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MICROCOMPUTER/DATA PROCESSING COURSE O 

I. HA11DWARE
 

-Computer components:
 
--Central Processing Unit (CPU)
 
--Disk drives
 
--Memory (RAM, ROM)
 
--Keyboard
 
--Monitor
 
--Printer
 

II. FLOPPY DISKS
 

-Components of Floppy disks
 
--Read-Write access slot
 
--Drive spindle hole
 
--Write-protect tab
 
--Write-enable notch
 
--Index hole
 

-Care of Floppy Disks
 

III. 
 FILES OVERVIEW
 

-Creation of file names
 
-Types of files
 
-File storage
 

IV. DISK OPERATING SYSTEM (DOS)
 

-DOS Overview- relation to hardware
 
-DOS commands: 

-- VER -- DELETE -- DATE-- FORMAT -- TYPE -- RENAME 
-- TREE -- RD
 
-- DIR (/P) (/W) -- CD
 
--COPY 
 --MD
 
--PRINT 
 --TIME
-Resident (Internal) vs. Transient (External) Commands
-Interpretation of DOS Errors
 

V. DIRECTORIES
 

-Directory Structure
 
--Root Directory
 
--Subdirectories
 
--Paths
 



VI. INSTALLATION OF SOFTWARE
 

-ENABLE Software
 
-SPSS-PC+ Software
 

VII. DATA PROCESSING
 

-Data Coding
 
--Student Information Survey (Sample)
 
--Teacher Survey (Sample)
 
--Statistical Survey
 

-Development of Codebooks
 
--Codebook of Student Information Survey
 
--Codebook of Teacher Survey
 
--Codebook of Statistical Information
 

-Use of Database Management System (DBMS) for data entry
 
--Student Information (Sample)
 
--Teacher Survey (Sample)
 
--Statistical Survey
 

VI. SPSS-PC+
 

-Development of SPSS-PC+ program with ENABLE
 
--Student Information Survey (Sample)
 
--Teacher Survey (Sample)
 
--Statistical Survey
 

-Run SPSS-PC+ Programs
 
--Using Student Information, Teacher Survey and
 

School Statistics Survey
 
--Revisions of SPSS-PC+ programs for specific policy
 

questions.
 
(FREQUENCIES, CROSSTABS, SELECT IF)
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The computer system is comprised of six basic components.

1) the central processing unit (CPU)

2) the memory (RAM, ROM stored in bytes)

3) disk drives
 
4) the keyboard

5) the printer
 

1) The Central Processing Unit (CPU)
 

The CPU is the "brain" of the computer. It performs all
the analytical and computational functions that occur
inside the systbm. The CPU operates by executing a list

of instructions (programs).
 

2) Memory 

The memory stores information that will be processed by
the CPU. The memory is made up of bytes. 
A byte refers
to a single character. Example: a computer with 640,000

bytes of memcry can store about 640,000 characters.
 
There are two types of memory:

1) Random Access Memory (RAM): The computer has mostly


this type of memory and it can be used to store and
 
retrieve any type of information.


2) Read Only Memory (ROM): The contents of this type of

information can not be changed. 
ROM stores information
 
that the computer needs when it is first turned on.
 

3) Disk Drives
 

The disk drives are used to read and write information to
and from a disk, The disk holds the information. The
drive reads and writes to and from the disk. 
All disk
 
drives have two elements:
 
1) a read-write head: 
 This head is used to read and write
information to the disk. 
This is similar to a play and
 

record head on a tape recorder.

2) a means of spinning: Since information is spread over
the surface of the disk, the disk must turn in order to
 

access all the information
 

Computers can have two types of disk drives:

1) a floppy drive: This is given the name "A" 
or "B". A
floppy drive gets its name because this is where you


insert the floppy disk.

2) a hard drive: This is sometimes called a "fixed"
drive. 
The hard drive can store more information than
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the floppy. The read-write head of the hard drive is
 
close to the surface of the magnetic medium. If you

move the machine, the head may scratch the magnetic

medium and cause a scratch. This causes a loss of
 
information.
 

Always be careful handling the floppy disks that you

insert into the floppy drive and avoid any movement of the
 
machine to protect the hard drive.
 

When you close the door of the drive, three things happen:

1) This signals to the computer that there is a disk in
 

the drive
 
2) This secures the disk to the turntable that spins the
 

disk.
 
3) This allows you to use the read-write head which
 

accesses the disk.
 

4) The Monitor
 

The monitor is the screen that displays the information.
 
It is like a television screen. The monitor plugs into
 
the CPU. Two types of monitors are:
 
(1) monochrome (one color) and
 
(2) color (displays many colors)
 

5) The Keyboard
 

The keyboard allows you to communicate with the computer.

The keyboard consists of many kinds of keys. Some of the
 
keys include:
 
1) letters (a,b,c...)
 
2) numbers (1,2,3...)

3) function keys (Fl, F2, F3)

4) Arrows
 
5) Cap lock and num lock
 
6) Alt
 
7) Ctrl
 

6) The Printer
 

The printer provides a paper copy of what you store on the
 
computer. The printer cable connects to the CPU.
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DI DRIVES 

A disk drive is a device that transfers data
between your microcomputer's memory and disk storage
media. 
Each disk drive has an alphabetic drive name.
A single alphabetic letter followed by a colon (:) is

used for drive names.
 

The drive on the left of the machine is the A7
drive. You are able to insert floppy disks into this
drive. 
The drive on the right of the machine is the C:
drive. You are unable to insert any disks into this
drive. Drive C is referred to as the hard drive. 
Some
microcomputers have space to insert two floppy disks.
This type of machine has a dual disk drive. 
The drive
 on the left (or on top) is the A: 
drive and the drive on
the right (or on the bottom) is the B: drive.
 

When a disk is in use, the small red light is on.
Once the machine has completed the task assigned to
that drive, the light automatically turns off. For
example, you can see the different drives at work when
 you turn on the machine, store data or print.
 

The microcomputer has a default drive. 
This is the
drive to which the machine looks to read or write
information unless 64ther drive name is specified in
the command. 
The default drive for your machines is
the C: drive. For example, if you create a new file in
the ENABLE word processing program, you always type A:
and this is followed by the file name. 
If you do not
type in the A:, any information entered goes to the
default drive and is automatically stored on the C:
 
drive.
 

From: Zenith Personal Computer Manual. 
Heath Company,

1985, Benton Harbor Michigan.
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FLOPPY DISKS
 

A floppy disk is a thin 5.25 inch circular sheet of plastic

coated with a magnetic surfaca that is e closed in a square plastic
 
cover. The plastic cover contains several openingthrough which the
 
disk can be seen. These openings have various functions. The large

slot on the top of the disk is called the READ/WRITE ACCESS SLOT (See

Figure 1). This is the place where the disk drive readthe
 
information stored on the disk. The large round hole in the center of
 
the disk is called the DRIVE SPINDLE HOLE and used by the disk drive
 
to spin the disk much in the same fashion (although much faster) as a
 
record on a turntable. The small round hole near the center of the
 
disk is the INDEX HOLE and insures the disk is in the right position

in the disk drive. The square notch on the left side of the disk is
 
the WRITE PROTECT NOTCH. When this notch is covered by a tab,
 
information can not be written on the disk. Covering this notch
 
with an adhesive tab protect3 the disk from accidental erasure.
 

READ-WRITE ACCESS SLOT 

Q) 5.25-Inch Floppy Disks 

160 WRITE-ENABLE
 
NOTCH
 

WRITE-PROTECT;TAB F . 

WRITE- PROTECTED WRITE-ENABLED 

Figure 1
 

A floppy disk is inserted into a disk drive as shown in Figure 2.
 

Figure 2 
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C F FLOPPYDISKS
 

A floppy disk consists of a 5.25 inch circular
sheet of plastic coated with a magnetic surface and
stored within a square plastic cover. The disks and
the data stored on them are fragile. Here is a list of
precautions you should remember when handling the disk.
 
* 
Touch only the disk cover. Do not touch the disk
 
surface where it shows through the read-write access
 
slots in the disk cover.
 
* 
If you are not using the disk, keep it stored in the
 
paper dust cover.
 

* 
Do not allow dust, ashes, liquid, or any other
 
foreign substance to contact the disk surface.
 
* Do not allow disks to go through X-ray scanners such
 
as those used in airports. 
They may alter the magnetic

impressions on your disk.
 

* 
Keep disks away from electric motors such as the

central processing unit (CPU) of the microcomputer.

The motors could alter the magnetic impressions on your

disk.
 

* Do not insert the disk before you turn on the power.
Also, do not turn off the power if the disk is still

stored in the disk drive.
 

* 
Do not expose the disk to temperatures above 125
 
degrees Fahrenheit (52 Celsius) or below 40 degrees

Fahrenheit (10 Celsius).
 

* 
Print on the disk label before you place the label
 
on the disk. Do not use a ball-point pen or pencil on
 
the cover of the disk.
 

From: Zenith Personal Computer Manual. 
 Heath Company,

1985, Benton Harbor Michigan.
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FILES OVERVIEW
 

The 	disks store information in files. 
 These files are similar
 
to the files you store in filing cabinets. The files can be

stored on the floppy disk or the haru disk. A disk can hold
 
several files just like a file cabinet can contain many

folders.
 
**Remember, you can:
 
1) copy a file to another place

2) change the information in the file
 
3) add information to the file
 
4) change che name of the file
 
5) lose the file!!!!
 

File Names
 

Each file must be given a unique name. The file name can be
 
made up of two parts:

1) the file name: this can consist of numbers and letters but
 

you 	may only use up to eight characters.
 
2) the file extension: this can also be made of numbers and
 

letters but you can only use up to three
 
characters.
 

An example of a good file name is:
 
LESSON1.WPF 	 It has 8 or less characters in the filename
 

and three letters in the extension.
 

An example of an incorrect file name is:
 
LESSONONE.WPF It has too many letters in the file name.
 

The file name and the extension are always separated by a
 
period (.)
 
Extensions that are not allowed are:
 

.EXE .COM .BAT .SYS
 

Types of Files
 

Three types of files are (1) the text files, (2) the data
 
files, and (3) the program files.
 

1) 	Text Files: These files contain information that you can
 
retrieve anid read. They consist of characters that can be

displayed on the screen. (i.e. word-processing files)


2) 	Data Files: These files contain information that a program

can read. It can not be displayed on the screen. Often,

it is represented in binary code.
 

3) Program Files: These files contain programs that the
 
computer can execute (i.e. SPSS-PC+)
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Storing-Fles
 

The information you enter into the computer is recorded on the
disk in concentric circles called tracks. 
Each track is made
up of sectors. The exact position of the tracks and sectors is
determined when the disk is formatted.
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GLOSSARY OF COMUTER TERMS 

-A 

ALPHANUMERIC: A general term for alphabetic letters (A through Z),

numerical digits (0 through 9), 
and special characters (- , / * &
% $ # @ etc.) which are machine processable. 

ANALOG COMPUTERS: A computer that measures a continuous change in the
physical conditions, such as temperature, light, air pressure, and
 so on. An analog computer has two tasks: (a) 
to measure conditions

that are always changing and; (b) to react with an electrical

signal that changes. 
Analog computers control instruments in
 
automatic planes.
 

ASCII: American Standard Code for Information Interchange. This

standard code, used by MS-DOS and most other systems, turns

letters, numbers, and symbols into electric pulses (bits) expressed
as a binary number. The numeric values for .eachdisplayable
character range from 0 to 255. 
W, for example is represented by
the number 87 which in a binary 3ystem is 01010111. To the
computer the "1" indicates a pulse is on wh!le a "0" indicates the
pulse is off. This standard insures that text which was produced by
one computer system can be used by another.
 

- B -

BACKUP: A duplicate copy of a program, data file, or diskette which
is stored in a safe place so that the working copy can be replaced

in the event that it becomes damaged or erased.
 

BATCH FILE: A file which contains one or more command lines which can
be executed as a group by entering the name of the batch file as a
 
command.
 

BAUD: A unit of measurement indicating the speed at which data can
be transmitted or received over long distances. One baud is equal
to one bit per second. Some common baud rates are 300, 1200, 2400,

and 9600.
 

BINARY DIGIT: Either of the characters 0 or 1. Abbreviated as "bit".
 

BIT: see BINARY DIGIT
 

BOOTSTRAP: A small program that is automatically loaded and executed

by a computer instructing it how to load and execute either larger

programs or the operating system.
 

BYTE: The number of binary digits needed to store one character of

information in memory or on a disk. 
The most common size byte
contains eight binary digits although seven is also found.
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- C -


CATHODE-RAY TUBE: The computer screen. This is a vacuum tube. 
When it
is on, tiny charges of its electricity race toward the phosphor
screen. 
The computer controls the exact path of each electrical
stream. These streams or "rays" hit the screen in the shape of the
letter or number that is typed. Abbreviated as CRT.
 

CENTRAL PROCESSING UNIT: The central processing unit receives every
instruction coming into the computer and sends out every result.
It has: (a) 
a control unit; (b) work areas including the arithmetic
unit; and (c) 
a place to store results. Everything works by a
clock that measures time in millionths of a second. The central
processing unit is the "heart" of the computer. 
Abbreviated as
 
CPU.
 

CHARACTER: A general term for any of the letters, numerals, signs,
and symbols used in computer programs and usage.
 

CONSOLE: The keyboard and display screen through which a user
 
interacts with the computer.
 

CPU: see CENTRAL PROCESSING UNIT
 

CRT: see CATHODE-RAY TUBE
 

CURSOR: A pointer (usually a horizontal line or solid box) which
indicates the location on the screen where the next character
 
entered will be displayed.
 

-D

d: The notation representing a disk drive letter (such as A:)
 

DATA: A general term for information such as words or numbers that is

stored or processed by the computer.
 

DEFAULT: An assumed value or action that is automatically used when a
different value or action is not specified by the user.
 

DIGITAL COMPUTER: A computer that works with specific numbers

(including words that are coded by numbers). 
 A digital computer
can do two tasks with numbers; (a) it can calculate with or combine
them as in "2 + 5", or 
(b) it can compare them as in determining if
 
"A W 9". 

DISK: A memory device consisting of a flat disk of plastic, coated
with a magnetic surface, on which programs, data, and other

information are recorded and stored as magnetic patterns.
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DISK DRIVE: A piece of computer hardware which acts as a mass storage

device for information. Microcomputers can have a hard disk drive
 
and/or floppy disk drive(s).
 

DISKETTE: A floppy disk, pertaining to the media on which data are
 
stored. Same as a DISK.
 

DISK OPERATING SYSTEM: A set of program instructions that remain in
the computer's memory and enable the computer to manage the storage

and retrieval of data from disks. 
This system also allows the user
 to interact with the computer by entering commands at the console.
Two widely used systems are MS-DOS (Microsoft Disk Operating

System) and CP/M (Control Program for Microcomputers). Abbreviated
 
as DOS.
 

DISPLAY: The screen portion of the console by which the user can view
 
printed or graphic information produced by the computer.
 

DOS: see DISK OPERATING SYSTEM
 

DRIVE: A device representing a floppy disk drive or a fixed (hard)

disk drive.
 

EXTENSION: The optional three-character suffix of a filespec that

distinguishes the file from others having the same filename.
 

-F-

FILE: A set of coded records that your computer stores under a single

label (filename) that you invent. Computer files are stored on
 
magnetic disks and tapes.
 

FILENAME: In DOS a one-to-eight-character name you assign to a file

stored on a disk. A filename can also contain an optional

three-character suffix or extension which is separated from the
 
filename by a ".". An example of a legal filename with an
 
extension would be LETTER.TXT.
 

FILESPEC: The combination of a drive letter, filename, and extension

that defines a specific file on a particular disk. For example,

B:FILE.EXT refers to the file located on the disk in drive B:,

with the filename FILE, and the extension .EXT.
 

FIXED DISK: see HARD DISK
 

FLOPPY DISK: see DISKETTE 
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- H -


HARD DISK: Typically, a storage device built into the computer which
will hold much larger quantities of information than can be stored
 on a floppy disk. 
Common hard disk sizes are 10 megabyte (mb),

20mb, and 30mb. Also called fixed disks.
 

HARDWARE: Any of the physical pieces of computer equipment such as

monitors, keyboards, disk and tape drives, etc. 
Contrast with
 
software.
 

- I -

INPUT DEVICE: Any device used to input data into the computer.

Common input devices include the keyboard, disk, tape, optical
 
scanners, etc.
 

-K-


K: see KILOBYTE
 

KILOBYTE: A measure of how much information a computer can store. One
 
kilobyte equals 1,024 "bytes." Abbreviated as K or KB.
 

MB: see MEGABYTE
 

MEGABYTE: One million bytes. Abbreviated as M or MB.
 

MEMORY: All of the computer's information including the language it
speaks, the facts you tell it, and the instructions it uses to do
its work. 
There are two types of memory: (1) permanent memory
called ROM or "Read-Only Memory" and (2)temporary memory called RAM
 
or "Random-Access Memory."
 

MENU: The list of choices presented in many computer software
 
programs.
 

MICROCHIP: A tiny piece of silicon covered with fine paths called

"circuits." 
A chip works on a small current of electricity

that moves along these circuits and are the workhorse of the
 
computer. Often called a "chip".
 

MODEM: MOdulator-DEModulator, a device that changes computer code into

signals that can travel over a telephone wire, and vice-versa.
 

MONITOR: The computer hardware that acts like a television screen and

displays the computer information. See CATHODE-RAY TUBE
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- 0 -

OPERATING SYSTEM: see DISK OPERATING SYSTEM
 

OUTPUT DEVICE: A device used for getting data out of a computer and

presenting them in the desired form to the user. 
Output devices
include the computer screen, printers, plotters, disk, tape, etc.
 
Contrast with input devices.
 

PARITY: A condition that applies to a unit of information wherein the
quantity of its true-valued bits is either even 
(even parity) or
odd (odd parity). By appending an extra bit (called a parity bit)

to the information, the computer can verify the accuracy of the

information received since all units are of equal length.
 

PERIPHERALS: The extra equipment (hardware) you can buy for a
computer. A printer is a peripheral as is a joy stick for playing

games. Software is not a peripheral.
 

PIXEL: An inaividual point of light on a computer screen.
 

PROMPT: The character or character string which is displayed by the
 
computer on the console screen when it requires information to be

entered by the user.
 

QUEUE: The lineup of work waiting execution. A queue may include: (a)
programs waiting to be run; (b) incoming messages needing action;

and (c) outgoing messages waiting for an open line.
 

- R -

RAM: Random Access Memory. The working space or temporary memory in amicrocomputer in which programs and data are temporarily stored

allowing them to be instantly retrieved and/or edited.
 

RESOLUTION: The amount of detail presented dn the monitor or screen.

A screen portraying chunky drawings has "low resolution" while a
 
screen showing many small details has "high resolution."
 

ROM: Read Only Memory. The permanent memory stored on a small silicon
chip inside the computer which always carries the same coded

instructions. The instructions tell the computer how to: 
(a) start

itself up; (b) interpret a language like BASIC; (c) add and

subtract; and (d) check on the keyboard, screen and other parts of
 
the computer.
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READ/WRITE HEAD: A unit that reads, records or erases data on a
 
storage medium, e.g., a small electromagnet used to read, write, or
 
erase data on a magnetic disk.
 

-8-

SOPWARE: Any programs, procedures, routines, and documents associated
with the operation of a computer system. Software for a computer

system can be categorized into application programs and systems
 
programs. Contrast with hardware.
 

STORAGE DEVICE: Any device used for storing data with a computer

system including hard disk, floppy disks, tape, etc.
 

SYNTAX: The general form or structure of a command line. A typical

syntax defines the necessary and optional items that are found in
 
command line.
 

WILD CARD CHARACTER: In MS-DOS, the characters " and "*" that are

used in the construction of filenames representing a group of

files. These characters indicate that any single character (?) or
 
group of characters (*) in the corresponding position of the
 
filename are acceptable.
 

WORD: The number of electronic pulses (bits) that a computer treats
 
as one item.
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The disk operating system (DOS) ties the
 
components of the microcomputer together as a
 
computer system. The components include the
 
keyboard, monitor, disk drive and printer. The DOS
 
is a program that also controls the use and
 
execution of application programs. Application
 
programs are designed to perform specific tasks. An

example of an application program is the ENABLE
 
wordprocessing package.
 

The DOS establishes the link between the
 
application program and the computer. Also, DOS
 
keeps track of where data and information are on the
 
disk and retrieves the information when you request

it.
 

Think of it this way, the floppy disk is like
 
a file cabinet. Just as you store file folders of
 
information in the file cabinet, you store files of
 
your data on your disk. Each file is "assigned" a
 
file clerk that manages these files and displays

them at your command.
 

From: BeQinner's Guide to MS-DOS. Heath Company,
 
1985.
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RESIDENW BAZsIN = M 

DOS has resident (internal) and transient
 
(external) commands.
 

REIDENT commands are stored in the computer
memory. Examples of resident commands are:
 

COPY DATE DELETE 
TIME TYPE DIRECTORY 
PROMPT RENAME MAKE DIRECTORY 

REMOVE DIRECTORY 

You can execute the resident commands at all
 
times.
 

T commands are sotred in the formatted

disk. This is done to conserve space (memory).

These commands are not used as often as the

resident commands. Examples of transient
 
commands are:
 

FORMAT PRINT TREE
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P I A Dl=X 

Format is one of the most fundamental utilities in DOS. It
 
records information on the surface of the ditsk which is then used by

DOS to determine where to read or write information. A disk must be
 
formatted before it can be used. FORMAT is the first program that you
 
run on any new disk.
 

CAUTION: FORMAT is a powerful command. Any data previously stored
 
on the disk will be removed as the disk is formatted. If any
 
information is stored on a disk and then it is reformatted, the
 
information will be erased.
 

The number of tracks per disk side depends on the type of floppy

disk used (See Figure 2). Disks can be either single-sided,

double-sided, ard high capacity. We will use double-sided disks during

this workshop.
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SYNONYM: REN
 

PURPOSE: Changes the name of the first parameter (filenamel.ext) to
 
the second parameter (filename2.ext).
 

SYNTAX: RENAME d:\pathname\filenamel.ext filename2.ext
 

REMARKS: The drive designation can be omitted from filenamel.ext if
 

the disk resides in the default drive.
 

Wild card characters can be used with this command.
 

RENAME is a Resident DOS Command.
 

NOTES:
 

TYPE
 

PURPOSE: Displays the contents of a file on the console screen.
 

SYNTAX: TYPE d:\pathname\filename.ext
 

REMARKS: <Ctrl S> stops the file dump.

<Ctrl Break> ends dump and returns to DOS
 

TYPE is a resident DOS Command.
 

NOTES:
 



DEL
 

SYNONYM: 	ERASE
 

PURPOSE: 	Deletes all files with the designated filename.ext in the
 
specified drive and pathname.
 

SYNTAX: 	 DEL d:\pathname\filename.ext
 

REMARKS: 	Wild card characters can be used with this command.
 

If the filespec is *.*, the prompt
 

Are you sure (Y/N)?
 

appears. If a Y or y is typed as a response, then all the
 
files are deleted as requested.
 

Hard disk user need to enter
 

DEL is a resident DOS Command.
 

NOTES:
 

COPY
 

PURPOSE: 
Copies one or more files to another disk. If you prefer,

you can give the copies different names. This command can
 
also copy files on the same disk or between to paths on a
 
hard disk.
 

SYNTAX: 	 COPY d:\pathname\filenamel.ext d:\pathname\filename2.ext
 

REMARKS: 	Two wild card characters can be used. A question mark (?)

indicates that any character can occupy that position. An
 
asterisk (*) in a filename indicates that any character can
 
occupy that position or any of the remaining positions in
 
the filename ot the extension.
 
For a two floppy disk machine without a hard drive no
 

pathname 	need be specified. The syntax is as follows:
 

COPY d:filenamel.ext d:filename2.ext
 

COPY is a Resident DOS Command.
 

NOTES:
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FORMAT
 

PURPOSE: 	Initialize the disk to a format acceptable to MS-DOS 2.00.
 
Report status of disk capacity.
 

SYNTAX: 	 FORMAT d:/S /V /1 /8 /B /0
 

REMARKS: IS Informs FORMAT to load the MS-DOS 2.0 operating formatted
 
disk. It includes the directory search (DIR) command.
 
Files copied are:
 

IBMBIO.COM
 
IBMDOS.COM
 
COMMAND.COM'
 

IBMBIO.COM and IBMDOS.COM are marked as hidden files;

they do not appear in the directory search (DIR) command.
 

/V Verifies that the disk was formatted correctly.
 

/M Format single-sided floppy disk (default double-sided).
 

/4 Format a disk in a high-capacity disk drive.
 

/8 Format 8 sector per track floppy disk (default 9 sector 
- per track). 

/B Causes FORMAT to create an 8 sector/track diskette with
 
space allocated for the IBMBIO.COM and IBMDOS.COM
 
modules. 
It does not place these files and the command
 
processor on the disk.
 

The /S parameter cannot be used with the /B parameter.
 

FORMAT is a transient DOS Command.
 

NOTES:
 

VER
 

PURPOSE: Displays the DOS version that is installed. 

SYNTAX: VER (press enter) 

MESSAGE: MS-DOS version 3.10 

NOTES: 

http:IBMDOS.COM
http:IBMBIO.COM
http:IBMDOS.COM
http:IBMBIO.COM
http:COMMAND.COM
http:IBMDOS.COM
http:IBMBIO.COM


DIR
 

PURPOSE: 	Lists the files in a directory. Files are listed with their
 
size in bytes and the time and date of their last
 
modification.
 

SYNTAX: 	 DIR d:\pathname:/P or /W
 

REMARKS: 	The /P option invokes the Page Mode. With /P, display of
 
the directory pauses after the screen is filled. To resume
 
display output, press any key.
 

The /W option invokes the Wide Display. With /W, only
 
filenames are displayed, without the other information.
 
Files are displayed five per line.
 

Wild card characters can be used with this command.
 

DIR is a 	resident DOS Command.
 

NOTES:
 

PRINT
 

PURPOSE: 	Prints the contents of and ASCII file.
 

SYNTAX: 	 d:\pathname PRINT filename.ext /C:n /L:n /P:n /R:n /T
 

REMARKS: 	/C:n produces n copies of the file. n can be any value from
 
1-255.
 

/L:n sets the left margin in the nth column.
 

/P:n sets the page length at n lines.
 

/R:n sets the right margin in the nth column.
 

/T terminates the PRINT function.
 

PRINT is 	a transient DOS Command.
 

NOTES:
 

23
 



DISK OPERATING SYSTEM ERRORS
 

1) Enter the A: drive and open the door of the A: 
drive.

Type: DIR A: and press the ENTER key.

An error message appears: Not ready error reading drive
 

Abort, Retry, Ignore
The error means that DOS can not read the disk in drive A:
This error message can be seen if the door is open, or you
have a faulty disk, or yuu are using an unformatted disk.

DOS gives you three ways to respond.

1) Abort- DOS stops trying to read the disk.

2) Retry- This allows you to make corrections and try the


command again.

3) Ignore- This tells the computer to ignore the error and
 

try again.
 

Close the door and type "R" for Retry.
 

2) Type DUR and press the ENTER key. DOS does not understand
this command and responds: Bad Command or file name
Correctly type the command DIR and press ENTER.
 

3) Change to drive C:
 
Change to drive Z: by typing Z at the C: prompt.

The error message appears: Invalid drive specification

This means the computer can not find the drive you

specified.
 

4) The General Failure message appears when you attempt to
 access a disk that has not been formatted or is damaged.
 

5) The Insufficient Disk Space message appears when you have
used up all the space (bytes) on a disk. To correct this
 error, use a new disk or remove files from the existing

disk.
 

6) The Sector Not Found message appears when you have a
faulty or damaged disk. Try retrieving the file on
a&Jother machine or try using a different disk.
 

7) The Seek message appears when the disk is unable to find a
track. This message may be due to:

1) the disk drive being out of alignment--Get technical
 

help to solve this problem.

2) the disk was improperly inserted--Re-insert the disk
 

and try again.

3) the disk may be physically damaged--Get a new disk.
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MT DO 	 Z USED? 

You want to know the name
 
of a file DIR
 

You want to see the content
 
of a file 	 TYPE
 

You want to move a file to
 
a different directory COPY
 

You want to change the name
 
of a file 	 RENAME
 

You want to removG a file 	 DELETE or
 
ERASE
 

You want to view the directory
 
a page at a time DIR/P
 

You want to re-enter the time 	 TIME
 

You want to know how much
 
space you have left 	 DIR look at
 

available
 
space--bytes
 

You want to know which
 
DOS version is in use VER
 

25
 



MWTO EBOOTT 

There may be times you wish to clear the entire

microcoputer screen and go back to the system

prompt (A> or C>). 
 To do this, you must "reboot"

the machine. Follow the steps below to reboot.
 

1) 
 Take out the data disk from Drive A.
 

2) Hold down the Ctrl 
and Alt keys and press
 
the Del key.
 

3) 	 You get a DOS (Disk Operating System) prompt.
 
The prompt is C>.
 

4) 	 Now you are ready to insert the data disk into
 
Drive A.
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DIRECTORIES
 

Personal computers generally use two types of directory

structures: flat and hierarchal. 
The flat directory structure allows a

limited number of files to be stored in a single directory per disk.

The hierarchical directory structure, like a tree, allows a disk to
 
contain several directories. 
People often use root directories and

subdirectories to distinguish the foundation of the directory structure
 
from the branches of a tree which own their existence to the root of
 
that tree.
 

The root directory is the directory that is automatically

created when you format a disk. The tree directory structure grows as
 
you create directories for groups of files that are related. With this
 
structure you can go through the root directory to a subdirectory and
 
get a specific file below it; you can also travel back to the root
 
directory.
 

When files are created, names are given aid saved. If you

next request a file by name, DOS searches through the directory

by looking for a file that matches the name you requested. The
 
DIR command causes DOS to give you a list of all "'he files
 
contained with a specific directory.
 

ROOT DIRECTORY
 

I 
ENABLE 

I I 
SPSS/PC 

I 
GAMES 

I 
WAN 

PROGRAM 
1 --- 7 

FILE 

I 
F- -7T-

SYSTEM FILE TT 

II 
--
SC 

T 
VX WPF DATA 

I I 
DATA OUTPUT 

To move through the tree structure, you may issue commands
 
that use a path name. A path name is a list of directories that
 
DOS follows in order to find a given directory or file. The
 
names of directories in a path name are separated by the backslash
 
character [\]:
 

[\J[directory][\][filename.ext]
 
EXAMPLE:
 

c:\SPSS\SLFS.PRG OR c:\SPSS\SLFS.DAT
 

POMMANDS THAT HELP TO MANIPULATE THE DIRECTORY:
 

DIR = to view directory of the disk in a drive 1/p] I/w)
 

MKDIR (MD) = to make or create a subdirectory
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CHDIR (CD)  to change a directory
 

RMDIR (RD) 
-
to remove a directory
 

MWITQ C A SUBDIRECTRY- .
 

?KDIR 	C:\SPSS 
 OR MD C:\SPSS
 

go M -CREA DIRECTORY UNDER A DIRECTORY 
MDDIR 	C: \SPSS\PROG 
 OR MD C: \ENABLE\OUTPUT
 

HOWi TO COPY A FIL INO- SUBDIRECTORY: 

COPY A:SLFS.PRG C:\SPSS\PROG
 
COPY C:\SPSS\PROG\SLFS.PRG A:
 

HO.T .EM . ONE ..TO ARM= .. DIRECT.......
 
CHDIR\ OR 
CD\ - to bring you back to root directory 

CD C:\ENABLE\ISDATA.ASC  to go to the data file in ENABLE
 
from spss or other subdirectory
 

or

CD\SPSS\SLFS.DAT  to get to the SLFS.DAT file from a
 

another file but in the same drive
 

TIQ ACCES IQ PAREN 
DIRCTR ZB" A ScUBDIRECTORY: 
C>.. - to get to the parent directory (FROM \spss\prog TO
 

\spss)
 

HOW RMOE - DIRECTORY:
 

RMDIR 	C:\SPSS\PROG 
= to delete the (prog) subdirectory
 
from its parent directory [\spss]
 

Note: 	It only operates when the directory to be removed is
 
empty..
 

.
28.. 
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MD 

SYNONYM: MKDIR
 

PURPOSE: Makes a new directory on the hard disk.
 

SYNTAX: MD d:\pathname
 

REMARKS: On most hard disk machines, the drive specification will be
 
C:.
 

MD is a Resident DOS Command.
 

NOTES:
 

29
 



CD
 

SYNONYM: CHDIR
 

PURPOSE: Changes current directory. 
 '
 

SYNTAX: CD d:\pathname
 

REMARKS: 
For most hard disk computers, the drive specification will be

C:. a---J -& .- - C* 

pathname is a sequence of characters of the form:
 

\Directory\Directory...
 

CD is a Resident DOS Command.
 

NOTES:
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RD 

SYNONYM: RMDIR 

PURPOSE: Removes a directory on the hard disk.-' Q - i"r 2 I 2Y...' 

SYNTAX: RD d:\pathname 

REMARKS: 
Prior to using this command, the files in the directory must
 
ave been deleted using the DEL command.
 

RD is a resident DOS Command. __ A.
"50k C 

NOTES:
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TREE 

PURPOSE: Displays a directory map. r'&$ C1,V 

SYNTAX: TREE
 

REMARKS: TREE is a transient (external) command. 
The /F option displays the directory map with the
 
name of files in each directory of the current
 
drive. 

NOTES: 
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C=NGIMG DMCTORES 

Now that you have created three subdirectories, you will
 
want to move back and forth among them. The CD (change

directory) command is used to change the current directory.

Just as you change the drives from C: 
to A:, you can change

the current directory. You are in the PAYROLL directory.

To change to the BUDGETS directory, type:
 
CD\BUDGETS
 

Now list the DIR You will see this display:
 
Volume in drive A has no label
 
Directory of A:\BUDGETS
 

* DIR date time 
DIR date time
 

The directory name is shown as A:\BUDGETS
 
In DOS, the backslash is used to represent the root
 
directory which has no name. 
The \BUDGETS specifies a PATH
 
to the BUDGETS subdirectory. The single dot is shorthand
 
for current directory. The two dots are shorthand for the
 
parent directory.
 

CREATING SUBDIRECTORIES WITHIN A SUBDIRECTORY
 

BUDGETS has two subdirectories within it. REPORTS has
 
three subdirectories and PAYROLL has none. 
 You create the
 
subdirectories within a subdirectory the same way you

create subdirectories in the root directory.

You are in the BUDGETS subdirectory. Type: MD TEACHERS
 

MD SCHOOLS
 
Display the DIR Move to the TEACHER subdirectory by

typing: CD\TEACHERS
 
Display the DIR
 
The second line will read as:
 

Directory of A:\BUDGETS\TEACHERS
 
This explains the path to the TEACHER directory. The
 
A:\BUDGETS\TEACHERS means that to travel to TEACHER, you

must start at the root directory, move to BUDGETS, then go
 
to TEACHER.
 
To return to the parent directory, type: CD..
 
To return to the root directory, type: CD\
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To continue developing the tree structure in the picture,

type: CD\REPORTS 
You are in the REPORTS directory.

Type: 	 MD FINAL
 

MD QUARTER
 
MD SURVEY
 

SAND PATH NAMES 
The path to QUARTER begins at the root directory, moves to
REPORTS, and then goes to QUARTER. The general form of a

path name is \DIRECTORY NAME\DIRECTORY NAME
 

REMOVING A DIRECTORY 

To remove a directory, you must use the RD (remove

directory) command.
 
Directories can not be removed using DELETE 
Move to the

REPORTS directory. Remove the survey directory by typing:

RD\REPORTS \SURVEY
 
List the DIR 
You will see SURVEY no longer appears.
 

TREE Command
 

The 1'REE command displays the names of all directory

structures of a disk. 
The general form of the TREE command
 
is:
 
TREE drive specifier

TREE is an external command. 
See how TREE works.
 
Type: TREE
 
This appears on the screen: 	 Directory Path Listing
 

Path:
 
Sub-directories:


To include files in the display, type TREE/F
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SUBDIRECTORIES EXERCISE
 

A disk can contain several directories, with each directory
containing a group of related files. 
 The ROOT DIRECTORY is

created by the format process. You can also define

subdirectories of the root directory. 
A subdirectory

usually holds a group of related files. 
 The directory that

encloses a subdirectory is called the PARENT DIRECTORY.

The disk directory structure used by DOS is called the TREE
 
structure. 
This is because the root directory and

subdirectories look like the root system of a tree. 
An

example of a directory with subdirectories is shown below:
 

lBUDETS[ 
 IR EPO R TS 1 [PAYROLL[
 

TEACHERS ISCHOOLsf FINAL QUARTER SURVEY 

The root directory has three subdirectories: BUDGETS,

REPORTS, and PAYROLL.
 
BUDGETS has two subdirectories and REPORT has three, and
 
PAYROLL has none.
 

CREATING SUB-DIRECTORIES
 

Insert a formatted disk and change to drive A:

You will develop the directory in the picture above. To
 
create a subdirectory, use the DOS command MD (make

directory).

The general format of this command is MD\directory name

The directory name has up to eight characters and NO
 
extension.
 
Type at A MD\BUDGETS
 
Display the 
DIR and you will see: BUDGETS DIR date time

The DIR indicates that BUDGETS is a directory, not a file.
 
Create the other two directories.
 
Type: MD REPORTS
 

MD PAYROLL
 
Display the DIR again to see the additional directories.
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DOS COMMANDS EXERCISE
 

These commands can be printed in upper or lower case
 
letters.
 

1) VER
 

This DOS command displays the current DOS version the
 
message is MD-DOS version 3.4
 

2) DIR
 

This DOS command lists all the files in your current
drive. 
It is like the table of contents in a book.

Each directory line begins with two lines:
 

Volume in drive A has no label
 
Directory of drive A:\


After all the files are listed, DOS returns the drive
 
prompt to the screen. The DIR command provides

information about:
 

1) the file name and extension
 
2) the size of the file
 
3) the date the file was created
 
4) the number of files on the disk

5) the amount of space available on the disk
 

Try the following directory commands:
 
--DIR (press ENTER)

--DIR/P (press ENTER) The directory appears page by
 
page
 

--DIR/W (press ENTER) 
The directory appears wide
 
--DIR A: (press ENTER) This is the A: drive directory

--DIR C: 
(press ENTER) This is the D: drive directory

--DIR Z: (press ENTER) 
This directory does not exist
 

3) FORMAT
 

This is the DOS command that prepares the floppy disk
for use. 
All new disks must be formatted.
 
CAUTION: If you format a disk that has files already
stored on it, those stored files will be destroyed!

Format a new disk using the following command:
 

FORMAT A:/S
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This command specifies the drive and the Is option.

The /s option copies three files to the new disk. 
The
 
new files are:
 

IBMDIO.COM (this is a hidden file)

IBMDOS.COM (this is a hidden file)

COMMAND.COM (this appears in the DIR command)


Press ENTER. The next message appears as:
 
Format complete
 
xxxxx bytes total disk space
 
xxxxx bytes available on disk
 
Format another (Y/N)


Now look at the A directory. You see the COMMAND.COM
 
file listed
 

4) COPY
 

This DOS command allows you to copy files from one
 
place to another. This command requires two pieces of
 
information; the drive and the file name.
 
Try this command:
 

copy a:lesson2.wpf c:
 
This copies lesson2.wpf from the a: drive to the c:
 
drive.
 
Try the next command:
 

copy a:lessonl.wpf a:
 
This tries to copy lessonl.wpf from drive a: to drive
 
a:. A file can not be copied into itself so an error
 
message appears.
 
Try the next command:
 

copy a:lesson2.wpf c:
 
This copies lesson2.wpf to drive c:
 
Look at the a: directory (DIR A:). There are 6 files
 
and you copied two. Liik at the c: directory (DIR

C:). It is missing: lesson3.wpf dosexl.wpf
 
dosex2.wpf
 
Try the wildcard (*) command:
 

copy a:*.* c:
 
List the directory of c:. The wildcard (*) copied all
 
the files from a: to file c:
 

5) RENAME
 

This DOS command gives a new name to a file. Rename
 
the lessonl.wpf file in a: to first.wpf

The command you use is:
 

rename a:lessonl.wpf first.wpf

List the a: directory.
 
Try the next command:
 

rename c:lessonl.wpf firEt.wpf

Try the command:
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http:COMMAND.COM
http:COMMAND.COM
http:IBMDOS.COM
http:IBMDIO.COM


rename a:firstl.wpf new.wpf

An error message occurs:
 

Duplicate file name or file not found.
The a: directory could find a file called first.wpf

but not firstl.wpf
 

6) DELETE
 

This DOS command removes files from 
the directory.
List the C: directory and locate dosex2.wpf How many

files are there?
 
Type: del c:dosex2.wpf

List the directory again.

Now how many files are there?
 
Try:
 

del c:dosex2.wpf

An error message occurs:
 

File not found

This file is no 
longer stored on the c: drive and

that is the reason for the message.
 

7) TYPE
 

This DOS command displays the contents of a file to
 
the screen.
 
Try these commands:
 
Type: a:first.wpf

Type: c:lesson2.wpf

Type: a:dosexl.wpf

Type: a:lessonl.wpf (This file can not be

found because we renamed it first.wpf)
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USING ENABLM 

INTRODUCTION TO KEY STROKES FOR M 

PRESS FNION 

ARROWS 
 Move cursor
 
Cap Lock Turns cap mode on/off

Nun lock Turns Num mode on/off

Ins Turns Insert mode on/off

Del Deletes test to the right of the
 

cursor

F1 Displays Help Message

F2 Combined with other keys to control
 

the cursor
F3 Inserts line above the cursor

F4 Deletes a word at the cursor
 
F5 
 Find function

F6 
 Find and Replace function
 
F7 Marks a block of text
FS Copies and moves the block of text
F9 Combined with other keys for Expert
 

Commands
 
F10 Displays Topline Menu (except DBMS)
 
The following key strokes are a combination of the ALT key
with function keys. The slash indicates that you have to
hold down the ALT key first and press the function key

sequentially to give the command.
 

PRESS 
 FUNCTION
 

ALT/Fl Directory of function keys

ALT/F2 Print a file
 
ALT/F3 
 Delete a line and delete ruler

ALT/F4 Center a line

ALT/F5 
 Copy block from another window

ALT/F6 Insert a ruler at cursor

ALT/F7 
 Clear existing block markers

ALT/F8 
 Move block of text

ALT/F9 
 Record and execute macros

ALT/FlO Display Save Menu
 
ALT/L 
 Set left margin at cursor

ALT/R 
 Set right margin at cursor

ALT/J 
 Right justification

ALT/T 
 Set tab at cursor
 

39
 



----------------------------------------------

-----------------------------------------------------

TE ENABLE STATUS LINE
 

The status line is located at the bottom of the screen and
gives information about your present file and the modes that
 
are active. The line appears as follows:
 

#1 REF/B A:MEMO.WPF DRAFT 	 L:01 C:001
 

#1 	 Refers to the window that is open and currently in
 
use.
 

REF/B 	 Refers to the Reformat mode. 
If the text 	is edited,

the block will readjust to fit within the margins
 

A:MEMO.WPF 
Refers to the drive, file name and file extension.
 

DRAFT 	 The document is displayed in the draft mode and does
 
not appear on the screen the way it will look when
 
it is printed.
 

L:01 	 This tells the line of the screen on which the
 
cursor is currently positioned.
 

C:O01 
 This tells the column in which the cursor is
 
currently positioned.
 

** CAP will also be visible on the status line when you are 
using the Cap Lock 
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----------------------------------------- 

SETTING A RULER WITH ENABLE
 

The ruler is part of the LAYOUT Menu and can be accessed using

the following steps:
 

STEP 	1: Press F10 to display the Top Line Menu
 

STEP 	2: Select Layout by moving the cursor to that point OR
 
press "L" for Layout. The Layout options appear.
 

STEP 	3: Select #1 and the following screen appears:
 

L---------------------

R
 

The "L" is the left margin and in column 1. The "R" represents

the right margin in column 78. No Tabs are-set on this ruler.
 

STEP 	4: To set a ruler:
 

(a) 	Adjust the cursor to where you need the left margin and
 
press "L".
 

(b) 	Position the cursor for the Tabs and press "T"

(c) 	Position the cursor to where you need the right margin and
 

press "R".
 

PRACTICE EXERCISE:
 

--Set a ruler that has: 	Left margin in column 15
 
Tab in column 20
 
Right margin in 68
 

**Use the Status Line to locate the columns needed.
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PRINTING A FILE
 

There are several options available for printing a file as
 
discussed below.
 

1) One Touch Printng 

You can use a function key to get a printed version of the file
you are creating or editing. 
Press ALT/F2. This function key
prints pages in the format established in your profile. If you
have not established a print profile, your file will be printed

on the default print form.
 

If you display the file in final form, you can see the way it
will look in print. However, it does not have to be in final
form to be printed. If you press ALT/F2 while the file is in
draft form, the system will convert it to the final version
with the headers and footers you inserted before printing.
 
*One touch printing is available when you are using a
 
word-processing or spreadsheet file.
 

2) Top Line Menu
 

The print form appears when you print using the Top line Menu.
 
*Press F10 /P(rint) /RETURN
 

Enable will display the options shown below:
 

Print Form
 

Print: Entire File 
 Selected Pages
 

Number of copies: 1
 
Paper type: Continuous Form Single Sheets
 

Unidirectional Print: 
 No Yes
 
Print a title page: No Yes

Leading blank page: 
 No Yes

List priint statistics: No Yes
Date Picture: Standard Military Numerical European Numerical
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Once you have selected you print options, you may print the

file by pressing ALT/F2. The file will be printed in the
 
page layout designated in the Page Form which is explained

below. The print form specification you have just selected

will be used and then saved with your file. If you want to
 
review Page Form, press PGDN.
 

If you decide not to print the file, press ESC. 
You can save

these specifications with your file even if you decide not to

print the file now by pressing ALT/FlO.
 

3) F;ace Form
 

The Page Form allows you to determine the appearance of each
 
page in your document.
 

To display Page Form:
 

Press F10 to display the Top Line Menu.
 
Select PRINT by moving the cursor to PRINT and entering


Return or simply entering P.
 
Press PGDN.
 

You will be given an opportunity to modify the page length,

page width, lines per inch, top margin, bottom margin, blank

lines between header and text, blank lines between text and

footer, the left margin offset and the line spacing.
 

The down arrow will scroll to a second screen allowing you to
specify if the pages should be numbered and if so where. You

will also be able to indicate the location of footnotes, select
 
a font, and indicate if proportional spacing and letter quality

should be used.
 

If you want to print the file in this Page Form, press ALT/F2.

The Page Form specifications you have just selected will be
 
used and then saved with your file.
 

To avoid printing the file, press ESC. 
This will return you to
 your file. You can save the print specifications associated
 
with your file even if you decide not to print the file while
 
in Page Form by pressing ALT/FlO.
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~ROCQESSING JUCS 
Lesson
 

This exercise provides practice in the following word
 
processing skills:
 

--Accessing an existing file
 
--Changing the ruler
 
--Cursor controls
 
--Inserting and deleting text
 
--Storing the edited file
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Retrieving a File that is Stored:
 

--Access ENABLE
 
Call up the Main Menu and select: 	 Use System
 

Word Processing
 
Revise
--Retrieve the file named A:WORDEX.l This is the text you


will use to complete this exercise
 

Setting the Ruler:
 

--Press F10; Select Layout; Select Insert Ruler (#I); Press
 
ENTER
 

--Position the left margin in column 10; 
set a Tab in columns
13, 32 and 45; set the right margin 	in column 70. The entire
text will "shift" when you press ENTER since the status line

indicates REF (automatic reformat).
 

Cursor Control:
 

Move the cursor to the end of the document. CTRL/END
 
or F2/END
 

Move the cursor to the top of the screen. CTRL/HOME
 
or F2/HOME
 

Move down three lines 
 down arrow
 

Move to the next word on the line CTRL/---


Move to the last word on the line F2/---


Move to the previous word on the line 
 CTRL/.--


Move to the first word on the line F2/&
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Inserting and Deletinj Text:
 

--On the first line, change Three to Four.
 

--Add the following information to the list of names:
 
Joyce Brooks Manager 531/421
 
Press the insert key and add the following phrase to the
 
first sentence:
 

and enroll the new managers in the next "Management

Guidelines" session.
 

--In sentence 3, change an additional session to:
 
a "special" session.
 

--Correct the typos in personel fyles.
 

--Add the following sentence to the end of the text:

Please contact these people and schedule an appointment

for me to meet with them individually to congratulate

them on their achievements with the company.
 

Storing the File: 

To store a file in ENABLE: Press F10 
Select SAVE 
Select ACCEPT 
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PROMOTIONS
 

Three employees have been promoted this month.
 
Please make any necessary changes in the personel

fyles. 
You may noed to consider an additional session
 
due to the scheduled annual inventory next month.
 
Provide each individual with an alternate date.
 

NAM= ILEPRMN 

Steven Murphy Asst. Mgr. 945/122

Betty Moore Manager 531/245

Sndy Powell Manager 939/689
 

O 

I'47
 

r,_.-Y. '~, 
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Lesson 2
 

This lesson provides practice of the following word

processing skills:
 

-Retrieving a file already stored
 
-Inserting new text
 
-Deleting text that is stored
 
-Inserting a ruler (margins)

-Adding lines to the text
 
-Deleting entire lines from the text
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--

--

Retrieving a File that is Stored
 

--Call up ENABLE
 
--Press the (End] key to bypass the prompts.

--Once a new screen appears, hit the Enter key till you
are on the line which has the choices of Create,

Revise, Print, or Mail Merge.


--Move the cursor to Revise by hitting the -- located on

number 6 of the numberpad. Hit the enter key.


--Type in the assigned name: A:LESSO172.WPF
 

Inserting Text
 

--Move to line 3 and place the cursor after the word
 
Republic. Hit the "ins" key.
 

Add the initials (YAR) after the word Republic. The
 
text will automatically reformat. 
Hit the insert key
to cancel the insert command (the flashing square).
 

Deletina Text
 

--Move to line 4 and place the cursor under the t in the
word third. This should read half. 
Press the "del"
key and remove the word third. Press the "ins" key and

add the word half. 
Hit "ins" again to cancel the
 
insert square.
 

--Move to line 5 and locate twoo. Hit the "del" key and
 
remove the word from the text.
 

Move to line 7 and locate Yar. Place the cursor under
the a in Yar. Press the shift key and type AR. 
Now it
 
should read YAR.
 

Inserting A Ruler
 

--Move to the end of the text.
 
--Hit [F10] and a menu of options appears. Move the
 
cursor to Layout. Hit return.
 

--Select the layout option you need. 
This would be
number 1, "Insert Ruler". Hit "1" on the top row of
the keyboard and the Enter key. 
A ruler appears at
 
this spot in the text.
 

--Set the margins:

Type an L in column 20 for the left margin.

Type a T in column 30 and column 40 for tabs.

Type an R in column 50 for the right margin.


Hit return and this "sets" the margins.
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--

--

Inserting Text
 

--Add the following lines of text:
 

SCHOOL 
 MALE FEMALE
 

Hodeiah 264 
 21
 
Ibb 193 
 4
 
Sana's 481 
 5
 
Taiz 82 5
 
Ibb 193 4
 
Hodeidah 264 
 21
 

Inserting Lines in a Text
 

Move the cursor above the word SCHOOL. Hit fF3] three

times. 
This adds three new lines.

Move the cursor up three spaces. Place the cursor at
the left margin. 
Hit the "Caps Lock" key, located
under the right shift key. (Notice the word Cap at the

bottom of the screen.)
 

--Type in the following title for table 4.4:
 
SCHOOL DISTRIBUTION BY GOVERNORATE
 

AND SEX
 

Deleting Entire Lines from the Text
 

Taskl
 

Move the cursor to the line that starts with Hodeidah.
Place the cursor under the H in 
 Hodeidah.
 --Hit the Alternate (Alt) key, located below the left
shift key, and [F3]. 
 This deletes the entire line.
 

Task 2
 

--Move the cursor to the line that starts with Ibb.
Place the cursor under the I in Ibb.
 
--Hit Alt/CF3]. 
 The line is deleted.
 

Save the Text
 

You may save your text in two ways.
 

CFlOJ/S 
 or 	 [F10] then select save
 
from the menu
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(line 1) 4.1.4.1 Student Enrollments and Characteristics
 

The aggregate pattern of enrollment growth in the Yemen
 
Arab Republic has been dramatic over the last decade. Almost
 
one-third of all enrollments are in the Sana'a and Taiz
 
governorates. The estimated population for these two twoo
 
governorates is approximately 37 percent of the total for the
 
Yar so that there is a degree of relative advantage in
 
education access indicated in terms of enrollments for these
 
two regions.
 

The enrollment pattern is shown in Table 4.4
 

TABLE 4.4
 
SCHOOL AND CLASSROOM DISTRIBUTION 

BY GOVERNORATE AND SEX 

Male Female Ciducational"
 

Schools Classes Schools Classes Schools Classes
 

Sana'a 481 1832 5 20 679 3610 
Tait 82 469 5 31 470 2898 
Hodeidah 264 1015 21 149 55 420 
Ibb 193 748 4 33 363 1745 
Dhavar 296 1039 2 11 156 685 
Hajjah 276 890 1 9 110 501 
Beidah 99 427 3 13 56 306 
Sa'ada 148 541 4 17 33 144 
Hahweet 88 295 .... 117 522 
Ha'rib 76 275 .... 21 96 
Al-.Tawf 27 83 -- -- 34 121 

TOTAL 2030 7614 
 45 283 2094 11048
 

Hale Enrollment: 196,660 -- 318,264 
Female Enrollment: -- 12,111 75,177 

Source: Ministry of E6ucstion, Educational Statistics, 1984.
 

From: Yemen Arab Republic Education and Human Resources Sector
 
Assessment. January, 1986
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Lesson 3
 

This exercise provides practice in the following word
 
processing skills:
 

--Accessing an existing file
 
--Inserting and deleting entire lines of text
 
--Using the FIND command
 
--Using the FIND AND REPLACE command
 
--Using the COPY and MOVE commands
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Retrieving a File that is Stored
 

--Access ENABLE
 
--Call up the Main Menu and select: Use System
 

Word Processing
 
Revise
 

--Retrieve the file named A LESSON3.WPF
 

Making Spelling Corrections
 

--Move the cursor to line 3. The word achieve is spelled

incorrectly. 
Place the cursor under the first e in acheive.
 
Type in ie. Now the word should read achieve.
 

Deleting Text
 

--Move the cursor to line 4. The word sciences appears twice.
 
Place the cursor under the s in sciences. Hit the delete key

(del) which is located in the bottom row of the numberpad.

Hit this key for each letter in the word science.
 

--There is a simpler and faster way to delete entire words.
 
Move the cursor to the last line of the text. The work
 
perfecting appears twice. Place the cursor under the p in
 
perfecting and hit the key marked F4 on the far left side of
 
the key board. The entire word is deleted.
 

--Move the cursor to the beginning of line 2 in the second
 
paragraph. You will notice that it is the 
same as the first
 
line. To delete the entire line, hold down the ALT key and
 
press F3. The entire line is deleted.
 

Inserting Text
 

--Move the cursor to the first line of the text. The word
 
acadeic should read academic. Place the cursor under the i.
 
Hit the Ins key which is located at the 0 on the numberpad.

The cursor now appears as a large flashing square. Type an m
 
and the new word should read academic. Hit the insert key

again to cancel the insert command (the flashing square).
 

--Move the cursor to the 6 underneath the title of the text.
 
There should be a space separating this line from the title.
 
Press F3 and a blank line will be inserted between the two
 
lines.
 

Find Command
 

53
 



--

--

--

--

This command allows you to quickly locate a word or sentence
in your text. Position the cursor at the beginning of the
text. Press Fl0 to display the Top Line Menu. Move the
 cursor to Find and press enter, or simply press F. The

following menu will appear on the screen:
 

Select the option you want by typing the option number.
 
1. Find only

2. Find and replace

3. Find and mark
 

Press 1 
for the first option. You will see the following:
 

Enter string to find:
 

Type in the word: students
 
The following search options menu will appear:
 

Accept Options Change Options
 
Case: Ignore
 
From: Current
 
To: Bottom
 
Col: All
 
Occurrences: 1
 

Press ENTER to accept these options. The cursor will now move
to the first occurrence of the word students.
 

--Move the cursor back to the beginning of the text
(CTRL/HOME). Press F10 again and select Find. Now press 2 for
the Find and Replace option.

When Enter string to find:
 
appears, type in the word students. A second prompt will be
 
displayed:

Enter Replace String

Type in the word pupils. The search option menu will appear

again. Move the 
cursor to Change Options.
 

Press ENTER when Case appears. This will select Ignore
and all occurrences of students will be changed to pupils,

regardless of whether the word is written in upper case or
 
lower case letters.
 

Press ENTER when Current is highlighted. This will begin
the search from the current position of the cursor.
 

Press ENTER when Bottom is highlighted. This will continue

the search all the way to the end of the text.
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--

--

--When Column appears, type in the word ALL. The search will

continue through all columns of the text.
 

-When Occurrences appears, type in the word ALL. 
This will

change every occurrence of the word students to pupils.
 
After you have completed the last section, the Find and
 
Replace command will begin.
 

IF YOU DECIDE TO ACCEPT THE "SEARCH OPTION" MENU
 

F5-- If you decide to accept the "search options menu," you

can repeat the "Find" procedure by pressing F5. After the

first occurrence of the word is found, F5 will bring the
 
cursor to the next occurrence.
 

F6-- Pressing this key repeats the "Find and Replace"

procedure. 
The cursor will move to the next occurrence of the

word and replace it with the new word.
 

CopyinQ and MovinQ Text
 

ENABLE will duplicate any portion of your file or move a
section from one place to another within your file. 
The COPY

command duplicates text and the 
MOVE command relocates it.

To designate the text to be copied or moved, you will have to
 
set a BLOCK.
 

Move the cursor to the beginning of the first paragraph.

Press F7 to set this end of the block.
 

Move the cursor to the ond of the first paragraph and press

F7 to set the end of the & ock.
 
You will see that the entiLe block is highlighted on the
 
screen.
 

--To copy and move the highlighted paragraph:

Press FI0 to disp..ay the Top Line Menu. Select the EDITOPS

Function to turn the automatic reformat OFF. If you do not do

this, any blank spaces in you text will be removed. Simply

press 3 and the automatic reformat is turned off.
 

--Move the cursor to the beginning of the first line after the

second paragraph. Press F8. 
 You will see the blacked text

copied to the place where the cursor is positioned.
 

Now move the cursor to the beginning of the block of
 
highlighted text. 
You are going to delete the entire block of
text. 
Press F9, then press Del, then press B. The entire
 
block should be deleted.
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--Move the 
cursor to the beginning of what is now the first
paragraph. Press F7 to start the 
beginning of the block.
Move the cursor to the end of the paragraph and press F7 to

mark the and of the block.
 

--To move the highlighted paragraph back to its original
position without copying it, move the cursor to the line just
below the second paragraph at the point at which you want the
text to be moved. 
Press ALT/FS. You will see the blocked text
moved to the place where the 
cursor is positioned.
 
After you are done, you can turn on the automatic reformat
 
function by pressing FI0, select EPITOPS and press 3.
 

QUICK REVIEW OF FUNCTION KEYS LEARNED IN THIS LESSON
 

F3--Inserts a blank line in your text.
 

ALT/F3--Deletes a line in your text.
 

F5--Repeats the FIND procedure.
 

F6--Repeats the FIND AND REPLACE procedure.
 

F7--Highlights a block of text.
 

F8--copies a block of text.
 

ALT/ F8--Moves a block of text without copying it.
 

F9, DEL, B--Press in order and one at a time. 
This will
 
remove a highlighted block of text.
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ENABLE WORD PROCESSING: LESSON 3
 
6.1.4.2.4 Evaluation
 

The academic pace set in the Technical Secondary Schools is
 
a competitive one and the student's major goal seems to be to
 
acheive high grades in the scholastic subjects, particularly in
 
the sciences sciences. These courses have the strongest impact
 
on obtaining university admission. As the MOE commits itself to
 
granting university admission to the top three students in each
 
skill department of each TSS annually, students are highly

motivated. There are few other advanced training possibilities

for TSS students at this point with technical pedagogical

training accounting for most of the opportunities. The remaining

graduating students receive no other planned support from
 
government. However, they have the opportunity to be hired as
 
teachers or to join the government civil service or the private
 
sector.
 

It generally is recognized that TSS graduates who enter
 
immediately into technical work need substantial on-the-job

training. Therefore, it is not unusual to find only a
 
perfunctory evaluation of student's work at both schools with
 
best projects chosen for exhibition. Students are graded on
 
these projects and long hours are spent in perfecting
 
perfecting them.
 

From: Yemen Arab Republic Education and Human Resources
 
Sector Assessment. January,1986.
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DEVOPING A DATABASE FOR THE STUDENT INFORMATION SURVEY 

L. DESIGNING TME DATABASE L U c-

Select: 	 USE SYSTEM
 
DBMS/GRAPHICS
 
DESIGN
 
DATA DEFINITION p: : 	 ' 

Type the database name: A:STUDENT
 
Press ENTER
 

Select: NEW FILE
 
Press ENTER
 

Enter database description: STUDENT INFORMATION SURVEY
 
Press ENTER
 

Enter default input form: A:STUDIF
 
Press ENTER
 

Enter default report form: A:STUDRF
 
Press ENTER
 

Now you are able to design the database fields:
 

Enter field name: SCHNAME
 
Select method: QUICK
 
Select type of data: INTEGER
 
Length of field: 2
 

Enter field name: GRADE
 
Select method: QUICK

Select type of data: 
INTEGER
 
Length of field: 1
 

Enter field name: GENDER
 
Select method: QUICK
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Enter field name: AGE
 
Select method: QUICK
 
Select type of data: INTEGER
 
Length of field: 2
 

Enter field name: MATH BK
 
Select method: QUICK
 
Select type of data: INTEGER
 
Length of field: 1
 

Enter field name: ARABICBK
 
Select method: QUICK
 
Select type of data: INTEGER
 
Length of field: 1
 

When you have entered each field,
 
Select: 	F10
 

SAVE
 
SAME NAME
 
Flo
 
QUIT
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flL DESIGNING THE INPUT FORM 

Select: 	DBMS/GRAPHICS
 
DESIGN
 
INPUT FORM
 

Enter input form name: A:STUDIF
 

Select: 	NEW FILE
 

Enter name of database associated with this form: A:STUDENT
 

Enter input form description: STUDENT INFORMATION INPUT FORM
 

Screen color: l=blk
 

Character color: 8=white
 

A scraen with directions appears, explaining the neccessary

steps for designing an input form.
 

Type the title you wish to use: 	STUDENT INFORMATION INPUT
 
FORM


Press ALT/F4. This is the word 	processing command that
 
centers a line. Press ENTER twice and type the input form as
 
you wish it to appear. Design it to look similar to your

survey form. 
This will cause less confusion for those
 
completing data entry.
 

Type: Name of School
 
Move a space and press SHIFT/F9
 
Name of field: SCMNAME
 
Special processing options? NO
 
Press ENTER twice,
 

Type: Grade Level
 
Move a space and press SHIFT/F9
 
Name of field: GRADE
 
Special processing options? NO
 
Press ENTER twice.
 

Type: Gender
 
Move a npace and press SHIFT/F9

Name of field: GENDER
 
Special processing options? NO
 
Press ENTER twice.
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Type: Age
 
Move a space and press SHIFT/F9
 
Name of field: AGE
 
Special processing options? NO
 
Press ENTER twice.
 

Type: Math Book
 
Move a space and press SHIFT/F9

Name of field: MATHBK
 
Special processing options? NO
 
Press ENTER twice.
 

Type: Arabic Book
 
Move a space and press SHIFT/F9

Name of field: ARABICBK
 
Special processing options? NO
 
Press ENTER twice.
 

Select: 	Fl0
 
FORM DESIGN OPTION
 
SAVE
 
SAME NAME AND DISK
 

Select: 	F10
 
FORM DESIGN OPTION
 
QUIT
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I=I. BUILDING THE DATABASE
 

Select: USE SYSTEM
 
DBMS/GRAPHICS 
BUILD
 

The ADD screen appears.
 

Database: A:STUDENT
 

Using form: A:STUDIF Press ENTER
 

Add the data from each survey form.
 
To save the data, press Fl0
 

NEXT
 

or: 
 F5
 

When you enter the last survey form, press F10
 
SAVE
 
F10
 
QUIT
 
ESCAPE
 

To view the data you entered, select: 9=Report

Database: A:STUDENT
 
Erase the report form that appears if you have not designed

the form.
 
Index: Press ENTER
 
Select: TO SCREEN
 
Press ENTER at each prompt for WHERE, FIELD, TITLE
 
The data you entered will appear.

Press ESCAPE twice to go to the Command Chart.
 
Select: QUIT
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STUDENT INFORMATION SURVEY INPUT FO 

Name of School
 

Grade Level
 

Gender
 

Age _
 

Math Book
 

Arabic Book
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SYS : RECORD DELETED SCINAME GRADE GENDER AGE MATHBK ARABICBK 

1 
2 
3 
4 
5 
6 
7 
8 
9 

10 
i 

12 
13 
14 
15 
16 
17 
18 
19 
20 

No 
No 
No 
No 
No 
No 
No 
No 
No 
No 
No 
No 
No 
No 
No 
No 
No 
No 
No 
No 

1 
1 
2 
2 
1 
2 
1 
2 
1 
1 
2 
2 
1 
1 
2 
2 
2 
1 
1 
1 

1 
1 
1 
1 
1 
1 
1 
1 
2 
2 
2 
2 
2 
2 
2 
3 
3 
3 
3 
3 

1 
1 
2 
1 
2 
1 
1 
2 
1 
2 
1 
1 
2 
1 
1 
2 
1 
1 
2 
2 

6 
7 
6 
6 
8 
6 
6 
7 
7 
8 
8 
7 
7 
7 
7 
9 
9 
9 
8 

10 

1 
1 
1 
1 
1 
1 
2 
2 
1 
1 
1 
0 
2 
1 
2 
2 
2 
1 
1 
2 

1 
1 
1 
2 
2 
1 
2 
1 
1 
1 
1 
2 
1 
1 
2 
1 
1 
2 
1 
1 
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DEVELOPING A rkTABASE -FOR THE TEACHER SURVEY 

I. DESIGNING THE DATABASE
 

Select: 	USE SYSTEM
 
DBXHS/GRAPHICS
 
DESIGN
 
DATA DEFINITION
 

Type the database name: A:TEACHER
 
Press ENTER
 

Select: NEW FILE
 
Press ENTER
 

Enter database description: TEACHER SURVEY
 
Press ENTER
 

Enter default input form: TEACHIF
 
Press ENTER
 

Enter default report form: TEACHRF
 
Press ENTER
 

Now you are able to design the database fields:
 

Enter field name: SURVEYID
 
Select method: QUICK
 
Select type of data: INTEGER
 
Length of field: 4
 

Enter field name: SCHLOC
 
Select method: QUICK
 
Select type of data: INTEGER
 
Length of field: 2
 

Enter field name: SCHOWN
 
Select method: QUICK
 
Select type of data: INTEGER
 
Length of field: 1
 

Enter field name: SCHSTAGE
 
Select method: QUICK
 
Select type of data: INTEGER
 
Length of field: 1
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Enter field name: SCHTYPE
 
Select method: QUICK
 
Select type of data: INTEGER
 
Length of field: 1
 

Enter field name: TAGE
 
Select method: QUICK
 
Select type of data: INTEGER
 
Length of field: 2
 

Enter field name: TGENDER
 
Select method: QUIrX
 
Select type of r:a: INTEGER
 
Length of field: 1
 

Enter field name: TNATION
 
Select method: QUICK
 
Select type of data: INTEGER
 
Length of field: 1
 

Enter field name: TQUAL
 
Select method: QUICK
 
Select type of data: INTEGER
 
Length of field: 1
 

When you have entered each field,
 
Select: 	Flo
 

SAVE
 
SAME NAME
 
Flo
 
QUIT
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II. DEIGNING THE INPUT FORM
 

Select: 	DBMS/GRAPHICS
 
DESIGN
 
INPUT FORM
 

Enter input form name: A:TEACHIF
 

Select: 	NEW FILE
 

Enter name of database associated with this form: A:TEACHER
 

Enter input form description: TEACHER SURVEY INPUT FORM
 

Screen color: l=blk
 

Character color: B=white
 

A screen with directions appears, explaining the neccessary

steps for designing an input form.
 

Type the title you wish to use: TEACHER SURVEY INPUT FORM
 
Press ALT/F4. This is the word processing command that
 
centers 	a line. Press ENTER twice and type the input form
 
as you wish it to appear. Design it to look similar to your

survey form. 
This will cause less confusioi for those
 
completing data entry.
 

Type: Questionnaire Number
 
Move a space and press SHIFT/F9
 
Name of field: SURVEYID
 
Special processing options? NO
 
Press ENTER twice.
 

Tvi.e: School Location
 
Move a space and press SHIFT/F9
 
Name of field: SCHLOC
 
Special processing options? NO
 
Press ENTER twice.
 

Type: School Ownership

Move a space and press SHIFT/F9
 
Name of field: SCHOWN
 
Special processing options? NO
 
Press ENTER twice.
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Type: School Stage

Move a space and press SHIFT/F9

Name of field: SCHSTAGE
 
Special processing options? NO
 
Press ENTER twice.
 

Type: School Type

Move a space and press SHIFT/F9

Name of field:SCHTYPE
 
Special processing options? NO
 
Press ENTER twice.
 

Type: Teacher's Age

Move a space and press SHIFT/F9

Name of field: TAGE
 
Special processing options? NO
 
Press ENTER twice.
 

Type: Teacher's gender

Move a space and press SHIFT/F9

Name of field: TGENDER
 
Special processing options? NO
 
Press ENTER twice.
 

Type: Teacher's nationality

Move a space and p.:sss SHIFT/F9

Name of field: TNATION
 
Special processing options? NO
 
Press ENTER twice.
 

Type: Teacher's qualification

Move a space and press SHIFT/F9

Name of field: TQUAL
 
Special processing options? NO
 
Press ENTER twice.
 

Select: 	Fl0
 
FORM DESIGN OPTION
 
SAVE
 
SAME NAME AND DISK 

Selact: 	F10
 
FORM DESIGN OPTION
 
QUIT
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III. BUILDING THE DATABASE
 

Select: 	USE SYSTEM
 
DBMS/GRAPHICS
 
BUILD
 

The ADD 	screen appears.
 

Database: A:TEAcBER
 

Using form: A:TEACHIF Press ENTER
 

Add the data from each survey form.
 
To save the data, press Pl0
 

NEXT
 

or: 
 F5
 

When you enter the last survey form, press Flo
 
SAVE 
F10
 
QUIT
 
ESCAPE
 

To view 	the data you entered, select: 9=Report

Database: A:TEACHER
 
Erase the report form that appears if you have not designed

the form.
 
Index: Press ENTER
 
Select: 	TO SCREEN
 
Press ENTER at each prompt for WHERE, FIELD, TITLE
 
The data you entered will appear.

Press ESCAPE twice to go to the Command Chart.
 
Select: 	QUIT
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TEACHER SURVEY INPUT FORM 

Questionnaire Number 

School Location 

School Ownership 

School Stage 

School Type 

Teacher's Age _ 

Teacher's Gender 

Teacher's nationality 

Teacher's qualification 
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1 
2 
3 
4 
5 
6 
7 
8 
9 

10 
11 
12 
13 
14 
15 
16 
17 
18 
19 
20 

SYS:RECORD DELETED SURVEYID SCHLOC SCHOWN SCHSTAGE SCHTYPE TAGE TGENDER 

No 
No 
No 
No 
No 
No 
No 
No 
No 

1001 
1002 
1003 
1004 
1005 
1006 
1007 
1008 
1009 

1 
2 
3 
1 
2 

13 
1 
2 
3 

1 
2 
1 
1 
1 
2 
2 
1 
2 

9 
2 
1 
1 
3 
3 
1 
2 
3 

3 
3 
2 
2 
1 
3 
3 
3 
2 

21 
37 
42 
29 
25 
25 
36 
45 
63 

2 
1 
2 
2 
1 
1 
2 
1 
2 

No 
No 
No 
No 
No 
No 
No 
No 
No 
No 
No 

1010 
1011 
1012 
1013 
1014 
1015 
1016 
1017 
1018 
1018 
1020 

1 
2 
3 
1 
2 
2 
4 
4 
1 
1 
3 

1 
2 
2 
2 
1 
2 
2 
1 
1 
1 
1 

1 
2 
2 
2 
3 
2 
1 
2 
2 
1 
2 

3 
3 
1 
9 
3 
3 
2 
1 
3 
2 
2 

99 
25 
24 
99 
25 
99 
99 
37 
42 
37 
25 

2 
1 
2 
1 
2 
2 
2 
1 
1 
2 
2 
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DEVELOPING A DATABASE FOR THE SCHOOL STATISTICS SURVEY
 

I. DESIGNING THE DATABASE
 

Select: 	 USE SYSTEM
 
DBMS/GRAPHICS
 
DESIGN
 
DATA DEFINITION
 

Type the database name: A:STAT
 
Press ENTER
 

Select: NEW FILE
 
Press ENTER
 

Enter database description: SCHOOL STATISTICS SURVEY
 
Press ENTER
 

Enter default input form: A:STATIF
 
Press ENTER
 

Enter default report form: A:STATRF
 
Press ENTER
 

Now you are able to design the database fields:
 

Enter field name: SURVEYID
 
Select method: QUICK
 
Select type of data: INTEGER
 
Length of field: 4
 

Enter field name: GOVERN
 
Select method: QUICK
 
Select type of data: INTEGER
 
Length of field: 2
 

Enter field name: BUILDING
 
Select method: QUICK
 
Select type of data: INTEGER
 
Length of field: 1
 

Enter field name: STRUCTUR
 
Select method: QUICK
 
Select type of data: INTEGER
 
Length of field: 1
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Enter field name: INSTRUC
 
Select method: QUICK
 
Select type of data: INTEGER
 
Langth of field: 1
 

Enter field name: SCHOWN
 
Select method: QUICK
 
Select type of data: INTEGER
 
Length of field: 1
 

Enter field name: SCHCOND
 
Select method: QUICK
 
Select type of data: INTEGER
 
Length of field: 1
 

Enter field name: CLASSRM
 
Select method: QUICK
 
Select type of data: INTEGER
 
Length of field: 2
 

Enter field name: OFFICES
 
Select method: QUICK
 
Select type of data: INTEGER
 
Length of field: 1
 

Enter field name: LIBRARY
 
Select method: QUICK
 
Select type of data: INTEGER
 
Length of field: 1
 

Enter field name: BATHRM
 
Select method: QUICK
 
Select type of data: INTEGER
 
Length of field: 2
 

Enter field name: LABS
 
Select method: QUICK
 
Select type of data: INTEGER
 
Length of field: 1
 

Enter field name: ELECTRIC
 
Select method: QUICK
 
Select type of data: INTEGER
 
Length of field: 1
 

Enter field name: WATER
 
Select method: QUICK
 
Select type of data: INTEGER
 
Length of field: 2
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When you have entered each field,
 
Select: FlO
 

SAVE 
SAME NAME
 
Flo
 
QUIT
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Il. DESIGNING THE INPUT FORM
 

Select: 	DBMS/GRAPHICS
 
DESIGN
 
INPUT FORM
 

Enter input form name: A:STATIF
 

Select: 	NEW FILE
 

Enter name of database associated with this form: A:STAT
 

Enter input form description: SCHOOL STATISTICS INPUT FORM
 

Screen color: l=blk
 

Chdracter color: 8=white
 

A screen with directions appears, explaining the neccessary
 
steps for designing an input form.
 

Type the title you wish to use: SCHOOL STATISTICS SURVEY
 
Press ALT/F4. This is the word processing command that
 
centers a line. Press ENTER twice and type the input form
 
as you wish it to appear. Design it to look similar to your
 
survey form. 
This will cause less confusion for those
 
completing data entry.
 

Type: Survey Number
 
Move a space and press SHIFT/F9

Name of field: SURVEYID
 
Special processing options? NO
 
Press ENTER twice.
 

Type: Governorate
 
Move a space and press SHIFT/F9
 
Name of field:GOVERN
 
Special processing options? NO
 
Press ENTER twice.
 

Type: Is there a school building?
 
Move a space and press SHIFT/F9

Name of field: BUILDING
 
Special processing options? NO
 
Press ENTER twice.
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Type: What is the school structure?
 
Move a space and press SHIFT/F9
 
Name of field: STRUCTUR
 
Special processing options? NO
 
Press ENTER twice.
 

Type: Where does instruction take place?

Move a space and press SHIFT/F9

Name of field: INSTRUC
 
Special processing options? NO
 
Press ENTER twice.
 

Type: What is the school ownership?
 
Move a space and press SHIFT/F9

Name of field: SCHOWN
 
Special processing options? NO
 
Press ENTER twice.
 

Type: What is the condition of the school?
 
Move a space and press SHIFT/F9
 
Name of field: SCHCOND
 
Special processing options? NO
 
Press ENTER twice.
 

Type: Number of classrooms in the school
 
Move a space and press SHIFT/F9

Name of field: CLASSRM
 
Special processing options? NO
 
Press ENTER twice.
 

Type: Number of offices in the school
 
Move a space and press SHIFT/F9
 
Name of field: OFFICES
 
Special processing options? NO
 
Press ENTER twice.
 

Type: Number of libraries in the school
 
Move a space and press SHIFT/F9
 
Name of field: LIBRARY
 
Special processing options? NO
 
Press ENTER twice.
 

Type: Number of bathrooms in the school
 
Move a space and press SHIFT/F9
 
Name of field: BATHRM
 
Special processing options? NO
 
Press ENTER twice.
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Type: Number of labs/shops in the school
 
Move a space and press SHIFT/F9
 
Namn of field: LABS
 
Special processing options? NO
 
Pres ENTER twice.
 

Type: Does the school have electricity?
 
Move a space and press SHIFT/F9
 
Name of field: ELECTRIC
 
Special processing options? NO
 
Press ENTER twice.
 

Type: Does the school have a water connection?
 
Move a space and press SHIFT/F9
 
Name of field: WATER
 
Special processing options? NO
 
Press ENTER twice.
 

Select: 	F10
 
FORM DESIGN OPTION
 
SAVE
 
SAME NAME AND DISK
 

Select: 	Flo
 
FORM DESIGN OPTION
 
QUIT
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III. BUILDING THE DATABASE 

Select: 	USE SYSTEM
 
DBMS/GRAPHICS
 
BUILD
 

The ADD 	screen appears.
 

Database: A:STAT
 

Using form: A:STATIF Press ENTER
 

Add the 	data from each survey form.
 
To save 	the data, press F10
 

NEXT
 

or: 
 F5
 

When you enter the last survey form, press F10
 
SAVE
 
Flo 
QUIT 
ESCAPE
 

To view 	the data you entered, select: 9=Report

Database: A:STAT
 
Erase the report form that appears if you have not designed

the form.
 
Index: Press ENTER
 
Select 	 TO SCREEN
 
Press ENTER at each prompt for WHERE, FIELD, TITLE
 
The data you entered will appear.

Press ESCAPE twice to go to the Command Chart.
 
Select: 	QUIT
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SCHOOL STATISTICS SURVEY
 

Survey Number
 

Governorate
 

Is there a school building?
 

What is the school structure?
 

Where does instruction take place?
 

What is the school ownership?
 

What is the condition of the school?
 

Number of classrooms in the school:
 

Number of offices in the school:
 

Number of libraries in the school:
 

Number of bathrooms in the school:
 

Number of labs/shops in the school:
 

Dues the school have electricity?
 

Does the school have a w -ter connection:?
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1 
2 
3 
4 
5 
6 
7 
8 
9 

10 
11 
12 
13 
14 
15 

SYS:RECORD 
DELETED SURVEYID GOVERN BUILDING STRUCTUR 
INSTRUC SCHOWN SCHC
 

No 1001 1 1 2 8 1No 1002 3 
 2 a 3 1
No 1003 1 1 1 8 1No 1004 2 1 2 8 2
No 1005 1 1 1 8
No 1006 2 1 1 
2
 

No 1007 1 1 2 8 
8 1
 

2
No 1008 3 
 1 3 8 2No 1009 3 1 
 2 8 1
No 1010 2 
 2 8 1 2
No I011 1 1 2 1 2
No 1012 99 1 
 a 1 2
No 1013 99 1 
 3 8 2
No 1014 3 1 1 
No 1015 3 1 1 

8 
a 1 

1 
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STEPS IN DAT PROCESSING 

1. Resource Planning: Data processing requirements

such as time, cost, materials and services are
 
identified as early as possible.
 

2. Analysis Outline: This outline includes
 
information about the variables to be studied, the
 
statistics to be run and the intended uses of the
 
findings.
 

3. Instrument Development: A survey instrument is
 
designed to collect appropriate data. Once the
 
survey instrument (questionnaire) is developed, it is
 
precoded and piloted and, if necessary, revisions are
 
made.
 

4. Data Collection: Data is collected from the
 
appropriate sources.
 

5. Data Coding: Answers are classified irto
 
numbered categories.
 

6. Transfer of Data: All codes are transferred to a
 
separate coding sheet.
 

7. Data Enty: The numeric codes on the code sheets
 
are typed ("keypunched") into a file created on the
 
microcomputer.
 

8. "Cleaning" Data: Data is checked by computer for
 
all types of possible errors of omitted or
 
inconsistent coding.
 

9. Programming and Analysis: Instructions are
 
written (SPSSPC+ program) to have the computer

analyze the data.
 

10. Reporting the Results: Findings are documented.
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---

---

---

DATA-CODING 

Data-coding is the procedur& whereby raw dataare converted into numerical codes which represent
attributes of variables. Three steps are necessary to
code data into machine-readable form.
 

Step 1: 	 Identify each variable
 
Step 2: 	 Assign a value (code) for each
 

attribute 
f the variable
Step 3: 
 Assign one or more columns of a data
 
card to each variable.
 

Example 1: The information below appears on the SLF
survey. Here are the steps required to code the

information for data analysis.
 

Sun: (l)Extreme (2)Fair (3)No Sun
 

---The variable for this data is "amount of sun".
Let's call this variable "variable 1"
 

---The attributes of tbn 
variable 	are, "extreme",

"fair", and "no sun".
 

The values (code) given to the attributes are "I"for extreme, "2" for fair, and "3" for no sun.
 
The values for this variable range from 1 to 3.
Since all possible values are a single digit, variable
1 will require a single column of a data card.
 

Example 2:
 

Ownership of school: 
(1)Government
 
(2)Semi-government
 
(3)Private
 
(4)Public
 

The variable for this data is "ownership of the
school". This variable ±b rcoded as 	"variable 2".
 

---The attributes used to describe ownership of the
school are "government", "semi-government", "private"

and "public".
 

The values given to the attributes are "'1" forgovernment, "2" for semi-government, "3" for private
and "4" for public. 
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---

---

---The values for this variable range from 1 to 4.

Since all possible values are a single digit,

variable 2 will require a single column of a data
 
card.
 

Example 3:
 

Open space: total area (square meters)
 

--The variable is "amount of total open space". This
 
variable is coded as "variable 3".
 

---The attribute is "square meters".
 

---The value is the actual number of meters.
 

We will say the value for this variable ranges

from 0 to 999 square meters. Since all possible

values may have as many as three digits (i.e. 999),

variable 3 will require 3 columns of a data card.
 

MISSING VALUES
 

There will be times when a response on the
 
survey has not been completed. This is referred to
 
as missing data. A special number is used to code the

missing value. 
For example, if the attributes for a
 
survey question range from "1" to "5", the missing

value could be coded as any single digit number
 
excluding 1 through 5. A common value for missing

data is 9. The value selected for missing data must

be out of range of the attribute list AND maintain
 
the appropriate column width. For example, if the
 
value range for the variable requires 3 columns, the

missing value must use 3 columns (i.e. 999). If the

value range requires a single digit, only 1 column can
 
be used (i.e. 9).
 

Example:
 

Electricity:
 

public project trade project
 
cooperative private
 

The variable is "source of electricity". We will
 
call this variable 1.
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---The attributes are "public project", "trade
 
project", "cooperative", and "private".
 

The values given to the attributes are "1" for

public project, "2" for trade project, "3" for

cooperative and "4" for private. 

The value range for this variable is from 1 to 4.
Since all possible values are a single digit, this

variable will use one column of the data field.
 

The missing value will &lso require a single digit.

The missing value for variable 4 can be any number

from 5 to 9. 
Since 9 is a common missing value, any
data that is missing about electricity will be coded
 as "9". The code book for variable 4 would look as
 
follows:
 

VARIABLE COLUMN 
 DESCRIPTION 
 VALUE
 

V 4 5 Source of 1-public

electricity project
 

2=trade
 
project
 

3-coop.
 
4-private
 
9-missing
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--------------------------------------

___ 

DAMA CODING EXECISE 

Using the SLF data below, answer the data coding

questions.
 

i1. Land surrounding the school:
 
dry _rocky populated

salty - agriculture
 

2. 	Climate/ Wind:
 
extreme fair 
 none
 

3. 	Location of building:
 
one location several locations
 

4. 	If several, number of locations

number of buildings
 

5. Number of projectors in the school
 

How many variables are in question 1?
 

How many attributes are in question 1? 


How many variables are in question 4?
 

How many attributes are in question 2?
 

The values for question 5 range from 0
 
to 99. How many columns are required on
 
the data card for this variable?
 

Which questions require a single column
 
of a data card for their value?
 

Which questions require more than a 3ingle

column of a data card for their value?
 

How would you code missing data for
 
question 5?
 

85
 



-------------------------------- --------------

----------------------------------------------

DATA CODING EXECISE 

Using the SLF data below, answer the data coding

questions.
 

i1.	Location of school:
 
__mountain top 
 hill -- plain
 
__ bottom of mountai-n
 

2. Surrounding of the location:
 
with a fence without a fence
 

3. Source of water in school:
 
public private other
 

4. 	Economic Activity:

farming 
 trade industry

crafts fishing other
 

5. 	Agricultural project:

instructive productive

experimental
 

Project name
 

How many variables are in question 1?
 

How many variables are in question 3?
 

How many variables are in question 5?
 

How many attributes are in question 4?
 

How many attributes are in question 2?
 

How many columns are required on the data
 
card for question 3?
 

Do any questions require more than one
 
column for the data field? 
 Yes or No?
 

How should missing data be coded for
 
question 2?
 

How should missing data be coded for
 
question 4?
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THE CODEBOOK
 

A codebook is...
 

The codebook is a document that describes the

location of variables and the values given to the
 
attributes composing those variables.
 

The purpose of a codebook is...
 

A codebook serves two functions. First, it is a

guide used in the coding process. Second, it is a
 
guide for locating variables and interpreting punches

in your data file during analysis.
 

The codebook contains information about...
 

All survey responses must be coded into
 
numerical responses before they can be entered into

the microcomputer. A codebook is a permanent guide

to how variables were coded. All codebooks should
 
include:
 

the variable identification number that was given

to each survey question
 

the lcation (column) of each survey question
 

a descrintion of the survey question
 

--- the codes (values) for each survey question
 

In a small study where there are few variables
 
and a small data set, a codebook may fit on a single

sheet of paper. For large studies, such as the SLF
 
study, the information is compiled into a book.
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QUESTIONS TO CONSIDER AS YOU DEVELOP A CODEBOOK 

WHAT ARE TH2 VARIABLES?
 

HOW MANY COLUMNS ARE NEEDED FOR THE RESPONSE? 

HOW WILL YOU CODE THE MISSING VALUES?
 

WHAT IS THE COLUMN LOCATION FOR EACH UkRIABLE?
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DATA-PROCESSING TERMINOLOGY
 

ATTRIBUTES Characteristics of persons or things.
 

CARD/CARD IMAGE A card is a major means to input

data. Data is "punched" on the card; the card
 
can then be "read" by a computer. The card
 
layout has 80 columns numbered 1 to 80 and each
 
column holds a single digit.
 

CASE 	A unit of analysis. The letter n is used to
 
designate the number of cases. 
 If 100 schools
 
are being studied, the unit of analysis is
 
schoois and n=100.
 

CODEBOOK The document that tells the location of
 
different data items in a data file. 
The
 
codebook identifies the card and column
 
locations of data items and the meaning of the
 
punches used to represent different attributes
 
of variables.
 

CODING Transformation of raw data into standardized
 
form suitable for machine processing and
 
analysis.
 

DATA FIELD Each measure or code recorded on the
 
codesheet. If the measure or code uses only a
 
single digit, it is referred to as a one-digit
 
field.
 

FILE 	The collection of data pertaining to a
 
particular case. Thus, all the information
 
obtained about a governorato would be that
 
governorate's file.
 

RECOR1) A file is composed of one or more records.
 
Often, a record is a data card, and the data
 
file for a particular subject may be recorded on
 
one or more cards.
 

RECORD LENGTH The most common record length is 80
 
columns or 60 bytes.
 

RESPONSE CATEGORIES All the possible responses given
 
to a particular item on a survey. The response

categories must be mutually exclusive and
 
exhaustive.
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mutually exclusive: this means that the survey
 
response can fit ONLY ONE of the categories
 
listed.
 
exhaustive: this means that every survey
 
response fits into one of the possible
 
categories.
 

UNIT OF ANALYSIS the object or induvidual being
 
studied.
 

VARIABLE The logical grouping of attributes.
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SPSS-pC+ QVERVEW
 

S2SS-PC+ is a general statistics and report package.

SPSS-PC+ commands let you manipulate and manage data,

produce reports and perform simple or complex statistical
 
analyses.
 

SPSS-PC+ performs these function3 using three types of

commands: operation, data definition and manipulation, and
 
procedure commands.
 

OPERATIONS COMMANDS
 

These commands affect the system rather than your

data. You use them to get information about the way

SPSS-PC+ works or to change the way it operates.
 

Operation commands allow you to modify the format of

SPSS-PC+ output and choose its destination. Also, you are
 
able to request assistance during a session or end an
 
SPSS-PC+ session with an operation ommand. Operation

commands are executed as soon as they are entered. Examples

oZ operation commands are HELP, SET, and INCLUDE.
 

DATA DEFINITION AND MANIPULATION COMMANDS
 

These commands describe, label and transform data.

They are used to tell SPSS-PC+ (1) where to find data, (2)

how to read the data and (3) how to label variables and
 
their values.
 

Data definition and manipulation commands let you

compute new variables, change the values of existing

variables, identify values that should be treated as
 
missing, label variables and values and select cases to use

in an analysis. These couzands are executed when you give a
 
procedure comand. 
Examples of data definition and
 
manipulation commands are: 
DATA LIST, VALUE LABELS and
 
VARIABLE LABELS.
 

PROCEDURE COMMANDS
 

These commands tell SPSS-PC+ to do something with your

data, such as produce reports, perform statistical analyses

and save data to a ftle.
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When you enter a procedure command, SPSS/PC+ first
 
executes any preceding data definition and manipulation

commands. This creates an active file. 
The active file

contains the data you tell SPSS/PC+ to read, the results of
 
any transformations you request and a dictionary of

information you have provided about each variable. 
The

active file is the working file for the current SPSS/PC+

session. To interrupt a comand while it is executed,

hit the CRTL/C or CRTL/BREAK.
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SPSS-PC+ PROGRAM COMMANIDE
 

SET
 

PURPOSE:
 
The SET command specifies the running options of SPSS-PC+.
 
For example, SET specifies if the screen (monitor) is on or
 
off, and specifies if the printer is on or off. The set
 
command is processed immediately. This is the first command
 
of your SPSS-PC+ program.
 

SYNTAX: 
Several subcommands follow the SET command. Check the manual
 
for possible options.
 

EXAMPLE: SET SCREEN-ON/PRINTER=OFF/DISK-ON.
 

DATA LIST 

PURPOSE:
 
The DATA LIST command assigns names to variables and provides

information about the column location and format. This
 
command explains how the data is organized in the database.
 
For example, if the first variable uses four columns, the data
 
list will specify that variable 1 is found in colurans 1 to 4.
 

SYNTAX:
 
Specify the file name of where the SPSS-PC+ program is stored.
 
Separate the DATA LIST command and the variable list with a
 
slash.
 

EXAMPLE: DATA LIST FILE='STAT.DAT' /Vl 1-2 V2 3-6 V3 10-13. 

MISSING VALUES 

PURPOSE:
 
The MISSING VALUES cominmand explains how missing values are
 
coded for each variable the same way the codebook describes
 
this information.
 

SYNTAX:
 
in-lude the variable anei missing value. Separate each new
 
missing value with a slash.
 

EXAMPLE: MISSING VALUE Vl V4 (99)/V2 V3 (9). 
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VARIABLE LABELS
 

PURPOSE:
 
The VARIABLE LABELS command assigns a description label of up 
to 60 characters.
 

SYNTAX:
 
The list of variables is followed by at list one blank or

command and the associated label. Apostrophes must enclose
 
the variable label.
 

EXAMPLE: VARIABLE LABELS Vi 'SURVEY ID'
 
/V2 ISCHOOL IDI
 
/V3 'GOVERNORATE '. 

VALUE LABELS
 

PURPOSE:
 
The VALUE LABELS command provides descriptive labels for
 
individual values of a variable.
 

SYNTAX: 
The value labels for one variable must be separated from the
 
next variable by a slash. Each value label can have up to 60
 
characters.
 

EXAMPLE: VALUE LABELS V1 1 'YES' 2 'NO'.
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RUNNING AN SPSS-PC+ PROGRAM
 

Move to the SPSS-PC+ directory by typing CD\SPSS
 

At the C:SPSS prompt, type: SPSSPC
 
The SPSS screen appears and you insert the key diskette.
 
Type OK
 

Now you are in the SPSS-PC+ Review Editor. Leave this area by 
pressing FIO/E 

At the SPSSPC prompt, type INCLUDE 'FILENAE.EXT' and press
 
ENTER.
 
All the commands and the description of the data will be
 
processed. Your program will appear on the screen. The word
 
MORE will appear in the upper-right hand corner. This signals
 
you the press ENTER for the program to continue.
 

When the program run is completed, type FINISH and the C SPSS
 
prompt will re-appear.
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BASICS CONCEPTS OF SOME SPSS-PC+ COMMANDS
 

I. DATA TRANSFORMATION COMMANDS 

PROCESS IF * Process If is a temporary transformation
 
designating cases for inclusion in the next
 
procedure.
 

" The specification is a simple logical
 
expression that can be evaluated as true of
 
false. If the logical expression is true,

the case is processed. If it is false or
 
missing, the case is not processed in the
 
next procedure.
 

" String values (alphanumeric values) must be
 
enclosed in apostrophes or quotation marks
 
and must match the length of the short string

being tested.
 

" The six relational operators are: EQ (equal),
 
NE (not equal), LT (less than), LE (less than
 
or equal), GT (greater than), GE (greater
 
than or equal).

Symbolic forms ( =, = <, < =, >, > = ) are 
accepted.
 

examples: 	 PROCESS IF (AGE GT 50)
PROCESS IF (AGE > 50) 
PROCESS IF (SEX EQ 'FEMALE') 
PROCESS IF (SEX = 'FEMALE') 

SELECT IF * 	 The Select If transformation permanently
selects cases for analysis based upon logical
conditions found in the data. These 
conditions are specified in a logical
expression. The logical expression can 
contain relational operators, logical 
operators, missing value functions, and 
arithmetic operations and functions allowed 
in COMPUTE transformations. For temporary
selection, use PROCESS IF. 

• The logical expression must be enclosed in
 
parentheses.
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* Relational operators are EQ, NE, LT, LE, GT,
 
GE , and their symbolic equivalent.
 

* Logical 	operators are AND, OR, and NOT (&
 

* The logical expression is evaluated as true
 
or false. When true, the case is selectad.
 
If it is false or missing, the case is not
 
selected.
 

* Multiple SELECT IF commands issued prior to a
 
procedure command must all be true for a case
 
to be selected.
 

* SELECT IF should be placed before other
 
transformations for efficiency
 
considrerations.
 

examples: 	 SELECT IF (SEX = 'MAIE') 
SELECT IF (INCOME GT 65000) 

RECODE * 	The RECODE command changed the coding scheme 
of an existing numeric or short string
variable on a value-by-value basis or for a 
range of values. When it can be used, RECODE 
is much more efficient than the series of IF 
commands that produce the same 
transformation. 

* 	The variables to be recoded must already 
exist. 

* 	Each set of value specifications is enclosed 
in parentheses. 

* 	Input values are specified first (to the left 
of the equals sign), followed by a single 
output value (to the right of the equals
 
sign).
 

* 	THRU specifies a value range, inclusive of 
specified end values. 

* 	LO and HI specify the lowest and highest 
values encountered in the data. They include 
user-missing values but not system-missing 
values.
 

examples:
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RECODE AGE (1 THRU 25=1) (26 THRU 50-2)
 
-
RECODE GRADE ('A','B','C= 'A')
 

Note: 	Each string value is enclosed within
 
apostrophes.
 

COPUTE * 	The COMPUTE transformation creates a new 
variable or modifies the values of an 
existing variable for each case in your
active file. The variable name on the left 
of the equal sign is the target variable. 
The variables, values, and specifications on 
the right side of the equals sign from an 
assignment expression. 

* You 	can use both arithmetic operations and 
functions in the transformation of numeric
 
variables. The assignment expression can
 
include a combination of arithmetic
 
operations, constants, and functions.
 
Parentheses are used to indicate the order
 
of operations and to enclose the argument for
 
a function.
 

* 	You can create and modify short string 
variables using COMPUTE. A variable name can 
be set equal to a string constant or to an 
existing string 	variable. The LAG function
 
is available for cross-case transformation of
 
short string variables. All other functions
 
are available for numeric transformations
 
only.
 

examples:
 
To add:
 
COMPUTE CHILDREN=MALES+FEMALES
 

To subtract:
 
COMPUTE SECOND GRADE-ALL FIRST-RETAINED FIRST
 

To multiply:

COMPUTE COST=SALARY* NUMBER OF TEACHERS
 

To divide:
 
COMPUTE STUDENT COST-TOTAL AMOUNT/# OF STUDENTS
 

Other data transformation commands are IF and COUNT. For
 
detailed information, check the SPSS-PC+ Manual.
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FREQUENCIES The FREQUENCIES procedure produces frequency tables,

bar charts (for discrete variables), histograms

(for continuous variables), and
 
various descriptive statistics (means, standard
 
deviations, percentiles, and so forth).
 

FREQUENCIES operates via subcommands. Only the
 
VARIABLES subcommand is reLired.
 

The VARIABLES subcommand names the variables to be
 
analyzed. Simply specify the names of the variables
 
you want to analyze.
 

No other specification or subcommand is needed
 
when only frequency tables are desired. You can
 
use the keyword ALL to name all variables in the
 
file, and the keyword TO to refer to consecutive
 
variables in the file.
 

* 	 FREQUENCIES VARIABLES=ALL 

• 	FREQUENCIES VARIABLES-DEPT AGE GRADE
 

• 	FREQUENCIES VARIABLES=SALARY78 TO SALARY85 SEX AGE
 

STATISTICS AVAILABLE WITH PROCEDURE FREQUENCIES 

In adlition to frequency tables, bar charts, and
 
histograms procedure, FREQUENCIES calculates uni
variate statistics for all variables named on the
 
VARIABLES subcommand. To request statistics, use
 
the STATISTIC subcommand followed by an equals

sign and the keywords that correspond to the
 
statistics you want.
 

EXAMPLE: * FREQUENCIES VARIABLES=ALL
 
/STATISTICS=ALL.
 

* 	 FREQUENCIES VARIABLES=SALARY TO SALARY85 SEX AGE 
/STATISTICS=MEAN SKEWNESS RANGE SUM 

NOTE: refer to Section Two of SPSS/PC manual for detailed
 
information on optional statistics subcomands.
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CROSSTABS Procedure CROSSTABS (alias XTABS) produces tables
(chi-square) showing joint distribution of two or more variables
 
that have a limited number of distinct values. The

frequency distribution of one variable is subdivided

according to the values of one or more variables. The
 
unique combination of values for two or more
 
variables defines a cell, the basic element of all
 
tables.
 

* 	The minimum specification is a single TABLES 
subcommand with a tables list.i The actual keyword

TABLES may be omitted
 

* The minimum tables list specifies a list of row
 
variables, the keyword BY, and a list of column
 
variables.
 

* 	Subcommands are separated by slashes, and they can 
be specified in any order. 

* 	You can invoke procedure CROSSTABS with the XTABS 
command. 

EXAMPLE: * CROSSTABS TABLES=GRADE BY SEX BY DEPT/SEX BY SALARY
 
/STATISTICS-l. (It is a code number for Chi-square)
 

* XTABS TABLES-JOBCAT BY EDCAT/SEX BY INCOME. 
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ANOVA (VARIANCE ANALYSIS FOR FACTORIAL DESIGNS)
 

Procedure ANOVA performs analysis of variance for
 
factorial designs. The default is the full factorial
 
model if there are five or fewer factors. Analysis of
 
variance tests the hypothesis that the group means of
 
the dependent variable are equal. The dependent

variable is interval level, and one or more
 
categorical variables define the groups. These
 
categorical variables are termed factors. ANOVA also
 
allows you to include continuous explanatory

variables, termed covariates. Other SPSS/PC+

procedures that perform analysis of variance are
 
ONEWAY and MEANS.
 

* 	The minimum specification is a single VARIABLES
 
subcommand with an analysis list. The actual keyword

VARIABLES may be omitted.
 

* 	The minimum analysis list specifies a list of
 
dependent variables, the keyword BY, a list of
 
factor variables, and the minimum and maximum integer

values of the factors in parentheses.
 

* subcommands can be specified in any order and must 
be seperated by slashes [/]. 

EXAMPLE: * ANOVA VARIABLES=YVAR1, XVAR2, BY XVAR (1,3). 

* 	 ANOVA PRESTIGE BY REGION (1,9) SEX, RACE(l,2) WITH 
EDUC 
/STATISTICS=2.
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ONEWAY (ONE-WAY ANALYSIS OF VARIANCE)
 

Procedure ONEWAY produces a one-way analysis of
variance for an interval level dependent variable by
one numeric independent variable that defines the
 
groups for the analysis. Other SPSS/PC+ procedures
that perform analysis of variance are MEANS, ANOVA,

and HANOVA (in Advanced Statistics). Some tests not
included in the other procedures are available as
 
options in ONEWAY.
 

By default, ONEWAY produces a labeled table for each
dependent variable by the independent variable. The

table contains the between-groups sums of squares,
mean squares, and degrees of freedom. The F ratio and

the probability of F for the test are displayed.
Cases that are missing on both variables used in each
 
test are excluded from the calculation of the test
 
statistics.
 

* The minimum specification is the VARIABLES
 
subcommands with a single analysis list. The actual
 
keyword VARIABLES may be omitted.
 

* 
The minimum analysis list specifies a dependent

variable, the keyword BY, and independent variable,

and the minimum and maximum values of the independent

variable in parentheses.
 

* The VARIABLES subcommand must be specified first.
 
Other subcommands can be specified in any order.
 

* Subcommands must be separated by a slash. 

EXAMPLE: * ONEWAY VARIABLES=SALARY BY EDUC(1,6)
 
/STATISTICS=ALL.
 

* ONEWAY VARIABLES=EDUC BY FAMILIES 
/STATISTICS=ALL.
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COREATO: Procedure (CORRELATION) (alias PEARSON (CORR))

product-moment correlations with one-tailed
 
probabilities and, optionally, univariate statistics,

covariances, and cross-product deviation. Other proce
dures that read and write correlation matrices are
 
FACTORS & REGRESSION:
 

* The minimum specification is the VARIABLES
 
subcommand with a single analysis list. The keyword

VARIABLES can be omitted.
 

* Subcommands are separated by slashes [/]. 

* You can invoke CORRELATION with its alias, PEARSON
 
CORR.
 

EXAMPLE: * CORRELATION VARIABLES-SALARY WITH SEX
 
/STATISTICS-ALL.
 

* CORRELATION VARIABLES-WEIGHT WITH INTELLIGENCE
 
/STATISTICS-1.
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SET SCREEN-ON/PRINTER=OFF/DISK-ON.
 
DATA LIST FILE - 'EX.DAT' /V1 1-2 V2 V3 3-4 V4 5-6 V5 V6 7-8.
MISSING VALUES V1 V4 (99)/ V2 V3 V5 V6 (9).

VARIABLE LABELS Vl 'SCHOOL'
 

/V2 'GRADE LEVEL' 
/V3 $GENDER'
 
/V4 'AGE'
 
/V5 'MATH BOOK'
 
/V5 'ARABIC BOOK'.
 

VALUE LABELS Vi 01 'BLOSSOM SCHOOL' 02 
'LINCOLN SCHOOL'

/V2 1 'FIRST GRADE' 2 'SECOND GRADE' 3 'THIRD GRADE'
 
/V3 1 'BOYS' 2 'GIRLS'
 
/V5 V6 1 'YES' 2 'NO'.
 

FREQUENCIES VARIABLES 
= ALL/STATISTICS - ALL. 
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01110611 
01110711 
02120611 
02110612 
01120812 
02110611 
01110622 
02120721 
01210711 
01220811 
02210811 
02210712 
01220721 
01210711 
02210722
 
02320821
 
02310921
 
01310912
 
01320811
 
01321021
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SET SCREEN-ON/PRINTER-OFF/DIS K-ON.
 
DATA LIST FILE-'TEACH.DAT' /Vl 1-4 V2 5-6 V3 TO V5 
 7-9 	 V6 10-11 
V7 TO V9 12-14.
 

MISSING VALUES VI (9999)/ V2 V6 
(99)/ V3 TO V5 V7 TO V9 (9).

VARIABLE LABELS V1 'SURVEY ID'
 

/V2 'SCHOOL LOCATION'
 
/V3 'SCHOOL OWNERSHIP'
 
/V4 'SCHOOL STAGE#
 
/V5 'SCHOOL TYPE'
 
/V6 'TEACHERS AGE'
 
/V7 'TEACHERS GENDER'
 
/V8 'TEACHERS NATIONALITY'
 
/V9 'TEACHERS QUALIFICATION'.
 

VALUE LABELS V2 01 'SANAA' 02 'TAIZ' 03 'IBB'
 
/V3 1 'GOVERNMENT' 2 'PRIVATE'
 
/V4 1 'PRIMARY' 2 'PREPARATORY' 3 'SECONDARY'
 
/V5 1 'ALL MALES' 2 'ALL FEMALES' 3 'MIXED'
 
/V7 1 'MALE' 2 'FEMALE'
 
/V8 	1 'YEMENI' 2 'EGYPTIAN' 3 'SUDANESE' 4 'SAUDI' 5 ISYRIANI
 

6 'OTHER ARAB' 7 'NON-ARAB'

/V9 	1 'EXPERIENCE ONLY' 2 'PREPARATORY CERT' 3 'GENERAL CERT' 4 'TTI 5 YEAR'


5 ITTI 3 YEAR' 6 'BA OR BS' 7 'GRADUATE DEGREE'.
 
FREQUENCIES VARIABLES-AL/STATISTICS-ALL.
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10010119321221
 
10020222337194
 
10030311242214
 
10040111229241
 
10050213125116
 
10061323325146
 
10070121336249
 
10080212345197
 
10090323263272
 
10100111399214
 
1011022232514
 
10120322124227
 
10130122999135
 
10140213325291
 
10150222399219
 
10160421299229
 
10170412137124
 
10180112342111
 
10180111237241
 
102003122.7.5215
 
10210211399915
 
10220313228126
 
10230313137121
 
10240123232226
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StT SCREEN-ON/PRINTER-OFF/DISK-ON.
DATA LIST FILE-'STAT.DAT' /VI 1-4 V2 5-6 V3 TO V7 7-11 VS 12-13 V9 V1O 14-15

VII 16-17 V12 TO V14 18-20. 
MISSING VALUES Vl (9999)/ V2 V8 VII (99)/ 
V3 TO V7 V9 VI0 V12 TO V14 (9).

VARIABLE LABELS Vl 'SURVEY ID'
 

/V2 'GOVERNORATE'
 
/V3 'SCHOOL BUILDING'
 
/V4 'SCHOOL STRUCTURE'
 
/V5 'INSTRUCTIONAL PLACE'
 
/V6 'SCHOOL OWIERSHIP'
 
/V7 'SCHOOL CONDITION'
 
/V8 'NUMBER OF CLASSROOMS'
 
/V9 'NUMBER OF OFFICES'
 
/VI0 'NUMBER OF LIBRARIES'
 
/Vll 'NUMBER OF BATHROOMS'
 
/V12 'NUMBER OF LABS AND SHOPS' 
/V13 'ELECTRICITY'
 
/V14 'WATER CONNECTION'.
 

VALUE LABELS V2 01 'SANAA' 02 'TAIZ' 03 'IBB'
 
/V3 1 'YES' 2 'NO'
 
/V4 1 'STONE' 2 'BLOCK' 3 'BRICK' 8 'NO SCHOOL'
 
/V5 1 'MOSQUE' 2 'UNDER TREES' 3 'TENT' 
8 'HAVE SCHOOL
 
/V6 1 'GOVERNMENT' 2 'PRIVATE' 
/V7 1 1OOD' 2 'NEEDS REPAIR 3 'POOR' 8 'NO SCHOOL' 
/V8 V1i 88 'NO SCHOOL' 
V9 Vi0 V12 8 'NO SCHOOL' 

/V13 V14 1 'YES$ 2 'NO' 8 'NO SCHOOL'. 
FREQUENCIES VARIABLES-ALL/STATISTICSmALL. 
SELECT IF (V3 EQ 1). 
FREQUENCIES VARIABLES-ALL/STATISTICS-ALL. 
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10010112812071105111
 
10020328312888888888
 
10030111811101103111
 
10040212823151105112
 
10050111821201105111
 
10060211811051102111
 
10070112823072205111
 
10080313823101106111
 
10090312812141203111
 
10100128122888888812
 
10110112121021101111
 
10129918121888888899
 
10139913823081102111
 
10140311811201202112
 
10150311812151205111
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PARTS O.:,THE COMPUTER
 

*~4&..4. ~~~~~~~.~I. ii.iI _r 

5CPU- 0.0 g; L.wa-lJI j*

~3 ~~ ? -q .J3L~a~ JI By..LaI aj ~A_ 

dLJ~~*,~5 b)o- ;PAF&sBye 

j Bytes-,-*,JI J 
JLJLL&JJ.. s,- ,. j-L ., ye 

*A f.. 1 "I JI a'j -11 ROM 

*,-S)GO ~ J UA .. L .L..jJU) j.I ,6 *-Sl 1' ~,-!-:+-SjU L~i~ 

*~,P~ So -i-J- P16 eLj,..i Q. I 4j5 -,I . ,Jl.a $1 

*~ o~--A 5 ~ Q~A~~ -- ') -. _mA L-.5 L-) 1 " I VIM
SI*i J., JX L_q' J..AL. L 1.~.L JI U) A. i I , gjj j.. ) 

*,5) ~1I : 

L. LLi I-t
 

Lib~. ~L..J.L*.eJ) L IJkb I . goL.S )I L L- al.rJ~ " II II.J L.. U .* QU .*

~ LjA-oa~~ L~ UJ~ ~ --** ~ ~~ ~ ±~ 5.m.3 I~±-) *.~ 

JLocL-
j V-1 e Ca and nux lo j U. d e.Pa&gvB.ank -seio0 
113 Ca Lo ndnm okAl 
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A, 

~ AAu Aj s 

Row 1,r 

4:. 
G I l 

u -

qL+ 

C~oiuLL'OL.L 
-
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DISK DRIVES
 

~,-i-'~~ A: .(DISK) .. ~L~ 

~LJ C$*- 4-t. it . -pit.t~k I "I~~m..I~ 

*.~**.4I~ £ LAL.-'. "~I ,giIa.fj~ B: ,.-ijLg..J 

j- ,A- du "I 

SJ (DEFAULT) JL-.a-6 i ji.. *3 w-aA..s J ,--3 &5 

L-" ENABLE u&"-~-.~ ~-41 ~ I bL~~ IJb-.- :l J 
~aL~LaJIJJ 0j L-JLEIJI rb,.J e..-"61 4 j~b A:&-e 

C: L& f 4 

116
 



,11
 

117
 



FLOPPY DISKS
 

eU e".. LAA Q.a...y Lwuh aim.. qysm. *L) reL zL..a.L.Oj "I I.L~J 

...c' 'i Awl L.' * L~ ub 

L L al .&I~. . W, -s'....... ,~ LI ~ W~JI jLS jILa * iw -Al I.L;.I 

LL4jmJI jL~ ~ Loa.W.. 0i .J OwA--L. & .a AN 

L-,I,uaA*J OL.LI wi.W J 1L.'AAJ...ML . -I Lm..o AJ&.l~ ~ .. t "j.4.aI 2 

i~~~~-~~~~-~lsL.ja.J L.JJ.yy* ,JI L&IjL1 JI Jya~L..1 AUJ W 

L* jm~ A e~wJ *. SaL~J3 L.ALmvILaL "I~~J *jl 

LL.~LJ)~ LL.Q. I,,&J r6A-A L±I*J~-~~ ~iI L.U2 L.2J 

O.J aqn awywnql&Aml0, JwJunUN O w.18A 



FILES
 

".,..L.... I jlo i r. sijL5 a jo L..;&.4 c& -L..LL-m L oIL 4 -.31 b .I & 

I 'LL..1 .. ~l J1...& :,$ 

LEFILE 

*U.b ..h&l. 

~ ~-E2 ~ ~ ~ 

NAME 

~.LL.r 

L-jj 

fb.L-o I 

Cl..L~j 

-

A 
LESSONON.WPF 

A 
Ydz

L.;p L..... ~.JI~ .s 

.EXE 

ZLL.. 

.Com .BAT 

FILE TYPES 

:QLLa4.A-.JI 

4,.. 

..~. L . ( 
- g 

.SYS 

J,.I~ . . 

.~.LJJ..JI 

i 

~L 

~ 

-

IL~~ ... 

:L...~LV 
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IL. o-L" -",_ _ TRACKS . ,.I *.*Is 

-- , _ , TRACKS L-J .
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.DISK(OPERATING SYSTEM
 

*~-4&~L~fJa~~3 ~ s ~ DOS I j-~- I ~ L.&~ 

* (DOS ] L..JI s- r.1...taI *o AL.*pJ1 j- .j .. LPJlj L...JI ~ I~ -...-Ji 

*~~~~~ ~ L.L.aLm.I & AI . du 061.m 0&. 4 ~J ... flA 

DOS OVERVIEW
 

,~-j---e-.-~ 3 I 5Jj-~~- cps-e *L~-- IDOS]I joL-~ ~4.-*L~* 

I*- Ip.J.... "L.6 4 nJ a~L.I..J 

[,~-DOS]I 0-"-t L..aL JLJb L.)Lt 
a~~~I" ~~L~L.LI A 11J ,A-&.. C > .LAL." J1UL.S.-L. 

* ~LJ~ ~b o-J ( DOS .. LJ±I.. ,J s 
( .. j~ ~ J.aa ..! -Lm~~ I ~ - L.~JJ 6%.a...i.J DOS 
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IiJ4 

~~~~~~; . , _~ . -t_ U,-,-.z _ , j., .. t. - ,t -' 
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RESIDENT AND TRANSIENT DOS COMMANDS
 

,.,_P 1 p, -L rl 4-,.I 9 J " 3.: 'A,,,.,,-, 	 _,alj 

JL b ,, L-J1 - C "_1I Ja' ,.,-_l A-SI J&oI o. " FA.: ,- 1 I COPY 
* 	 w J_ v I -LA: DELETE 

e -.JI _ I ,A: PRINT 
,,,.A ' ,L*I L.--* . ... iL.1 ,I ,i....AJ-- I l . '- . DOS _ , .k. 

' ' ' ..rJ- , ,1-" aeLJ gei , u VER. 1 . 00 m. II I J-L. ,,.., e..LJ 
• 	 1 1 Lp A_ -4 ' 

._ 	 L jl _A...e _<LDOS k I $j.-LJ . 
51.,_a . ,.._ i A.! 't -, a 	

1
a-51 	 a 

.--. VER i-. vi Lm l DOS ,_1, I I . jjp.la-l JI..I ... ,_.1 la.a a. 
A.L-& LU.. ... I . .I." I A .1 ,.=_.L . ,i& a 


RENAME 	 .J_.J .l -
REN : 1a ... b-!AiI 

1-,-i - ....- '. e- , I  ,pr 11  e-.LL I ,.i.,_n g ,I L-3 ji I b I &-.I .A6.I 

• [ ENTER ] ., t __. m ax..1 e, 	 ... .. _. 

: 	 am1_ ,L.,L 

'--~jA, C L-11 _4&.V 0,.J I - *I e -'i j - A .Ijm.a ,- QJL 2i 

p-0 I .. ,--061 1 pp.-s I L-_ A ".I j*I&.. 'A' oi 3 . 
.* _:PI _ a 'J' ; o- RENAME L.._L.* 

TYPE &_L,.-,I ,.L . _L. L-L..- _ ,..Al 

,L"-,I kL..I 	 a,_ -* 	 L .. _L..l,_, u. .. JI I ,A e e~ 

~'- '~- ~ ~ L-.-L.J I I A ~ JmA.~aI .i~a.j ~.CTR L S 

AU Q-_* .A-L...La C& .1 i CTRL BREAK 1.$;_Li _ I -
DOS - JI e , tit.- a . I .LA AS 

DOS el I - ;.,-a., A- *_ ,,-l 1 	 TYPE 4 -.-5a 

DELETE 

. J ._. i1 a .,_..taj ~.L~l I .LA.JLt j-&1 I LA 
ol.-sI .L -.I '-s b ., r.61 ms.. 3 ) I S-L).-b .: 

~Li~ S .,JL~JI JL...lj 	 iL.A 

DEL BOOK.SCH
 
: 	 r 71'A 1 _ ,=It_, 1 e.u sLAi_,_1 L -j 1,. 

A> DEL •
 

ARE YOU SURE
 
p2l 	 DELETE* 
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-	 COPY 

,'~ ,-
1 "-IJ*m..a ,J I J.~~ 	 J.LJ L..4. .4-1 I La 

)": L.A> 	COPY * C: 
C Lz 11LI "1~ .j.h.- 11 ,-II cat i .L.JI.L.o.~ 

A> 	COPY FILENAME.EXE B:
 
B 1-0I si.....A wJ1 ...kl..J) J---- 11 1 -L fjsi 

DOS j S- COPY .±S* 

FORMAT 	 .. aL -JL.I. 

~a~a±aJ eaL.e.L~tJj~.i FORMAT .a A..d LiIj. 	 mh 

* e.L...L ma .I JL-i. a Vi L+,1 S L ha. 4 1...J 
?L~S 	 ~~~J ~~-A> FORMAT B/S ,.ti L J LLJI1.- ~ .. 

,-I DOS 1.d "I~ ._JIn-oti ;l.* f lim - p.i-a t i I .L* e SYSTEM ts 
a* .... d.4m..6.Jl " I..vi 

DOS 	 L~I~stI ii.~~ iJI4a~~JSjjsi.jj .i £.,t 

COMMAND. COM ~*,.Ld-

IBMBIO.COM: LA 

IBMDOS.*COM:
 

DIRECTORY 
 .. 'L '

d--- &JI -04Aa&-it P ,:e-l A I I~ II4kL. P-A'Al I .I D I R.a 

C~ ~~ ~~ ;#- I II ,a ~ - I ~ I M A I : 

A ,-t 	 ~l~i i b C> DIR A:-

s-tiaPAGE p, - ,aP m.--aDIR/P 
it ,~ 21 mI & L-JL- ENTER 1L.,a-JL..j 

~ ~ati I a, .~--JI4s WIDE ,,-;-m- W 4 DIR/W 
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DOS ERRORS
 

~ L.H, -I ,..j' ( ENTER KEY) JL-i t3.L.'. w, I. DIR A: &J.1 O 
0 SI.I." XL - QL-.# 

NOT READY ERROR READING DRIVE
 

A -. a--4 1 & al ,.LJ *.AL-. R L.s l I #;jl A aj I.:a 

:4- arJ 4.,- du. DOS - ,If.. 
• 	 a-) = ABORT 

= RETRY -r 

* dhj = IGNORE -r 

-
S..a -,..J1 Ja I*l*--- L , a am.J J .L al. : j h..J 

,, .-,i a.J "- - * , . ,,,i 43.LkA IL_.....L LL..-I m 	 R e-?-1 's L_, im. 1 L-. o al 

- _l. L . - - J." L.0 - ta-.-,.- .Y j-m., , f , 
I-* LA, - g-J _ Ql ENTER . e--.1j DUR e-m1, 

: e. L._.L. L. . L.L-I u a~ 

BAD COMMAND OR FILE NAME
 
..... i..L-JI 	 l. L...a-. 4* I4 . a & '....J,,If A I. "	 oj .j a 


,Ls. j ENTER 	 - $m0 a*.- 'aL-I -,-6 . I . DIR 
* L_&I ,J.. ,,? L .L...Jl ,_ u. L..I_.J L,,L..L 

* (C DRIVE) ,l. , L.q_ a.1n..,I ,I Ja.,. . )
• L. _..L 	 _J1 L.1I ,,m...I ,- L~j._. _e. LIS jh, . I , Jjh ,-L-. USl L...a I I 

C: j-,,_ - .i-l Z: -,,.._I A> 	 . is . S I ,".a-1pm 	 am., I 

i ~ J 	 u- Ia'.- .Z_ Jjo O.I_,J1 C-1 - ,I~~ 60I0.l 

THE ERROR MESSAGE APPEARS
 
INVALID DRIVE SPECIFICATIO.'
 

t 
 . .	 _
 4• Zlj*mj 	 ,_s1- j li %-_%df.I .Ii I WL I L 
%9LA w~L . Z....o 11 1.-a ".I *I L.l

LrAm.Sal 

FAULTY o.I 3 .a-. , L.hI ,.s . .L,.L .h..l iL.- S --- , 

. ljI S .,I A u.. .L -I _ I b i LJI ', , S $1 Ja." 

SEEK ,._.I 

SL~a--I J.ms 

a,_.. L. I 	jim... i JLa *L.s.1 t L *o ..... J..LJ " .II l.,I L...A . 

* 	 , . Ji. a. -m . _ L., i.2.. ? . -... 



WHAT DOS COMMAND IS USED
 

_ , oi 1..Q A_ ---------- TYPE. . I " m 
,, . . &..ml4L..Il UJ1 L-: ,JI " .,J1 V.L o------------COPY 

i .------------- /P 

S-- _ l I..----------YTIMEJ --

SJLd l A .j -- -------- DATE 

t- ,- t DOS JL-1IL.. . u. t . LA - - - - --.--.- -VER 

HOW TO REBOOT A COMPUTER 
-: -. ij .-J . L-.b ., &_J1.i ",I 1a ,.".. i 

e-" CTRL ALT DEL .Lo, -a . L.LJ4 e i 1--. i 
t L j e,&S,,.,.k. ,n, -L.. J L,.,_ .L-.,ILC u ~ j_ J L L 

A> - C> 

I A t -

I> IA126 
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DIRECTORIES,->
 

_ IA-. up i.lC,-o 4_W-l L.& al j-L. L .ip " I :+.j 

..- a j.,. d.:. t I LA _,I ..• J .. * .L~ <. .- .-- L+. ,- L--JL ..3L 

.): t a. .- . .L ~ . I , ._, _, ,s:=., _ *.a.e_._.. _.La. ,.. _ . o, w: w., .J 

,? ,. .. I .. a ..e (DOS) . I ,.a_ , e- ., .JL- dm L. % L,, J..
:Q- A .. . J-,.-J ,. (DIRECTORIES) . 

" 1 411- l I L.- 4 lf i6I 1 

ROOT DIRECTORIES A- aj--J :ai._-i_.JI 

ENABLE .--.
J# SPSS/PC t~-. GAMESIJL-Ral WAN
 
*1~~J ALLs.- JL..L.&J 

0 I S i 

DATA OUTPUT
 

C: \SPSS\SLFS.PRG
 
C: \SPSS\SLFS.DAT
 

MKDIR (MD) . _. 
CHDIR (CD) .L L .
RMDIR (RM ) alitu_
 

MKDIR C:\SPSS OR
 
MD C:\SPSS
 

MKDIR C:\SPSS\PROG OR
 
MD C: \ENABLE\OUTPUT
 

: ,rJ _._11,,, *A$ e1. ,.,1 .. ,..* .I. 


COPY A:SLFS.PRG C:\SPSS\PRG
 

CHDIR\ OR CD\ 
: ..I _.I .* - o - a, ,I ou I aL._. 

CD C:\ENABLE\ISDATA.ASC
 

C>...
 

DOS COMMAND,- e .- I b j 54m-l W-, *.__'....'al -i .- MD 
DOS COMMAND - jr.I ,I pA, "-.-1 1 ... jI .. I CHDIR C.DL -.
DOS COMMAND 1 WAIA a . JI I I..J1 RD. a. L J,& o-" a 
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SUBDIRECTORIES EXERCISE
 

LLa,-,HARD DISK &L.-i.L.l J- q L. 	 iL._1i L.,_ 1 a 

J-5j~ ~ A--	 .4j~ -1I 

,LJbJA&, - 1 .1-1 uL& I.es ROOT DIRECTORY £.-J-

THE PARENT DIRECTORY
 
. -i aDOS _ mL .aI ,, . _ a- - EZ-'9.., 

, " e...~ * )-. .Lijx. a--J - j TREE STRUCTURED 	 *. _ 

-*A JLi-r jLL. -- V L J i ).L JIi4 

.. - i 4 o 
i i s Ir -. -. I i - I I~ ,. 

CREATING SUBDIRECTORIES
.: :, 	 ' 
e,~~ ~ 	 A a * L aJ ," FORMATING L S~ J . ,a U J.~ 

*,3 ~DOS ~~~±J 
MAKE 	 DIRECTORY =MD 

*MD 4j".1,.i L.. JI 

ENTER t-A.I A- A:Ju 

MD 
BUDGETS -'J 

A: MD BUDGETS "a.I , . ,AJa...i 
4 .. 1~I 	 1 b,L... -j-. DIR dL b,- . . 

BUDGETS <DIR> DATE TIME
 

:.L.. DOSA euI-- ,DIRBUDGETS 	 iQ 

TYPE *MD REPORTS _-.
 
MD PAYROLL
 

BULJ. e-'DRTS 
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CHANGING DIRECTORIES 

A .o p-, - &- ,-Aj c44L P-..4-. i..k, (CD= CHANGE DIR) 

.J u-l-, I1 . PAYROLL DIRECTORY ... 011
:, 21 e-6 4-1.j I _.1 u _-

CD BUDGETS 
: .AJ I , W-3 * l s..LJ DIR e-u6 ol 

VOLUME IN DRIVE A HAS NO LABEL 
DIRECTORY OF A: \BUDGETS 

<DIR> DATE TIME 
<DIR> DATE TIME 

A: \WP U,.L-S t..aIL-*-- . -m-.-I . 
A: \BUDGETS 

.- _I \ .- a-+-I 
* , I ji 

DOS 
6.1 

i., @5 1-r 
p - L - - 3 ,A 

BUDGETS 

I 

DIR 

DIR . 

L .. L j ,* ( ,), 

I h IOOT ICPAR 

THE ROOT DIRECTORY APEARS 

iLZA-I.j 

DIR .. THE (PARENT) DIRECTORY APPEARS 
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CREATING SUBDIRECTORIES WITHIN A SUBDIRECTORY
 

MD TEACHER e--61 ,-i-I ).-lq ? .4 I i -

MD SCHOOLS
 
: llI J , DIR Y - .iI .SL 

DIRECTORY OF A:\BUDGETS\TEACHER _

. I l-..q ,.jJ , it w_;. " I !-A A: \BUDGETS\TEACHER 

CD .. -. i' o - I J-*l ,.i 1 -

CD\ -zi-I '-k L _,J ,AA.i -I I .I.i - -

CREATING MORE DIRECTORIES
 

CWkREPORTS a ....-_*.."I a.,j p a i_. 61 _.4 :. 

MD FINAL
 
MD QUARTER
 
MD SURVEY
 

PATHS AND PATH NAMES
 

%,..p.Ie._ W . " LLj.. .i. J..%,, I ... 6-J 

\DIRECTORY NAME\DIRECTORY NAME
 

REMOVING aDIRECTOTY
 

RD "-- I i .l 1 , i:J 

DELETE e.l' i Lii 11 &_.L,L 

RD\REPORTS\ SURVEY
 
J..L,-.,I ioLj a . .. k .. DIR oJ -

TREE COMMAND
 

.TREE jo- aj op- _, I A 
,ro,, 1-i ._*I . ., .... ,,.._ _. 

DIRECTORY PATH LISTING :,-a , ,.Lt UJ j TREE "..J 
PATH: 
SUB-DIRECTORIES: 



INTRODUCTION TO KEY STROKES FOR ENABLE
 

~~r~o 

1
/rt-- t'--- t--s' CAPS LOCK--tI tu. 
J JI tL ... -JJ-lIa1 - INS JL..A3 l t-_tm 

..1l.. .. 1 ,I . &)L. DEL FII . 

Lh.b,,.J% at. . * L-h. a F5 

JL.,.J, ..... J V a-. F7 
a A.J.l , _ d,,s.,.m J... L-.- . F8 

" -- -5 i-..1L- a- j.a ,- e--- 9 L T/. 

-.W..,, L: 

.,.m..JI ,. , ALT/F3 
L.LA ' ALT/F2 

j-- .-- ALT I'4 

I ' ALT/EF7 

z :'i ; ALT/Fl 

. .a.t.- .e. a _:,-., ALT/LR 
a. J-_1 J I.Lm - ALT/R 

d t6~dJ$ F9 

. I , .i_.s F • S • E 

& L~LI *. A ,a m., F9 • 0 . D 

~'-k 'b" Y .- F8" 
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THE ENABLE STATUS LINE
 

A:Memo.wpf . P-WI REF/P e.&#1 .a< 
C:001 L:01 j~jaj&I DRAFT aJ.L 

I...J L--6J a.. J.L .. J I *-a I P.& il.l...S P) j, -RF 

... i~~~.L.Jl & Ja.~I ,t *~.I~ o-L.i...L. (A: Memo. WPf)~...t.!S.. 

LL..4~J ~ ~ ~Li. ~&L~ ~ (DRAFT) ..-I -LA 

ENABLE RULER J- L16 .JL-.J

"I~ A~p . jaJ k 

~ ~,.S....Ji u,,JI ... aJtJl- LAYOUT jL.;-Ai I~.J dJa.I 

* VA j...a..J Lt.I I 

"I I--- ________ I 1~ 6 - J&-- -. -4j**J 

T 0.... I I" 

132
 

http:i~~~.L.Jl


PRINTING A FILE
 
"I~L-6~ 

: ." L,.- Ql J1.. 1~ &-- s. '..m 

ONE TOUCH PRINTING -1
 

Ii~JLL &-I...JW L.L1 L .L-*- L. J b.I L .0 I-.J 

I~~~ - L- J sa L5 

-0~~ al_ 6,QL.A..J js Jt r.3 4.mLd1 - ALT/F2A ~ J-*-.A+m p.. I. ~ -1~A.JI 

u., L_. ALT/F2 I 
.,. J A._ Us,.,-J . 

1,- J1 /, i 
- , L . , .. . 

TOP LINE MENU 
' . (,-J---.J &.I .. a JMENU .J(i..i -I .. ) . L. h.. I 

ENTER - F10 . * 

,uI - I. j j..bLu- ENABLE - -

PRINT FORM
 
PRINT: ENTIRE FILE SELECTED PAGES
 

NUMBER OF COPIES: 1
 
PAPER TYPE: CONTINUOUS FORM SINGLE SHEETS
 

1"
: W,-JI! . 0 a V1 ,*. S 
& 

PGDN tL-L--,&$ ia , J_1 .j i &..a.&- . - .1 .a - r 
ALT/F2 t + J& I &-. 

'J. I .. c-, Q,- . .. _. e_ I 

ALT/FI0 rLm_ _.J1La , -. LaL. -t 
ESC J-. L L . Ll I - ,_, ._. 1 -r 

PAGE FORM -r 

PRINT MENU i . A.-i.- f.,-_,1 - F10 rL L - JV
p J _JI a..a.JIP -- Ip ENTER W,.L- UJA .J L-1 _j bA L.JJI II.: *.. . I 

Q1 I &.L ,0m. .,-,I . SI.I PGDN r i 1 Li 1 
• -u - ._-n -,J J -- - -l 

• .: -, &..) .L .L..L- -V 

Q3a)l r,.--0 ..,A2-,1 3,4.-&._J, I .9 .u.1 QL.k1l J _. . 

•ALT/F2 : _ .. . .1 

,9. - ,. 

"-, ."- - , 

,
*)Ip,
 



AA d7 C 
- -

L~woM-Y Alo 
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WORD PROCESSING LESSON 1
 

I a-.-J a ENABLE -aL-- 4 pt
• L.LL.J1 L. .9 -l 

.1 I cL-..o1 A-u) L 0 J j_ a. j -r 

ENABLE 
4-4._%JaIwl 11 .Lj L . I ,--A %$I il 0U,1j ..-.- a' -J1 &-."_L-i- 1 ,L_- .. 1 J L& .-A 

&.J_. ,i..J .L_..J1 USE SYSTEM and WORD PROCESSING. --

INSERT .,_L-,J j-. .1 - LAYOUT JL-e-Li 4 Fl01 0 J - --
ENTER tr.L,-. J-0 - m-1 RULER#1 

to *, . ir _*a.o.-I r- TAB -
ENTER L oj- -A J .ma . V*- _.4. . 

~i ~~.LLJI ..- ~~.*REF 041..~ LLC*L~A 1J~J oJ j.... 

AUTOMATIC REFORMAT
 
N 

Move the cursor to the end of the document CTL/END or F2/END
 
Move the cursor to the top of the screen CTL/HOME or F2/HOME
 

CTRL/-> ,,..f-31I . , . . .,L,, ,.J_ J _
F2/-> .. Jap....... a.W.3 

CTRL/<- 1..,,,_u , ,,%,, u ,_.. SI, ,.Jl;J...-3 

:.*-J II s.aLJ1J 

Joyce Brooks Manager 531/421
 
-_i
uJ4I *3 a I u,-Jl - ._L..4 JI .J.-I1 ins JL. 1I rL-L.* I -1 

and enroll the new managers in the next "Management Guidelines"session,
 

;4.a*e -A.)~ 64eQ 

- C,,., I - -

A , 
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DATA CODING WORKSHOP
 
Word Processing
 

: rJLLjl 'p.LJ, 

.J :s.. LJ1 	 .j
4 1 JL.il -1 

.'-1 	 - j Ll. 3. -r 

~,.jja ,- ,I L.JIa -1 

line 1 4.1.4.1 Student Enrollments and Characteristics
 
The aggregate pattern of enrollment growth in the Yemen Arab
 

Republic has been dramatic over the last decade. Almost one-third of
 
all enrollments are in the Sana'a and Taiz governorates. The
 

estimated population for these two twoo governorates is approximately
 
percent of the total for the Yar so that there is a degree of relative
 
advantage in education access indicated in terms of enrollments for
 

these two regions
 
The enrollment pattern is shown in Table 4.4
 

enable ., _ -
Si .JI ,~L~.L- end tL ; S.. -r 

,Ja....J1 ,& enter io 	 rL,-i- i . *J.LJ1 Lx..,i L_.._L - r 
: * &.1,J I~ J ... id , i4,i. - ,,IL 	 I 

Create Revise Print Mail Merge
 

enter tL u 1.. _ I -

A: LESSON2.WPF
 

L La-.a REPUBLIC &._uL - _. i _ a .,-.-" 

INS tL. JI_ 1 
• REPUBLIC -/-a YAR j .A 

* a .. -_.jI1 I L .. 3I L-..J1, I .-.1 
/- -I T a I ) J .'IV j..I I A.. _*A INS tL..L.& I L_1I 

Third J-.. j del r .A,-1-1 L.a Half 'I .- Ja-- Third 
t 1 i m _ Half * .-1 ins JL.',1V.ri tJ L, - 0'I 

A-..;- ,L-J a .- ins*._-

"-I* twoo _ j-U- .,.JJI ",I -;- JJ_ 
1 ._ h..-.-_LJI J.. - del t . J._I 

• yar , a -!-1 11 ' .*- e-% 
yar 'i Aa a- t 1_ AR e--61 j Shift vla UA.-1136 

I 



JI.. ~.~ ~ S~Ij--LduJ- Fl.0 .h..bJI r~L 

I-
a-

L.,-I J 
j' oL--1 l 

I ea 
key board 

.. 
-

enter 
alJ, 
-

, 
Layout 

... J W91 

LA.A...-
. *.,. 

p-J 

Layout ,J) 
J jL..A
tL.- "1 . 

.~_m6l ~ &-- I. 

%VJ . 
4 ~ R aS 

•TAB-JtI - t. .r. O.Aa T ,n ._ a 

&-i-.-,-, U JLIa enter t i ~ ' -x I 
I I 

* tAI 
* AT 

t %"1 r 
r I V1I 

.. F3 '--a L-A-$" jL school 3 cLSj. . .- ..-.j--_Ua..

wi 1 0-- 1 e-"6. j caps lock -
School Distribution by Governorate and Sex 

ALT/F3 _.I . . hodeidah __ - h 

-J1 
-L, -, save
11-,._I - save 

a . - F1O 0 
e.1 - FIO/S 

L LJ1 L 
_ 

Ja.aJL.. -T 
U-6..,Ir. -



-- -  

: d,._JL.,_ t w,.J,j J, j .s QL _ 
s-. JL-"-".. j A:lesson3.wpf _4 Li.tmi . a enable L-- 3, 

:Ip r i W . .. ...,.- ... 1 11 1a 

0-- ,jp,.)acheive 1 e AL ,- 4.-., it ... - 1 .J 1 aj_ 
•chieve ,a ,I Ir.-- ie &-61 j 

-a .. - - .* J sciences Is . - . ,_a.aj. ii,.JI ,, ~~LLJIJA~a~j * *~ -1 _. i.L 4 *.ot-LJJpI&b_ is$ A.AaLJtdel t II I Nm.D. OMMANI -_ a,s 1 
.sciences J_ j r 

_ENT perfecting _La.I A-& FIN &lo, Is I,... :L A 'I JM. 
U- Ai 1 A,.). p .a, ei F .,._-J .4..

• -- a--u4-~u/_I O . ;-.F4 wL_-k aj1s 

: 4.J, I_
 

FF.3 L.ab.II w -1 " A ALT t 1" L . " j t- i P -14,

: o,,. I JL - 31 

: Ja V1 I

,LLI J .I acadeic .A _ ENTER .. X.,-,* j l_.1 ._i &.J1-a--. 
-- J.3 tu.- -a r-J i .138Academicin s Vl 

• t. 4V1 .,- a,t.J 'A _, ,-a jL. A4V t IA.-' academic As 

: v-4L--Ju , 

STUENT IY--L-" a.J....LS .,..I.. 

FIND COMMAND 3L" 1 ,-a$ 

S..I ENTER LLA_ I ~ _ - FIND _ l4. A--a .2 o. r_1 ,_._4-s _ 

-FIND ONLY
 
-FIND AND REPLACE
 
-FIND AND MARK r
 

: "L .I. , "1_ " r-iS IW- , - 1_ a- r_3j,-.1 . 
ENTER STRING TO FIND :-----------


STUDENTS 4,.JuL- - a b o_i 
o6.L'9I J.--A"_-..-IJ~lENTER r LA_& I &A1o 
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o-Ja-I fo.J "_I 4-t .m 
V _._,l .,- o j F J .. JL =.L-, FIND ., jL.L 

.si-1 &j_.A F10 tL--A ,J- Is"I oo.I o.Ji . 
mJ j 

STUDENTS . 0 e.-l FIND j0 4 h . ENTER ti ,.L. I 
ENTER REPLACE STRING-- -- - a.1_..al , . ..., ,I *._L 

~aj. .j ...1 .J~.~J-I - , . *.a- d.u p... 4j-$ PUPILS I e-6I olI 

0 CHANGE OPTIONS ,.,-i1 a_ .ai 
JL..L*-bj -J CASE a .- L.--. ENTER rL...JI ,J-A - b Im.

._ ,,,_ STUDENTS *- .J s _ i e.- IGNORES ,..iS 
• .x. , *j..-..?..I . .. .. .1 tI . PUPILS 

.,.-'.- ,j.- CURRENT - ENTER t LAt.JI , ,1 

a --. a-*;" BOTTOM A j,-b - ENTER I " $... 

e-~--~ J -- J ALL e-Jl -*Ii- . -± II.-.. COLUMN J
. ve.L.J I -- ' 

ALL . aI eI OCCURENCES s 
~ PUPILS ,." STUDENTS ja-J .. L- _ LLJI J. IL. 

a , , .,,I: . _ , .L... J,-. .-. I ,i ,,L .A.I , ...L t 4 ..L_ 

IF YOU DECIDE TO ACCEPT THE "SEARCH OPTIONS" MENU
 
F5 ,-.-.m _1 t 1-6 1 SEARCH OPTIONS ._ " A ' ,il. I 

F5 A tLL -& J-& .-- I s-, FIND .&Vl ,.Jl .a. -fi-.JI 
s-.f F5 A t. Z r I -,i--AFIND A . J.i Ja. JI . 

:~~~ I~4.. .I t,, I_ m6 T.a;_ 


FIND AND REPLACE
 

COPYING AND MOVING TEXT : ,-".LJI um._ .. 

__. .. a,a ~-. .- ,a . ENABLE - - 

* LA - "_ MOVE .,_I ,.I',< a e .--I .L, J.._11 ..eL..JI I 

* LJI& Li .D L.e--J 

F7 &---los rk-j-L.a ,Lg 1lA.-1 j . .o.J I *.&..Jl - IE.L.A -JI &a~a +j.J Jj I I 

•u. ._ 1 IJ--o-J EDITOPTS t..- -aa- . ,iL-0I JLcA-03t-Li 10 * J.tL-" J UALh.4 v,;J tL.*LLJ .-L 

j-,.r ,* r _, F &4- . , 

1F8 9

•B
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EDITOPTS 3tzdI~1Fl 10 ah.s 

IdAJ- ~~~ J.&31 F3 
~LLL*W AJI ALT/F3 

* 3L.i *3"1~ F5 
*.9 ~ 03"1I F6 

& 'A... F7 

a tIA~ F8 
* ii.&-J.L-I ALT/F8 

&.J .LI~ , *... 4iL~.?I LI L-f pj$-g F9. DEL 
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STEPS IN DATA PROCESSING
 

RESOURSE PLANNING i, 4 -I
 

-: ,.3 L,.i.LA, . 

ANALYSIS OUTLINE 4,J1, .,3 -" 

INSTRUMENT DEVELOPMENT J L.J, 3JL -r 

• 3,. - L..jo e ,L5, , uj .. 

DATA COLLECTION ["L."=L0 j .. .A-&,Y.jj lLI] t,a]= 
y -p- , 

, 
& 

-t 

DATA CODING L- . -o 
, n -O ,LJjI rJl c Lo,V-I . j.5 . %. 

TRANSSFER OF DATA a. -

DATA ENTERY QL.1. , , cL. L,.Ji Jua, -v 

,..J LA..~ ~ 9 . 0 .j.LJ Li'f.L A .. j$I J L Qb ij~Z~a ,-kL+-b 

CLEANING DATA -A
 

39~~;LJJI 5k.I *g.a.a " L..i,...a I LI.;I L IL+. 04-.&. 

PROGRAMMING AND ANALYSIS J.-La-J1j -I,i 


REPORTING THE RESULTS .I ,I. - I 
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DATA CODING
 

ca j9 e J , o j aI -WS)I X -- JI , 

Qa B.L- LJ L JW, 

* cL~SA..J~ JJ, o j..,-,~ J, A J.a-r
IOA- .t .. 51.5 L*.4J0 

I JLL, 

34.g.a.~o LA 31 a J JAWU)I SLF "~ *L.s )icaLI 

3UN '1'EXTREME' '2'FAII) '3'NO SUN".
 

L.- I . . " jA I g, *0.1.6..-J , L , 

..rP~A 3 4 jv * I J I3 O..A j 31 I. 0 .A J 

SA . - ... -r 

,,A l-o_- r ,j i.... h 10 

JUL..
 

-- L AL.-t 

LL.0 A, I ] c jai.p oL.J . L _3", 

rJL*.. 
~-~- ----------- h 

%-sLVl - VARIABLE ', " 

MISSING VALUES
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LL.j. JA LC i JA"i p j I~ I .LJ ca. S... I& I S ...LL jLA. 

g.S.A L-![,~.OSJ I a- I ,.* 

CaljL LAa'icai 0) L3 ... Jio 

V4 .t,.J 
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THE CODE BOOK
 
A CODE BOK IS
 

3 3.. • 3,. ~ - 1 , I, -,A 

THE PURPOSE OF CODE BOOK 
.(j,~,x.I I a .j I yL.Z5-,* L 

•.. I , f.L.J] ".. .%.A-L .,&.I, j, I 
JLg.. ." QL&-.Lo :ij,'.i oj L J, ! -,i j.3--.m 

THE CODE BOOK CONTAINS INFORMATION ABOUT 
."J LojLi.. I J-3 a cL- La, I j &)I I caLI &,.&u.. I-b9j -

j-,A--&JJAJZ. jLA I e I ..LAI j.&.LJ I )A .IJ* i -d 

~~~~~~~ LLk ~ ~. , 0...LL J 1.I . ~ U~ -) 3- ~ 

-. SLFLA . I. ', .a .~ J.* .J 3 I J-.i-.,..J5, 1, L- .3Jr 

QUESTIONS TO CONSIDER AS YOU DEVELOP A CODE BOOK
 

WHAT ARE THE VARIABLEST
 

HOW MANY COLUMNS ARE NEEDED FOR THE RESPOSE
 

HOW WILL YOU CODE THE MISSING VALUES
 

WHAT IS THE COLUMN LOCATION FOR EACH VARIABLE
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DATA PROCESSING TERMINOLOGY
 

ATTRIBUTES
 

CARD IMAGE JUa.J, a..o
 

VIA~ JI^ al J.% A* V~ L+Qy &,q jjxx& A* VI LILA..J
3 


CASE .JLD. 
.BLA - 13LA pxx..qN , . JN.g..a..Ls Sx,3 WA UJum_,. & 

N =100 1 , . J.....L-Js j.OWL
._ .. - L.,&J, owl 

j .Jv.LS CODE BOOK
 
I. y J .L.S 3 a LA,j , UI., WA o L.,J I U1001, 4 ZU-K 3 I%.A
 

WLI.J.=3.jJ *Lk . J ' .i J OA 31IJ .mZ3 LL..J .=.
 

- CODING
 
* 1 J -,..AxJW .W, , JL ,UOLA.J, J.L,
eA = 31la V.1 .LA.o 

DATA FIELD
 

FILE
 
* L_ A.Zo LAJ... J_3j J .L I OA o ,. 

RECORD
 

RECORD LENGTH
 
J.~,
4I Jjs
 

.-
IV* olo. yx=--1. s +-Jsj1 oy-nq o--"J' W12-1
31A A* O-A 


i Lj L.P,Vl 

0,1AUW WJ UJ % jL..jLA A 35 JU 
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SPSS/PC+ OVERVIEW
 

*4J~ F~p1LmleUhA~ 

'~'~ ~L-.IJLLjwL 1>0 *jL.A *A SPSS/PC 

1-11> cALJ~a. dlAA,*.3 U&L- JII 

a: mL.LaJ P.41i -I 
Jg.A 1- J )lJVI 3A 3A--4A-4a1 0-LLA- vA J- j- L*s.AAAz..i.. ,J I. .A I tU 

yj..'s& 3J&AL - . SPSS LP6 L- O- .tm1LJ Ji-' I VL.6.aJQLALII 

HELP SET INCLUDE 
pAI Ij - t'-A.- Ij - Q 

j-_&; j c )L o% I L-4 ..I J A 4...iLAzIf .. xILi.J, J L -f3 

: LoI*.aJ I 
DATA LIST VALUE LABLES AND VARIBLE LABELS ,.43 

*L*.4 CTRL C C:-LJ k"~JS~I Jk-AJeI* OA a3 AJ I &..s 
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SPSS-PC + M.AL.-., rb I ,jAI, 

SPSS LOA .. j I u. l - SPSS 3 ,:.s 

: -jLJ4 . I Lt-. 

-=.4 LAe 13YZA a 3 LAJI -=Ls, - 31 

SYNTAX 

•[ DOS . sa L-1, U 1-_ LtJ ,i 
EXAMPLE 

SET SCREEN=ON /PRINTER=OFF /DISK=ON
 

D.T DATA LEST

."L-L3 V 0 L 30 J 4aA ,JI ,Lb..i' -. DATA LIST .' 

DATA BASE L . - aLJ 
:J L.L 

SYNTAX
 

' &A " -Z%tLj 3 D. L -, J. ,oI 

: lJ.S -,LojJLLA 
DATA LEST FILE = 'EX.PRG' /VI 1-2 V2 3-6 V3 TO V1 13 

MISSING VALUES
 

: J
 
3 &13.-3 1 J3 _ L",63-3, 3_1 


SYNTAX
 
i 5 3s -L L-4I.. J-5 J.&.L 3j 3 , 3 I.J.4-A 

J LL-. 
MISSING VALUES VERIABLE Vl V4 (99)/V2 V3 (9


VARIABLE LABELS ,J,
 
,) "
* . - 1. J.J urJ' j.* .LJ i -L-Ji.; '" .AJI pA-

SYNTAX
 
~ 3 j.AJI 3.L&J "A 31~I 3 X-*La-j,L3L 

VARIABLE LABELS Vi 'SURVEY ID
 

/ V2 'SCHOOLID 
/ V3 ' GOVERN 

VALUE LABELS . iJ,J,
"\" -JL. .L.=.Ji I p g.. J..L. o, .3 e.-, ~. h e" ' , Jj p 

"Z J _.. 

VALUE LABLES Vi 1 'YES' 2 'NO
 

INCLUDE 
&.-g.L 4 .1, I JLl . SPSS PC jp' ,I I A 

C:SPSS >INCLUDE 'EX.PRG
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HOW TO RUN SPSS/PC+ PROGRAM
 

-SPSS L3. I-.4 A 
, -iL. , eLp , J., A..3C Lj. _ It.*.dt 	 j &.-J-AtUS XA SPSS-PC 	 &.r. I 3 C: SPSS > LALAtJ ,a Ahoga.. CD\SPSS &,-U 

p.3 	KEY DISK L. ,j.e.i, CL.L. Ji, I &1 3.-A-,U o.%L .. 2, LeLLJ, . 
. sL I e I O 3 ." 1 h- " OK &-.1,.-O-) I *Ji 

EX.PRG et-"- , e.oj EX.DAT 3A -. J11 .. e .S.l 
u.L- JAA-j LJLm-J, *LA J ENABLE P " .- al. - f J-1_ .. r I, I" 

• e FlO E 	 Jl., Li, di, C dj..Jj . t.mAp , .SPSS eA". - J,.- A*pr c.,1 0i, 
tLA-JI j-x 113Ij A- A 1' , ' INCLUDE 'FILE NAME .EXT &"-s 

• ENTER k, f-S.
 

,*,a. ) MORE X-4 ., ".LJi W.6 ZALAJ,1 .L )Ju
 
*2^j&.ai L,.k J ,- J,' . ENTER IL" I '. lI I LA I.J i'II - 0 '
 

.SPSS a A-- jL4bl, ..- L*. L-f - , I" -f- ej. b-i FINISH & , $I-- ,
 

BASIC CONCEPTS OF SOME SPSS/PC+ COMMANDS
 

SPSS-PC U. 	 , . 
-: " aLkJ g: JA.L . ,i, 

pjJ.j, 	 A4 3am-lj ,. - , -.4I.. 	 J, L , J.-ILAJ'-I SPSS ,. Lp 

TRUE ,,..-,,o.. C , L. TRUE FALSE] . ILA li L.aJI JAA o. &.L j 

* L4L..~i i L-

STRING VALUES
 

11- 2- L .L eJ , ' 	 L.,-*. O, U--VI- ' 

-:SPSS LP 1 -1-1 'dLV LA1% L4.J eb I - IA "I BL.A~ 
L-jL ji Oe .. p- LE ,A i LT 03L, V NE pL--e EQ 

i I c-,- - 4I GE o - GT 
-: SPSS Ll-h.". e,-.-, jy.Aj-, 

eI.. . ,. 	 .A t L- 3...,j [ = . = OR >(.< =.>. >=> 
SPSS-P C
 
JU JL . 

- PROCESS IF (AGE GT 50) OR (AGE >50 
- PROCESS IF (SEX EQ FEMALE) OR 

(SEX= 'FEMALE) 
SELCT IF L . 9 

, ,,L s.z.li, ,La"L 4 L - OIL, J i .. m. . ca_..L* .;, h a."_ 1-a.J, IV . 
L-i48 3 t!-* " L- LJ.aJ c,13 ,Jl 

I I JU S PSS.- &LJ- J ja~J 4..LimJyS Cl.L..J 3I jI 
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RELATIONAL OPERATORS
 

EQ ;NE; LT ;LE ;GT ; OE 
LOGICAL OPERATOR , cL.. i 

AND ;OR ;AND NC'T (&:-) 0 
TRUE OR FALSE s Llki 3 1, LA I &=- tp i - 1 1, 

J L LA 

SELECT IF SEX = 'MALE 
SELSCT IF IN COME GT 75000 INCOME LT 

RECODE 
L.L.LCal.. g .h.g.LiL,.i.. Lq. J.A~j.L-J J.' jA.oA. pj iI I ". 

V ,1 _-A-'A LA- ' , =L-i . e.. *.. 

~~~ I~.~ r*~ ,e~ A :P.~i~.i Js-I 1> Le 
S -"4 6 O V31 3 -1 i..JAl- I JLr.,., 

LO .LHI , - - u-Ji _ , L LKi _ TRUE
 
,. ' .. J L.AJ13 J,,1 I
L i _..JL
LA 3,-J , r-A &- '.6 &.,JLAJI_,1y 13 . 

j L_.
 

RECODE GRADE 'A';'B';'C'='A 
D';'E';F'=B' 

RECODE AGE ( 1 THRU 25 = 1)(26 THRU 50 =2 )(51 THRU HI =3 

& I COMPUTE 

~. 0 .tLLJIdbLA'I ~A ~ ~ aLqm I It I j-I 

3 JL.11~ OA Y-l.~L41..JI ,.-0s 03 CiI~~.Lt
CUMPUTE 2 -. -c_ e, i, =-u.A.:-_ ,I Jj .'_i _ Z).a . AL Ur .J 

TO ADD: COMPUTE CHILDERN=MALE+FEMALES
 
TO SUBTRACT:COMPUTE SECOND GRADE=ALL FIRST-RETAINAL FIRST
 

TO MULTIPLY: COMPUTE COST=SALARY*NUMBER OF TEACHERS
 
.TO DIVIDE:COMPUTE STUDENT COST=TOTAL AMOUNT/NO.OF STUDENT
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CODE BOOK FOR EXERCISE 

STUDENT INFORMATION SURVEY 

vi 1 

V2 r j,, 

w., L~h 

V3 

V4
V5 V . L.._J, .L,- i : 

1= O0A. 

V6 A 
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CI .,r..LL 

Vl 

V2 

iJ *.6 

t-I 

-

TEACHER SURVEY CODEBOOK 

I L.A . _Jl 

.dJz J ~ 

i.. J•= 

9999= 

"JA.

or= 

i . 

. 

A . 

.L 

V3 V . o I. or== 

V4 A , . &. 1= 

V5-. 

J=-

,..,I,..,..., 

J 3JL 

V6 

V7 

I -

ir [i-. 

~ 

, 

.. a-.J! .I 

]_.,,s ' , -s. 

,q-_ 

r= 

3.L"~ 

V8 -= 

r= 

V= 

1= 1 .L,,A. 
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