ndq)|oxecga} géGod(osE:
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99§ ©93,0200005 2006)[6§([5: overnight eodoocoad
qu:(?&)(Yg&)OCDOSII CDOS(\%(?$:$. @GG‘PE:&)GO:
330:(\-?:0‘3 (P$:G@TC7}9CD(YS?B[§: (\305(7&00(1%“

It's very interesting.

»Hal :?aegqﬁgogoéoo:mp cmé:m:(‘)cqgu
Communication with computers can help you.
You can send your message, and the computer
will store it until the person has a chance to
get it. Another way to use computer is with
teleconferencing.

g qiloroecgd, 0odguSesium alypiay appSEe
O']CDOSII aéqp:ooo wmé:cog GO:(%%&@: (78@({“_0)9(7.)
B8qoodd 2§ sqoimad 958:90p5:000:08§ 6051
géqorrecga} 33:(gl§, ego03008 gpSicod:
meo) m(ﬁ&(@@mq@qé:é [(:950'10305||

Is that the same as making a conference call

which allows several people to be on the phone
at the same time ?

333']090 O)&Q?I$O)é:?0 CR@G@O(YS@@O: (?$:GQT
0N 8@000:03 Soacusicalad @ Soms
0 3¢l ? 0RO P%:eRINACIN 3.
GORUR:COO:II
Same thing but computers can be used with
teleconferencing so that you can talk and also
send data. Some officers even add TV screens
so that people can see each other. This is

called video conference.
GBORORO'](B ] 3'] GOGO.S (73$({”|_C7)OGC780% O)OSC\?
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Can the work stations within an office commu-

nicate with each other ? I mean, could my

secretary, or I, send information to another

secretary or the general manager in the same
office ?

§:03¢0 wabesepeoy 0063:40063: 00533058
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Good question. It depends on the system. The
work stations have to be wired to each other so
that they can 'talk to each other'. A common
name for this is networking. It is often done
because it is easy and efficient for workers in
large companies to exchange information elec-
tronically. It can save paper work and time.
coiio) co:g§:0lon 3Balon ogdaecul gorpSol
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Maura : Computers certainly have many uses for people
in business.
(73$({"|_CDOGC730’.)O 8:go:cq:c\?50$:m (RGO&GBO&(YS
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