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About Your Screen Displays...

GRiD software for the IBM Personal Computer has been enhanced to
display 80 characters, 28 more than the original GRiD software display.
The commands and keystrokes you learn in this tutorial remain the same,
regardless of the number of characters you see on the screen. However, as
you do the exercises, be aware that your screen display is about 5 wider
than the one available at the time the screen images for this tutorial were
taken.
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About This Book ...

Congratulations and welcome to the world of GRiD software. You now
have available to you powerful and easy-to-learn GRiD Management Tools.
Why easy? Because the majority of commands work the same way in all
the different management tools. Couple that with forms and menus that
do most of the work, and you have an altogether new computing
experience.

This book will get you and your GRiD software working as a team in
just a few hours. By tomorrow, you can be doing highly productive work
on your new computer—forecasts, memos, graphs, data gathering from
other computers, and more.

GRiD Management Tools This book introduces you to the GRiD Management
Tools. These tools address a full range of management needs.

O GRiDPlan—an electronic spreadsheet for budgeting, forecasting, and
other numerical applications

O GRiDPlot—a business graphics system for presenting data as graphs

O GRiDWrite—a full-screen text editor for business memos, letter reports,
and electronic mail

O GRiDFile—a program for organizing and retrieving information easily

Terminal Emulators Another software program that this book introduces is
GRiDTerm. GRiDTerm allows you to communicate with other computers,
such as your company’s mainframe computer, the Dow Jones
News/Retrieval® Service, etc. GRiD has other software packages for
communicating with specific computers, such as GRiDVT100 and
GRiD3101.

Hands-On Exercises You can learn basic functions of the GRiD Management
Tools or applications, through hands-on exercises in Sessions 1 through 7.
You learn commands for each of these functions. Each command works in
asimilar way in all applications. Thus, what you learn in the earlier exer-
cises, you can apply immediately in the succeeding ones.
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Doing the Exercises
Getting Started sessions teach basic commands that you can use system-
wide, as well as some commands that are specific to an application.

Plan to do the first four sessions in one sitting and in sequence. This will
take you about one to one-and-a-half hours. You can do the last three
sessions in whatever order suits you. Each session takes from 20-30 min-
utes to complete. Session 4 may take about an hour.

The Exercise Format

Each session contains from one to three exercises. A three-part overview
introduces each exercise. The following figure shows the overview and a
portion of the second exercise. The left column of the exercise has step-

by-step instructions. The right column contains

O A picture of what appears on your computer screen after you com-
plete the steps given on the left column.

O Notes that help you tie together conceptually the various steps in
the exercises.

Exercise overview

Exercise number and title

Keystrokes What Happens

Examinc worksheet data

Left column contains instruc-
tions; generally, the keys you
have to press

Right column contains what you 3
see on the screen and explan- :
atory notes =

Restarting an Exercise

If for any reason you find yourself lost and unable to reproduce on your
screen what the exercise shows, turn off the computer, then turn it

on again. You can then go back to the beginning of the exercise.

T N L
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Running GRiD Software on Your IBM® Personal Computer GRiD
software has been enhanced for use on the IBM® Personal Computer.
Generally, GRiD commands are issued using two keys. With the IBM PC
Personal Computer enhancement, you also have the alternative of press-
ing a single key for frequently-used commands.

An overlay has been included in your software packet. Place it over the
IBM PC keyboard and note the use of the special keys, as shown in the
illustration below.

Figure A-1. 1BM Personal Computer Keyboard

Escape Key Backspace Key

Shift Key CODE Keys Shift Key Confirm Key

Function Keys Return Key

In the exercises, instructions use the two-keystroke commands that are
applicable to any computer keyboard you may have. However, the alter-
native keystrokes are noted in red, so that you may use them instead.
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Introduction

This introduction presents a quick overview of the GRiD Management
Tools and the file system they share. You use the tools to work with infor-
mation in the form of files. Files organize and store information. It’s that
simple. So simple that in a few minutes you’ll be doing it yourself. First,
let’s take a closer look at files and related topics.

Your Computer Files Most people begin the business day by getting out a col-
lection of papers that they call a file. You put the file folder on your desk,
open it, and start processing. Working with GRiD software on your IBM
Personal Computer is very similar. You boot the GRiD Operating System
on your computer, fill in a form, and ask for a file. The file appears on
your screen instead of on your desk.

Fill In the File Form to Get a File To get information (or to file it away), you
need to identify the file by filling in a form—the File form (shown below).
The multipart file form gives you tremendous flexibility in handling data.
The convenient file form makes it easy to get at your information.

The GRiD File Form

12-lan-23 2:44 pm

Letting Start
Proarams

Dawice Floppua Disk

Subliect L |
Title

Kind

Fazzuor-d

Select a file and confirm

Or preass CODE-T for help
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Take a look at the File form. The form itself occupies the lower portion of
the screen. The upper portion of the screen displays choices for each item
on the form. With GRiD software, you never have to memorize file infor-
mation; the form always presents it. You can also type information into a

form. GRiD software uses forms for lots of things, such as manipulat-

ing files and changing the way the computer displays data.

The File form needs four items of information: Device, Subject, Title,
and Kind. Password is optional. The computer takes the information from
the form and looks first for the Device you gave it, then for the Subject,
then for the Title, and finally for the Kind. It then displays the file on your
screen. Let’s look at these items individually.

What Is a Device? The Device is to computing what a file cabinet is to an
office—an organized storage area for all kinds of data. You may store your
computer files in two kinds of storage devices: floppy disks or hard disks.

A floppy disk, or diskette, is a flexible plastic disk that has been coated
with a magnetic material (much like the coating on audio recording tape).
A 5Y%-inch floppy diskette stores up to 360 thousand characters of data.

Floppy Diskette'  Floppy Disk Drives
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A hard disk is not externally visible; it is permanently sealed within its
drive and cannot be removed from it. A 10 megabyte hard disk holds over
10 million characters of data.

AR e | s

Floppy Disk Drive Hard Disk Drive

What Is a Subject? A Subject is a name used to organize any grouping of
files. You could say a Subject “‘contains’’ files. Think of each Subject as a
different drawer in a filing cabinet. Typical Subject names might include
1984 Forecast,” ‘“‘District Correspondence,” ‘“‘Department Budget,”” and
“Personnel.”

NOTE: ‘‘Programs’ is a special Subject that contains your GRiD software.

Subjects Organize Your Files

=
1984 Forecast

—3
Personnel

=

Programs
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What Is a Title? A Title is a name you give to a file. In fact, some people call
Titles “file names.” It’s like the tab on a file folder—it gives a name to a
collection of data.

You can give a file any Title you want and then store it under any Sub-
ject. Just as you can with your paper files, you can also copy a file, move it,
change its name, or erase it!

Titles Label Your Files

[ Brown, Robert

/
|

What Is a Kind? When you work on an accounting spreadsheet, you'd prefer a
calculator and a pencil as tools—not a typewriter or a set of drawing pens.
Likewise, the File form asks you to specify a Kind for each file. The Kind
designates which management tool is needed to work on a particular file.
For example, if you ask for a file with Kind set to Text, the computer re-
trieves GRiDWrite so you can work on the text file.

TN N N O O O O W (W
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The list below shows which application each Kind setting summons.

Management Tool Kind Examples

GRiDFile Database Personnel records
Customer lists
Telephone lists

Parts catalogs

GRiDPlan Worksheet Accounting worksheets
Sales forecasts
Budget estimates

GRiDPlot Graph Sales trends
Market share analysis
Product revenue comparisons

GRiDWrite Text Business memos
Form letters
Contracts
Proposals

What Is a Password? We've said little about Passwords, because people use
them only for highly sensitive files. A Password is a key with which you
restrict access to a file. If you protect a file with a password, only you (or
someone else who knows the password) can get the file.

As a precautionary measure, the Password item on the File form works
only to retrieve files to which you have already assigned a password. To
assign a password, you have to use GRiDManager (see the ‘‘Assign Pass-
word” section to the ‘‘GRiDManager” chapter of the GRiD Management
Tools Reference manual.
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Storage and Memory We've used the term storage to speak of devices that
hold data permanently or on a long-term basis. When you ask for a file,
the computer goes to that device and brings it back to . . . where? The
figure below provides a hint.

Moving Information from Storage to Main Memory

© 0 0-

VN H Y o0 {
Y A e e e
- A AN AR A R £ ) A . E—‘HE;\ L'_‘@'L,-" =\

The answer is main memory. It’s also called working memory and RAM
(Random Access Memory). When you’re computing, main memory holds
the tool you’re working with (such as GRiDWrite) and the file you're
working on (‘““‘Midwest Region Report”’).

The difference between main memory and a storage device such as
floppy disk or hard disk is that you can move data in and out of main
memory faster and it is also not permanent. If you turn your computer off
or some other interruption of power occurs, everything in main memory
will be lost. The most recent copy of the data you were working on re-
mains, however, on its storage device.

But enough reading. You know enough now to start using your GRiD
software on your computer. Onward!

I N O O O O
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Session 1: Filling in the File Form

Session 1 shows how to fill in the File form to create or retrieve a file.

[ gugs]
What You’ll Do

Get Help information
Create a new file

Retrieve an existing file

[y gm
Get Ready

Take the overlay card from your GRiD software
packet and-place it over your IBM Personal Com-
puter keyboard.

Insert the Operating System diskette into your
main floppy drive and the Management Tools
diskette into the second floppy disk drive. Turn
on your computer. After about a minute, the File
form will appear on the screen.

Replace the Operating System diskette with the
Getting Started diskette.

NOTE: In this tutorial, you will see the following
conventions to represent keystrokes:

CODE keys: Alt and Caps Lock function as
CODE keys. When instructed to
press a CODE key, press either
of these keys.

Arrow keys: Arrow keys are represented by
arrows.

Two-keystroke A two-stroke command is
commands: indicated by keycap names
or characters, separated by a
hyphen (-), for example, CODE-?,
CODE-RETURN.

Go!
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| Exercise 1: Creating and Retrieving a File

Keystrokes What Happens
Get Help information
Read the message line at 15— an—-53 Z:d4 pm
the bottom of the screen.
Lettinay ot
Proarams
Device Floppu Dizk
Subject [N |
Titls
kind
Faz=zword

Message Line

e and confirm
E-7 for help

Watch for messages that appear at the bottom of the
screen. Some messages tell you what steps you can do
next. Others tell you what the computer is doing.

T TR T TR R T T LT T LT T T T
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FILE FORM

CODE-? 26-Aug-82 13:29 am
(Hold down CODE key, Fill in the File form to retrieve existing

then tap 2 key lightly. files and create new ones.

You don’t need to press All items in the form except Password must be

he SHIFT k o filled in. Press RETURN to move the outline to
the €y— - the next item in the form. Press the Arrou keus
U)get?) to mowe the highlighted strip over the choices.

Device Indicates storage devices available.

Subject Categorizes files. The "Programs"
subject is reserved for GRiD softuware.

Title Names a file.

Kind Describes the application needed for the
file you want to retrieve or create.

Press CODE-RETURN when the form is complete.
the File form

Ustrsion 2 LB of Common code

Most GRiD commands require that you press down
the CODE key and another key.

ESC to get back to the Think of the ESC key as taking a step back. In this
File Form. case, you return to the File form.

{  to highlight Get- 12-Jan-83 2:57 pm
tingStarted.

Device Floppu Dizk

Subject Jhetting Started I |
Title

Eind

Faz=sword

Select a file and confirm

O press CODE-7 for halp

For files you create, choose Subject names that

describe or organize a group of Titles. Reserve “‘Pro-
grams’’ as a Subject name for the GRiD programs in

your computer. You will find it easier to keep track of
your own files if you keep them separate from the

GRiD software programs. )
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RETURN ( < ) to move
outlineto Title.

Read the list of choices
for the Title item.

12-lan-23 2:9% pm
L omer List: X4
Dow Jones NS Terminal
Finanzial Worksheest Workstet
GRiD Central Sian-on
fhamao tent
Device Floppu Dizk
Subject LGetting Started
Title L i
Kind

The outline marks the item in the File form that you
are filling in. In this case, the itemis Title.

Note the cursor—the blinking triangle—inside the
outline. It marks the space where the next character
you type will appear.

The existing choices for the item you are filling in
automatically appear on the upper part of the screen.
The choices you see now are for Title. When you
type in a new choice, the highlighted strip must be on
the top line, above the list of existing choices.

LTLTLTLTLTLTLTLTLILTLTLT.LT\.TLT\.TLTL’ILTLMLTLMLML
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Type: Exercise 1

(To correct a typing
error, ¢« or — to
move the cursor to the
right of the letter to be
corrected. Then, press
the BACKSPACE key—
the « to the right of the
number keys—to erase
the letter or letters.
Type the correct letter
or letters).

RETURN to move outline
to Kind.

Type: Horksheet

FILE FORM

ZT0 latabaze
Oiow Jores HS Terminal
Finanzial MWorksheet borksheet
GRID Cantral Sian—on
amn text
Oeuvice Floppu Dizk
Subjiect Getting Started
Title jExarcize 1) |
kind
Fazzword

file and confirm
CODE-7 for help

Select 3
=

Or pres

Carm
Fur
Sign-on
Dewice Floppy Diszk
Subject Getting Started
Title Eomt-icis 1
Eind [Horkzheet, {

Fazsuword
Hext action  Get rnew file and its application

it Forn and contirm

Exchangs’ Fill

NOTE: This file has no password. Only files to
which you wish to restrict access should have
passwords.
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CODE-RETURN to con-
firm. (Remember to hold
down the CODE keys;
then tap the RETURN key.)

Read the message that
appears in the message
line.

CODE-RETURN to
confirm.

Read the messages that
appear as the computer
retrieves the file.

CODE-RETURN is a system-wide command; it works
in all GRiD applications. Think of confirm as a *‘go-
ahead’ signal. With CODE-RETURN, you tell the
computer to accept and act on your selection or
command.

The alternate IBM Personal Computer key for CODE-
RETURN is the + key on the right keypad.

1&-Jdan-&3 382 pm
Diawice Floppy Disk
Subiesct Getting Started
Title Exaricise 1
ind [Horkshest [

Confirm to create new file

Or press CODE-7 for help

Confirming the File form retrieves an existing file.
However, if the file doesn’t exist, you need to con-
firm a second time to create a new file.

The first message is Retrieving application. A file
whose Kind is set to Worksheet needs the GRiDPlan
application.

The second message is Retrieving file. In this case,
the file is the empty worksheet file just created.

|

LTLTLTLTLILTLTLTLILTLTLT.LTLTLT\.TLTL.TLTLTLTLTLMLML



ER R I Ry

FILE FORM

After about 30 seconds, the worksheet appears.

A E [ o] E
1
3
4
=)
5
3
3
18
11
iz
13|
14
15
CODE-? to display GRiD- 3 E C ] E
_-— =" - I =
? s
Plan’s Command menu. |Eeain CODE-E  Fegin a (new range selection]
Lo lumn THDOE -1 Lhange o & column Seleckion
Ouplicate CODE-D [uplicate cellz or text
Eraze CODE-E Erase cells or text
Hzadings CODE-H Lock rows or columns in place
Insert CODE-I Inzert rows or columns
dump COnE-J Mowe outline to a cell
Manse CODE-M Mowe selected cells ar text
Options CODE-O Set worksheet characteristics
Froperties CODE-P Set properties of cells
Guit CODE-G Exit and =ave all changes
Fow CODE-R Change to 3 row selection
Transfer CODE-T Write, exchange, print files
U=zage CODE-L Show memory and device uysage
Uieuws CODE-L! lJiew separate areas at once
Cancel CODE-ESC Exit without savina chances
Definsa CODE-= Mowe cursor to definition
Fointer CODE-= Foint to cells in definition
Calzulate CODE-RETURM Calculate all values

Zalzct item and confirm

.8.8 of GRiDPLAN

Pressing CODE-? displays the Help menu of the
application used by the current file.

The alternate IBM Personal Computer key for CODE-?
18 F1,

NOTE: This exercise showed how to create a file.
Normally, you would start typing data into the work-
sheet at this point. For this tutorial, you’ll retrieve a
worksheet with data already typed in. )
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CODE-ESC

Read the message that
appears on the message
line.

CODE-RETURN to
confirm.

The alternate key for CODE-ESC is F2.

& E = i} E

[ I O e

o )

o @

D

e e e e
L I I

Al

Cancel: Confirm to exit without savina (unchanaed?

CODE-ESC lets you exit from a file without saving
changes. In this case, there is no data to save.

The File form appears.

12-Jan-232 2:83 pm

Dewvice Floppg Disk

Subiect L |
Title

Eind

Fazzward

Select-a-file and confirm—

Or prass CODE-7 for help

LTLTLTLILILTL’[LILILTLTLILTL’[LT\.TL’[LTLTLILILILILTLML
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FILE FORM

Retrieve an existing file

d toGetting 12-Jan-53 358 pm
Started.

RETURN to move outline

ci 1

toTitle. Finaac1d1 Fotrazast
GRiD Central Sian—on
emo taxt
Floppuy Disk
Getting Started
L |
ile and confirm
DE-7 for help
4l toFinancial Fare- 12=Jar-83 351 pm
cast.
tustamer List: 1983 Database
Oow Jones HE Terminal

Exoatzise 1 _
Financial Forecast
L1l Lentta
[RETIT]

Floppu Disk

Sub e Getting Started

Titla [Financial Forecask |
Kird orhksheet

When you move the highlighted strip to an existing
Title, the Kind is also automatically filled in.

CODE-RETURN to confirm
the selected file. )
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Read the messages that After about 30 seconds, the “‘Financial Forecast” file
appear as the computer appears.
retrieves the file.
3 E C ] E
1 Jdanuary | February March |April ==t
z Horth | 191,69 25,88 183,06 Erd
2 South| 155.08 95,33 177.08 143 67
4 East| 112.@@| 183 08| 148 68
5
g TOTALS| 362.9@| 295.008| 425.09
7
3
=1
14
11
12
13
14
15|
a1

Leave the screen as is for the next exercise.

LTL’[LTLTLTLTL 1 0 o O o O O O O O N 8
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FILE FORM

Session 1 Summary: Filling in the File Form

Activities You Learned

Get help filling in the File =~ Press CODE-?

form
Move in a form Press RETURN to move the outline from item to item.
The outline wraps around from the last item to
the first.
Press Arrow keys to move the highlighted strip from
choice to choice.
Create a file Fill in the File form:
Device: Select the Device where you want to store
the file.
Subject: Select an existing Subject or type in a new
one.

Title: Type the name of the file.
Kind: Select the appropriate application.

Press CODE-RETURN to confirm.

Display the Commands Press CODE-?.
menu of an application

Retrieve an existing file Fill in the File form:
Device: Select the Device where you want to store
the file.
Subject: Select an existing Subject.
Title:  Select an existing Title.
Kind: Appears automatically.

Press CODE-RETURN to confirm.

Exit a file without saving  Press CODE-ESC.
changes.

Press CODE-RETURN.
Erase a letter Press BACKSPACE. )
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New Commands

Commands Menu CODE-?
or F1
Confirm CODE-RETURN
or + key,
right keypad
Escape ESC
Cancel CODE-ESC
or F2

Displays a list of all the commands
available in an application.

Gives the ‘‘go-ahead’ to a selec-
tion or command. Referred to as
confirm.

Returns to what you had on
the screen before you issued a
command.

Exits a file without saving changes.

L’[LTLTLILTL’[LILTLTL’[LTLIL’EL’ILT\.’[LTL’[LILTLTLTL’ILTLIJL
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GRiDPLAN

Session 2: GRiDPlan Worksheets

People have described the computerized worksheet as the manager’s best
friend. And for good reason. With GRiDPlan, you can set up budgets and
forecasts, and then test different numbers, seeing the results of these
changes immediately. Being able to ask What if? gives the planner greater
flexibility and insight than ever before.

In this session, you will be using a demonstration version of GRiDPlan
(called DemoGRiDPlan). This version has all the capabilities of the actual
application but lets you work only with very small worksheets.

E CAUTION: This demonstration version will conflict with the actual
GRiDPlan application that you may have purchased. If you copy this demo
version onto your hard disk, be sure to erase DemoGRiDPlan when you
have finished practicing with it. Exercise 6 in Session 4 teaches you how
to erase a file.

Changing and Calculating Worksheet Data The following exercise uses a
simplified sample worksheet. The worksheet contains a limited number of
entries and small dollar values to illustrate functions of the application.

Exercise 2 Scenario: You are reviewing figures from your company’s
three sales regions—North, South, and East. The figures cover four
months—January, February, March, and April. The April figures are esti-
mates based on those of the prior three months. You notice an error in one
of the figures entered; i.e., sales figures for March in the North region
should be 723.00, not 103.00 . You proceed to change the figure.

A E c u] E

1 Jdanuary | February March |[April est
P2 Horth 1a1. @@ 89,88 182 . a8 a7 .67
2 South 155 .88 93 .98 177.88 142 &7
4 East 1132, 88 163 . 88 145 B8

5

= TOTALS 369 . 9@ 295 .80 428 .88

3

=l

15

11

12|

13

14

15|

Al
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What You’ll Do

Examine worksheet data

Change the contents of a cell
Calculate worksheet data

Define the contents of a cell

Save changes

EEO
Get Ready

Continue from Exercise 1. Have the ‘‘Finan-

cial Worksheet”’ file on the screen.

FEE
Go!

[ ) Exercise 2: Changing and Calculating Worksheet Data

Keystrokes What Happens

Examine worksheet data

1l tomove cell out- The cell outline indicates the current cell, i.e., the
line to cell A2. cell that will be acted on by a command or that will
contain the data you type next.
r-‘q E C O E
1 January | February March |April est
Cell Outline 2 Horthl 1o1.@@ 9.08| 183.00 a7 .67
2 South| 155.88 93.8@| 17r.2@ 142 &7
4 East| 113.8@| 1@3.23@| 1423 98
5
6 TOTALS | 369.80| =295.80| 423.88
-
3
a
18
11
12|
13
14
15|
Cell Coordinates #2

nnnnnnonnnnnnTmnTSnnm I
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SHIFT - - four times to
move outline to cell E2.
(Hold down SHIFT key
andtap — fourtimes.)

GRiDPLAN

Cell coordinates of the current cell appear at the bot-
tom left corner of the screen. Cell coordinates give
the column and row number of a cell.

A B C u] E
January | February March |[April est
North 181 .88 23 .99 163 .89 S0 60
South 155. 88 93 .94 177 .88 143 &7
East 113 86 193, aa 142 . 08
TOTALS 362 .86 296.68 428 .68

—_— .
=MD 0D s M U1 B G D e

12

13

14

15

Cell Definition

Read the equation at the
lower-left corner of the
screen.

— four times to move
the outline to cell 12.

E2= (B2+C24D2 5.3

Pressing SHIFT and an Arrow key moves the outline to
the next cell. You can also keep moving along the
worksheet if you hold down an Arrow key.

The equation, called a cell definition, indicates how
GRiDPIlan calculates the contents of cell E2.

F

G

H 1

Hpri t

=r

ad

iz

Jidlu st

)

i

et et Bl 12

1

=]

Ty

D S LY I O

- A

o0

Moving to a portion of the worksheet that is off the
screen is called scrolling .

>




GETTING STARTED

SHIFT - & five times to
move outline to cell D2.

& four times to move
cursor between @ and 3.

When a cell is empty, pressing an Arrow key (without
pressing the SHIFT) moves the outline to the next cell.

NOTE: The screen acts as a window to the work-
sheet. Regardless of the size of your worksheet, you
can scroll to any location.

T

l

DemoGRiDPIlan lets you create a rather small work-
sheet. The actual GRiDPlan Management Tool lets
you create a much larger one.

D E F G H

1 March |April est May June | July est
2) 1d3. vy 97 .67

3 177.08 143 .67

4 148.00

5

6| 428.00

7|

8|

=
18]
11
i2
13
14
15

D2

I
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BACKSPACE to erase i E F [ H
the 1 March |April est Mayg June | July est
Zf 17a.om 37 &7
Type: 2 S IEEREE] 142 67
4 142 oo
5
g 428.88
7|
a8
=l
16
11
12
13
14
15
oz
Now that you have changed the contents of cell D2,
the values in cells E2 and D6 are incorrect, because
the cell definitions of these cells include D2.
CODE-RETURN to 0 E F [ H
calculate. 1 March |April est May June | July est
zf 17s.o0 184 .33
3 177.88 142 €7
4] 143 @8
5
g 443.09
7
3|
9|
19
11
12
13|
14
15|
D2

Calculation occurs automatically in cells E2 and D6.
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Use cell definitions to calculate cell contents

d twice,then -
to move cell outline to
cell E4.

CODE- = to move to the
cell definition area.

u] E F G H
1 March |April est May June | July est
2 123 68 184 33
I 17VY .68 143 &7
4 145 88
5
5 445,480
g
18
11
iz
13
14
15
Ed=a

Cell Definition Area

Read the message that
appears.

Type definition (CODE-= to point to cells)

The cursor moves to the lower left corner of the
screen, beside the cell coordinates, E4. This is called
the cell definition area.

You will do what the first part of the message says;
i.e., type a definition. (The second part of the mes-
sage refers to copying the contents of another cell
into the current one. See GRiD Management Tools
Reference for information.)

LH_H_TLILMLILILILH_TLILMLTLILTLTLTLTL’[LTLTLTLD.’IL
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Type: (B4+(C41D4) /3 F E H
(You can use either upper- 1 May Jure | July est
or lowercase letters for -
the cell coordinates.) 4
SR

15

11

12

iz

14

15

Ed= ( Bd+04+04 0035

The equation E4=(B4+C44D4),3 is a cell definition that
calculates the average sales for January, February, and
March to get the April estimate.

CODE-RETURN to calcu- O E F [ H
late the contents of cell 1 March |April est May Jurne | July est
4 2 123 88 igg4 33
E4. z 7. ag 1432 E7

4| 145 68 1% ki

& 442,06

o

i@

11

iz

12

14

15

Ed= i Bd+Cd+04 53 )
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1l twice to move cell
outline to EG.

CODE - = to move cell
outline to the cell defini-
tion area.

Type:sum (EZ. .E4)

CODE-RETURN

u] E F [H H

1 April est May Jure | July est
2 15] iggd 23
3 A 143 &7
L} 5} 122,
=
= 443 B8R
]
1@
11
12
1z
14
15

Ec= sumlE2. B4

This cell definition is the sum function . The sum
function, one of GRiDPlan’s built-in functions, per-
forms addition. When you press CODE-RETURN to cal-
culate, the result of the addition appears in the cell
defined (EG in this case).

] E F G H

1 March |April est May June | July est
2l 123 .68 184 33

3 Y. 88 143 &7

4 148 @@ 1232 28

5

& 443 .86 571 Y

)

1a

11

iz

13

14

15

E&= SumiEZ. .Ed )

LTLTLTLILILILH_ILH_R_’[L[LTLTLTLTLH.TLTL’[LTLTL’IL’IL[JL
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Save changes made on worksheet

CODE-T Displays the Transfer menu.

u] E F 5 H

a-ch |April =st May June | July est
164 .
1432,

123

—4| pa| @
-d|
=
=
|
L]

-
=
=

=4

B I A el
A Y
iy .

Y]

=

B

Dol st

3

Ty N

[n]
BN
N

0

2. 06 il W5

AU S |

JSave this file |
Exchange for another t1le
Include a file

lrite to a file

Append to a file

Eraze a file

Show characteristics of a file
Print

... Jransfer: Select item and confirm

In every application, issuing the Transfer (CODE-T)
command displays a Transfer menu.

The alternate key for CODE-T is F6.

CODE-RETURN to confirm  Saving a file transfers, or writes, a copy of its current

Save thisfile. version to a storage device, in this case, floppy disk.
When a file is saved on floppy disk, it remains there
even when the power is turned off.

NOTE: Develop the habit of saving your work frequently; for example,
every 15 minutes. Any interruption of power or equipment malfunction
will cause you to lose the data you have not saved. >
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Transferring Data to a New File Exercise 3 Scenario: You want to analyze
the first-quarter sales as graphs. To do this, you transfer, or write, the
“Financial Forecast’” worksheet data into a graph file.

Continue from Exercise 2.

| P Exercise 3: Writing and Following Data to a New File

Keystrokes

What Happens

CODE-T

d toMritetoafile.

CODE-RETURN to confirm
Writetoafile.

You can also issue the Transfer command by
selecting it from the Commands menu, which
appears when you press CODE-?.

1] F = H
1 Matzh [May Jume | July est
z 123,68
z 177, @3
4 142 a6
=
= 442 86 il W =]

-1

o

o
q

Save this file

Exchangs for ancther file
Irclude = file

jlrite to 2 file |
; "1 )

m

Erass a file
Shiow characteriztics of a file
Frimt

Transfer: Select item and confirm

Write toa file putsacopy of all or part of the cur-
rent file in a new file that the computer will ask you
to name in a File form.

Displays the message Hrite: Confirm whole file
orselect.

I O

:
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CODE-RETURN to confirm A File form with one additional item appears.
the whole file.

l toFinancial Fare- F
cast. R
Sian—-on
RETURN to move outline
toKind.
BACKSPACE to erase Wrrk-
sheet .

Type: Graph

Device Floppy Dizsk
iect Getting Started
Finamncial Forecast
[urap {

<t action Get new file and its application

Exchanae: Fill in form and confirm

The new choice in the Kind item means that the new
file will need a different application, GRiDPlot.

RETURN twice to move This item lets you either remain in the current file

outline to Next Aiction. after writing or get the new file instead. In this case,
you want the new file and its requisite application,
GRiDPlot. Therefore, you choose Get new file and
itsapplication.

d toGetnewfileand I E E G H
itsapplication.

t mew tile onld

Floppy Disk
Getting Started
Finamncial Forecast

Gaph
oo
boaction Jlet rew file and 1ts application 1
Write: Fill in Form and confirm )
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CODE-RETURN to confirm
the completed File form.

After about 30 seconds, the new file appears. You
now see the data in the GRiDPlot file.

| January February March Hpril est

Horth 161 .95 29,080 123.88 184 .33
South 155.08 99 .90 177,86 143 .57
East 113.88 182 .85 143 .86 123 .88

TOTALS 263, 442.@ 371,

]
i
]
P
il
T
=
i
I
&
=

NOTE: If you are going on to the next exercise, leave
the screen as is.

I oo oo o o o O O {8

i
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Session 2 Summary: GRiDPlan Worksheets

Activities You Learned

Move around the screen

Issue a command

Calculate data

Save changes in a file

Write and follow data to
anew file

Press the Arrow keys to move within a cell or from
cell to cell.

Press SHIFT-Arrow keys to move from cell to cell.

Press the CODE key and the command key; or, press
CODE-? and move the outline to the command you
want to issue.

Press CODE-RETURN.

Press CODE-RETURN.

Press CODE-T.

Press CODE-RETURN to confirm Save this file.
Press CODE-T.

Move outline to Hritetoa file.
Press CODE-RETURN to confirm.

Press CODE-RETURN to confirm the whole file or your
selection.

Fill in the File form and confirm.
Move the outline to Next Action.

Move the highlighted strip to Retrieve file and its
application.

Press CODE-RETURN to confirm.

New Commands

Calculate

Transfer

CODE-RETURN  Calculates cell values in GRiDPlan.
or + key,
right keypad

CODE-T Displays the Transfer menu.
or F6
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Session 3: GRiDPlot Graphs

“One picture is worth a thousand words,”” goes the old saying. And GRiD-
Plot users believe it. Turning a complex set of numbers into a pie chart,
segmented bar chart, or line chart can be a dramatic transformation. Busi-
ness graphs are ideal for making the point in presentations, too.

In this session, you will be using a demonstration version of GRiDPlot
(called DemoGRiDPlot). This version has all the capabilities of the actual
application but lets you work only with very small graph files.

[l CAUTION: DemoGRiDPlot will conflict with the actual GRiDPlot applica-
tion that you may have purchased. If you copy this demo version onto
your hard disk, be sure to erase DemoGRiDPlot when you have finished
practicing with it.

Exercise 4 Scenario: You want to analyze the sales and the April estimates
for the North, South, and East regions. To get a visual representation of the
data, you graph the sales figures.

FOO
What You’ll Do

Display numbers in graph form
Change the kind of graph

Select new data to graph

EEO
Get Ready

Continue from Exercise 3. Have the graph file
“Financial Forecast’’ on the screen.

FEWE
Go!
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[ ) Exercise 4: Graphing Data

Keystrokes

What Happens

Display all the data as a segmented bar graph

CODE-?

L

to Graph CODE-G.

Displays the Commands menu, a list of all commands

you can issue from GRiDPlot.

Jdarmiary Fabruarg March gprril aest

29 .88 23.88 164 .33

|‘

Set lett Sxis propertiles

Commands :

Horth 181 .58
Heis
CODE-E
Column CODE-C
ODuplicate CODE-D
Erasze CODE-E
Graph CODE-G
Headings CODE-H
Inzert CODE-I
Mo CODE-M
Options COODE-D
Fraopertiss CODE-F
Guit CODE-G
Row CODE-R
Transfzr CODE-T
zage CODE-L
Cancel CODE-ESC

Set riaht properties
Set horizontal a«
Festart the selection

Changs selection to columns
fuplicate zelected cells
Erasze :wluLfed text or cells
Graph =
Set ara ph headlngs

Inzert rows or columns
Hnnﬁ :wlec+ﬁd +e«t or cells

)

t_f PrnPEFflua nf LHll_
Exit and =zawe all changes
Change selection to rous

Mrite, change, print files
Show memory and device usage
Exit without =zavina changes

elect item and confirm

Uersion 3.8.8 of GRiDPlot

You could also issue the Graph command by pressing

CODE-G. The alternate key for CODE-G is F9.

i properties

0 O

|



Ry

N TR e e e e

CODE-RETURN

1 three times to high-
light the first four cells of
Column A.

SHIFT- — four times to
highlight the first four
cells of the next four
columns.

GRiDPLOT

You see the message: Confirmsame graphor select.

Jdaruary February March  April est

1681 .88 29,88 123.808 184 .33
155.28 99 .68 177 .88 143 57
113. 688 183 . BE 145 . 68 123 .88
TOTALS 263,88 el 445 BQ 371. a9

Graph: Confirm same araph or select

The highlighted portion of the screen shows the
selection you have made so far.

TOTALE 263,88 226 . A8 442 . 86 371,88

You have now selected a block of numbers to graph.
Only numbers are graphed and the same graph would
appear whether or not you included the labels—such
as January, February, or North —in your selection.

>
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CODE-RETURN to con-
firm.

1@t

o

=

Jdanuara Februarg March April

Etorth ElSouth East

The data is displayed as a segmented bar graph. A seg-
mented bar graph helps you compare totals.

/]

LT T T T T T T T

4

T
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Change the kind of graph

CODE-O to display the The alternate key for CODE-O is F7.
Options form.

FIEE |
jelalsh s
2EE
Initial Setting Ehstered—Ea el g l=F Tl Linz Graph Pie Char
Eind of Grarh JSeamented Har [}
Graph Drientation ridard
Background Grid Eio
Bar Orientation Lertical
Standard Alignment Fight
Lamdard Format $
tandard Column Width 2
Curtrent tupeface Sustemn-wide

Options: Fill in form and confirm

When you retrieve GRiDPlot for the first time, the
Kind of Graph item is always set to Segmented Bar
Graph. This makes Segmented Bar Graph the initial
setting. To display the data as a different kind of
graph, you will change the setting.

Every GRiD Systems application has an Options form
that is displayed by pressing CODE-O. The Options
form lets you make choices that affect the whole file.

& toselect
Clustered Bar.

Fig Char

Clusterad Bar

Eimd of Graph
Graph Orientation
Backaround Grid
Bar Orientation We
ridard Alianment Fi
ridard Format ¥
=1

Standard Column Width ¢
Current tupeface E

Options: Fill in form and confirm
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CODE-RETURN to display
the data in a clustered bar
graph.
March '
ErdHorth Il couth [TEast
Clustered bar graphs are useful in comparing individ-
ual components of the graph.
CODE-O
- twice to select 12@| "
Line Graph. 7N
so s S
15@t Vi e
CODE-RETURN - s .
N S e W
14af s L T
\ L -
S P .
L /4/ \'-u..
128 A o LT
F LY
—u-—--q_..___}‘_--#-/ ”’# -‘_‘.‘-
199 ™ - - ~ é - #
e .*
2 . L —
Jaruara Februara March Apri
s = Horth ==South =e=East

Line graphs are particularly useful for tracking
trends.

/

LI T T T T T T T T T
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CODE-O
113 . 6a
A En

- toselectFie
Chart.

CODE-RETURN

155. 96 _
4z . @%

Morth B South [CJEast

The pie chart can graph only one column or row of
data. Unless you make a new selection, GRiDPlot au-
tomatically graphs the first column of the data in
your previous selection.

Use pie charts to show the relative size of each com-
ponent of a total.

Exit from GRiDPlot

CODE-Q Displays the message: Quit: Confirm to save and
exit. CODE-Q saves any changes you make before
you exit the file. In this case, you are saving Pie Chart
as the Kind of Graph.

By using CODE-ESC, which you used in Exercise 1,
you can exit from the file without saving the changes
you made.

CODE-RETURN The File form replaces the pie chart.
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Session 3 Summary: GRiDPlot Graphs

Activities You Learned

Display data as graphs Press CODE-G.
Select the data you wish to graph.
Press CODE-RETURN.

Change the kind of graph  Press CODE-O.

Move the highlighted strip to the kind of graph
you want.

Press CODE-RETURN.,

Exit from a file and save Press CODE-Q.
changes

Press CODE-RETURN.,

New Commands

4 O

Graph CODE-G  Creates a graph from data in the table.
or F9
Options CODE-O  Sets characteristics of a file. For example,
or F7 in GRiDPlot, the Options setting you
choose determines the kind of graph
you create.
Quit CODE-Q  Exits the file and saves any changes you

have made.
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GRiDMANAGER

Session 4: Working with GRiDManager

With GRiDManager you can perform a wide variety of tasks—from setting
the time on your GRiD clock to communicating with other computers
(including getting software from GRiD Central, GRiD System’s mainframe
computer). However, you’ll probably find yourself using GRiDManager
primarily for its extensive capability to duplicate, move, and erase files.
NOTE: You must have GRiDManager to get software from GRiD Central.

Unless you have purchased the GRiD Management Tools on floppy disk-
ettes, GRiD Central is your only source for GRiD applications.

Backing Up Files Exercise 5 Scenario: You have created some files on a
floppy diskette. Should anything happen to these files, you want to be
sure that you have back-up copies. You proceed to make duplicate copies.

[~ gups|
What You’ll Do

Duplicate all files in the ‘“‘Getting Started”’
Subject from floppy disk to an extra floppy disk.

EwO
Get Ready

Insert the Operating Systems diskette into your
main floppy disk drive.

Insert an initialized, or ready-to-use, floppy
diskette into your second floppy disk drive. If
you don’t have an initialized diskette, see Appen-
dix A for instructions. For this exercise, you may
make your back-up copy on hard disk; if you do
so, make sure that you fill in the File form with
the appropriate device.

NOTE: The screens shown in this exercise
indicate Extra Floppy Disk. The same procedure
applies to duplicating files onto a hard disk.

Turn on your computer and wait for the File form
to appear.

[ g § |
Go!



GETTING STARTED

L TR R T R R e R
[ ) Exercise 5: Making Back-up Copies of Titles Filed Under One Subject

Keystrokes What Happens

Retrieve GRiDManager

d toFrograns. 14-Feb-54 S8l pm

RETURN to move outline Liablogza Printer
. Diabla Printar
toTitle. : ia Fun
Frinter
Printer
Printer
Printer
Fan
Font
Font
Fort
, FLAM
Sign-on

1  to GRiDManager.

Floppy Disk

Frocr-ans

IGEILManagsr |
4l S lan—on

e and confirm or

DE-? for help

CODE-RETURN to Displays GRiDManager’s Commands menu.
confirm.
i Sian—on |
m1an—ott
Edit Sigrn—on form

. Lime
ign password
FAdd or remowve a dewice

Then replace the Select start-up file
. . Cancel start-up file
Operatmg System dis- Change file protection
kette with the Getting Ouplicate CODE-DO Ouplicate files
. Eraze CODE-E Erase subjects or files
Started dlSkCttC. | O CODE=HM Miosa Files
Dptions CODE-D stam charactaristics

Eait CoODE-2 Buit

Transfer CODE-T Mrite, Exchangs, FPrint files
U=sage CODE-L Show memory and dewice usags
Carncel CODE-ESC  Cancel

Commands: Salect item and confirm

Usrsion 3.1.9 of GRiDManager
Copuright @ 1983, 1984 GRiD Sustems Corporation

4O L O /18
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Indicate the files you wish to duplicate

ErEEE e

CODE-D

RETURN to move outline
to Subiject.

d to GettingStarted

RETURN to move outline
toTitle.

CODE-W to indicate all.

RETURN to move outline
toKind.

CODE-W to indicate all.

Retrieves the File form with a Duplicate message line
Duplicate: Select source file(s) and confirm.

The alternate key for CODE-D is F4.

Floppdy Disk

Extra Floppy Disk

Dipice JExtira Floppy Disk 1
Subject Froarams

Title

Eind

Fassword

Ouplicate: Select source file(s) and confirm

Source files are the files you wish to duplicate or
copy.

Bazic

Com
Databasze
Chzneiioe
Font

Graph
Eagstirokes
L=t

Map
Reformat
Fun
Scresnimane
Sian-on

Denice Floppy Disk

Subject Getting Started

Title ...

kind L. 1
Fassuword

Duplicate: Selact source file(s) and confirm

Pressing CODE-W displays three dots (. . .). CODE-W
is the Wildcard character that may be used in the Sub-
ject, Title, and Kind items of the File form. The File
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CODE-RETURN

Source Form

List of Devices

Destination Form

Either

! toExtraFloppyDisk,
if you are using two
floppy disks,

or
1 toHardDisk, if your
computer is connected
to one.

form you have filled in indicates that you wish to du-
plicate all Titles of all Kinds under the Subject “Get-
ting Started.”

Presents a File form for the destination file(s). In this
form, you indicate where you want to store the dupli-
cate files and what you wish to name them.

Rt 1B =
Oevice Floppg Disk
Subject Getting Started
Title
Kimd

Floppy Disk

Extra Floppy Disk

Device lExktra Floppg Dishk 1
Subject Letting Started

Title -

Eind

Faszuord

Note that the new form has been automatically filled
in with the choices you made for the source file.

Sz

Oevice Floppa Disk
Subject Progorams
Title

Eimd

Floppyu Disk

Extra Floppy Disk

Device JFloppu Disk |
Subject Froarams

Title

kind

Fassword

Select destination file(s! and confirm

Duplicate:

LTLTLTLILILILILIL.MLMLTLMLILILTLILTL.’ILTLTLTLL’[L
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CODE-RETURN Retrieves the Verify Duplicate form.
— toDisabled. _
. & =Tl =
GRiDManager will
duplicate the files auto- Device Floppu Disk
: Subject Proarams
matically. Title
Kind
Destination
Device Extra Floppu Disk
Subject Programs
Title
Kirnd
Enablid QEpEEl=BE=ta
Larification Lisabled |
Hew wersion onla Mo
Which files All source files
Usrify duplicate: Fill in form and confirm
The Verification item gives you a choice. Choosing
Enabled lets you confirm or cancel the Duplicate
command for each and every file, one by one, before
duplication. When you choose Disabled, GRiD-
Manager duplicates the files you identified in the File
form without your intervention.
CODE-RETURN Duplicates the files.

Read the File form as
each file is identified
during the duplication
process.

After the files are duplicated, you see the message
Number of files duplicated: 6

You duplicated with the Wildcard character,
CODE-W. You could have duplicated each file indi-
vidually, by filling in a File form for each file.

NOTE: You will continue using GRiDManager in the next two exercises. If
you wish to exit at this point, use CODE-Q.



GETTING STARTED

e e e e

Erasing Files with GRiDManager This exercise shows how to erase a file
using GRiDManager.
2] CAUTION: Do not erase any of the following programs:
m CCOS
m Common
E Executive
m GRiDManager
® Modem
m Phonelink

Without the first three programs, your computer cannot function.
Without the last three files, you cannot connect to GRiD Central.

- gugn]
What You’ll Do

Erase Exercise 1 under the Getting Started
subject.

w0
Get Ready

You should be in GRiDManager. If you are not
continuing from Exercise 5, retrieve GRiD-
Manager by following instructions at the
beginning of Exercise 5. You should also have the
back-up files diskette (from Exercise 5) in the sec-
ond floppy disk drive.

| B
Go!

|4
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| ) Exercise 6: Erasing Files

Keystrokes What Happens

Erase Exercise 1 from the Getting Started diskette

CODE-E Displays a File form with the Erase message
Erase: Fill informand canfirm.

The alternate key for CODE-E is F8.

(If you are continuing
from E ise 5:
o Exereise o Bustomer List: 19537 Database
Clow tfones HE Terminal
SHIFT- T  to move the Exercise i Worksheet
outline to Subiject. Financial FOrRLast L -
GRIiD Central Sian—on
1 ; tama ot
d  toGettingStarted =
RETURN to move outline
toTitle.)
d toExercisel
Dewice Floppy Disk
Sybject Gebbing Started
Title JExarcize 1 ]
Eind Torkeheat.
Fassword

Erase: Fill in form and confirm

r&r&rmr&rmrmmr&r&rmr&mrxrmrwmrmrLrr
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CODE-RETURN Displays the filled-in File form at the top of the screen
and the Verify Erase form.

Et-ass

Oewvice  Floppy Disk
Subject Getting Started
Title Exzrizize 1

Eind Worksheet

- EEE Mo Sinale all

Erase this file |ri=s |

Verify Erase Form

Uerify erase: Fill in form and confirm

CODE-RETURN After the file is erased, you see the message Number of
fileserased: 1.

OO O G /9
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Getting Software from GRiD Central GRiD Central, GRiD System’s
mainframe computer, functions as another storage device for your
computer. You connect to GRiD Central via telephone lines. As a
storage device, GRiD Central provides

O Access to GRiD software.

O A storage device for your files. (Store files on GRiD Central with
CODE-D or CODE-M. See GRiD Management Tools Reference for infor-
mation on CODE-M.)

Figure 4-1 shows how your computer connects to GRiD Central
through a modem.

Figure 4-1. Connecting to GRiD Central

Al

EB

==

]

The following exercise shows how to duplicate GRiDWrite from GRiD
Central. You can duplicate from GRiD Central only those applications that
you have purchased. If you have these applications on floppy diskettes,
skip to Session 5.

If you need information about opening a GRiD Central account, ask
your GRiD Systems sales representative or your company administrator.
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What You’ll Do

Sign on to GRiD Central

Duplicate GRiDWrite from GRiD Central and

copy it onto a floppy disk.

NEO

Get

Ready

NOTE: For this exercise you need to attach a
modem to your computer. Consult your dealer or
sales representative about which modems you
can use to connect to GRiD Central.

Connect the modem to the computer, then con-
nect your telephone cord from the wall jack to
the modem. You should have the Operating Sys-
tem diskette in the main floppy disk drive and the
back-up diskette in the second drive.

You need the following information to con-
nect to GRiD Central. Get the information
from your company administrator or GRiD
Systems sales representative.

Grid Central Account Information
Company

Group
User

Password

Have on the screen the File form that appears
when you boot GRiD software or exit from a file
(CODE-Q or CODE-ESC).

N} I

Go!

R o O O O O W 8
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[ ) Exercise 7: Getting Software from GRiD Central

Keystrokes What Happens

Sign on to GRiD Central

4 toGetting 16— Jan-84 1:35 pm
Started.
. ‘Eu;:t-:mer List: 1983 Databaze
RETURN to move outline s M5 i

toTitle.
L toGRiD Central.

Dewice Floppu Dizk

Subiect Geftting Started

Title JGFID Cenfral |
kind S1an—on

Fazsuword

Select a file and contirm

Or press CODE-7 for halp

Sign-on automatically appears as the choice for Kind.
A file with Kind set to Sign-on uses the GRiDManager

application.
CODE-RETURN Retrieves the Sign-on form.
Fill in all form items, in-
cluding the Password.
Leave Connection Type
set to Phonelink.
(To correct a typing error
when filling in the pass-
word,
press the BACKSPACE key
}Jntil the cursor reap- GRiDlink External Phonelink
pears. Then type the Conmection tupe [Pronelink ]
i Company

password again.) Croue

Uzer

Fassuord

Sign-on: Fill in form and confirm
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CODE-RETURN

Edit the GRiD Central
telephone number pro-
vided on the form—
(415) 965-7546—accord-
ing to the examples
shown below.

Type a caret (») at the
point you want the
modem to wait for a
dial tone before dialing.

Examples:

~9~1-415-965-7546
~1-415-965-7546
~9415-965-7546
~965-7546

Do not change any of the
other items unless abso-
lutely necessary.

When you move the outline to Password, you see a
smaller outline with the cursor inside. When you
start typing, the cursor disappears, so that no one else
can see the password you type.

Retrieves the next form with the GRiD Central phone
number filled in.

Fhonz number AQADED— D% J
Dial tupe Touwzh=-Torna

Eaud trate 1208

thoica batorea data Mo

Wait for answer za

Speaker wolume Medium

Sign-nn: Fill in form and confirm

l

T T T T T) T

LT T LT T LT T

|



GRiDMANAGER

Glilaia i e e R

CODE-RETURN You’ll probably hear dialing and other sounds from
your modem as it tries to reach GRiD Central. Then
flickering flags appear on the lower left corner of the
screen. These flags tell you that your computer is
connected to GRiD Central.

Fhone number |A9m9b5—754q‘ J
Dial tupe Touch-Tonez
Eawd ratz 1289
Unima bafora data Mo
blait for anzuer Za
Speaker volume Medium
The list of GRiD Central device names appears after
about 20 seconds. Think of these device names as ad-
ditional storage devices for software. Each GRiD
Central device name contains a specific set of soft-
ware.
GRi0 Central:Company Subjects
GRiD Central:Group Subjects
GRiD Central:Softwars Subjects 1.
GRiD Central:Software Subjects 2.
GRi0 Central:Softuware Subjects 3.
GRiD Central:User Subjects

Sian—-on completed: Dewvices on GRiD Central
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Duplicate files from GRiD Central to Floppy Disk

CODE-D

Extra Floppa Disk

GRiD Certral: GRiD Heuws

GRID Central :Compang Subjechts

GRiD Central :Group Subjects

GRill Central :Software Subjects 1.
5

GRiD Central:Softuare Subijects &
GRID Central:Softuware Subjects
GRID Central:l=zer Subjects

0D T

Dewice JFloppy Dizk ]
Subject Letting Started

Title

Eind

Fassuord

Duplicate: Select source filels) and confirm

Retrieves the File form with the message Duplicate:
Select source file(s) andconfirm

LTL’ILTLILILILILILIL’IL’[LIL’ILTLTJ.ILILILILILILILT ’
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d toGRiD Central:
Software Subjects 3.0

RETURN to move outline
to Subiject.

d toFrograms.

RETURN to move outline
toTitle. (Wait for about
30 seconds for the out-
line to move down.)

CODE- | three times.
Wait for GRiDWrite to
appear on the screen
(about 30 seconds).

T toGRiDWrite.

GRiDMANAGER

CLI

CONTRIBUTED PROGRAMS
Demo Softuare
Getting Started

In
Lib=

Mirmimam softuware to boot

FROGREAM DEVELOFMEHT

Progtams
Dewvice GRiD Central:Softuare Subjechts 3.0
Subject IF'I'D'E tams l
Title
Kind
Fazsword

W Duplicate: Select source file(s) and confirm

NOTE: The modem might redial at this point to

reconnect to GRiD Central.

You can remain signed on to GRiD Central for hours,
but your computer will be connected only when it

actually uses one of the GRiD Central devices. When
you need the GRiD Central device, your modem will

redial the GRiD Central number.

GRilF1lot
GRiDOFrint
GRi0Refarmat
GREi0Tarm
GRIDUT 1 &a
GRIOUT1GE 52
GRiOUT18E 54
GRIDUT16E 36

Initialize Media
SHEM . Common

Lib

Lirk

fMediaRepair

Fur Graph
R

Run Refarmat
Run Terminal
Fun LT 1668
Font

Font

Fort

atter
Fun
Shared
Fun
Run
Fun

Duplicate: Sel

Dewice GRiD Central:Software Subjects 2.9
Subject

Title 3 b2 |
kind Fun Text

Fazsword

NOTE: You can duplicate GRiDFile and GRiDTerm by
following the same steps shown here for GRiDWrite.
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Duplicate the application from GRiD Central
CODE-RETURN Presents another form for the destination file, which
is the file to which you are copying.
Sourize N
Device GRID Central:Softuare Subjects 2.8 —
Subject Programs
Title GREIOMr-ite
kimd Fun Text -
Floeppy Disk
Extra Flopps Disk
GRIO Certral:Conpang Subdects
GRiD Central:Group Subj
GRill Central s Softuware Subjects 1.8
GRill Central:Scftware Subjects 2.8
GRiD Central:Software Subjects 3.8
LRID Cerntral cSottuare Subjects 2 W |
o ans .
GRifkrite
Eind Fur Text
Fazsword

Duplicate: Select destination filel=? and confirm

The File form for the destination file is automatically
filled in with the same choices you made for the
source file.
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T until Floppy Disk .
scrolls onto the screen
an(iistﬁg}ﬂighted. Oawvice GRID Central:Softuware Subjects 3.8

Subject Frograms
Title GRIOMrit:
tind Fun Text

Floppy Disk

Central s Softuware 1.8

GRilD Central:Scoftware Subjects 2.8

GREi0 Cerntral:Softuware Subjects 3.6
Device |Extra Floppy Disk 1
Subject Froaramns
Title GRiOWrite
Kird Foure Text
Fazzsword

Duplicate: Select destination file(=) and confirm

CODE-RETURN Retrieves Verify Duplicate form.

— toDisabledto du-
plicate the file without

verification. Davice GRiD Central:Softuare Subjects 2.8
Subiect Progarams
Title GRIDMrite
Eird Run Text

Soutioe

Destination

Oewvice Extra Floppu Diszk
Subiject Proarams
Title GRIDMrite
Kind Fun Text

SGEERR Dicashled

Verification Ithisabled 1
Hew wersion anlag Mo
Which files All source files

Verify duplicate: Fillin form and confirm

CODE-RETURN Duplicates file. This may take ten to fifteen minutes.
After duplication has been completed, you see the
message Number of filesduplicated: 1. )
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NOTE: You can also duplicate either GRiDFile or

GRiDTerm at this point.

Sign off from GRiD Central and exit

ESC to display the Com-

mands menu.

l toSign-off.

CODE-RETURN

Execute command line
Jlgp-oﬁ

Duplicate CODE-D

Erase CODE-E
Moz CODE-M
Options CODE-Q
it CODE-1
Transfer CODE-T
U=zage CODE-L
Cancel CODE-ESC

Sign-off
d;¥ S1gn-on Form

Set time

Chanoe password

Add or remowve 3 dewice
Select start-up file
Cancel start-up file
Ouplicate files

Eraze suyb/ects or files

Moz Files

Set zuztem characteristi
Quit

Write, Exchange, Print

Show memory and device u

Cancel

Commands : Salec item and confirm

Uersion 3.68.8 of GRiDManager

Displays the Sign-off form. Phonelink is highlighted

because you signed onto GRiD Central using

Phonelink.

fil
=3

(U]

2
=]

GRi0Olink NREECISIEA External phonelink

Connection tupe |Fhonelink

Sign-off: Fill in form and confirm

1

|
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CODE-RETURN Disconnects your modem from GRiD Central,
then displays the message Sign-off completed.
CODE-Q to exit. Saves your Sign-on form before exiting from GRiD-
Manager.
CODE-RETURN Next time you retrieve the “GRiD Central’ file under

the “Getting Started” Subject, the Sign-on forms will
appear with the information that you filled in during
this exercise, except for the Password.

Unplug the phone cord from your modem and
plug it back into your own telephone.
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Session 4 Summary: Working with GRiDManager

Activities You Learned

Retrieve GRiDManager Fill in the File form and confirm:
Subject: Select Frograns
Title:  Select GRiDManager

Back up all the files in a Retrieve GRiDManager.
Subject

Press CODE-D.

Fill in the Source File form, using the Wildcard cha-
racter (CODE-W) for Title and Kind; then confirm.

Modify the Destination File form, indicating the de-
vice where you wish to store your back-up copies;
then confirm to get the Verify Duplicate form.

Select Disabled for the Verification item; then
confirm.

Erase files or applications Retrieve GRiDManager.
Press CODE-E.

Fill in the File form with the file or application you
want to erase; then confirm.

Confirm the Verify Duplicate form.

Get software from GRiD  Get your Company, Group, User, and Password infor-
Central mation from your company administrator.

Fill in the File form and confirm.
Subject: Select Getting Started
Title: Select GRiD Central

Fill in the GRiD Central phone number on the next
Sign-on form and confirm.

Fill in the Source File form and confirm.

Modify the Destination File form to indicate the
device where you want to store the files you are
duplicating.

Confirm the Verify Duplicate form.

LTI

|
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When you see the message Number of files dupli-
cated: 1, press ESC to see the Commands menu.

Select and confirm Sign-off.

Disconnect from GRiD Central by confirming the
Sign-off form.

Move in the list of Press CODE- T orCODE- | to move the cursor
choices or in an to the top or bottom of the screen, respectively.
application

New Commands

Duplicate CODE-D  Copies files, cells, or text to new location;
orF4 leaves original in place.

Erase CODE-E Erases Subjects, files, text, or cells.
or F8

Sign-off CODE-?  Selecting Sign-off disconnects you from
or F1 GRiD Central.

Save Sign-on form CODE-Q  Saves Sign-on form before exiting from

the file.
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Session 5: GRiDWrite Documents

Need to get out a quick memo? Or an 80-page report? GRiDWrite can do it
... and do it more quickly than a typewriter. This tool makes it so easy to
type and correct your writing, you’ll wonder how you got along without
it. You can benefit from its powerful text-processing commands or get
along with just the BACKSPACE and Arrow keys (for corrections).

Exercise 8 Scenario: Your name is John Thomas. You are preparing to
send out a memo to company trainees. The draft before you is based on
your department’s Standard Memo #25. You want to personalize it and
correct some information. You also want to make some formatting
changes.

Shown below are the memo to be modified and its modified version.

Memo to mOdifY—' Memo to: Trainees

From: —Your Hame
Erase and replace—””n'a%gTdSeptember 12, 1322
Subject: Computer Workshop

i o
Add three blank lines ——— | The workshop on Computer Literacy has been
rescheduled for Fridad, September 1S5th. If wou
have arrangad to make field visits on Friday,
please sign up for self-paced instruction imr—Room
Erase and replace 281. I apologize for the inconwenience. Call
a Fletcher at ext. 325 for further

___— | information.

Move to a new paragraph

Modified version: {emo to: Trainees

tom:  John Thomas
Date: Septembar 12, 13282
Subject: Computer blorkshop

The workshop on Computer Literacy has been
raschaduled for Friday, September 15th. If. you
hauve arrangad to ma<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>