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LETTER TO STUDENT 

Dear Student, 

This is your class guide to using dBASE In Plus. There is no substitute for a 
program's documentation so this guide should be used in conjunction with the 
documentation. 

We have extracted many of the basic commands of dBASE III Plus from the 
documentation and arranged them in the order in which you might encounter 
them in a working session . 

We believe that learning is an active process and this belief is expressed in our 
curriculum design. 

The workbook contains an outline of the topics covered in this course. It also 
contains exercises which you will be performing in class and that we recommend 
you review after class. 

This workbook is not intended to be used as a stand-alone tutorial. Thus, we 
have not included every single detail in a particular process. The workbook was 
designed to be used along with the instructor, who will provide additional 
information about using the program as well as basic concepts about this type of 
software. 

We require that you listen, think, tryout procedures in class, and, hopefully. as a 
result, understand them. 

Your time in class is the perfect opportunity to ask questions. We also suggest 
that you write notes in the workbook and use class time to clarify any questions 
you might have. 

Through a combination of the components below, we will help you to discover 
the power of this package to help you utilize it in your daily work: 

• Expert Instruction 

• Workbook 

• Hands-On Experience with Modern Equipment 

• Your own effort 

The instructor. the workbook, and you, the student, must work together actively 
to complete the learning process. This triumvirate forms a system in the same 
way that the individual components of a computer form a system. 
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When you leave class you must spend time reviewing class topics and working on 
the computer, otherwise you will not retain very much of what you learn in this 
course and you will not be adequately prepared to progress to a more 
sophisticated level of understanding of this software. 

We hope you enjoy this learning experience and welcome your constructive 
comments. 

Sincerely, 

The Staff of Future Enterprises 

NOTE: You may notice as you go through this workbook that 
the bottom of each page includes a revision date and that all 
pages may not have the same revision date. For example, one 
page may have been revised on August 25, 1987 and another page 
may have been revised on September 16, 1987. A later date 
simply indicates that the information on that page is more recent. 

FUTURE ENTERPRISES, INC. Page 2 
Introduction to dBASE III Plus, Rev: November 27, 1987 



DBASE III PLUS CLASSES 

CONCEPTS & BASIC USES 

Hands-on exercises include database design, creating a database structure, 
adding, editing and deleting records, displaying and querying the database, 
creating and using index files, sorting files, creating labels and/or mailing lists, 
and using the printer with dBASE III Plus. 

DATA RETRIEVAL & MANIPULATION 

This class focuses on querying the database to learn how to more skillfully 
retrieve and use data from your database. Hands-on exercises include substring 
searching. querying with higher level commands including .AND., .OR., and 
.NOT., using date functions, counting, summing and averaging data, and setting 
up formulas in dBASE nI Plus. 

REPORT CREATION 

This class will use dBASE In Plus' standard report generator to create reports. 
Reports will be created to: perform calculations, compare dates. generate with 
subtotals and obtain summary reports. A variety of dBASE functions will be 
used in these reports. You will also learn how you can enhance a dBASE report 
in a word processor, such as Microsoft Word or WordStar. 

DEVELOPING APPLICATIONS IN DBASE III PLUS 

Two four-hour sessions. This special course is for those designing and writing 
database management systems using dBASE III Plus' programming language. 
Topics covered include when and how to use a multiple-file system, basic 
programming constructs. and how to create and use memory variables in dBASE 
III Plus programs. Students will also be introduced to programs which generate 
reports and lists. menu programs, and data-entry programs. (An out-of class 
assignment will be due at the second class.) 
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SEMINAR OBJECTIVES 

To convey basic concepts of data base management. 

To familiarize trainees with the concepts necessary to create, add, edit, delete, 
and begin querying and managing data in the database. 

To possess a basic understanding of the applications of dBASE III Plus. 

To perform the functions of creating files, putting data into files, editing data in 
files, retrieving data and modifying a database structure . 

MEASURABLE OBJECTIVES 

At the end of this class you should know how to: 

__ 1. Load dBASE In Plus. 

2. Create a database structure. ---
___ 3. Add data to a database. 

___ 4. Edit a record. 

___ S. Display and print a database structure. 

___ 6. Modify a database structure. 

7. Delete records. ---
___ 8. Query the database to get information from: 

Character fields 

Numeric fields 

Logical fields 

Date fields 

Memo fields 

___ 9. Create, print and modify a label form. 

___ 10. Create, print and modify a report form. 
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__ II. 

__ 12. 

Sort a database file. 

Create and update an index file. 
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DATA BASE MANAGEMENT SYSTEMS (DBMS) 

WHAT IS AN ELECTRONIC DATABASE? 

A database is, essentially, a collection of interrelated information that consists of 
files, records and fields. 

We all use manual data bases - the telephone book, checkbooks, and library card 
catalogs. Electronic data bases are also collections of interrelated information, 
but information that allows access in a wider variety of ways than most manual 
systems because the information is manipulated electronically. A complete 
electronic Data Base Management System consists of a file management 
component and a query language which is either unique to the DBMS or is the 
host language of the computer. 

The glory of using an electronic Database Management System comes from the 
ease of manipulating the information. With an electronic DBMS you can quickly 
access information in a variety of ways; it is often possible, for example, to 
retrieve more information with less known initially than manual retrieval systems 
require. For example, with an electronic database of names and addresses you 
could locate the complete name and address of an individual if you had only the 
phone number, or if you had only the first name and a partial address. Such a 
retrieval would be almost impossible with most manual systems. 

In addition, electronic databases enable you to manipulate the display of data into 
a variety of formats. 

Finally, a query language, which is either unique to the software program or is in 
the computer's language, is generally a part of a full-fledged database 
management system. 

"Man has a need to store and manipulate data on a level beyond human 
comprehension." 

These are the words of James Martin, world renowned expert on Information 
Processing. He is speaking to the urgency of demand for DBMS on 
microcomputers. Once you get started with electronic Database Management 
Systems you discover an endless array of possibilities for using them. 
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ADV ANT AGES OF MICROCOMPUTER DBMS SYSTEMS 

Electronic databases have become very popular because of the great advantages 
they offer over manual systems. Although the specific benefits of a data base 
system will vary from program to program, some of the advantages listed below 
will be present in any program: 

1. Centralized control of data 

2 . Organize data with simplicity 

3. Reduce the amount of redundancy 

4. Alleviate inconsistencies common to manual systems 

s. Permit shared usage of data 

6. Reduce cost in comparison to mainframe or minicomputer DBMS systems 

a. Programmer cost 

b. Disk storage 

7. Permit user access via an easy to use query language 
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TYPES OF ELECTRONIC DATABASE MANAGEMENT SYSTEMS 

1. File Management Systems 

2. Relational Database Management Systems 

3. Network/Hierarchical Database Management Systems 

fILE MANAGEMENT SYSTEMS 

On a continuum. the File Management Systems (FMS) provide the most basic 
approach to DataBase Management Systems (DBMS). File Management Systems 
emphasize file definition as well as data entry and retrieval. They generally lack 
a query and development language. Their structure might be that of a basic 
spreadsheet, where data is contained within rows and columns, or it might be 
data structured in a format with rows or records and fields of data separated by 
commas. 

Name Address City State Zip Phone ..4-.<1 

~4;;..\. t,1 
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RELATIONAL DATABASE MANAGEMENT SYSTEMS 

Relational Database Management Systems (RDBMS) are a step up from File 
Management Systems. The data in a Relational Data Base is generally arranged 
in rows and columns, where each row is a record and the columns denote 
datafields. Unlike File Management Systems, RDBMS offer more extensive 
querying capabilities and in some cases an application development language 
which enables users to write programs for their own, personalized, database 
systems. Generally, RDBMS's are most suitable for database systems of three or 
fewer files . 

NETWORK/HIERARCHICAL DATABASE MANAGEMENT SYSTEMS 

Network/Hierarchical Database Management Systems (NDBMS) are the most 
powerful of the three categories. NDBMS are also more difficult for the 
inexperienced user. These systems are not file-oriented; thus very sophisticated 
applications programs can be developed without concern for the number of data 
files which can be handled by the system. Network Database Management 
Systems generally do not permit direct data retrieval. Therefore, you must 
program the system to retrieve information. 
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DATABASE TERMINOLOGY 

Command 

Database 

De/ault 

Expression 

Field 

File 

Index 

Key 

Record 

Query 

Instruction to the computer. 

A collection of interrelated information. 

The automatic settings of the computer program. To 
change the default is to reset parameters. 

An expression in dBASE ni is a way of modifying a 
command. An expression list could be a field or list of 
fields; it could be a list of memory variables contained in a 
program. An expression in dBASE III could also be a 
numeric formula using either fields or memory variables. 

An item of information in a database record. For 
example, a person's last name might be one field, the 
person's phone number another field. The fieldname is the 
name used to refer to a particular datafield; fieldnames for 
the above fields of data could be lnarne, phone. 

A collection of data on a disk accessed by a unique r.ame. 
Sequence of records with identical forms, each containing 
a series of fields. 

A table of record keys which are pointers to the complete 
database and assist in rapid record retrieval. 

A unique identifier for a record. 

A group of related fields of information treated as a unit. 

To pose a question to or inquire about something from the 
database. 
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AN OVERVIEW OF DBASE III PLUS 

CHARACTERISTICS OF DBASE III PLUS 

BRIEF HISTORY 

dBASE II is a software program that was written by Wayne Ratliff in 1980 and 
marketed by Ashton-Tate. dBASE III Plus is the most recent version of this 
program, written specifically for the 16-bit computer with the MS-DOS 
operating system. (The dBASE III program was completely re-written in the C 
Language; dBASE II was written in Assembly Language.) 

ORGANIZATION 

dBASE III Plus is a relatiollal database program. As such, it organizes a database 
file as a table of rows and columns. The rows, known as records, are composed 
of fields or columns. A record, for example, might contain a variety of 
information about one person. Fields, on the other hand, would contain the same 
type of information about different people. For instance, the company's name 
could be one field, 'address' might be a second field, 'city' the third and so on. 

SPECIFICATIONS ON THE SIZE AND CAPACITY OF DBASE III FILES 

Maximum records per file 
Maximum characters per file 
Maximum fields per record 
Maximum characters per record 
Maximum characters per text field 
Maximum characters per memo field 
Maximum characters per memo file 
Maximum characters per date field 
Index key length 

NUMERIC ACCURACY 

15.9 digits 
999,999,999,999,999.9 
Largest number 
Smallest positive number 
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254 
5,000 

512,000 
8 

100 

Page II 



MEMORY VARIABLES 

256 Active Memory Variables 

6,000 Total Characters 

• 
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GETTING STARTED WITH DBASE III 

INSTALLING DBASE III 

The dBASE III Plus program consists of two diskettes. System Disk 1 is a 'copy­
protected' disk which does not contain the MS-DOS operating system; System 
Disk 2 is copyable. Make a backup copy of System Disk 2 and store the original 
in a safe place. 

System Disk 1 contains a CONFIG.SYS file. To use dBASE III, you must boot 
up your operating system with a disk containing this configuration file. 

ENTERING DBASE III 

After loading the operating system, and having reached the A-prompt A> (the 
operating system's starting point), with the dBASE III System Disk 1 in drive A, 
and your working disk in drive B, type: 

DBASE 

Then press RETURN. 

You will be prompted to accept the licensing agreement by pressing RETURN. 

You will be prompted again by dBASE to remove System Disk 1 and replace it 
with System Disk 2 and then press RETURN. 
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THE DBASE III PLUS ASSIST MODE 

When you enter dBASE DJ Plus, you are in the ASSIST mode. 

While you are in the ASSIST mode you are presented with options that you step 
throuSh. senerally by pressing cursor arrow keys to set from one level to another 
in a command. You can also access main commands in the ASSIST mode by 
typing the first character of a command. 

If you wish to choose a command that is bishlighted, simply press RETURN. 

~iI"i", Create upaate POlltlon RetrleYe ,Orlanlae "oaify Tools 
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EXITING THE ASSIST MODE 

Press the Esc (ESCAPE) key. 

When you press Esc you will enter the COMMAND mode and the cursor will be 
positioned at the dot prompt. 

RETURNING TO THE ASSIST MODE 

The ASSIST mode can be re-entered from the dot prompt by typins: ASSIST 

NOTE: You may also press the [F2] function key to access the 
ASSIST mode. 
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THE DBASE III PLUS COMMAND MODE 

In dBASE Ill's COMMAND mode, your cursor will be positioned next to a 
period. The period is dBASE Ill's dot-prompt. The dot prompt is similar to the 
">" prompt used by the operating system because it means that you can issue a 
command to dBASE III. In most cases you will know that your command has 
been executed if dBASE responds with another dot-prompt. 

THE LANGUAGE OF DBASE III 

dBASE III has its own language. As with other languages, the dBASE language 
has syntax and vocabulary which must be learned and utilized. Some computer 
programs are more helpful or 'user-friendly' than others. dBASE II was 
particularly sparse in the degree of help it offered to the user, but it would 
always let you know if you typed the wrong word, misspelled a word, or forgot a 
comma or apostrophe when it was required. dBASE III Plus has come a long 
way in providing you with a more friendly, more helpful environment. 

The dBASE III language has a dictionary of over 100 English words and responds 
to approximately 180 commands. Commands are brief, to the point, and verb­
oriented. For example, if you wish to quit or end your session with dBASE III 
the comman~ is simply QUIT. 

How TO STRUCTURE A COMMAND IN DBASE III 

Commands in dBASE III always begin with a verb (the command itself) and then 
may be followed with various optional expressions or conditions. 

The syntax structure is as follows: 

VERB [scope] [expression list] [FOR/WHILE condition] 

For example: 

.DISPLAYall FOR Iname='Jones' 

.DISPLAYall fname,lname FOR Iname=']ones' 

.A VERAGE sales FOR product='computer' 
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There are about SO SET commands in dBASE III which allow you to change the 
enviromental format. parameters or system defaults of dBASE III. For instance. 
you can turn a printing mode on and off with set commands . 

. SET PRINT ON 

.SET PRINT OFF 

Turns the PRINT mode on so that you can get a 
hard copy of your data 

Turns the PRINT mode off 
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CORRECTING OR MODIFYING A PREVIOUS COMMAND 

If you want to correct or modify a previous command which you typed at the 
dot prompt 

Press the Up Arrow key until you see the command you want to revise 
positioned at the dot prompt. 

Revise the command, then press RETURN. 

You may use the Del or Backspace keys, the Ins key to turn Insert mode 
ON/OFF, or type over a command. 

To see a list of the last 20 commands you issued. type the following: 

.LIST HISTORY 

FUTURE ENTERPRISES, INC. Page 17 
Introduction to dBASE III Plus, Rev: October 14, 1987 



• 

HELP MENUS IN DBASE III PLUS 

dBASE III Plus offers a lot of help through its Help menus and screens. 

ACCESSING THE HELP MODE 

To access the Help menus: 

Press the {F 1 J function key 

or 

Type HELP at the dot prompt. 

The dBASE III Help main menu will appear on your screen: 

Help Main Menu 

1 - Getting Started 
2 - What is a .. . 
3 - How Do I .. . 
4 - Creating a Database File 
5 - Using an Existing Database File 
6 - Commands and Functions 

Each menu or screen will indicate what command options are available to you. 

Move the Cursor Arrow keys to highlight a selection or type the number of the 
selection, then press RETURN. Press the PgUp key to go to a previous screen. 
On some screens you can press IF 10 J to go to the previous menu. 

EXITING THE HELP MODE 

To get out of the HELP mode: 

Press the Esc key 

SPECIALIZED HELP 

You can also get a particular help screen by indicating what command you 
require help with. For example: 

.HELP create 

would present you with information about the command CREATE. 

(Jf;JJ~ tk.- J~ ~·C 'at-n.$ 'WU<.--S? 0 iL fJ f,<-d l~ k us~ t/LtZ- t:C1f,~Y"'-ct.~ . 
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CHANGING TO THE B DRIVE 

When using a dual-disk. floppy-drive system, your rirst instruction to dBASE III 
should be to change rrom the A disk drive to the B disk drive. Remember that 
the dBASE m program is located on the disk in the A drive. Because you don't 
want to interfere with this program or run out or disk space while creating your 
own riles. you need to change your position by switching to the other disk drive. 

CHANGING TO THE B DRIVE IN THE ASSIST MODE 

To change to the B Drive in the ASSIST mode. issue the command: 

TOOLS Set drive 

B: 

Set Up Create UpIJate Position Retrieve Or9anize nodir.mU• If«'.Pd 

~
: .. 

c: 

Sct dri'Jc 
Copv file 
Directory 
RenaMe 
Erase 
List structure 

I.port 
Export 

ASSIST 
Co_and: Sri' DEFAULT TO '_1 .•• IBm 1ruu.:.tJi , 

PosiUo~ ~el~cUon )ar - U. Select :V. Leaye .enu - .... 
Select a disk driYe to search. 

CHANGING TO THE B DRIVE IN THE COMMAND MODE 

To change to the B Drive in the COMMAND mode, rrom the dot prompt, type: 

.SET DEFAULT TO B 
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You may type commands in dBASE III in any combination of upper and/or 
lower case letters. When issuing commands in dBASE III Plus at the dot prompt, 
you can type the entire word for the command or abbreviate it by typing only 
the first four letters. Thus you could also switch to the B drive with the 
following command: 

.SET DEFA TO B 
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DESIGNING A DATABASE STRUCTURE 

It is important to develop a design for the database before you start. It is 
possible to change the design or structure of your database later; but it is more 
efficient to plan your design well initially so that it will require fewer 
modifications later. With some practice you will understand the art of dBASE III 
database design. 

In setting up your structure, one of the most important things to consider will be 
the types of reports you desire for the output of your data. Of course you will 
need to know what information you wish to have in your reports as well as some 
idea about the formats you desire for your reports. 

In this Introduction to dBASE III Plus, your assignment is to create a small 
database of members of the class. Since you will be creating a mailing label and 
a mailing list you will have to make sure that your database is designed to 
produce this information. Write down the fields that should be included in the 
database. Some of them to consider are: 

First Name of Class Member 
Last Name of Class Member 
Address 
Phone 

ESTABLISHING FIELD NAMES 

You will need to convert these field names into names that dBASE III will 
accept. Field names may have up to 10 characters so in many cases you will 
need to abbreviate. Spaces may not be included in field names, but you can use 
an underline character ( ) embedded within a name to suggest a space, such as 
zip_code. All names must begin with a letter. It is wise to use at least two 
separate fields for a person's name in case you want the option of displaying 
your data alphabetically by last name. ,..' .1 l-r 

fYlv.-Ja~ . CLCO. C ... !:.e'''''"IN'- a. Stfqa..'-3 0 zo ~
. . , ' L TleV~{yf)(! 

Cn~ t't Or-' ~ ( C -7 F/e QJ. ~-e. .--'y l{) c../..CU('. - ~ . 
;.. c&J-vJ. ~cf (t. ~~YI(L , _ I? 

'~of Cl7N'-M 7 C'l9,~J(l.nJ -~ ~~~ :, _ (CJ 

qYle1(,t.bl~4 ~/o-/.....> -/ /Jle-w-h.e.--< . /_____ ~ J~ ,[ -f2 
~;IMLrv-5 ~/ #~t . ___ .. __ ._._. ___ - ----..k9 1 C."'-'. - ( ~-f<tv~l-t; 
~i{,..( .. J(;......d~ ~ - - --7 (a;;;I-~;;t;J;~? a 
ut("(ts{" -';7 fl · "e,b _ . c ~~ _ " _ ~.3J"- S).~ 

7 ~ ~~ 
t riw..e --7 r w ~ ~ &-if -=- ':' .~ -;-

(V~k.. . ~ {'~~J "'........... ~, (~b.(M~ (l1c) - '/ ) ' I 

'-------...._. II/u-~Q).( Nt)) - " ) '-- 12-
_ IJ/a.~(/ 
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ESTABLISHING DATA TYPES 

In addition to assigning a field name, you must tell dBASE what type of data 
will be contained in each field, i.e. (C)haracter, (N)umeric, (L)ogical, (D)ate, or 
(M)emo. ' J I. I I ( Ii 

,4 f,'.(ttA c"'" c'~_"'7 oe.. t" CflJ.I<: ~ ' fb,,'j • 

Character fields Contain either letters, numbers or a combination of 
( ~.J-tl t.".,;(~ fv1.",,:)4 ) both. (A telephone number or zip code would fall 
~ "{ C under this category). Data entered as a character 

field will be left justified - that is, all the data will 
be lined up evenly along the lefthand margin. The 
width of a character field must be defined; it may 
be between I and 254 characters in length. 

Numeric fields 

Logical fields 

Date fields 

Contain only numbers (and an optional decimal 
point, plus sign, or minus sign) and should be used 
when you plan to do calculations. Numbers labeled 
as numeric will be entered with right justification 
which will allow for consistent alignment of your 
figures. (You cannot enter either a $ sign or 
commas in this field). The width of the numeric 
field must be defined, including the num~~r of 
decimal places you want to display. 

Used when there are only two possible values -
true or false. Either Y(es)/N(o) or T(rue)/F(alse) 
are acceptable when you enter data in a logical 
field. An example of this kind of data is a field 
named active which tells you whether a business 
contact is current or not/current. Logical fields are 
limited to a width of one, and it is not necessary to 
type the space allocation in the structure. 

Used to store dates. It is possible to create a data 
entry program to display the date in a variety of 
formats; however, the default format is: mm/dd/yy 
and the field width is always 8. 

Designed to store large amounts of text. The data 
is stored in an ancillary file with a .DBT extension. 
Each memo field in a database uses up 10 
characters per record. In the .DBT file, the data is 
stored in variable-length format. If no text is 
entered, 0 bytes are allotted; if data is entered, 
space is assigned in 512-byte blocks. The 
maximum number of bytes per memo field is 5,000. 
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DEFINING FIELD WIDTHS 

When you set up your database structure you must also define the width or 
length of each of your fields. 

A dBASE III database is a fixed-length, space delimited database. which means 
that whatever field width you establish will be reserved space to the computer. 
If you use less than the 10 spaces allotted for FNAME, the extra space will still 
be allocated on the disk. 

DEFINING IHE NUMBER OF DECIMAL PLACES 

If you have a numeric type field. you may also wish to set the number (if any) 
of decimal places to appear to the right of the decimal. 

Ihe number, 31250, would require a width of 6 since the decimal point 
and places must be included in the total width allocation. 
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CREATING A DATABASE 

The CREATE command is used to define a database file in dBASE. 

In the ASSIST mode, issue the command: CREATE database file 

Set Up "4£'. Up.ate PodUolI Retrieve Or,nize noUI" Toolc 'taICCM!fu 
Da tabase f I Ie 
FONat 
UI ... 
!luery 
Report 
L.llel 

In COMMAND mode, type: 

.CREATE 

You will then be asked to enter a filename. 

Type: 

class 

CURSOR (--) I "SERT DELrfE 
Ch ... : • • Ch ... : Ills Ch ... : Del 
Wo ... : H_e Ell. Fie": "'" Wo ... : "'Y 
Pan: A. A. Help: Fl Flel.: "u 

Fiel. "a.e Type "I.ath Dec 

1 L"AME 
2 

CREAlI: 

Character 15 
(illi.iI-I4m •• 

Irr.IIft! 
I~~ CLASS _ I 

I 

Bytes r ... illill,: 3985 

Up • liel.: t 
Dawll • lie": , 
ExltlS."e: "'E". 
Aho .. t: Esc 

Fiel. "a.e Type "I.ath Dec 

Field: 2'2 :_--Elite .. the IIe1d lI .. e. 
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DATABASE FILE NAMES 

A filename in dBASE may have up to eight (8) characters or digits; no spaces or 
special symbols such as #. •• & are acceptable other than an underline ( ) or 
dash (-). -

When you create a database file in dBASE III Plus. the file name will 
automatically be given the filename extension of .DBF. 

CREATING THE DATABASE STRUCTURE 

To create a field name. simply type the name. then press RETURN to select the 
type of field. The default type of field is a Character or Text field. To select 
another type. simply press the SPACE bar until your selection appears. then press 
RETURN to select it. (You may also type the first character of each field type; 
Le .• C for Character. N for Numeric. L for Logical. D for Date. or M for 
Memo). 

Next enter the number of characters you wish to allow for each field. If it is a 
logical field or a date field. you will not need to do this since these fields hold 1 
character and 8 characters. respectively. A memo field also automatically assigns 
you a field width, which is 10 characters. 

If your field is numeric, you may also wish to include the number of decimal 
places to the right of the decimal point. 

If you make a mistake or wish to change something in your structure: 

Move your cursor back up to the field where you wish to make a 
correction. then type over the incorrect entry. 

INSERTING A FIELD 

To insert a field: 

Position your cursor where you wish the new field to be. then press 
Ctrl/N. 

DELETING A FIELP 

To delete a field: 

Position your cursor on the field you wish to delete. then press Ctrl/U. 
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SAVING THE DATABASE STRUCTURE 

When you have finished creating your database structure, press Ctrl/End. You 
will then be prompted to press RETURN. The following will then appear on the 
screen: 

INPUT DATA RECORDS NOW? (YIN) (Type Y or N to respond) 

N will return you to the dot prompt or the ASSIST menus 

Y will take you into dBASE Ill's APPEND mode at record I, where 
you can start adding data 

With either response, you do not need to press RETURN after typing the letter . 
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USING A DATABASE FILE 

In order to use a database file, you need to tell dBASE the name of the database 
file you wish to use or open. 

In the ASSIST mode, issue the command: 

SET UP database file 

Select the correct drive, then press RETURN. 

Select the file you wish to use, the press RETURN. 

4U"IW Cl'eate Upllate 'osltlDn Reblwe Ol', •• lae ttolilly Tools U8 *C'MO 
Datah<'lse file 1---------1'''';1'''' .. ,): 
Fo~at for SCl'een -
Query 

C.talo, 
Vi .. 

Quit alASE III PLUS 

C_and: USE I: 

I 

:Bl1DI •••••••• I IEilltDtI;· •• JA ••••• :_1 ••• 
'osition selection .al' - fl. Select - ~. 

ASSIST 

S.lect ••• t ..... '11 •• 

In COMMAND mode, type the following: 

.USE class 

Then press RETURN. 

Until you inform dBASE to .USE another file, dBASE will assume that all of 
your commands apply to the file currently open or in USE. 
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DISPLAYING THE STRUCTURE OF A DATABASE FILE 

The command to display the structure of your database file in the ASSIST mode 
is: 

Set U, C ... te Upjat. 'oalU.. lebl_ 0,...111 •• 110111'" "'i'.etC 
lilt ...... 
Co" Ille 
I, ... ctor" ...... 
Er ... 

, .... ct tile aut,d to the prl.t.,., (Y/", ., 

ea..a".: DISPLAY STRUCTURE G.iUi :am: ;1;_8,1. : __ 
Eate .. 'Y' or 'K'. 

I,.clt" ..... t .... til. Dut,ut I. to •• ,.IlIta. or .ot. 

At the dot prompt. the command is: 

.DISPLA Y STRUCTURE 

The file structure will be displayed on the screen as will the total number of 
characters used. 
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To display the structure of your database file CLASS, type: ,AI fI..~'j 2- 4'r 
, Iii k~ v 

.USE class r-rl' t' , ~. C}J"'" _ 7~L~ ~ . 

. DISPLA Y STRUCTURE ,/ J~~S f~e ~ 'j/~r / 
. / aj,~-+ IY" fdi5t.~~ 

A structure such as the following will be cfisplayed: ~l (.', h....c.' 

Structure for database: 
Number of data records: 
Date of last update: 

b:class.dbf 
11 
05/30/86 

Field name 
TITLE 
FNAME 
LNAME 
COMPANY 
STREET 
SUITE 

Type 
Character 
Character 
Character 
Character 
Character 
Character 
Character 
Character 
Character 
Character 
LogicaJ 
Logical 
Numeric 
Date 

Width Dec 
I 
2 
3 
4 
5 
6 
7 
8 
9 

10 
II 
12 
13 
14 
15 
16 

•• Total·· 

CITY 
STATE 
ZIP 
PHONE 
FEMALE 
MARRIED 
SALARY 
DOB 
DATEATTD 
COMMENTS 

Date 
Memo 

203 

To get a printout of your database file, type: 

.LIST STRUCTURE TO PRINT 

Then press RETURN. 

ESTIMATING YOUR DISK STORAGE NEEDS 

4 
15 
20 
40 
40 

5 
20 
2 
5 

13 
1 
I 

10 2 
8 
8 

10 

To get an estimate of your disk storage needs using the database structure you 
have just created, multiply the total number of characters in the structure times 
the number of records you anticipate having in the datafile. This will give you 
an estimate of the required disk space for the database file; additional space 
would be required for the .dbt or memo file. 

FUTURE ENTERPRISES, INC. Page 29 
Introduction to dBASE III Plus, Rev: January 14, 1988 

jharold
Rectangle

jharold
Rectangle

jharold
Rectangle



• 

ADDING DATA TO THE DATABASE 

THE APPEND COMMAND 

dBASE m uses the word append to mean add or attach supplemental information 
to the database. One of the ways you can add additional records to your file is 
to be in the APPEND mode of operation. 

In the ASSIST mode you can add records by issuing the command: 

Set Up Create 1fifttF.if5i Position Retrieve Or.anlze HadlEy Tools G"l~1f'1t¢O 

ll1aallla_ 

Ealt 
Display 

Browse 
Replace 

Delete 
Recall 
'ack 

At the dot prompt, type: 

.APPEND 

Then press RETURN. 

While you are in the APPEND mode of dBASE III Plus, you can move the cursor 
around the current record, and, if you wish, you may also move back to view or 
edit a previous record. 

MOVING THE CVRSOR WITHIN A RECORD 

To display the cursor movement and editing functions available to you, press 
{ F 1 J to toggle on the Cursor Help Screen. 
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ADDING DATA TO A MEMO FIELD 

1. Position your cursor on the Memo field. 

2. Press CITI/Home. 

3. You will be positioned on a blank screen in the dBASE III Word 
Processor. 

4. Type the text to be included in the Memo field. 

Press [F J J to toggle on the Cursor Help Screen. 

This mode is like a word processor, so you have word-wrap, which means 
that you do not need to press RETURN at the end of each line, just at 
the end of a paragraph. 

5. Press CIT/I End to save the text and return to the rest of your record. 

To continue adding records: 

Press PgDn. 

To move back to a previous record: 

Press PgUp. 

To exit the APPEND mode and save your records: 

Press CIT/lEnd to store your work in a buffer. 

dBASE will transfer data to the disk automatically when the buffer fills up . 
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EDITING RECORDS 

To edit records, you may go into the EDIT mode. In the ASSIST mode, issue the 
command: UPDATE Edit. 

In COMMAND mode, type: 

.EDIT 3 

to indicate that you wish to edit record number 3. 

At this point you can make corrections or other desired changes to record #3. 

While you are in the EDIT mode. you can scroll or move back to a previous 
record or scroll ahead to the next record until you reach the end of the file. 

Some of the editing functions available to you in dBASE III are: 

Del 

Clrl/T 

Clrl/Y 

Ins 

PgUp 

PgDn 

ClrllEnd 

Esc 

Deletes character at the cursor 

Deletes a word (to the right) 

Deletes a line or a field 

Toggles the INSERT mode ON/OFF 

Reverses (moves back to a previous record) 

Continues ahead to the next record 

Writes to disk or saves any changes you have 
entered and will return you to the dot-prompt or 
Assist menu 

Quits what you are doing without saving your most 
recent additions and edits and returns you to the 
dot-prompt 
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DELETING RECORDS 

Records in dBASE III are deleted in two steps. The first step is to mark them 
lor deletion. Records marked for deletion can then be permanently removed by 
packing the dQlabase. 

MARKING RECORDS FOR DELETION 

dBASE III marks records with the word DEL in the status line and an asterisk (.) 
in a list. A record may be marked for deletion in several ways: 

DELETING RECORDS IN ASSIST MODE 

In the ASSIST mode, select the UPDATE Delete command. 

You may specify a scope for deleting: 

DEFAULT The record on which you are positioned 

ALL All of the records in the database 

NEXT A specified number of records beginning with the one on 
which you are positioned 

RECORD A specified record number 

REST All the records beginning with the one on which you are 
positioned through the end of the file 

You may also specify a scope condition to delete records. 

Set Up Create I!t!t!t!IN Position Retrieve Or,antze nolJl!l Tools ItG* .. apm 

C~and: DELI."I'E 
ASSIST 

Appenl 
1----11 Execute the cOllManl 

Eiit 
Dia,lav 

Browse 
Replace 

ItN'i. 
Recall 
Pack 

Speciry scope 
Construct a fiell list 
Buill a search conlition 
Buill a scope coni It ion 

Deri\ult scope 
ALL 
"EXT 
RECORD 
REST 

oml !'iNa·'p 
Position selection .ar - f~. Select - ~. 

Proce.s the lefault .wa~p of Pecorl.. I.fault 101' this operation i. "EXT 1. 
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After specifing a scope, you must choose: 

EXECUTE THE COMMAND 

• 

• 
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MARKING RECORDS FOR DELETION IN COMMAND MODE 

You may delete a specific record, with a command such as: 

.DELETE RECORD 4 

To delete a record based on some specific information you know, structure the 
command as follows: 

.DELETE FOR fieldname='specific data' 

For example: 

.DELETE FOR Iname='Wolf' 

.DELETE FOR state='DC' 

You could also delete _~ group of records: l ' II.. J .. 

....--.-~--------__ JJ " 'V, ~ '" t ar.' l a ittl e6 'VV'-- e.6<. Of,~ <j .DELETJtNEXTJ 5 ---- - ---- -------- -r."" ~ Lr L-fi,. J, • ./ , '--__ -.. / ~u. I'~co rd 0.-.. 4:. l.;.d ttR rf~\'- 15 • 

The above command would delete the record on which you were positioned plus 
the 4 records beyond that position. If you were located at record I, you would 
be marking the first five records for deletion. 

MARKING RECORDS FOR DELETION IN THE EDIT MODE 

Ctrl/U will mark a record for deletion; another Ctrl/U will unmark it. 

DISPLA VING RECORDS MARKED FOR DELETION 

It is a good idea to get a display or list of all records that are marked for 
deletion before you absolutely delete them. 

In COMMAND mode, the following will give you a list of records marked for 
deletion: 

.LIST FOR DELETEDO 
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RECALLING RECORDS MARKED FOR DELETION 

To unmark deleted records in the ASSIST mode, issue the command: 

UPDATE Recall 

To unmark deleted records in COMMAND mode, type a command such as those 
below: 

.RECALL RECORD 3 

.RECALL ALL 

.RECALL FOR state-OVA' 

How would you recall the record containing Mr. Wolf? 
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PERMANENTLY DELETING RECORDS 

To permanently delete all records marked for deletion, type: 

.PACK 

dBASE will PACK your database file by recopying it, deleting all records 
marked for deletion and renumbering those that are left. You can visualize how 
the computer deletes records if you think of it as compressing your data after a 
record is removed. Instead of leaving a gap where the record or records were 
removed, the remaining records are moved up to fill in the gap and are 
renumbered. If record 10 was marked for deletion, the old record II would 
become the new record 10, and so on. 

To mark all the records for deletion and then pack the file in one command, 
type: 

.ZAP 

Note: The ZAP command is powerful. Be careful! 
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MODIFYING THE DATABASE STRUCTURE 

In order to add or delete field names, or change the width or type of a field you 
will need to modify your database structure. When you modify the structure of 
your database, dBASE III Plus places your data in a back-up file. When you re­
save or end the modification process, dBASE III Plus will append the data in the 
back-up file to your original file with the modified structure. Unlike dBASE II, 
the modification process in dBASE III Plus has been greatly simplified. 
Nevertheless, before you make any changes to your database structure, it is 
advisable to first make a temporary copy of your database file as an additional 
back-up in case any problems occur during the modification process. 

COPYING THE DATABASE 

To make a back-up copy of your database file, use the following commands: 

In the ASSIST mode, issue the command: 

ORGANIZE Copy 

In command mode at the dot prompt, type: 

.USE dbffilename 

.COpy TO new dbffilename 

For example: 

.USE class 

.COPY TO citemp 

MODIFYING THE STRUCTURE 

When you have made a back-up copy of both your datafile and your memo file, 
then you may issue a command to modify the structure of your database. 

In the ASSIST mode. choose the command: 

MODIFY Database File 
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At the dot prompt, issue the following commands: 

.USE dbffilename 

.MODIFY STRUCTURE 

The structure of your original database file will then appear on the screen, 
displayed in the same format as when you created the structure. 

Add a new field by moving your cursor to the position where you wish to insert 
the new field and press Ctrl/ N. 

Practice deleting a field by issuing a Ctrl/U on another field. 

Do NOT change field names at the same time that you make other @ 
changes because it will result in loss of data within that particular field. 
dBASE III would not know where to place data stored under the old field 
name. 

Save this newly revised structure by pressing Ctrl/End. 

It is a good idea to check the newly modified file to make sure that your records 
were appended successfully and that the modifications you made were those you 
intended. 

Edit your records and add data to the field(s) which you added. 
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DISPLAYING DATA FROM THE DATABASE 

In the ASSIST mode, select 

Set Up C.eate Update Position 1;,,5"41 OJ',aal:&e "odlly Toob nst.'MO 
1m 

Display 
RepoJ't 
La.el 

SUI! 
""e,.a,e 
Count 

Execute the cu..and 
Specif'l scope 
ConstJ'uct a field list 
Build a aeaJ'ch condition 
Build a acope condition 

-Def au I t scope 
ALL 
"EXT 
RECORD 
REST 

To display a simple list of what is in your database in COMMAND mode, type: 

.LIST 

or 

.DISPLA Y ALL 

The LIST command will cause all records to be displayed on the screen. The 
DISPLA Y command will pause every 20 lines. 

In order to control when the screen pauses, you can issue either command and 
press ClriiS to pause the screen. To re-start the scrolling, press any key. 
Another ClriiS will result in another pause. 

To interrupt the display of records, press the Esc key. 
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To LIST or DISPLAY only specified fields of data: 

.LIST fieldnamel,fieldname2,fieldname3 

For example, to display a list of data from the fields company and state, type: 

.LIST companY,state 

Record# 
I 
2 
3 
4 
S 
6 
7 
8 
9 

10 
II 

company 
Nationwide Telecommunications, Inc. 
Michele Soyka Horosko - Silversmith 
Jeffrey Miles Wolf - Photographer 
Future Enterprises, Inc. 
Osage Wood works 
Osage Wood works 
Classical Glass 
Jewelry by Elaret 
TeleVista 
The Turning Post 
Crystal Creations 

FUTURE ENTERPRISES, INC. 
Introduction to dBASE III Plus, Rev: October 14, 1987 

state 
VA 
PA 
OH 
DC 
OH 
OH 
VA 
MA 
VA 
UT 
MA 
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PRINTING A LIST OF RECORDS 

To print a list of records, type: 

.LIST TO PRINT 

Another way to display a list of data from the database is: 

.SET PRINT ON 

.LIST companY,state 

.SET PRINT OFF 

Notice that the field headings are displayed above each column of data when you 
issue the LIST command. The default setting is to have the headings displayed. 
You may, however, wish to eliminate the headings. To do this, type: 

.SET HEADING OFF 

.list Iname,company 

To turn your headings back on, type: 

SET HEADING ON 

Also notice that dBASE automatically gives you a list of your record numbers. 
To generate a list without your record numbers being displayed, type: 

.LIST OFF 

or 

.LIST OFF fieldname l,fieldname2,fieldname3 
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QUERYING THE DATABASE 

Querying is a term which means to issue a request for information from the 
database. 

RETRIEVING DATA FROM CHARACTER FIELDS 

You can display a list of records based on some specific information you know, 
using a command structured as follows: 

.LIST FOR fieldname='specific data' 

For example: 

.LIST FOR Iname='Castro' 

LIST FOR or DISPLAY FOR will generate a list of aU data in the record(s) that 
meet the specified condition. 

The example above asks for a list of an records with the last name "Castro". You 
may use apostrophes or single-quotation marks (those pointing to the left ONLY 
on the IBM-PC keyboard), double-quotation marks, or square brackets, i.e. " " or 
n. The specific data you request, such as "Castro''. must be typed exactly the 
way it was typed in the database record. dBASE III Plus is case-sensitive, so you 
must be consistent in typing your data and in querying your database. 

It is also possible to list a few of the fields from a record. Issue the following 
commands: 

.LIST fname.lname,state FOR Iname='Castro' 

.LIST company FOR state='VA' 

company Record# 
I 
7 

Nationwide Telecommunications, Inc. 
Classical Glass 

9 TeleVista 
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RETRIEVING DATA FROM NUMERIC FIELDS 

When searching for data that is in a numeric field. you do not use quotation 
marks to delimit the data . 

. LIST FOR salary=50000 

For example: 

.LIST Iname.salary FOR salary-50000 

How would you get a listing of all the class members in the database who make 
an imaginary salary of more than S50oo0? 

Note: The symbol ror "greater than" Is > • 
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RETRIEVING DATA FROM LOGICAL FIELDS 

To search for data in logical fields, a slightly different syntax is required. To 
ask for information that is true, use the following syntax: 

.LIST FOR logicalfieldname 

To generate a list of all the companies in your database who are members, i.e. 
where the logical field Member is true, type: 

.LIST company FOR member 

company Record# 
1 
2 
3 
S 

Nationwide Telecommunications, Inc. 
Michele Soyka Horosko - Silversmith 
Jeffrey Miles Wolf - Photographer 
Osage Woodworks 

7 ~Jassica1 CJlass 
8 Jewelry by EJaret 
10 The Turning Post 
11 Crystal ~reations 

To request information that is NOT true, i.e. false, the command is structured as 
follows: 

.LIST FOR .NOT. logicatfieldname 

To find out which companies in your database are not members, type: 

.LIST company FOR .NOT. married 
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RETRIEVING DATA FROM DATE FIELDS 

In some respects Date fields in dBASE III Plus function as numeric fields. Like 
numeric fields, data from Date fields is searched without using the quotation 
marks or apostrophes. In addition, Date fields can be added or subtracted like 
numeric fields. 

THE DATE FUNCTIONS 

The dBASE III program provides a number of date functions to manipulate date 
fields. They are: 

DATEO 
CTOD() 
DTOCO 
MONTHO 
DAYO 
YEARO 
DOWO 
CMONTHO 
CDOWO 

System date 
Character to date conversion 
Date to character conversion 
Month of year 
Day of month 
Year 
Day of week 
Calendar month 
Calendar day of week 

What follows are some examples of queries that you might use to search for 
information from date fields. 

SEARCHING FOR A PARTICULAR MONTH 

.LIST companY,dateattd FOR MONTH(dateattd)-1 

Record# 
I 
8 

company 
Nationwide Telecommunications, Inc. 
Jewelry by Elaret 

dateattd 
01/15/83 
01/05/84 

If you wish to query for a particular month using the calendar name, you can do 
so by using the date function CMONTH, which converts the date to a character 
form. 

.LIST companY,dateattd FOR CMONTH(dateattd)-'January' 

Record# 
1 
8 

company 
Nationwide Telecommunications, Inc. 
Jewelry by Elaret 
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01/15/83 
01/05/84 
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SEARCHING FOR A PARTICULAR TIME OF YEAR 

You might also want to see if class members attended more classes during one 
part of the year in comparison to another time of year. In order to produce a 
list from the data base CLASS of those people who attended during any month 
after March (the third month of the year). you would issue the following 
command: 

.LIST Iname FOR MONTH(dateattd) > 3 

If you want to list information for a particular date. issue the following 
command: 

.LlST company. dateattd FOR DTOC(dateattd) - "07/01/85" 

To dispJay a list of records who attended prior to July 1. 1985. issue the 
following command: 

.LlST company. dateattd FOR dateattd < CTOD("07/01/85") 

If you want to dispJay a list of records or class members who are in attendance 
today. use the DA TEO function: 

.LIST company. dateattd FOR dateattd - DA TEO 
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CHANGING THE FORMAT OF A DATE 

You can also display date variables in other formats with the date functions such 
as those used below: 

.LIST CMONTH(dateattd),DA Y(dateattd), YEAR(dateattd) 

Sometimes it is necessary to convert date-type data to character strings. 

CONVERTING A DATE TO A CHARACTER 

The Date-To-Character conversion function - DTOCO performs this function. 
For instance, the Label-Generating program of dBASE III will accept only 
character-type data. Using the DTOCO function, however, with dates will 
enable you to display a date field, such as that below: 

? "Today's Date is "+DTOC(DA TEO) 
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OUERY 

Can you tell what format a date will be in as a result of the following command? 

.LIST OFF CDOW(dob)+", "+CMONTH(dob)+" "+SUBSTR(DTOC(dob),4,2)+", 19"+ 
SUBSTR(DTOC(dob),7,2) 

HINT: SUBSTR(fieldname),4,2) tells dBASE to display part of a 
strlna of characters beginning at position 4, 2 characters in 
length • 
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RETRIEVING DATA FROM MEMO FIELDS 

You can display information from a Memo field by simply issuing the command 
LIST followed by the field name. 

For example: 

.LIST comments 

The above command will produce a list of all of the data contained within the 
Memo field COMMENTS. 

In dBASE III Plus you can find a word or phrase when you are positioned in a 
record's Memo field . 
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SEARCHING WITH .AND ... OR. AND .NOT. 

These connecting terms are actually called Boolean Operators, or Logical 
Operators. They function very much as they would in normal English. In 
dBASE III, the connectors - .AND., .OR. and .NOT. must always be surrounded 
by periods. Connectors are used to establish the parameters of a condition in 
which you are querying . 

. LIST fname,lname,phone FOR fname-'Suzanne' .and. city='Dumfries' 

Record# fname 
7 Suzanne 

Ina me 
Camm 

.LIST fname,lname,phone FOR Iname='Marinich' 

Record# fname 
4 Marsha 
9 Joseph 

Iname 
Marinich 
Marinich 

phone 
(703)670-0711 

phone 
(202)393-2420 
(703 )521-0807 

.LIST fname,lname,phone FOR Iname-'Marinich'.AND. fname-'Marsha' 

Record# fname phone 
4 Marsha 

Iname 
Marinich (202 )393-2420 

Try the following queries using Boolean operators . 

. LIST FOR Iname='Adair' .AND. fname='James' 

.LIST FOR city-'Arlington' .OR. city='Columbus' 

.LIST state FOR .NOT. state='VA' 

.LIST Iname, dateattd FOR month(dateattd)-5.AND. 
YEAR( dateattd)= 1984 

.LIST FOR city-'Vienna' .OR. city-'Arlington' 

.LIST companY,state,zip FOR city-'Wash' .AND .. NOT. zip-'20036' 
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SEmNG PRECEDENCE IN A DBASE QUERY 

Parentheses should be used to group sections of long commands or commands 
with mixed Boolean operators to establish the order of precedence. The normal 
precedence is: 

.NOT . 

. AND . 

. OR. 
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SUBSTRING SEARCHING - $ 

A string is simply a collection of characters (including spaces, digits and letters) 
used as data. A substring is a portion of any specific string. To do a search on 
any portion of a string, you must enclose the string of characters you are 
searching for in either double or single quotation marks, and follow the search 
string with a dollar sign ($). The literal translation of $ is "contained in". 

The syntax of a substring search is: 

.LIST FOR 'string of characters'$fieldname 

Some examples are: 

.LIST FOR 'ton'$city 

.LIST Iname, street FOR 'N.W.'$street 

.LIST FOR fname='Oonna' .AND. 'Leesburg'$street 
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RELATIONAL OPERATORS 

Searching with -, >, <, >=, <-, and <> 

< 
> .. 
<> 

Less than 
Greater than 
Equal 
Less than or equal to 
Greater than or equal to 
Not equal to 

Some examples of how these operators can be used are: 

.LIST company,zip FOR zip > '20016' 

.L1ST company,zip FOR zip > '20001'.AND. zip < '20036' 

.LIST FOR lname > 'C' 

.L1ST Iname,citY,state FOR state <> 'OC' 

.L1ST lname,salary FOR salary >= 30000 
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MATHEMATICAL OPERATORS 

+ 

• 
/ 
•• or " 
o 

Addition 
Subtraction 
Multiplication 
Division 
Exponentiation 
To group sections of a mathematical function 

dBASE can perform mathematical calculations with the LIST command and a 
mathematical operator. 

For example: 

.LIST lname. salary. salary·I.OS 

Mathematical operators can also be used with date-type data fields. Try the 
following commands: 

.LIS~ DATEO + IS 
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MATHEMATICAL COMMANDS 

COUNTING 

.COUNT FOR state-'OC' 

.COUNT FOR city,.'Wash' .AND .. NOT. female 

SUMMING UP 

.SUM fieldname I ,fieldname2,fieldname3 

.SUM salary FOR YEAR(eod)=1983 

.SUM salary FOR .NOT. female 

.SUM salary FOR city=" Alexandria" 

AVERAGING 

.A VERAGE salary 

In ASSIST mode, issue the RETRIEVE cammand to access the 
COUNT, SUM or AVERAGE commands. 
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THE SET FILTER TO COMMAND 

The SET FILTER TO command allows you to make a database appear as if it 
contained only records meeting a specified condition. You might, for example, 
wish to work with your database so that it displayed only those records which 
were from a particular state, zip code, or those records with projects that are not 
completed: . 

To turn the filtering condition on: 

.sET FILTER TO condition 

For example: 

. USE dbffilename 

.sET FILTER To~ifem~ I 
~V -----P )1b fo~4L' 

.L1ST Iname, female __ (<::y ~~~ "- ( ) 

-~../ ~il/" 
To turn the Filter OFF: if! ~ ~ 

.SET FILTER TO 

Then press RETURN . 

• $J:T Flt.T~/2 r~ ./JtJR/lTIt!JN /,,/£)O 

~ ~EjJt II c...~ Au. ,5;,kl-AA.y tUl Til S/J-C.~l~ /_1 

}[i] ;: dt's;'~ sk41s 

L'S 2 ~ c:t.$ ;f~ s/rc'IC/....rc 

[ijj~d5~~~ 

@ - dtJ!i' 
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IF/DJ =: ~di( . 
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POSITIONING YOURSELF WITHIN THE DATABASE 

.GO TOP 

.GO BOTTOM 

.GOTO# 

.DISPLA Y RECORD # 

.SKIP +1 

.SKIP -1 

This will move you to record I 

This will move you to the end of the file 

This will move you to a particular record number 

For example: 

G03 

DISPLAY 

This command positions you at record 3, and then 
displays record 3 

This will also display a particular record 

Moves you forward a record 

Moves you back to a previous record 
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LOCATING FOR A SPECIFIED CONDITION 

The LOCATE FOR command will position you at the first record which meets 
the condition you specify. 

An example of this command is: 

.LOCA TE FOR state='V A' 

.DISPLAY 

.CONTINUE 

FUTURE ENTERPRISES, INC. 

positions you at the first record where the 
state is 'VA' 

displays the first record located 

positions you at the next record that meets 
the condition 
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CHANGING THE DEFAULT SETTINGS WITH SET 
COMMANDS 

Some people are annoyed by the beep or bell that dBASE gives you when you 
reach the end of a field. To turn the bell off, type: 

.SET BELL OFF 

When you fill up a data field, dBASE will automatically take you to the next 
field. If you do not like this option, issue the following command: 

.SET CONFIRM ON 

When SET CONFIRM is ON, you wiJI have to press RETURN to go to the next 
field. 

To see what your current settings are, type: 

.LlST STATUS 

or 

.DISPLA Y STATUS 

Another command to display and change SET commands is: 

.SET 

This will display a menu of current settings. Move your cursor to a setting and 
switch the setting to another setting by pressing RETURN. Press Esc to return to 
the dot prompt. 
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REPLICATING RECORDS 

To replicate records: 

.SET CARRY ON 

.APPEND 

.. Change the appropriate data . 

Press Clrl/ PgDn to go to the next record. 

Press Clrl/ End to save the record(s). 

To turn off replication, type: 

.SET CARRY OFF 

To replicate a record (other than the last one in the database): 

.GO# 

.SET CARRY ON 

.INSERT 

Change the appropriate data. 

Press Clrl/End . 

. SET CARRY OFF 
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BROWSING THROUGH THE DATABASE 

Browsing through the database will give you a different viewpoint of it. In this 
mode you can see up to 17 of your records displayed in columns and rows, the 
form in which those records are stored. You may edit records and/or mark 
records for deletion in the BROWSE mode. 

You may also add new records in BROWSE mode . 

To browse your database file from the ASSIST mode, issue the command: 

UPDA TE Browse 

In COMMAND mode, type: 

.BROWSE 

Cursor movements·which work in the Browse mode are as follows: 

Left Arrow 
Right Arrow 

Ctrl/ Left Arrow 
CITII Right Arrow 

PgUp 
PgDn 

Ctrl/Y 
Ctrl/U 

CtrllEnd 
Esc 

Moves a character to the left 
Moves a character to the right 

Pans the window left one field 
Pans the window right one field 

Scrolls the database up 
Scrolls the database down 

Deletes a field of data 
Toggles record deletion on and off 

Saves changes and exits Browse mode 
Exits without saving changes 
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Within the BROWSE mode you can select various options to position yourself at 
particular records, lock certain fields so they do not move on the screen, or 
freeze your cursor at a field so that only that field is edited. To get to the 
Options menu: 

Press Clrl/ Home. 

Your options are: 

Bottom 

Top 

Lock 

Positions your cursor at the last record in the 
database 

Positions your cursor at the first record in the 
database 

Locks certain fields at the LEFT SIDE of your 
screen so they remain stationary when you pan 
your window 

Record No. Positions your cursor at a specified record number 

Freeze Freezes your position so you can edit just one field 

If you are browsing an index file, an additional option will appear: 

Find Finds the specified character string in a key field. 

To display the cursor and editing functions available In Browse 
mode, press [FIJ. 

Another way of using the browse command is to specify just certain fields for 
browsing. 

For example: 

.BROWSE FIELDS field name I ,fieldname2,fieldname3 

.BROWSE FIELDS Iname, position, salary 

The fields you choose to browse do not have to be in the order that they occur 
in your database. 
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When you reach the end of the file in the BROWSE mode, dBASE III will ask 
you if you wish to add records. If you respond with Y, you will be taken 
automatically into a BROWSE/APPEND mode. 

To save your edits and exit the BROWSE mode: 

Press Clrl/ End . 
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GLOBAL EDITING FEATURES OF DBASE III PLUS 

THE CHANGE COMMAND 

The CHANGE command is another way of editing a record or group of records 
in your database. 

To edit just one or two fields in your entire file, the command is: 

.CHANGE all FIELDS fieldnamel,fieldname2 

Change the appropriate data. 

Press Clrl/ End. 

For example: 

.CHANGE all FIELDS Iname, salary 

To edit a particular group of records, type: 

.GO# 

.CHANGE next # FIELDS fieldnamel.fieldname2 

For example: 

.G04 

.CHANGE next 3 FIELDS Iname, salary, dob 

To edit only records that meet a specific condition, type: 

CHANGE all FIELDS field name I ,fieldname2 FOR field name - 'specific 
data' 

For example: 

.CHANGE all FIELDS companY,dateattd FOR .NOT. completed 
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THE REPLACE COMMAND 

The syntax of the REPLACE command is: 

.REPLACE ALL field name WITH 'new data' FOR fieldname = 'specific 
data' 

Examples: 

.REPLACE ALL zip WITH '20004' FOR zip='20001' 

.REPLACE ALL salary WITH salary·l.05 

.REPLACE ALL salary WITH salary·l.05 FOR female 

.REPLACE ALL dateattd WITH DA TEO+30 

The following command allows you to replace data from a field that has been 
inconsistently entered in upper, lower and upper and lower case format to upper 
case. 

.REPLACE ALL fieldname WITH UPPER(fieldname) 

For example: 

.REPLACE ALL state WITH UPPER(state) 

You can convert characters to lower case with the following command: 

.REPLACE ALL fieldname WITH LOWER(fieldname) 

For example: 

.REPLACE ALL state WITH LOWER(state) 
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INDEXING AND SORTING IN DBASE III PLUS 

WHAT ARE INDEXES AND SORTED mESt 

Both I"dexed files and Sorted files in dBASE m offer ways of rearranging the 
data in a database Cile so that it is either numerically or alphabetically arranged. 

The SORT command creates an entirely new database (.DBF) file, takes 
somewhat longer to create. and uses more space on the disk. (Ie the sorted 
database contains a memo field. then a new .dbt file will also be created.) A file 
that has been sorted maintains no direct relationship to the original database file . 
The records in the sorted database will receive new record numbers. 

An indexed file can only be used in relationship to the original database file. An 
index file takes up less space on the disk and can be created more quickly than a 
sorted file. Index files can be kept up-to-date. as long as the index has been 
opened before any changes (edits, additions, deletions) are made to the database. 

It is more advantageous to use an index file, especially if your database is rather 
large. Using a sorted Cile takes up crucial space on your disk because it creates a 
duplicate database file. 

A Snapshot of the Database 

The 
Original 
Database 
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Sorted database 

Reorders of records 
Sorts in Ascending/ 
descending 

Slower in creation 
than indexing 
Uses more space 
No direct interactiv 
relationship 
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CREATING AND USING INDEX fiLES 

When you create an index file in dBASE m, you can see your data arranged in 
alphabetic or sequential order, from A-Z or 1-999. You do not have the option 
of indexing in descending order - only in ascending order. 

C!tEATJNG INDEX FILES 

Creating an index creates a new file that contains the key field entry and the 
corresponding record number (in indexed order) for each record in the database. 
The index retains an association with the original database; the record numbers in 
the original database file are retained. 

dBASE m will give the newly created index file a filename extension of .NDX. 

Multiple fields can be used as index keys; however, the field or fields should be 
limited to no more than 100 characters. 

INDEXING 

Le ••• pace 

Interactive 
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To Create an index file in the ASSIST mode: 

Select the ORGANIZE Index command. 

Set Up Create Up'ate .... IUo. "blew ."",,i.Wlly Tool. U •• ;d 

~ 
I.t ••• III •••• (co .... U .. 01 •• to • 
latte •• o •• lllt.) '011_. ~ • ,,1'1" ... 
• IU ..... ri .... lo. (co ... dl .. 01 •• to 3 
lette .. _ 'I,ite.' . 
latel' tile ... at t .. IU.: I NrtMLS 

To create an index file in COMMAND mode, use the followng syntax: 

.INDEX ON fieldname TO indexfilename 

Examples: 

.INDEX ON lname TO clnames 

.INDEX ON zip TO clzip 

.INDEX ON lname + fname TO names 

let Up c".t. Opiat. • .. IUo. "blew •• ;payilAM.ail', Tool. '*,,*4i!Iflj 

t:1 
TIl. I •••• b, ca .... ." clap.ct.l', __ .Ic, 01' 

•• t. e •• " •• lo. 1~lvl ..... 01' .a" 'leI'. I. 
t •••• t ••••• 'II.. It I ••••• I~ •• 1.lle 'lei'. 
I.t •••• I.'e. k.y ....... 1 •• : N •• M[ 
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USING INDEX FILES 

To use your newly-indexed file, type a command in the syntax that follows: 

.USE original dbffilename INDEX index filename 

Example: 

USE class INDEX clnames 

USE class INDEX clzip 

or 

. USE dbffilename 

.SET INDEX TO indexfilename 

Example: 

USE class 

SET INDEX TO clnames 

Multiple indexes can be used by typing: 

. USE dbffilename INDEX indexfilename I ,indexfilename2 

.USE class INDEX clnames,clzip 

or 

.SET INDEX TO clnames,clzip 

~ Jpl I~~ sei .~hx, 1f-
• ';E'T INDEx T.tJ lJ&ku~ 
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UPDATING INDEX FILES 

To keep the index file up-to-date with the .dbf file, it must be used while any 
changes are being made to the original file. Otherwise, any deletions or 
corrections you make while you are using your database file alone will not 
automatically affect your various index files and would result in the index files 
being out of synch with the database file. Therefore, either attach your index 
files to the database file when making the corrections, or index the files again 
using the command: 

INDEX ON field name TO indexfilename. 

THE REINDEX COMMAND 

In addition, dBASE III has the command, REINDEX, which may also be 
used to update index files . 

. USE dbffilename INDEX indexfilename 

.REINDEX 
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SEARCHING FOR DATA WITHIN AN INDEX FILE 

All of the normal querying commands can be used when you are in an index file. 
Some additional commands, however, are also available for querying: FIND and 
SEEK. 

To position yourself quickly to a particular place in an indexed file, using the 
field name on which the file is indexed, type: 

. USE class INDEX clnames 

.FIND Campbell 

This would move you to the first person with the last name Campbell, if the file 
was indexed on the last name field. 

The command SEEK is used in a manner similar to the FIND command, but 
requires quotation marks, apostrophes or square brackets around character strings . 

. USE class INDEX clnames 

.SEEK 'Campbell' 

or 

.USE class INDEX clno 

.SEEK 100 
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THE SET UNIOUE ON COMMAND 

The SET UNIQUE ON command is an interesting one, which is used in 
conjunction with the INDEX command. SET UNIQUE is usually off. It can be 
turned on, however, prior to the creation of an index. It will cause an index to 
be created where no duplications occur for the key field. 

For example, if your database contains multiple records for a particular company 
and you wish to send a mailing to only one person in each company, create an 
index on company with SET UNIQUE ON; then run your labels: 

.USE class 

.SET UNIQUE ON 

.INDEX ON company TO clcomp 

.LIST company 
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CREATING AND USING SORTED FILES 

To sort your database using the last name, type a command with the following 
syntax: 

.SORT ON field name TO new dbffilename 

Example: 

.SORT ON Iname TO Inamesrt 

would create a new database with all the last names listed in alphabetical order. 
A sort will generally be produced in ascending order, i.e. low to high or A-Z. If 
you want the names to be sorted in descending order (from the letter Z-A, type 
the following: 

.SORT ON Iname TO lnamesrt descending 

To view your records in alphabetical order, you must USE the new sorted 
database: 

. USE Inamesrt 

Unlike dBASE II, dBASE III allows you to sort on multiple fields and. if you 
wish, specify onJy particular fields for descending sorted order. For example: 

.SORT ON zip/D,lname,fname TO zipsort 

The above command will give you a new database arranged first by zip code, 
with higher numbers first; then under each identical zip code will arrange the 
records alphabetically by last name, then first name in normal A-Z, ascending, 
order. 

SORTING A DATABASE IN ASSIST MODE 

To sort a database in ASSIST mode, select the menu item: 

ORGANIZE Sort 
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THE DBASE III PLUS LABEL GENERATOR 

You can create labels quickly and easily with the dBASE m label generator. You 
must have a database file open to create or use this feature. 

The label generator creates a file with an .LBL extension. 

CREATING LABELS 

To create a label in COMMAND or ASSIST mode issue the command: 

.CREA TE LABEL 

Enter a filename: 

1111\ '-"ftr 
La~1 .. I.U: 15 
La~1 ~I •• t: S 
Left .... 1.: • 
LI ... ~ ...... 1 ••• 1.: ! s,.ce. ~ ...... 1 ... 1.: 2 
La~I •• _ ..... : Z 

' •• ltlOIt .. Iedl •• ~. - u. Sel.ct - • La ........ - .'. 
hlect •• to ..... I.~I .1 .. : ell I.' •• 1It1 •• ' ." ...... " .... I. 

'wmw 

cuml: (- -) hl.t. e".: hi e ... : •• hi ........ : -r 
...... : ..... 1 .. hi ....... : .,. 

J: STlur 
4: illiTE 

lalt ,."ii*,! 

s: CIW.IrIlTl.ZI. 

,-, .... : 
T ... I ••••• : ....... : 

1"g'WC: .. _mu1:"'·M':' mwu -JE:rJ3 
I.t ........... 1... Fl. I.r • 11.1. ..... '1.1 .... IU -.:::r:--

I.t ••• 11.1"._1 .. lI.t to ... 1 •• 1 • .,. ...... 1 .. IMt .. I.~I II ... 

let Up Cra.t. .....te "'.ti •. IOO,*, 0 ....... WUI T_I. ,e'we 
LI.t 
til, II., I"'-ss":' 
I ••• ,t -

c.-.... : LIIIn roll!': . _ "ii" om:",,}, hi_P _ ~ 
, .. IU .... Iectl ..... - u. Sel.ct - .... . 

• 1 •• 1., UI ••• UM .. ,u ••• 1 ..... ".U .. I .... ,_to 
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To set up a label format, you will need to indicate the width and height of your 
labels, your left margin, how many lines between labels, the number of labels 
across, and the number of spaces between labels if you are using more than 'one­
up' labels. 

If you wish, you can select a variety of standard label types by pressing 
RETURN with OPTIONS PREDEFINED SIZE highlighted. 

The range specifications for labels are as follows: 

Width of label 
Height of label 
Left margin 
Lines between labels 
Number of labels across 
Spaces between labels 
Total width of all labels 

1-120 characters 
1-16 lines 
0-250 spaces 
0-16 lines 
1-52 
0-120 
250 characters 

To save your labeJ and return to the dot prompt or the Assist menus, press: 
Ctrl/End. 

DISPLA YING THE LABELS 

To display the label, type: 

.LABEL FORM Iblfilename 

PRINTING THE LABELS 

To print it, type: 

.LABEL FORM Iblfilename TO PRINT 

MODIFYING THE LABELS 

To change or modify an existing label format, type: 

.MODIFY LABEL Iblfilename 
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DBASE III'S REPORT GENERATOR 

CREATING A REPORT 

In order to create a report form, issue the command: 

.CREA IE REPORT 

Enter a new report filename: 

dBASE will give the filename extension of .FRM . 

After entering the filename, you will be taken into a REPORT FORM 
CREA nON mode. 

Select the Options menu to set up the page layout of the report, i.e. Page title, 
margins, line spacing. 

Mi' .. ,;; CPOllPS 

P"ge title 
' •• e widtll (positions) 88 
Left .... ,. 8 
Ri •• t .... i. I 
11_ pel' p.,e 58 
boable space report 10 
' •• e eject berore print In. Yes 
'age eject artel' prlntln. "0 
PI.in p.,e No 

CURSOR (--) Delete cllar: 
Chu: • • Delete .. orcl: 
Word: He.e End Delete colu.n: 

Locate Exit 1t&IIM,. 

Del Insert colu.n: AI Insert: Ins ..,. Report fo~.t: Fl Zoe. In: Ap,Dn 
... u Abandon: Esc Zoe. out: "'p,Up 

CREAn: REPORT laml I~r;: :_, __ 
Position aelectlon HI' - U. Select ':U. Leave .enu .:. .... 

Enter up to lour linea or text to .. ell.plave. at the top or .ach report p.,e. 

Select the Groups menu to group part of your data so that you can get subtotals. 

Options 

Group on expression 
Qrou, lIead i "I 
Su..arv report onlv No 
'a.e eject .rter II'OUP 
SU.-,I'OUp on eX,l'e.alon 
SU .... roup head In. 
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Locate 
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Define the Column contents, such as the fields of data you want to include in 
each column and the headings you want to appear above each column in the 
Columns menu. 

If you wish to go to previous screens while defining your report, simply press 
PgUp to move to a previous page or PgDn to go to the next page. 

OpUons Croups 'idil',,"i' Locate Exit Ital:CI~C 

Contents 
He" his 
Wl.t~ 8 
Deel." places 
Total t~ls colu.n 

r---lIeport Fo_at-----------------------, >)»»»-------------------------

CREATE REPORT 1_11,,'.;.11\1,.:1; 1 I_II ••• 
'osition aelection •• 1' - t'. Select - ~. 'rev/"ext colu.n - 'fUp/P9Dn. 

E.ter a IleJj 01' ex,ressJoa to iJaplav 1ft tie l.aleat.a report colu.n. 

SAVING A REPORT 

Issue the command: 

EXIT Save 

DISPLAYING A REPORT 

To run a report from the ASSIST mode, issue the command: 

RETRIEVE Report 

To run a report in COMMAND mode, type: 

.REPORT FORM rptfilename 
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SUBTOTALS IN REPORTS 

In order to have your subtotal or group data display properly, you will have to 
have an indexed file whose key field is the same as the subtotal or group field. 

MODIFYING A REPORT 

Type: 

.MODIFY REPORT rptfilename 

Press Clr/IEnd to save. 
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PRINTING A REPORT 

To print a report, type: 

.REPORT FORM rotfilename TO PRINT 

or 

.SET PRINT ON 

.REPORT FORM rptfilename 

.sET PRINT OFF 

PREVENTING A FORM FEED 

Typing NOEJECT in your command to print a report will eliminate the ejected 
paper that normally precedes a printed report. The command would be as 
follows: 

.REPORT FORM Totfilename NOEJECT TO PRINT 

ELIMINATING THE REPORT DATE AND PAGE NUMBER 

In order to eliminate the page number and system date on your report form, 
issue the command: 

.REPORT FORM Totfilename PLAIN TO PRINT 

You could put an additional heading or title on your report with the following 
command: 

.REPORT FORM rptfilename HEADING "Weekly Report for " + 
DTOC(DA TEO> 
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COMMAND OR PROGRAM FILES 

If it is necessary to print-out or display data from a database in a format other 
than that possible with the LIST command, the LABEL command or dBASE Ill's 
standard REPORT FORM commands, you will need to create your own program. 

In this exercise you will be extracting information from the CLASS.DBF in a 
mailing list format. 

CREATING A PROGRAM 

To create a program in dBASE III, you enter the PROGRAMMING mode by 
typing: 

.MODIFY COMMAND 

You will then be asked for a filename. The name you request will automatically 
be given a filename with an extension of .PRG (program). 

Enter the file name: LIST, then press RETURN. You now should be in dBASE 
Ill's word processor. 

Type the following program as it is written below (without the line numbers). 
Syntax is very important to dBASE. If your program is not written in the correct 
dBASE III syntax and in a logical sequence, you will not get the expected results. 
An explanation of each command line follows the program to help you 
understand dBASE's programming language. 
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I· LIST.prg 8/15/84 
2· THIS IS A MAILING LIST PROGRAM USING AN INDEX FILE 
3· CALLED CLZIP ATTACHED TO THE DATABASE FILE 
4· CLASS.DBF 
5 
6 
7 
8 
9 
10 
11 
12 
13 
14 
15 
16 
17 
18 
19 
20 
21 
22 
23 
24 

USE CLASS INDEX CLZIP 
GOTO TOP 
SET TALK OFF 
SET HEADING OFF 

DO WHILE .NOT. EOFO 

? TRIM(FNAME),LNAME 
? COMPANY 
? ADDRESS 

IF ADDRESS2 <> ' , 
? ADDRESS2 
ENDIF 

? TRIM(CITY)+",", STATE, ZIP 
? 
? 

SKIP 
ENDDO 

NOTE: The line numbers above are for explanation purposes only. 

Lines 1-4 

Line 5 

Line 6 

An asterisk (.) at the beginning of a programming line in 
dBASE III is interpreted as a comment or remark 
statement. In other words dBASE III will ignore the words 
that follow since it does not recognize them as part of a 
command. Good programmers use these comment 
statements at the beginning of every program to identify 
the program name, creator, date of creation and/or 
revision and purpose. 

This line is empty to serve as a separator between your 
comments and the actual program. It is not necessary to 
do this, but it makes your program easier to read. 

dBASE III needs to know the name of the .dbf and/or .ndx 
file in order to retrieve the appropriate data. 
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Line 7 

Line 8 

Line 9 

Lines 10-24 

Line 10 

Line 12 

Line 13-14 

Lines 16-18 

Line 16 

Line 17 

Line 18 

Line 20 

This command positions dBASE at the first record in the 
file. Note that goto is one word. 

'Talk' in dBASE III occurs in the messages that appear on 
your screen, such as "09 records indexed". By turning the 
talk off, you not only do away with these responses, but 
the display of record numbers is also eliminated. 

SET HEADING OFF prevents the field names from 
printing . 

These command lines - beginning with DO WHILE and 
ending with ENDDO perform a loop, i.e. a process that 
will continue while the condition is true. 

The literal translation of this statement is: Do this 
procedure while not end of file. In other words, continue 
until you get to the end of the file. 

Whenever you use a '1'. you are telling dBASE III to 
display what follows. So at this point the program tells 
dBAS~ to display the field names (fname and Iname) for 
each record with the extra blank spaces at the end of the 
field fname trimmed. The comma between the field names 
separates the fields and causes a space to print. 

Display the company name and address for each record (on 
separate lines). 

Form a conditional statement, an IF-ENDIF statement. 

You may not have data in the ADDRESS2 field for every 
record. Therefore, you need an "if" statement to provide a 
condition. If ADDRESS2 does not equal nothing, in other 
words, if there is an ADDRESS2 in a record: 

Print the data from the field ADDRESS2. (If there isn't 
an ADDRESS2, then the program will proceed to line 20.) 

Endif concludes the "if" statement 

Display the city, state and zip in the following format for 
each record: City, State Zip. The + joins two character 
strings together. The first comma following city is 
between quotation marks, indicating to dBASE that you 
want this comma printed. 
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Lines 21-22 The ? marks produce blank lines between names and 
addresses. 

Line 23 The Skip command tells dBASE to skip to the next record. 

Line 24 Enddo (one word) completes the DO loop which You 
started earlier with your Do While statement. The program 
will not be complete without it. 

To save the program and return to the dot-prompt. type Ctrl/W or Ctrl/End. 

RUNNING A PROGRAM 

To run the program (from the dot prompt). issue a command with the following 
syntax: 

.DO Drgfilename 

Example: 

DO list 

EDITING A PROGRAM 

To edit the program. the syntax is: 

.MODIFY COMMAND Drgfilename 

Example: 

.MODIFY COMMAND list 
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EDmNG FUNCTIONS IN THE DBASE WORD PROCESSOR 

Some of the editing functions available to you in dBASE Ill's word processor are: 

Home 

End 

Clrl/R or PgUp 

Clrl/C or PgDn 

Del 

Ctrl/T 

Clrl/Y 

Ins 

Clrl/W or Clrl/End 

Clrl/Q 

Moves cursor a word to the left 

Moves cursor a word to the right 

Moves the cursor to the previous screen 

Moves the cursor to the next screen 

Deletes a character at the cursor 

Deletes a word (to the right) 

Deletes a line or a field 

Turns INSERT mode ON/OFF 

Saves any changes YOl' have entered and return to 
the dot-prompt 

Quits what you are doing without saving any of 
your work and return to the dot-prompt. 

Two useful new features have been incorporated into the DBASE III word 
processor: 

Clrl/KR 

Clrl/KW 

Allows you to read a file into your present one 

Allows you to write your current file to a new file 

PRINTING A PROGRAM 

To get a printout of your program. the command is: 

.TYPE DrgfiJename TO PRINT 
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FILE MANAGEMENT 

mE MANAGEMENT IN ASSIST MODE 

In the ASSIST mode of dBASE m Plus, file management commands are located 
in the Tools menu. 

....-------... 1 Set ell'lYe 

C-.n4: DIR B: 

~hf Database rIles 
• nclx Inclex FUea 
.I.t Fo~.t File. 
• UI wllel FUe. 
.I~ Re,ort File. 
.txt Text rne • 
• yue VI.., FUe. 
.,,,,, query File. 
.SCI' Screen Flies 
.* All File. 

Copy rile 
DIrectory 
Ren .. e 
E .... e 
List .tructul'e 

I.port 
Export 

iam! ImliJ\i~.~DIJ'ID; 1IIII ••• I-!! ••• 
Position .election •• 1' - t'. Select - ~. 

ASSIST -

Select. lile type. 
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FILE MANAGEMENT IN COMMAND MODE 

DISPLAYING DIRECTORIES WITHIN DBASE III 

DIR or LIST FILES 

.DIR •.• 

.LIST FILES LIKE •.• 

.DIR A:·.· 

.DIR ·.NDX 

FUTURE ENTERPRISES, INC. 

Displays a list of .DBF files, including the 
number of records in each 

Displays a list of all files on the logged disk 
drive 

Displays a list of all files on the logged disk 
drive 

Displays a list of all files on drive A 

Displays a list of all index files on the 
logged disk drive 
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COPYING FILES 

.COPY FILE oldfilename.ext TO newfilename.ext 

This procedure copies a file to another file; it will overwrite or replace an 
existing file with the same name. You cannot copy an open file with the above 
command. Memo (.DBT) files are not copied automatically when a database 
(.DBF) file is copied using the above command. 

To copy an open database file and its memo file, issue the following command: 

. USE dbffilename 

.COPY TO newdbffilename 

It is sometimes desirable to copy only particular fields of data. To do this, type: 

.COPY FIELDS fieldname I ,fieldname2 TO newdbffilename 

Another way of copying a database would be to copy for a particular condition: 

.COPY TO new filename FOR field name ... 'specific data' 

Example: 

COpy TO mdclient FOR state - 'MD' 
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RENAMING FILES 

.RENAME oldfilename.ext TO newfilename.ext 

You must include the filename extensions with this command. 

You CANNOT rename an open database file. 

DELETING FILES 

.ERASE filename.ext 

You must include the filename extension with this command. 

You CANNOT erase an open file. 
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CLOSING FILES AND EXITING DBASE III PLUS 

. USE with no filename 

.CLOSE DATABASES 

.CLOSE INDEX 

.CLEAR ALL 

.QUIT 

FUTURE ENTERPRISES, INC. 

Closes out the file currently in use 

Closes all open database files 

Closes index files in the database currently 
in use 

Closes all database files and index files; 
clears out all memory variables 

Closes all open files and exits dBASE III 
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INSTRUCTIONS: 

Submit in tripJicatr to 
con~g officer 

CONTRACTOR EMPLOYEE BIOGRAPHICAL DATA SHEET 
(S£.£ PRIVACY ACT STAT£.MENTON REVERSE) See rnCTK for Contractor 

Cenjfication. 

1. Name (Lut, Fint, MiddU) 0 Mr. 0 Mn. 0 MiiI III Ms. 

Holmes An ela D 
5. Adcbe:ss (irKlude ZIP Code) 

11 Stonebridge Cir~le 
Washington, DC 20036 

14. Citizenship (if non,U.s. dtum, ti,'e visa stlltus) 

U S 

Other (specify) 

NY 

2. ConlnCtor', Name 

We dell Willis Associates 
4. ConlnCt No. 5. Position Under Conuact 

15. EDUCATION (incl1ldt! all sreor.cIa') , b"s;n~ss ('oUrge 0' "niurnt)' I,oin;,.g) 

NAME AND LOCATION OF LIIISTlTl'TION 

16. EMPLOYMENT HISTORY 

1. (jive last three (5) ycan. Continue on revene to list all employment rclatcd to duties of proposed usignmenL 
2. Salary definition· basic: periodiC' payment for .crvic:C5 rendered. 

Excludr bonulCs, profit-sharing arrangc:mnea, commissions, consultant fcc:s. extra or o\'en:imt work payments, ovenc:as differential, or quanen, C:05t of 
of living or dependent education allo_ 

-
POSITIOl'; TITLE EMPLOYER'S NAME. A.lI.'D ADDRESS 

Dates of Emplo) ment (101o .. )' ,. S;uU)' 

From To Dollan Per. 

Research Assist. Wendell Vallis Associates 1979 1980 20,000 Yr 
1801 17th st. , N.W. \ 

Research Assoc. t\ ash; 'I"'I~+f'\'I"'I n" 1980 1982 24,500 " 
-..... .. " 1982 1983 26,000 It 

17. SPECIFIC CONSULT ANT SERVICES (gil'; lost th,u (3) ytO's) 

SERVICE PERFOR."dED EMPLOYER'S !,\AME AND ADDRESS 
Dates of Employmontf1~:;. D/J)') 

DAILY RATE. 
From To 

18. LANGUAGE PROFICIENCY 19. Special Qualific:ations (laOfttnJ, p,o/euionol so('i~n'es, 

Spuking Reading Writing l 'ndentandinJ[ "rcioillcens~s. pvbli.:otioru, ,eJ.,Q,ch. spuiol skilL.. 
LANGUAGE 

Excl "".Ir G~li."d Faj- hd Fair Good Exd. 
ond ,~I~'onl ed .. ,otior. nOl p'~"iousl) mrrltionrd; .. u 

Fair Good ... 1(\ ,rverst side offo"", ifneussory) 

Fre1"ll'!h y y y y 

Pn'Y'tl1gl1 e~ e Y Y Iv V 

20. CERTIFICATION: 
Signature of Employee 

To the best of m~ knl' .. ledgc,thr aboy, f.c;u as stated are true and CMreC::..::L~ _______________ _ I Date 

AID 1420·17 (S·80) 
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INSTRUCTIONS: 

CONTRACTOR EMPLOYEE BIOGRAPHICAL DATA SHEET Submit in triplicat~ to 
con~B officer. 

(SE£ PRIVACY ACT STAT£MENTON REVERSE) Sec ft'Yene for ContraCtor 
Certification. 

1. Name (wI, Firl4 MiddU) a; Mr. 0 Mrs. OMiu OMs. 2. Conuactor', Name 

Johnson. Richard J Develn"1mel"lt Interl"l:::ltional. Inc 
s. Addres& (irulude ZIP Codt) •• ContraCt No. ~. Position Under Contract 

1712 Forest Lane 83-1127 Agricultural Economist 
Snringfield, VA 37021 6. Propa.ed Salu)' 7. Country oC Auignmcnl 8. Dul'2tion of Assignment 

45, 000 Gambia 90 Days 
9. ~hone Numb;!, 10. Marital SUtl.lS Other (sptcify) II . Nillles Uld A&a oC Depcndenu to Accompany Individual (if applicllble) 

. ~t19eo.s 29 P dJ:Manied 0 Sinlrl~ 0 Gwendolyn, wife, 40 
12. Date oC Sinh 15. Place of Sinh 

2/15/31 Atlanta, GA 
14. Citizenship (if non-U. S. cil~en, give vua Stll~S) 

US 
15 EDUCAT10N (incl"de all SI!'(lnda~)' boIsinns (OUele or "nil/em'ry t'lI;ning) 

Type of Date oC Credits Completed 
NAME AND LOCATIOS Of l"1STITl'TION "fNOR Sl'BJECTS ~~;.er l~~:.. Degree Degree 

Un~vers~ty of F1or~da, Tamna H~stoI'Y BA 1950 
Un~vers~ty of Missouri, Columbus A.lZric. Econ. PHD 1956 

16. EMPLOYMENT HISTORY 
1. Gi"e last three (5) yean. Continue on reverse to list all employment related to duties of proposed assignment. 
2. SaliU1 definition' basic periodic pa),ment for .eMCe! rendered. 

Exclude bonuses, profit-sharing arnngemneu, commissions, consultant fees, cxtl'2 or ove-nimc work paymmu, oveneas differential, or quarters, cost oC 
oC li~inB or dependent education allowances. 

POSJT]ON TITLE. EMPLOY ER 's SAME AND ADDRESS 
Dates of Employment (Mo •• )-'r. Sala~' 

From To DoUan Per. 

Development Internat~onaT 
lQ?Q 1980 Sr. Research A ssoc. 8'301 Leesbure: Pike McLear 40,000 

McLean, VA 
lQ80 lQ82 42,000 

tI tI 

1982 1983 45,000 

17, SPECIF1C CONSULTANT SERVICES (Ei:'~ 10SI thru (J) 1'ellrsl 

SERVICE PERFORMED EMPLOYER'S NAME AND ADDRESS 
Dates of EmploymllntjM~; D4)'} 

DAILY R..t.TE 
From To 

18. LANGUAGE PROFICIENCY 19. Special Qualifications (110,"""" prof~lSioruU socil'rie.~ 

Speaking Reading Writing UndcrsWldinB spccialliunltJ. paoblicotions, research. specials.ills, 
LANGUAGE 

Fair (,;,;,od bcl "~r ~lE~cl Fai- j",d he Fair Good Exel. 
lind re/n'lInl ed"cotion nol prr.nm.sl), mrr.tiorud; "se 
m;nt~ side of form. if Mcesso"Y} 

Snan~sh X IX X X 

~ 20 . .... ERTIFICATION: 
SiBf\&fUre of Employee 

AID 1420·17 (S·80) 



INSTRUCTIONS: 

CONTRACIOR EMPLOYEE BIOGRAPHICAL DATA SHEET Submit in lriplicat~ to 
conCflC\:iDg officer 

(5££ PRIVACY ACT STATEMENT ON REVERSE) S« ,,"elR for Contractor 
Certification. 

1. Name (wI, FirJl, Muuu.) 9 Mr. OMn. iii Mill OMs. 2. Cont:nc:tor', Name 

Wiggins, Jane ;1. Action Enter~rises, Inc. 
5. Addrea. (iru:wde ZIP Code) 4. ConUSCt No. 5. Position Under Contract 

5408 Massachusetts Ave. 83-0789 Nutritionist 
Washington, DC 20036 6. Prop05ed Salary 7. Country of Assignment 8. Duration of Assignment 

9Ji::;~one NumbeI 
10. Marital SUNS Other (sptcify) 

qR . nnn '1'h::li 1 ::I;"n 120 Da~s 
11. Names and Ages of Dcpendenu to Ac:c:ompany Individual (if opp Tc(;blt) 

lpo{ ,,!~{~~c':~hR o M11'ried IY! Sin me 0 

12'fO/lij28' 
15. Place of Bilth 

. . 

Great Britain 
14. Citizenship (Ilnon-U.S. citi:m, pt visa status) 

British - U.S. resident 
15. EDUCATION (incllldt all ucondll1')·. bIIsintll coUtgt orsmw,rsiry training) 

Credits Compl~led Ty~of Date of 
NAME M"D LOCATION OF LIIJSTITl'TJON MAJOR SUBJECTS ~!..c:r QWn'~~ Degrec Degrc~ 

Amherst Nutrition BS 1950 
Columbia University Riochemistrv PHD 19/)6 

16. EMPLOYMENT HISTORY 
1. Give last three (!I) yean. Continue or reve"e to list all employment related to duties of proposcd assignment. 
2. Salary definition· basic: periodic: payment for .c~ic:es rendered. 

Exdude bonuses, profit-sharing arTan~mneu, commissions, consultant (ees, cxtra or o\enime work paymenu, oveneas differential, or quane", c:ost of 
of living or depencknt education aIlc~CL 

POSITION TITLE EMPLOYER'S NAME. AJIo"D ADDRESS 
Date, of Employment ("'0" )-·r. Salary 

from To DoUan Per. 

Research Assoc Action Enterryrises, Inc. 1979 1980 35,000 yr. 

" 1100 l~ st., N.W. 1980 1981 37.000 " "r!=! ~'h ; nO'+' nn n~ 

" " 1981 1982 38,000 ., 

17. SPECIFIC CONSULT ANT SERVICES (Eit·c last tllr'" (3) vtars) 

SERVICE PERFORMED EMPLOYER'S N.~E A .... D ADDRESS 
Datcs of £mploymenttM~; Day) 

DAILY RATE 
From To 

Consultant U.S A.I .n loRl loR? 

18. LANGUAGE PROFICIENCY 19. Special Qualifications (hofUlf'S, proftssjoruU JO~jt'ti~J. 

Speaking Reading Writing Understanding lPeciallictnus. publKlltionJ. rt~l:llrch. specl4/ s"ii~. 

LANGUAGE 
Fair Good E"c1 . '1111' ~~d Fal- ",id !:.xc hir Good bd. 

lIftd reln'lIftt ed"clltion 1Iot pUI:I·olU/)' mtntionrd; lIft' 
rtllnJt suit of form, if nrussa,,>') 

French X X X X 
Thai x x x x 

20. CERTIFICATIOJ\: 
Signature of Employee 

To the best of m) Jr.nowled~.the _bon fat'u as stated are true and corrc.::.c:t.=--_______________ _ I Date 

AID 1420:17 (3-80) 



• 

INSTRUCTIONS: 

Submit in triplicate to 
con~g officer. 

CONTRACTOR EMPLOYEE BIOGRAPHICAL DATA SHEET 
(sa PRH'ACY ACT STATEMENT ON REVERSE) S« rrvene for Conusctor 

Ceni fication. 

1. Name (LAst, Fin" MidIIU) 0 "fr. Mn. 0 Mill 0 Ma. 
Miller, Sylvia A. 2. ~~W!'b_nt International, Inc. 
5. Addresa (in<lude ZIP Code) 5. Position Under ContraCt 

88 Winston Court Nutritionist 
Alexandria, VA 37081 6. Proposed Salary 7. Countt)· of Aliignmenl 8. Duration of Anignmcnt 

____________ ~--------------------~~~~~~~e~~ou-----~~5=5 Days~~ 
Other (specify) 11. Names and AJU of Depmdenu 10 Accompany Individual (i/ applicable) 

in It 0 

14. Citizenship (i/non'U,S, dtizm, riH vW ~lGnu) 

U.S. 

, UT 

Jonathon, husband, 43 
Christina, daughter, 15 

15, EDUCATION (inc/"dt all .rcondtl")', b",inw ('oUege or "ni:c trtJ'ry training) 

Credits COll'lPit'led 
NAME AND LOC,UION OF Ll\\STlTllTlON MAJOR SUBJECTS 

1SW,~~er Q'Wn'S!. 

Unl.versl.ty of California. San Diego Cheml.strv 
It Nutrition 

16. EMPLOYMENT HISTORY 
1. Give last thm: (5) ~'ean. Continue on reve~ to Ust all emplo\lment related to duties of propmed assignment. 
2. Salary definition' basic periodic payment for services rendered. 

Type of Dale of 
Degree De~e 

BS 1965 
MS 1268 

Ellduck bonuses, profit-sharing arnn~mnets, ,0rnrtWsiom, consultant fees, extra or ov~ work payments, overseas differential, or quarte", COSI of 
of Ihing or dependent education allowances. 

PosmON TITLE EMPLOYER'S NAME. AND ADDRESS 
Dales or Emplo~menl (Mo., )',,) Salary 

From To DoUan Per. 

Research Assist Development International 1979 1981 28,000 Yr. 

0 000 It Research Assoc. Leesburg Pike 

Sr. Research As 38,000 It 

17. SPECIFIC CONSULTANT SERVICES (gt.'dast t4ru (3h,ar~) 

SERVICE PERFORMED EMPLOYER'S SAME A. ... -o ADDRESS 
Dates of Emplo)'lDentf"~;_ Day) 

DAILY RAn. 
From To 

18. LANGUAGE PROFICIENCY 19. Special Qualification~ (lIon017. profrssirma; JocinicJ, 

Speaking Reading Writing UndenWlding speci4/I~Imes, p-ublicllli"lls. reua,eli. spuiDl .lrills. 
LA."'GtJAGE 

fair Good Excl .&11' G~~d raj- bel fair Good Excl. 
/lfId rr/n:anl ed,.,ation "ot prn,jo,.s/y m/"FInon"d; US/' 

;. .. i rtlJtrSI sidt o//arm, if n",ulZ"}') 

German X X Ix X 

20. CERTIFICATION: 
SigNNre of Employee 

To th~ best of my knowledge,the abu\'e Cacts as staled arc true and COI'ftc:.:t.:...... _______________ _ I Date 

AID I 42tH 7 (5-80) 



INSTRUCTIONS: 

CONTRACTOR EMPLOYEE BIOGRAPHICAL DATA SHEET Submit in triplicate to 
concnctiDg officer. 

(SEJi PRIVACY ACT STATEMENTON REVERSE) 5« ft'YftW for Contractor 
Cntification. 

1. Name {LuI, Fin" Mi4d14} Ii~r. ~ Mn. OMW OMi. 2. Contnetor'I Name 

McMillan, John war Action Enterurises, Inc. 
5. Addral (include ZIP Code) 4. Contnc:t No. 5. POlition Under Contract 

1117 Johnston ct. 83-230'7 Agricultural Economist 
Arlington, VA 37002 6. Proposed Salary 7. Country of Assignment 8. Dundon of Auignment 

17 £)00 Somalia 20,O_Oays 
9~!iler..hone Numbef 10. Marital Statui Other (specify) 11. Nama and Ages of Depmdenu to Accompany lndhiduaJ (if applicable) 

2 ti:ffd~a":,I}dcS}11 [YI Married 0 Sin2fe 0 Mary E. , wife, 43 
12. Qatrf BrJ. . 15. Place of Binh 

12 17 32 Montreal Angela, daughter, 12 
14. Citizeruhip (if non·U.S. citizen, gitle visa stan-s) 

Canada 
. . 15. EDUCATIO!ll (lnellide all " 'condlz",)" bllslness coUegr or unu.·('rtll)· tyamlng) 

Credits Completed Type of Date of 
NAME AND LOCATION OF INSTITUTION MAJOR SUBJECTS 

fSW.~~er QWn'.f~ Degyec Deg;t'e 

Universi=t;y of Michigan Econom~cs BA 1.95~ 
University of Wisconsin Agric. Econom. ?lID 195§. 

16. EMPLOYMENT HISTORY 
1. Give lut three (5) )ean. Continue on re'erse to list all employment reI .. ,ed to duties of proposed assignment. 
2. SaliU) definition· basic periodiC pa)'ment COJ lel'\ices rendered. 

Exclude bonuses, profit-st,aring an-angf'mneu, commlssioll5, consultant feel, extrll or overtime work paymenu, O\'en('u differential, OJ qU&nen, eosl of 
of living or dependent educ:ation allowances. 

From Tc. DoJJan Per. 
POSITION TITLE EMPLOYER'S l'A."dE A. ... 'O ADDRESS 

Dare, of £mp:u~mtnt (Mo., )'r. Sal 

Research Assoc. Action Enter~rises, Inc. 1980 1981 yr. 

" 1100 K st., N.W. 
" 

" " It 

17. SPECIFIC CONSl1LTANT SERVICES (Jrit' ~ iast thyu (3) years) ---
SERVICE PERfORMED EMPLOYER'S l'AME AND ADDRESS 

Dates of Emplt'ymenttM r: Dtry ) 
J) ',!:. \' RA TF. 

From To 

Consultant F.A.O.- Gambia 1982 1983 

I 
I 

18. LANGUAGE PROFICIENCY 19. Special Qualific:ations (/tours, profrssi(lntll soci"ics, 

Speaking Reading Writing Understanding sprciD! liCl'nses. pub/icatianJ, r~!earch. special skills. 
LANGUAGE 

• ' &11' G~lE~d hi- bel Fair Good Excl . 
tmd reln'cnt rdllclltion "o1 prr..·icus/) mnttioned; IOU 

Fair Good Elld ,RId rtuns, sid, of furm, if neuuary) 

German X X X X 

, 
20. CERTIFICATION: 
SilMture of Employee 

To th~ best of m~' 1Ln0wlcdKC\th~ abo\c {leu as lIat~d are true and c:.on'Ce~t.=--_______________ _ I Date 

AID 1420·17 (HO) 



lNSTJI. UCTIONS: 
Submit in triplicate to 
conl:faCting offiC1:r. 

CONTRACTOR EMPLOYEE BIOGRAPHICAL DATA SHEET 
(5E£ PRIVACY ACT STATEMENT ON REVE.RS£) Set' ~'erK for Contractor 

~nification. 

OMn. 0 Mill 0 lois. 2. Contractor', Name 

__________ ~--------------------~~~~--~~--------~--/~O~ays 
9. T.elec.hone Numb!! 10. Ma.';ta! SUtul Other (specify) I I. Names and Ages of Dependenu to Accompany lndhidual (if applicable) 

20~.!:~"~1~~2 t' 0 Samantha, wife, 30 
12. Datt' of Birth 

18 4 Jason, son, 5 
14. CitiLenship (if non·U.s. citizen, gi"e visa 'Iahls) 

______ -=B~r=itish reen card 
15. EDUCATION 

N.~E AND LOCATION Of L~STlTllTION 

16. EMPLOYMENT HISTORY 
1. Give last three (!) ~ can. Continut' on revt'rw to lin ill employment related to duties of .. roposed assignment. 
2. Silar) dd'_'lition ' basic pt'riodic payment for I(,f'iccs rendered. 

Exclude bonules. profit-sharing iioO'lSlgcmncu, commissions, consulunt fees, exua or owcnime work pay menU, OVene&! differentiil. or quancrs, COlt of 
of living or dependent education allowances. 

POSITION TITLE EMPLOYER'S K~E AND ADDRESS 
Dales of Emplo~mcr.\ (Mo .• l 'r. Saluv 

from To Dollan Per. 

Postdoctoral Fel ow 
Amer1can un1 VerSl."fir dasrr. 
AnthroDology DeDt. DC 1978 1979 17,000 yr 

Research Fellow University of Illinois 1979 1980 20,000 II 
,..'\..;_~_~ TT 
_ ••. - .~o • -

Assoc. Professor Amerl.can University 1980 1982 25,000 It 
'" .'t..'; ~ _ T'\'" 

• - ..... - •• t;) w , •• , ~.., 

17. SPECIFIC CONSllLTANT SERVICES flil.t lasllitru (3J '}IrIl1sl 

SERVlCE PERFORMED EMPLOYER'S NAME AJI;o ADDRESS 
Dates oC Employmant("1f;; D/l)/j 

DAILY RATE 
From To 

18. LANGUAGE PROFICIENCY 19. Special Qualifications (ItOfltWS, p,C/frniurw! Joci~tits. 

Speloking Reading Writing Undenunding sprci4llic~nus, tn-b1icatio1lS. rtlstlarch. spuw.l sici/!.. 
LANGUAGE 

Fair Good E"cI " 'lill' ~lf."d Fai' .... wI I:."d hir Good Excl . 
and ,C'lft'anl rda.clllion nol p,rdow/'} mnttion~d; list' 

,ft/nst sidr of fo"", if MClSJQry) 

('!j:Io,..m~n y V V V 

ll"""' .... "Il; y V V V 

20. CERTIFICATION: 
Signature of Employee 

To the bell of m~ knowledge,the lobo,·e facu as SIlled arc true and c:offtct.-..::.. ________________ _ I DatI! 

AID 14 20-17 (!.SO) 

• 



C 

INSTRUCTIONS: 

CONTRACTOR EMPLOYEE BIOGRAPHICAL DATA SHEET 
(sa PRIVACY ACT STATE.MENTON REVERSE) 

Submit in triplicatc to 
conlflCtiDg officer. 
Sec rtVcnc for Contractor 
Conti lication. 

I. Namc (Lut, Fir". MiIUU) Mr. C Mn. 0 Mia 0 Ms. 
Fl ,James w. 

2. Contractor'. Nunc 

Wendell Willis Associates 
5. Addreas (mcl,.d~ ZlP Code) 4. CoalJ'lCt No_ 5. Po.ition Under Contract 

Biochemist 931 Brynwood Lane 
Columbia, r.TD 29707 6. Proposed Salary 7. Country of Auillllmcnt 8. Duration of Auignmcat 

Gamb~a 117 Days ---------r-----------
O

-
th

-
e
-, -(sp-eCl-ify-)-+-l-I ..... N"'"amu...,es..J.anoULdl.lA-ge...L.-o....:f;.Dc~p;:e::.:nd:.e· nu to Accompan)· 1ndiv~jl applicable) 

H. Citizenship (if non-U.s. dtum. gil'~ viso statvs) 

U.S. 

MI 

IS. EDUCATION 

NAME AND LOCATION OF lNSTITl'TJON 

Johanna, wife, 26 
Jeffrey, son, 2 

16. EMPLOYMENT HISTORY 
1. Give last threc (5) yean. Continue on revcrse to list all employment related to duties of proposed InignmenL 
2. Salary definition - basic periocfje paymcnt for ,eMee5 rendered. 

Exdude: bonUICI, profit-shLoing arTlllgemnctJ, comrabsiQlIS, consultant fees, exttl or overtime work paymenu, ovel'Ku differential, or quancrs, cost of 
of living or dependent education allowances. 

POSITION TITLE EMPLOYER'S NAME AND ADDRESS 
Dates of Empluyment (Mo •• )',.) ~aIar)_ 

From To Dollars Per. 

onsultant Wendell Willis Associates 1980 1981 25,000 yr 

" 1801 17th st., N.W. 1981 1982 28,000 It 
\'J::I!'=In; nut nn nr. -

It tr 1982 1983 30,000 It 

17. SPECIFIC CONSULTANT SERVICES j,w_' /011 thrtl'(3bfQl1~ 

SERVICE PERFORMED EMPLOYER·S NAME AND ADDRESS 
Dates of Employmantl"fr:; DIlY) 

Dl.ILY RATE 
From To 

18. LANGUAGE PROFICIENCY I 9. S~cial QualificatiON (honM'S. pyoffSsiontll Joc;~ti~s. 

Speaking Reading Writing Understanding tpeciQllicenseJ, po.blications. reuaycll. tp~cw sltill.1. 
LANGUAGE 

Fair G""dY~cl Fai- bd Fair Good tad. 
and re/n'anl education nol prn:iously mt'fltioned; 1UC' 

Fair Good Excl iald rftlrrs, sid, of fu"". if MUSSO"') 

French X X y . y 

20. CERTIFICATION: 
Signarure of Employee 

To the best of my knowledge,thr abovr f.cu u atated arc trur and CoOfftC::..:L:.... _______________ _ I Date 

AID 1420-17 (5-80) 

• 




