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About This Book

Welcome to the world of GRiD software. Ease of use. Sharing data

among applications. A central computer system to which you can connect

your computer by telephone! Your software makes all this available to
' you.

This book will get you and your GRiD software working as a team in just
a few hours. In a very short time, 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.

0 GRiDWrite -- a full-screen text editor and text formatting program
for business memos, letters. reports, and electronic mail

o GRiDPlan -- an electronic spreadsheet for budgeting, forecasting,
and other numerical applications

o GRiDPlot -- a business graphics system for presenting data as graphs

o GRiDFile -- a database program for organizing and retrieving
information easily

CRiDManager This book also introduces another important application within the
GRiD system, GRiDManager. As the name suggests, GRiDManager performs
functions that aid you in managing the GRiD environment and your text,
worksheet, graph, database, and other files.

Hands-On Exercises You start using GRiD applications through hands-on exercises
et in Sessions 1 through 7. You learn commands that work similarly in the
different applications. Thus, what you learn in the earlier exercises,
you can apply immediately in the succeeding ones.
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Restarting an Exercise

If for any reason you find yourself lost and unable to reproduce on
your screen what the exercise shows, press the ESC button. You can
then go back to the beginning of the exercise.

pts As you learn to use each new GRiD application, you also learn key
concepts about the GRiD system. At the end of a session the Key
Concepts sections highlight one or more features that will help you
understand how the applications work together as a system.

Resources You May Need The GRiDCase Qwner's Guide contains the
preliminary information you need before going through the exercises in
this manual.

As you do the exercises, you may want further information about the
system from one of the following sources:

o GRiD Management Tools Reference, for reference on the GRiD
Management Tools and GRiDManager.

o GRiDTerm and GRiDReformat User's Guide, for reference on GRiDTerm.

o Read Only Memory (ROM) Installation and Use, for reference on ROMs.

o The manuals that accompany your peripherals.
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Introduction: Keys to Using GRiD Software

This introduction orients you to GRiD software the way a guide might
orient you to a city you are about to explore.

o First, it gives you the larger "map" of computer basiecs.
o It then focuses on a "map" of GRiD software.
o Finally, it prepares you for hands-on use of the software.

You and the Computer Using a computer such as GRiDCase, you work with three
external parts of the system, as follows.

o The keyboard on which you type
o The screen on which the system displays data
o A storage device for GRiD software and for data

In addition, you need to understand how the computer uses one
internal part of the system, main memory, or RAM (Random Access
Memory).

Figure A shows a diagram of the computer and two storages devices.
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Figure A. The GRiDCase Computer and Its Storage Devices

Internal 3Vi-Inch
Diskette Drive

External 5V4-Inch

If you are a new computer user, seeing what you type appear on the
screen may be a new experience. But the connection will seem
logical and easy to accept. Similarly, it is easy to accept that a
floppy diskette or a hard disk stores computer information. You can
think of this as similar to the way a cassette tape or a record
"stores™ music.

There is one basic computer concept that may need some thinking
through to understand. The computer stores data in one place and
works with a duplicate copy in another. The following section
discusses this procedure in terms of permanent memory and temporary

memory .

Figure B. Locating Permanent and Temporary Memory in Your System

Floppy Diskette:
Permanent Memory
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Permanent vs. Temporary Memory

Your GRiDCase, like other microcomputers, stores information on
floppy diskettes or hard disks. The data that you copy onto a
floppy diskette or hard disk remains there after you turn off the
power. Thus, computer data that is on a storage device is sometimes
referred to as being in permanent memory.

When you want to look at the data, the computer puts a duplicate
copy of the data in temporary memory space referred to as working
memory, main memory, or RAM (Random Access Memory). The term RAM
will be used to refer to this temporary memory space in this manual.
Data in RAM is temporary, that is, any power outage destroys the
data. For permanent storage of data that is in RAM, you have to
save it, or make a duplicate copy, onto a storage device, such as a
floppy diskette or a hard disk.

Figure C. Data in Floppy Diskette Duplicated in RAM

Why Work in RAM?

Using a duplicate as a working copy and leaving the original intact
seems to make practical sense. Are there other reasons why the
computer works in RAM? Yes.

o Changes can only be made in RAM. Just as you have to put your
ingredients in a pot and cook them on the burner, you have to put
the data in RAM to do any data ®“cooking" or change.

0 Before copying data to RAM, the computer makes a copy of the
program it needs to work with this data. Working only with
material relavant to the data being processed, the computer can
work fast.
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What You Need to Remember
o Data in a storage device is duplicated in RAM when you work
with it,

0 New data you type is temporarily stored in RAM.

o0 New data or changes made to existing data must be put in, or
saved, on a storage device.

Permanent memory is for storage, temporary memory in RAM is for
current work.

GRiD Files

The work you do on the computer is kept in files. The term file is
used because the floppy diskette or hard disk on which you store
data has patterns etched on it that act like file folders. These
file folders store computer data, just as grooves on a phonograph
record store music and words.

Your GRiDCase computer works with three types of files.

0 System files contain programs that the computer uses in its
internal operation (for example, CCOS, Common, Executive).

o Application files contain programs for your business or —
professional tasks (for example, GRiDWrite, GRiDPlan, GRiDPlot).

o Data files contain material you put into the computer while using
a given application. Your data can be text, such as a memo you -
wrote using GRiDWrite; it can be a worksheet, such as a pricing
model prepared with GRiDPlan.

How GRiD Software Works The table below summarizes those features of the
GRiD system that you will learn as you do the exercises in this
manual. If you have never used a computer before, don't spend much
time trying to learn about GRiD software through this table. Think
of the table as showing what you'll learn about the GRiD software
system in this manual. Then, before starting with the exercises,
read carefully the final section of this introduction, entitled
"Using GRiD Files."
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Table A. GRiD Software Features

Moving Within a File

Cursor The cursor marks the point where the
character you type appears.

Repeat- Holding down any key on the GRiDCase

ing keyboard makes it repeat. For example,

keys holding down the "A" key types "A" repeatedly;
holding down v continues moving

the cursor downward one line at a time.

Arrow Used alone, they move the cursor in the
keys direction they point. Holding down

<@ can get you from the right

margin to the left margin.

Using them in conjunction with other keys,
such as the CODE key, gets you from one point
to another faster.

Communicating with the System

Menus Some commands are "gateways™ to other
commands. Issuing these commands displays

a menu that lists other available commands.
For example, issuing the Transfer (CODE-T)
command displays a Transfer menu, through
which you confirm one of the commands listed.

Include a file
Hrite to a file
Arpend to a file
Erase a file
Show characteristics of a file
Format

Print

Transfer:

Select 1tem and confirm
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Forms Other commands require that you make choices
about how the command is to be executed. For
example, in the File form below, your choices
determine what file is retrieved or created.

38-Apnr-85 12:37 pn
“CRiDFile Demo Run Database
GRiDPaint Run Canvas
Ruq Screeninage

GRiDPaint
RLDEP1an Demg

GRi1DPlot Demo
A Diexrm

GRiDWri te Demo Run Text
intro-menu Screeninage

Device Getting Started
Subject Prog

Title
Kind
Password

Select a file and confirm
or press CODE-? for help

Message The message line at the bottom of the screen
Line prompts you as you work with a file. When
an error occurs, a message appears on this
highlighted message line.

Al - N

CODE=- You issue most GRiD commands by holding down
key the CODE key, then tapping the second key.
Usually, the second key is the first letter
of the commands name. See the list of
GRiDWrite commands below:

egin ction
Duplicate CODE-D ected text
Erase CODE-E Erase selected text
Find Find specified text
Jump Move cursor to a paragrarh
Move Move seleoted text

Options Set document characteristics
Quit C Exit and save all changes
Substitute Substitute specified text
Transfexr Write, exchange, print files
Usage Show memory and device usage
Cancel CODE-ESC Exit without saving changes

Commands: Select 1tem and confirm

Version 203.1.5 of GRiDWrite Demo
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Getting Information

CODE-? Pressing CODE-? displays all the commands
available within the current application.

B [ D E F [+ H
1 egin = egin_a {new) range selection
2 o lumn - vange to a column selection
3 Duplicate CODE-D Duplicate cells or text
a Erase CODE-E Erase cells or text
Headinygs CODE-H Lock rows or columns in place
S Insert CODE-1I Insert rows or columns
6 Jump CODE-J Move outline to a cell
2 Move CODE-M Move selected cells or text
8 Options CODE-O Set worksheet characteristics
Propenrties CODE-P Set properties of cells
9 Quit CODE—-Q Exit and save all changes
1 Row CODE-R Change to a row selection
11 Transfer CODE-T Hrite, exchange, »rint files
Usage CODE-~U Show memory and device usage
12 Views CODE-V View separate areas at once

., Cancel CODE-ESC Exit without saving changes

CODE-U Issuing the Usage (CODE-U) command displays
a report of memory usage, both of RAM
(Random Access Memory) and of active
storage devices. An active device is one
that the system recognizes as being
connected to it and turned on, for example,
the floppy disk drive in your GRiDCase.

Using GRiD Files Turning on the GRiDCase computer automatically starts up the

system that you have on diskette or in ROM (Read Only Memory)
cartridge. With the GRiD operating system, the start-up process
concludes with a File form on the screen. This is the form that you
fill in to retrieve or create a file to start your work.

The File form asks for information similar to that which you might
need to locate a file from a file cabinet. For example, you can
more readily find the Jones Financial Report if you know which
cabinet to go to, and what label is on the drawer where it's filed.

The File form might also be compared to a book request slip that you
fill in at the library. You fill in the book request slip so that
the librarian can locate a book for you or put it back on the proper
shelf after you return it. You fill in the File form so that the
computer can locate a file for you or store it on a specified
device.

Figure D shows the GRiD File form, notes for locating a file, and a
book request slip.
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Figure D.

» Lr
‘&%’Z
ant, .

Note
(From You)

Getting Started/GRiDCase

TILE IS FORECASTING
AUTHOR  LWGAS, GEO.

car o /2:03/ 4oL
OATE 2Jos/té  TINE 200

Book Request Slip
(Library)

Ways of Accessing Files/Information

DEVICE FINANCE

SUBJECT SALES
TITLE SALES PROJECTION
KIND WORKSHEET

PASSWORD ~ CP30

File Form
(GRiDCase)

What Information Goes into the File Form?

The File form has five items.

of information about the file, as shown in Table B.

Table B. The Five Items in the File Form with Explanations

Examples

File Form What It Tells You Example

Item

Device Where the file is Finance 1

Volume Name | stored

Subject A group name for 1985 Budget
related files

Title Think of this as the Third Quarter
"first name" of a file

Kind Think of this as the Text -- to use a
"last name" of a file; text file,
determined by the GRiDWrite must
application required be available to
for the file the system

Password Used only for

"confidential®™ files.
Most files you work with
don't have passwords.

Each item tells the computer a piece

and
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The following sections: further explain the File form items.
What Is a Device? Device is a storage unit for computer files, such as
application programs or data. The computer can have one or more

devices onto which it stores files. Examples of storage devices are
shown in Figure E below.

Figure E. GRiDCase Storage Devices

o Floppy Disk

o Portable
3 1/2-Inch Floppy

,@ (]
o0 Portable
5 1/4-Inch Floppy
o| ERED
1= |=1*]
[0) [[r—] [®

o Hard Disk

©

e o
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What Is a

What Is a

What Is a

You will be using a number of floppy diskettes as you work. The
system keeps track of which floppy diskette you are using by volume
name, a name you give the diskette (explained in Session 4,
Exercise 5).

You can read more about each storage device in the owner's manual
that accompanies it.

Subject? Subject is a group name that you specify. When you choose
a Subject, think of a group name that organizes related files. For
example, you might put budget files under the Subject "Budget," or
if you work primarily with budgets, you may have a Subject called

" 1985 Budget," another Subject called "1984 Budget," etc.

NOTE: "Programs" is a special Subject that contains your GRiD system
and application files. These files must be in the ®"Programs®
Subject; otherwise, the computer will not be able to find them to
use them.

Figure F. Subjects Organize Your Files

=
1985 Forecast

3

Personnel

=

Programs

Title? Title is the "first name™ of a file; when you create a file,
you specify the Title. Remember that a file has both a "first name"®
(Title) and a "last name" (Kind, discussed below).

Kind? Kind is the "last name"™ of a file. Every file has a Kind,
which is determined by the application required for a file. For a
file of Kind "Text," you need GRiDWrite. For a file of Kind
"Worksheet ,” you need GRiDPlan. You cannot use your worksheet file
without GRiDPlan, any more than you can use a phone number without a
working phone or play a song that is on a record without the
appropriate record player.
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- Figure G. Relating Title and Kind

Tide: “Singing in the Rain"

Kind: 45 RPM Record

Table C shows the Kind associated with each application.

Table C. Kinds and Associated Applications

Kind Application Examples
Text GRiDWrite Business memos
- Form letters
Contracts
Proposals.
= Database GRiDFile Personnel records

Customer lists
Parts catalogs

Worksheet GRiDPlan Accounting worksheets
Sales forecasts
Budget estimates

Graph GRiDPlot Sales trends
Market share analysis
Product revenue comparisons

Sign-on GRiDManager Managing multiple files
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What is a Password? Password is like 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.

You fill in the Password item only if you have previously assigned a
Password to it using GRiDManager. See the Assign Password section
of the "GRiDManager™ chapter of the GRiD Management Tools Reference
manual for information on how to assign a password.

Filling In the File Form This introduction has given you basic information
about GRiD software. The sessions that follow contain hands-on
exercises using the system. The first exercise fills in a File
form. retrieves a text file, and modifies the file.



Session 1: Retrieving and Modifying an Existing File

Session 1 retrieves a text file and modifies it.

eoco What You'll Do

o Get Help information
o Fill in the File form
o Confirm a command

@90 Get Ready

Insert the Operating System diskette into the floppy disk drive.

Turn on your computer. After about a minute and a half, the File
form appears on the screen. During start-up, the computer loads,

or makes a duplicate copy of, the operating system into RAM
(Random Access Memory).
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P EBxercise 1: Retrieving an Existing File
Keystrokes What Happens

eee Get Help information

Replace the Operating System
diskette with the Getting
Started diskette.

* to Floppy Disk.

RETURN
30-Apr-895 1:25 pm
—
iny arte
Progyrams
Device Getting Started
Subject f 1
Title
Kind
Password

Select a file and confirm
or press CODE-? for help

NOTE: When you move the outline,

the name of the new diskette automatically
replaces "Floppy Disk" as the Device
setting. Names of diskettes that you use
appear in an indented l1list under the Device
listing, ®"Floppy Disk".
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Read the message line at the Watch for messages that appear at the bottom

bottom of the screen. of the screen. Some messages tell you what
steps you can do next. Others tell you what
the computer is doing.

CODE-?

(Hold down the CODE key, then
tap the ? key lightly. You
don't need to press the SHIFT
key to get ?)

1 in e 1le onrm O _retrieve X115 n
1les an create new ones.

All items in the form except Password must be
filled in. Press RETURN to move the outline to
the next item in the form. Press the Arrow keus
to move the highlighted strip over the choices.
Device Indicates storage devices available,

Subject Categorizes files. The "Programs®
subject is reserved for GRiD sof tware.

Title Names a file.

the ESC key to return to the File form
VUersion 3.1.5 of Executive

Version 35.1.5 of GRiD-0S
Version 3.1.5 of Common

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

BSC to get back to the File Think of the ESC key as taking a step back.
form. In this case, you return to the File form.
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eoe Fill in the File form using the list of choices

RETURN to move outline to
fSubject".

{ to "Getting Started".

RETURN to move outline
to "Title".

22-May-85 1@:16 am

Memo ) Text
Sales Projection Horksheet

Device Getting Started

Subject rg_muLStamted

Title )
Kind
Password

Select a file and confirm or
Press CODE-? foxr help

NOTE: The 1list of choices that appears
above the form changes as you move the
outline from one item to the next. Each list
displays the existing choices for the item
you are filling in.

* to "Memo",

22-May-85 18:17?7 am
”» @
ales Progection orkshee
Device Getting Started
Subject tt
Title Y =)
Kind ext

Password
Select a file and confirm or
Press CODE-? fox help



CODBE-RETURN to confirm
the selected file.

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

Retrieving a File 1-5

When you move the highlighted strip to an
existing Title, the Kind is auto-
matically filled in.

CODE-RETURN is the command you will use
most frequently with GRiD software. Think
of it as telling the computer to exacute
what you have typed or selected.

After about 30 seéonds, the "Memo" file
appears .
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Medifying a Text File If you have used a typewriter to prepare and edit a memo,
you have probably wished you could do some of the following things without
retyping a whole page or document:

o Correct typing mistakes
0 Add new text to an existing line
o Move text around

See how easily you can do all this with GRiDWrite, GRiD's word processing
program.,

Exercise 2 Scenario: You are preparing to send out a memo to company sales
representatives. You have a draft before you, to which you want to add and
correct information. You also want to make some formatting changes.
900 What You'll Do
o Erase and replace text
o Move text
o Save the changes made
ea0 Get Ready
This exercise continues from the previous one. If you have just
turned on your computer, retrieve the text file following the
instructions in Exercise 1.
eee Gol

P> Exercise 2: Editing a Memo
Keystrokes ¥hat Happens
eo® Type new information

* twice to move cursor
to the "Date:" line
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=p= (hold down key lightly) Holding down a key causes it to
to move cursor below "Y" in repeat, in this case, to continue
"Your", moving the cursor to the right until

you 1lift your finger.

Sales RQproschntivos
ron. Your Na

duct A t
%E J'?s o Togust y§“°“ Can exciting ney Produgt, YILIFESAUER, from X COMPANY
at was announced today and is availa Y. neediately

he new Y-LIFESAVER toduo.l far superior capabilities than those available
n any ocompeting pro uo .

The ¥Y-LIFESAVER wmay now be owrdered as model #3333 for $330.

ce is_a proxlnato as it was arrived at using a for.xgn ocurrency exchange
e, uhiol nay vary.

Type today's date. (If you need
to correct any typing errors,
BkSp to erase the character

to the left of the cursor.)

H ales Repro:ontativos
r L uY nc w
gbﬁe? T uct Announoo nen
s to inform sg £ an cxoitlng pro&ua ~LIFESAVER, from X COMPANY
hat was announced today and is ava lnb e iatolg.

1he new Y-LIFESAVER introduoot far superior ocapabilities than those available
in any oompeting product

The Y-LIFESAVER may now be ordered as model #3333 for $330.

Price ls.nnproxnnato as it was arrived at using a foreign currency exchange
rate, which may var
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* to move the cursor
to the next line.

<%= (hold down key lightly) to
move the cursor immediately to the
left of "Product Announcement",

To: Sales chresentativcs
From: our Name

Date: (" 3 25, 198S

ubjeot: Product Announcement

¥ t of an exciting nga rroduct, Y-LIFESAVER, from X COMPANY
that was announced today and is availa immediately.

The new Y-LIFESAVER introduces far superior capabilities than those available
in any ocompeting product.

The Y-LIFESAVER may now be ordered as model #3333 for $£330.

Price is.arproxinate as it was arrived at using a foreign ocourrency exchange
rate, which may vary.

SHIFT-ESC SHIFT-ESC is equivalent to the
Capslock key on some typewriters; it
capitalizes only the letters of the alphabet.
Type: Y-LIFESAVER

then press apacebar to type

a space.

To: Sules Representatives

Eron. r Nawme

S:is; t: l!?gghUER 3roduot Announcement

This is to inform you of an exociting ng rroduct, ¥-LIFESAUVER, from X COMPANY
that was announced today and is availlable i1mmediately.

The new Y-LIFESAVER introduces far superior capabilities than those available
in any competing product.

The ¥Y-LIFESAVER may now he ordered as model #3333 for $330.

Price in nxproxinato as it was arrived at using a foreign ocurrency exchange
rate, whic HaY vary.

SHIFT-BSC to ™unlock"
the lowercase letters.
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o9 Erase with CODE-BkSp and replace text

* to move the cursor to the
first paragraph of the memo.

-¢=to move the cursor to the
right of the "s" in nig"®,

To: Sales Representatives
From: Your Name

Date:

Subgject: Product Announcement

This is. to inform you of an excitinyg new produ ¥ LIFESRUER, from X COMPANY
that was announced today and is available lnnealate

The new Y-LIFESAVER introduces far superior capabilities than those availakle
in any competing product.

The Y-LIFESAUVUER may now be ordered as model #3333 for $330.

Price is_arproxinate as it was arrived at using a foreign currency exchange
rate, which may vary.

CODE-BkSp twice to
erase "This is"

Type: I would like

o Sales Representatives
rom; our N ne

D : J 85

S:bJeot: ?F 6UER Product Announceme

I g lxke ato xnforn vou of an excxtiny "f tr°d¥°" \ o LleSRUER, from ¥
COMPANY that was announced today and is availa mmediate

Ihe new Y¥Y-LIFESAVER introduces far superior capabilities than those available
in any competing product.

The Y-LIFESAVUER may now be ordered as model #3333 for $33@.

Price is_anproxinate as it was arrived at using a foreign ocurrency exchange
rate, whic MAY Vary.

GRiDWrite makes room for the words you
type. As it does, words wrap around, or
move automatically to the next line.
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eee Add and delete blank lines
-¢=~ to move cursor to the
left edge.

REBTURN five times to add
five blank lines

To: Sales Representatives
From: ame

Your N
gaﬁjéot: gg{??ﬁgﬁvégegroduoe Announcement

LobiBahd AIT S2.'2RRTUAYSY 20430 SRETIELLRIVLETS MRS A SEETETAVER, from X

The new Y-LIFESAVER 3ntroduoos far superior capabilities than those available
in any ocompeting product.

The Y-LIFESAVER may now be ordered as model #3333 for $336.

Price i _anproxinate as it was arrived at using a foreign currency exchange
rate, which may vary.

To see how blank lines can be
deleted, BkSp twice

eo® Move text to a new line

* to move cursor to the last
paragraph of the memo, to left of
"Price®.
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) CODE-M Displays the message
"Move: Make a selection and confirm"
’ twice to select the The selection you want to move is highlighted.
Al last sentence of the memo.
o Salcs R.prosont.tives
roMm; Nam
Date! uY % t
Subject: LYFESAVER Proauot Announcement

like to i igi duot, ESAVER, f
LoRBANT LT S2s'2RRSUnYSY 25420 Sngifirg nrvaEredyateafately il

The new Y-LIFESAVER introduces far superior capabilities than those available
in any competing product.

The Y-LIFESAVER may now be ordered as model #3333 for $330.

orei1gn currency exchange

. Move: Make a selection and confirm

CODE-RETURN to Displays the message
confirm. "Move: Point to destination and confirm®

* four times, then

== t0 position cursor two
— spaces after the period (.)

in the second to the last

paragraph.

Sales Representatives
"

H o ame
e July 2 98
jeot: VEL?FEgﬁuéR ;roduot Announcement

I would like to inform you of an exgciting new iroduct, Y-LIFESAVER, from X
COMPANY that was announced today and is availa immediately.

The new ¥-LIFESAVER xntrcduoes far superior capabilities than those available
in any competing product

The ¥Y-LIFESAVER may now be ordered as model #3333 for $336. .

a px‘oxlnA e as 1 was arypived usIng a arelgn currency exchange
ic

Move: Point to destination and confirm
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CODE-RETURN to confirm Moves the sentence to the new line.
the Move command.

Sales Representatives

Fréni Your Name %0
gassiot: ggi?r§§huﬁn gnoduot Announcement

woul ke to inform you of an exciting n duct, ¥Y-LIFESAVER, from X
éonngg iiat [*EY § an:oungo; todcs and is 2v.f?.§f3 :uédiate{y. ‘

he new Y-LIFESAVER introduces far superior capabilities than those available
n any competing product.

The Y-LIFESAVER may now be ordered rs nod}l #3333 for $330. rice is

lﬁrroxlnnte as it was arrived at using a orelign ourrency exohange rate,
-
-

1ioh may vary.

In every application, pressing CODE-M lets
you move a selection from one section of a
file to another.

e®® Save the file

CODE-T In every application, pressing CODE-T
(Transfer command) displays a Transfer menu.
The menu list shows different ways you can
"transfer" the current file (the one in RAM)
to another file.

;o: Sales Representatives
rom: Your

me
Date: Ju g§ 985
Sabjeot: 9—£YP ﬁUtR Product Announcement

é would like to inform you of an exciting new grodgot, Y-LIFESAVER, from X
OHPxNY that was announced today and is available immediately.

he new Y-LIFESOY
n any oompdl

The ¥Y-LIFES{ :
apes ximate Include a file
whioh may vi Write to a file
Arpend to a file
Erase a file
Show characteristics of a file
Format
Print

Transfer:

available

Select 1tem and confirm

CODE-RETURN to confirm Saving the file transfers, or writes,

"Save this file". a duplicate copy of the file in RAM to a
permanent storage device, in this case, the
floppy diskette from which the computer
intially retrieved the file.
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NOTE: Develop the habit of saving your work frequently; about every 15 minutes.
Any interruption of power or equipment malfunction will cause you to lose the

data you have not saved.

ee® Display the GRiDWrite Commands

CODE-?

Pressing CODE-? displays all the commands
available in GRiDWrite. If you wish to
experiment with any of these commands, press
the keys that issue the command, then
proceed according to the instructions in
the message line.

ee® Exit the File and Save Changes

Move highlighted strip to Quit
(CODE-Q), then CODE-RETURN
to exit the file.

CODE-RETURN to exit.

In every application, pressing CODE-Q
(Quit command) exits the current file
after saving changes made since you last
saved.

WOTB: To exit the file without saving
changes, use CODE-ESC (Cancel command).
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Key Concepts

What Happens When the Computer Retrieves a File? When you confirm the File form,
the system uses the completed information to find the file you want, as
follows:

1. Locates file, by Title, on Device specified.

2. Locates application and puts a duplicate copy in RAM. (If you have
more than one active device, the application need not be in the
same device as the file.) —
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3. Goes back to file and puts a duplicate copy in RAM.

4, Displays file on the screen.

MEMO

|
)
2

Saving Changes When you modify a file in RAM, these changes are not
automatically made on the stored file that you activated (by retrieving
it). After you make changes, you have two files of the same name that
no longer match. To make the copies match again, you "save," using the
"Save this file" of the Transfer command (CODE-T). When you save, the
system duplicates the current file in RAM over the stored file. After
you save, the files in RAM and the stored file again match.
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Session 1 Summary

Activities You Learnmed

Get help filling in
the File form

Move in a form

Retrieve a file

Erase text with
BkSp or CODE-BkSp

Type new text

Move text

Add blank lines
Delete blank lines
Save current file

Exit after saving
changes

Exit without saving
changes

Filling In the File Form

o0 Press CODE=?.

o Press RETURN to move the outline from item to
item. The outline wraps around from the last
item to the first.

o Press Arrow keys to move the highlighted strip
from choice to choice.

o Fill in the File form:

Device: Select the Device where the file is stored.
Subject: Select the Subject under which the
file is grouped.
Title: Select the Title.
Kind: Automatically appears when you select title.

o Press CODE-RETURN to confirm.

0 Move cursor to the right of the letter or word

you wish to erase.

o Press BkSp to erase a letter.
Press CODE-BkSp to erase a word.

o Type text at the cursor position. Text
automatically wraps around.

o Press CODE-M

o Select the text you want to move and
confirm.

o Place the cursor at the text's destination
and confirm.

o Move the cursor to the left margin, then press RETURN.
o Move the cursor to the left margin, then press BkSp.
o Press CODE-T, then confirm "Save this file"

o Press CODE-Q, then confirm.

o Press CODE-ESC, then confirm.



New Commands

Commands Menu

Confirm

Move

Transfer

Cancel

Quit

Key Concepts

Retrieving
a file

Save a file

CODE-?

CODE-RETURN

CODE-M

CODE=T
(Save)

CODE-ESC

CODE-Q

Retrieving a File

Displays a list of all the commands
available in an application or explains
the File form.

Gives the go-ahead to
a selection or command.
Referred to as confirm.

Moves text or cells from one location
to another. Moves files from one
Device, Subject, or Title to another.

"Save this file", a command in the Transfer
menu, makes a duplicate copy of the current
file on a permanent storage device.

Exits file without saving the current file
(in RAM).

Exits file after saving the current
file; that is, placing a duplicate
copy in permanent storage.

o System puts duplicate copy of application in RAM
o System puts duplicate copy of file in RAM

1=-17

A duplicate copy of current file (in RAM) overwrites the
file of the same name on a storage device.



Session 2: Worksheets and Graphs

Computerized worksheets, such as GRiDPlan, have placed financial planning,
forecast, and "what if" analysis within reach of every computer user. With
GRiDPlan, you can set up budgets and preliminary plans, then try different
values, seeing the results of these changes immediately.

Using the business graphs application, GRiDPlot, you can then display the same
data as a graph. Seeing the data represented as a bar or line graph can clarify,
far better than words, the significance of a complex set of numbers.

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

Exercise 3 Scenario: You are a sales representative reviewing a
worksheet containing sales data for two quarters. The first quarter
figures are actual sales figures for three regions. The second quarter
figures are projected figures. As you go over the worksheet, you make
some changes in the entries.

eo0 What You'll Do

Examine worksheet data

Change the contents of a cell
Calculate worksheet data
Change a cell definition

0 00O

@00 Get Ready

Have the Getting Started diskette in the Floppy Disk drive. If you
need to start up again, start up your GRiDCase by inserting the
Operating System diskette. After the File form appears, replace the
Operating System diskette with the Getting Started diskette.

eeo Gol
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P> Exercise

Keystrokes

3: Changing and Calculating Worksheet Data

What Happens

ee® Retrieve the file and examine worksheet data

Fill in the File form as follows,
using RETURN to move the outline
down the form and or

to select the item setting from the
list of choices.

22-May~8S5

9:083 am
Tustomer List: 1985 Database
a2,

Sales Progjgection Hoxr ks hee t
Device Getting Started
Subiect t
Title otion
Kind orkshee

Password

Select a fille and confirm or
Press -CODE—-?, foxr help

CODE-RETURN to confirm the
completed form.

' ) C D E [ H
January | February March [1istQ Avg April Mau | June
North 1081 89 135 1093 149 156 | i68
South 155 99 1?77 1449 186 195 211
East 113 108 148 123 155 163 17?6
TOTALS 369 296 460 3735 490 Si4 355

{:

b -
NFEPPLONPAD N
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V then «p= to move The cell outline indicates the
cell outline to cell B2. current cell, i.e., the cell to be acted

on by a command or the cell in which you
can type data.

4 B [ )] E F [ [

i January | February March |1stQ Avg Aprril May June
2 North 89 135 108 149 156 168
3 South 153 99 177 144 186 195 211
4 Eas ¢ 113 108 148 123 155 163 1?6
S

& TOTALS 369 296 460 375 4990 S14 5355
?

8

9
19|
11
12(

B2

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

SHIFT--p-three times to move
outline to cell E2.

[2) B C D E F [ H
i January | February March [1stQ Avyg April May June
2 North 1061 89 135 168, 149 156 168
3 South 1359 99 177 144 186 195 211
4 Eas t 113 1088 148 123 155 163 176
S5
6 TOTALS 369 296 460 379 496 Si4a 353
?
8 2k
9
10
11
12
E2= Avg(B2..D2)

Read the equation at the lower The equation, called a cell definition,
lower left corner of the screen. is the formula used to calculate the
contents of cell E2.
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SHIFT--»-to move to F2.

Examine the cell definition.

) B C D E F H

1 January | February March 1stQ Avg April May June
2 North 1081 89 135 1@8 » 156 168
3 South 135 99 177 144 186 195 211
49 Eas t 113 108 148 123 155 163 176
S
6 TOTALS 369 296 460 3795 490 Si4 553
?
8
9

10|

11

12|

F2= @.1%D2+D2

SHIFT--»-once more to
examine the cell definition

The cell definitions for E2 through H2 and

for G2. E6 through H6 are dependent on the value in
D2. The values in these cells change when
the value in D2 changes.
a B [ E ¥ H
1 January | Fehruary March 1stQ Avy April May June
2 North 1@ I E) 135 148 149 15 168
i 3 South 15§ 09 1?77 L44 186 195 211
oA Fast 113 198 148 123 155 163 176
5
6 TOTALS 369 296 460 375 490 514 555
?
8
9 ——
10
1]
12
L, G2= O.Q@S*F2+F2
NOTE: When D2 changes, F2 changes; hence

G2, which depends on F2, also changes, etc.

(Cell definitions of these cells are
F2:z0.15%D2+4D2, G220.5%F2+F2.)

oo® Change a value in a cell and calculate new values in other cells

SHIFT--¢- as required to move

outline to cell

Backspace twice to erase 3 and 5

D2.

from 135 (leaving 1)
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Type: 10 (for new value, 110)
o ) B (e ) E F [ ]
4. January | February March 1stQ Avyg April May June
2 North 101 89 1T 108 149 156 168
3 South 155 99 177 144 186 195 211
4 Eas ¢ 113 ie8 148 123 155 163 176
— 5
6 TOTALS 369 296 460 373 498 S14 555
?
8
9
. 10
11
12
D2
Now that you have changed the contents of
cell D2, the values in cells E2 through H2
— and E6 through H6 are incorrect because the
values in these cells are dependent on D2;
the value in each of these cells needs to
be recalculated by confirming (CODE-RETURN).
CODE-RETURN Recalculation occurs automatically on all
values affected by the change in D2.
- ) B D E ¥ [ H
1 January | February March 1stQ Avy April May June
2 Noxrth 1041 89 11 1006 121 127 137
3_ S_u_u(-h 1535 99 177 144 186 1995 211
a Eas t 113 108 148 123 155 163 176
N 5
6 TOTALS 369 296 435 367 462 485 S5za
?
8
9
10
B 11' St
12{
Dz
BOTB: Cell definitions such as those

in F2, G2, and H2 can be used in "what if"

analysis.

affect other values?

What if you change the value in
a key cell (such as D2)? How does this
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eee Change a cell definition

SHIFT-<9-to F2.

CODE-=

-¢to move the cursor to the

right of .1

To change from .1 to .15,

type: 5
) E F H
1 January | February March 1stQ Avg April May June
2 Noxrth 101 89 116 1080 121 127 137
3 South 155 99 177 144 186 193 211
9 Eas t 113 108 148 123 155 163 176
S
6 TOTALS 369 296 433 367 462 483 324
?
8
9
10|
11
12
F2= 0.15#D2+D2
CODE-RETURN to recalculate the
values affected by the change in F2.
_A D E 2
1 ol January | Febhruary March |istQ0 Avy April | —— May June i
2 Nor Eh | ie1 89 110 100 127 133 1437
3 South 153 99 177 144 186 195 211 ;
4 Eas t 113 108 148 123 155 163 176
S
6 TOTALS 369 296 435 367 468 491 538
?
8
9
1
11
12
F2= @.15%D2+D2
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@®® 3Scroll to parts of the worksheet that are currently off the screen

SHIFT- - as needed to move
outline to cell I2.

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

B C D E ¥ G H 1
1| January | Fehruary March 1stQ Avyg April May June
2 181 89 110 100 127 133 143
3 155 99 177 144 186 195 211
4 113 108 148 123 155 163 176
S
6 369 296 4395 367 468 491 536
?

8
9
10
11
12
12

2= to move outline to

cell J2.

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

HOTE: The screen acts as a window

to the worksheet. Regardless of the size of
your worksheet, you can scroll to any
location.

S——




2-8 Getting Started/GRiDCase

eoe Display the GRiDPlan Commands menu

CODE-? to display Commands menu. The Commands menu displays all the commands
that are available within GRiDPlan.

1 g
1| Febhruary RG] - 3 wy
2 89 o lumn - ange to & column selection
3 99 Duplicate CODE-D Duplicate cells or text
a ios Erase Erase cells or text
Headings Lock rows or columns in place
S Insert Insert rows or columns
6 296 Jump Move outline to a cell
2 Move Move selected cells or text
Options Set worksheet characteristics
8 Properties Set properties of ocells
2 Quit C Exit and save all changes
10| Row Change to a row selection
11 Transfer CODE-T Urite, exchange, print files
Usage CODE-U Show memory and device usage
12 Views CODE-V View separate areas at once
Cancel CODE-ESC Exit without saving changes

Commands Select i1tem and confirm
Version 203.1.5 of GRiDPlan Dewmo

oeo® Write and follow data to a new file

Move the highlighted box to You can also issue the Transfer command
Transfer (CODE-T),then pressing CODE-T.
CODE-~-RETURN .

¥ to

"Write to a file".

C D E ¥ G H 1 J
lFfrbruary March [1st@ aAvy April May | June
2 89 18, 0 ieoy) 127, 133 143
3 929 1?7 144 186 195 ¢ 231
4 188 148 123 155 163 176
S
6 296 435 367 468 491 530
?

8 Save thus file

9] Exchanue for another file
10| Include a file
11 %l"l te fo A file J

rpend to a file
i2 Erase a file
Show characteristics of a file
J2 Print
- ITransfep: Select item and confirm

Writing to a file puts a copy of all or
part of the current file in & new file that
you specify on the File form.




CODE-RETURN to confirm
"Write to a file".

CODE-RETURN to confirm

Worksheets and Graphs 2-9

Displays the message "Write: Confirm whole
file or select".

A File form appears.

the whole file.

Fill in the File form as

follows:
(] D E F Kl H 1 J
1 Febr‘unrg v e Y P ) e A P vy 1 X, 1
2 89 -
161
3 29 Basic
a 108 Canvas
5 Database
6 296 4;i§5¢iii!llllllllll
? eys trokes
8 Organizer
9 + Reformat
10 Device Getting Started
11 Suhject Getting Started
Title Sales Pro,jection
12 Kind l!.EAEE ]
Password
i J2 Next action Keep current file

HWrite: Fill in form and confirm

The new Kind (Graph) indicates that the file
needs a new application, GRiDPlot.
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RETURK twice to move to This item lets you either get the new file

"Next action®. or remain in the current file. In this case,
you want the new file and its required
application, GRiDPlot. Therefore, you choose
"Get new file and its application",

¥ to "Get new file
and its application”.

e B F () H I U I
ifFebruary —siew—aox 5 I - Tl P i = 7
2“—-_'__§3“r_ Ke e current file 7

7 - Get new file and its application F—p = —— —_—

| 3____,,,;?_] a0 new 11e ounly
{ aq 166
1 S -
6
7.____ S—
8
9 = S, S——
1@ 77 T 7| pevice Gettinyg Started 'UY R
i Subdect Getting Started —t— e
Title Sales Progjection
121 Kind Graph
Password
Next action [Cef ne 1le an t 1 at

Hrite: Fill in form and confiprm

CODE-RETURN to confirm After about 30 seconds, the new file appears.
the completed File form. You now see the data in the GRiDPlot file.
A January February March 1:;0 Aueg April May June
North i1 89 iie 100 127 133 143
South 155 99 177 144 186 195 211
East 113 108 148 123 155 163 176
TOTALS 369 296 435 367 468 491 536

Version 203.1.5 of GRiDPlot

Copyxright © 1982, 1983, 1984
GRiD Systems Corporation
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Displaying Data as a Graph 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.
oo What You'll Do
o Display numbers in graph form
o Change the kind of graph
0 Select new data to graph
@20 Get Ready
Exercise U4 continues from the previous exercise.

ee® Gol!
P> Exercise ¥: Graphing Data
Keystrokes What Bappens

eee Display all the data as a segmented bar graph

CODE-? Displays the Commands menu, a list of all
commands you can issue from GRiDPlot.
3 ¥1s_propentie June
North oh »is et rig axis properties 143
South Hoxrizontal Axis Set horizontal axis properties 211
East Begin CODE~-B Restart the selection 176
Column CODE-C Change selection to columns
Duplicate CODE-D Duplicate selected cells
TOTALS Erase CODE-E Erase selected text or cells 530
Graph CODE-G Grarh selected cells
Headings CODE-H Set graph headings
Insert CODE-1 Insert rows or columns
Move CODE-M Move selected text or cells
Options CODE-O Set graph characteristics
Properties CODE-P Set properties of cells
Quit CODE-Q Exit and save all changes
Row CODE-R Change seleotion to rows
Transfer CODE-T HWrite, exchange, print files
, Usage CODE~-U Show memory and device usage
o g o RiDPlo
' to You could also issue the Graph command
"Graph CODE-G". by pressing CODE-G.
CODE-RETURN You see the message "Confirm same graph

or salect".

MOTB: Confirming without making a
selection results in a graph of all the
numbers in the file.
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V three times to
highlight the first
four cells of the first

column.
January Februany Maroch 1stQ Quy April May June
181 89 110 18 127 127 137
155 29 17?7 144 186 195 211
L East] 113 1098 148 123 155 163 176 _
TOTALS 369 296 435 367 462 485 524

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

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

; January | February| . March |1stQ Avg Apral May June
“North oed@l | 89 L1180 100 127 127 137
South| 155 | .- .99 177 144 196 195 211
Kast | 113 108 | i55 163 176
TOTALS 369 296 4395 367 462 485 524

In your selection, it does not matter
whether or not you include a label, such
as "January," in selection. Only nuabsrs
are graphed.



Worksheets and Graphs 2-13

CODE-RETURE to confirm.
500

400 |-
308
206

Lﬂﬂr

e L i S
January February March

ciNoxrth EElSouth CZdEas t

The data is displayed as a segmented bar
graph. A segmented bar graph is useful for
comparing totals.

e2® Change the kind of graph

CODE-0 to display the The Options (CODE-0) command is common to

Options form. most GRiD applications. This command lets
you set global characteristic for the file,
for example, the typeface, the width of
columns, or the kind of graph.

500

460+

308}

200
Kind of Graph

106 Graph Orientation
Background Grid

@ 777 Bar Orientation Vertical

Standard Alignment Right
Standard Format Integer
Standard Column KWidth
Current tupeface Sustem—wide

Ooptions: Fill 1n form and confirm

When you retrieve GRiDPlot for the first
time, the Kind of Graph item is always set
Segmented Bar Graph. The Segmented Bar Graph
is the initial setting, sometimes

referred to as the default setting.

To display the data as a different kind of
graph, you need to change the setting.
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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.

-% to select
®Clustered Bar".

F'SU0

40e

380

2001 — oy ==
IC}E> LILTE Segmented Bar Line Graph
Kind of Graph Tlustered B

1ea- Graph Orientation
Background Grid

@ Bar Orientation Uertical
g Standard Alignment Right

Standard Format Integer
Standard Column MWidth

CODB-RETURN to confirm a
clustered bar graph display.

200

160

120

40

ESSNoxr th

Exchangye completed

Clustered bar graphs are useful in comparing
individual components of the graph.




CODB-0

& twice to
select "Line Graph", then
confirm.
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NOTE: If you accidentally issue the

wrong command, for example, CODE-P when you
want CODE-O, press ESC and issue the command
again.

#:1°1"]
180

160}
140} ..
120} Seau

108fee... —

,,,,,,

80
January

e=e:North co== South

———-East

March istQ

e®e BExit GRiDPlot

CODE-Q

CODE-RETURN to confirm.

Line graphs are particularly useful for
tracking trends.

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 "Line Graph" as the
Kind of Graph.

The File form appears. Exiting a file
always gives you back the File form.
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Key Concepts

Sharing Data Through the Transfer Command When you use GRiD software, the data

A Look at

in one file can readily be copied onto another file. Data is common to
all applications, thus you can copy data either from one file to
another that requires the same application or to one that uses
different applications. For example, in Exercise 3, you wrote data
from a worksheet (GRiDPlan) file to a graph (GRiDPlot) file.

Data may be written to a new file or appended to an existing file. You
can also include another data file in your current one. The commands
you use to write, append, or include data are invoked through the
Transfer command of each application.

the Transfer Command You have learned to use two commands that you
invoke through the Transfer menu.

0 "Save this file" copies the current file in RAM over the original
file on a permanent storage device.

0 "Write to a file" writes a copy of the current file onto another
file on a permanent storage device. This file may be a new one or
an existing one that you want to overwrite.

The commands on the Transfer menu involve

o Interaction between the file im RAM and a file on a storage device:
thus, "Save a File", "Exchange for another file®", "Include a file",
"Write to a File", "Append a file", etc.

o Sending out a copy of the current file or part of it to some output
device, such as a printer: "Format, Print".

For further information about the Transfer command see the Transfer -
CODE-T section of the Common Commands chapter of the GRiD Management
Tools Reference. Also see the CODE-T section of each of the chapters
of the same reference manual.
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Session 2 Summary Worksheets and Graphs

Activities You Learned

Move around the 0 Press the Arrow keys to move within a cell
screen or from cell to cell.

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

Calculate data o Press CODE-RETURN after changing a value within
a cell.

Enter/change a cell o0 Move cell outline to desired cell.
definition

o Press CODE-=.

o Enter/change formula.

o CODE-RETURN to recalculate.

Write and follow o Press CODE-T.
data to a new file

o Move outline to "Write to a file".

o Press CODE-RETURN to confiram.

o Press CODE-RETURN to confirm the whole file
or you select the portion of the file that you
want written to a file, then confirm.

o Fill in the Pile form.

o Move the outline to "Next Action".

o Move the highlighted strip to
"Retrieve file and its application®.

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

Change the kind of o Press CODE-0.

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

o Press CODE-RETURN.

2-17
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New Commands

Calculate CODE-RETURN Calculates cell values in GRiDPlan.

Graph CODE=G Creates a graph from data in the table.

Options CODE-0 Sets characteristics of a file. For example,
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.

Key Concept

Sharing data Commands invoked through CODE-T, the Transfer command,

allow sharing of data between applications.



Session 3: Using a Database File

GRiDFile is GRiD's database application. A database stores and organizes
information according to a system that you determine. The idea is to put all the
data you need at your fingertips. Managers use databases for any number of
purposes -- employee or customer lists, part numbers, sales records, and
cataloging just about anything.

For example, to organize your customer file with GRiDFile, you might type in the
following information: customer name, account number, street address, city,
state, zip code, etc. If you then needed a partial listing that included only
customers in the state of Oregon, you could retrieve just this specific listing.

Exercise 5 Scenario: You are an account representative. One of the databases
you use most frequently contains all the customer accounts that you handle.
During the course of the week, you use the database file several times.

o To look up one customer's records to change the name on
one of his accounts.

o To display the record again, using the account number, to make sure
that you changed the name on the correct account.

© To display all the records for customers whose files you want to
review, those with account numbers in the 4000's (the accounts are numbered
from 1000 to 8000).

e0o What You’ll Do

Display all the records in the database

Rearrange records, or sort into alphabetical order
Modify one record

Display a group of records

0 000
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@90 Get Ready

Have the GCetting Started diskette in the floppy disk drive (after
start-up or completion of Session 4).

eee Gol

P> Exercise 5: Retrieving Database Information
Keystrokes ¥hat Happens
eee Retrieve the database file "Customer List: 1985

Fill in the File form, as follows,
then confirm the oompleted form.

22-May-895 9:38 am

ustomer List: 1985 Database
Me mo ex
Sales ProJjection Graph
Sales Projection Horksheet

Device Getting Started

SubJect DY anted

Title [Customeyp List: 1985 J

Kind Database

Password

Select .a file and confirm or

Press CODE—-?2 foxr helyp

The database file that appears always
displays blank columns, on which you can
type additional information to the database.

L) B C D E
Cus tomexr Nane Account # Street Ci ty State

Uexraion 203.1.9 of GRiDFile Dewno

Copywright © 1982, 1983, 1984, 19895
A GRAD: Systems - Corpoaration
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eoe Display and examine all the records im the sample database
CODE-F
_ Ve 1 B | C | D E
Cus tomer Name JAccount # | Street 1 Ci ty | State
Query 1 Query 2
v -. .Find: Type conditions and confirm

The Find Command, CODE-F, displays the Find
form, on which you ask, or guery, the
database for specific records.

Confirming the form without specifying which
records you want (giving query conditions),
retrieves the entire database.

Confirm to display all records.

i A B 1 S, VR DS, PO A K

{ Cus tomer Name ficcount # . __3rqg1 r City “__State
jHakano Fvelun, | 1198 Y Forest #S5 | Hous ton r'TX
Tha, Gerald 3127 120 Tandem Dr. | Riclmond ua
Tapp, Leilani 2696 687 Loyola Boise 1D
McDonald, Mary 7254 9L Oranyge Ave. Montyeller uT
Young, Emily 3597 69555 Colonial Hay Williamsville N¥
Kim, Joseph 4281 6001 Stratford Ave. Fargo ND
Schmidt, J.S. 2154 908 Walnut Ave. ® 17 {Seattle HA
Swmith, Diane 3226 55535 Heritage Dr. Cleveland OH
Brown, Robert 4034 3612 Banks Rd. Aurora cO
Brown, Florence 3267 14868 Temple Providence RI
Faustino, Nina 5784 789 Palm Dr. Helena nT
Garcia, Richard 2V60 201 Hamil ton Ct. Topeka KA
Tapp. Leilani 3862 687 Louola Boise ID
Brown, Dennis 2357 3612 Banks Rd. . Aurora CcOo
..I..l...Il......l..h........‘nI!EEHﬂMiEﬂﬂHE.....Jl.........l.l..i....l...
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CODE-SHIFT- ¥ to display
the last records of the database.

The top records disappear, or scroll off
the screen and the remaining records appear:

. I B T | P N p—
Cus tomer Nawme Account # Strect i City State

Smith, Diane 3226 5555 Heritage Dr, Cleveland OH

Brown, Robent 40349 3612 Banks Rd. Aurora co

Brown, Florence 3267 4668 Temple Providence RI

Faustino, Nina S784 789 Palm Dr. Helena MT

Garcia, Richard 2060 281 Hamilton Ct. Towreka KA

Tapp, Leilani 30862 687 Loyola Boise 1D

Brown, Dennis 2357 3612 Banks Rd. Aurora co

Ashton, Emily 1439 3612 Banks RA4d. Aurora co

Ewing, Linda 2962 65 Broadway Omaha NE

Brown, John 4455 3161 Thompson Albany NY

Ascot, Hope 3895 12 Lane D»r. Redding ca

Butler, Susan 3582 721 Baywoaod Dr. Homeds tead ¥L

Kim, Josewph 5641 68081 Stratford Nve. Fargo ND
Pressing CODE-SHIFT and an Arrow key
moves the cursor to an edge of any GRiD data
file. Pressing CODE and an Arrow key
moves the cursor to the end of the file
in the direction indicated by the Arrow
(top, bottom, right, or left).

SHIFT==p> until

column F scrolls onto

the screen.

T B [3 D E F

Account # Street City State Ziy Code

3226 5555 Heritage Dr. Cleveland OH 44109

4034 3612 Banks R4. Aurora co 88012

3267 4868 Temple Providenoce RI 0829068

3784 789 Palm Dr. Helena MT 59601

2060 201 Hamilton Ct. Toweka KA 66614

3062 687 Loyola Boise 1D 83764

a33%7 3612 Banks Rd. Aurora Cco 80012

1439 3612 Banks Rd. Aurora co 80612

2962 65 Broadway Omaha NE 68114

4455 3101 Thompson Albany NY 12231

3095 12 Lane Dmn, Redding CA 926062

3582 721 Baywood Dr. Homeds tead FL 33833

5641 69081 Stratford Ave. Fargo ND 58107

). [
CODE-SHIFT- <@

to scroll back to
column A.
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ese Sort records in database and display sorted records
CODE-? to display the
GRiDFile Commands menu.
A epor ng cojumns E
Customer oOMPIess emove deleted records State
Smith, Dian go?in gggg—g gastart t?o :9).o:ion X OH
olumn = ange selection to columns

Brown, Hobe Duplicate CODE-D Duplicate selected cells co
Brown, Flonr RI1
Faustino, N Erase ODE-E Erase selected cells HT

b ﬁ. Find CODE-F Find records in database Ka
Garcia, Ric Insert CODE- I Insert rows or columns
Tapp, Leila Move CODE-M Move selected text or cells 1D
Brown, Denn Options CODE-0O Set database characteristics co
Ashton, Emi Propenties CODE-P Set column characteristios co
Ewing, Lind Quit ODE-Q Exit NE
Brown, John Row CODE-R Change selection to rows NY
Ascot, Hope Substitute CODE-S Substitute specified text ch
Butler, Sus Transfer CODE-T Write, exchange, pPrint files FL
Kim, Joseph Usage CODE-U Show memory and device usage ND

? 3 Wildocard CODE-HW Enter wildcard character

Confirm "Report®.

Commands i

Select

item and confirm

Versiaon-283.1.5 of GR:DFile Demo

The Report form lets you specify the order in
which you want records to be arranged, or

sorted.

column and the sorting order.

You can specify the sorting
For example,

you can specify a sort by Customer Name,
and an ascending sorting order (A to Z).

Repoprt:

Select

1tem and confirm

[ B C D E
Customer Name Account ® Street Ci ty State
Smith, Diane 3226 55535 Heri tage Dr. Cleveland OH
Brown, Robert 4834 3612 Banks Rd4. Aurora co
Brown, Florence 3267 40968 Temple Providence RI
Faustino, Nina 5784 789 Palwm Dr. Helena MT
Garcia, Richard 2060 201 Hamilton Ct. Toreka KA
Tapp, Leilani 3662 687 Loyola Boise ID
Brown, Dennis 2357 3612 Banks Rd. Aurora co
Ashton, Emily 1439 3612 Banks Rd. Aurora co
Ewing, Linda 2962 65 Broadway Omaha NE
Brown, John 44595 31681 Thompson Albany NY
Ascot, Hope _2A9 12 La i ca
Butler, Sus tCustomer Name' 'Account #' Street Cit 4 FL
Bin, Jeseph None ) None Non None ND
: Ascendinyg Ascending Ascendi
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== t0 select
"Customer name",

A B C D E
Customer Nawme Account # Street Ci ty State
Smith, Diane 3226 5555 Heri tage Dr. Cleveland OH
Brown, Robenrt 4834 3612 Banks Rd. Aurora co
Brown, Florence 3267 4068 Temple Providenoe RI
Faustino, Nina 5784 789 Palm Dr. Helena MNT
Garcia, Richard 2060 201 Hawmilton Ct. Topeka KA
Tary, Leilani 3062 687 Lovwola Boise IDp
Brown, Dennis 2357 3612 Banks Rd. Aurora Cco
Ashton, Emily 1439 3612 Banks Rd. Aurora co
Ewing, Linda 29062 65 DProadway Omaha NE
Brown, John 4455 3181 Thompson Albany NY
fAscot, Hore A2 Yaue Rooo oo Bedddont o ca
Butler, Sus ‘Account #' Street Cit+ FL
Kin, Joserh Sort on L'Customer | None None None ND
Sort order Rscending Ascending Ascending Ascendi —

~ NOTB: You can choose to sort in more —
than one column. See the Sort On section
of the GRiDFile chapter of the
GRiD Management Tools Reference manual
for more information on sorting.

Confirm the Report form.

CODE-F and confirm to display
the sorted list.

B C D E F

Account # Street City State Zip Code

1198 S Forest #S Hous ton ™ 77018

3127 128 Tandem Dr. Richmond va 23223

2896 687 Loyola Boise 1D 83704

7254 91 Orange Ave, Montpeller uT a5682

3597 6555 Colonial Hay HWilliamsville NY 14221 )
428141 6001 Stratford Ave. Fargo ND 58187

2154 980 Walnut Ave. # 17 |Seattle WA 98177

3226 5555 Heritage Dnr. Cleveland OH 44189

4034 3612 Banks Rd. Aurora co @012

3267 4068 Temple Providence RI 82%9e8

5784 789 Palm Dn, Helena MT 59601

2060 201 Hamilton Ct. Topeka KA 66614 =
3062 687 Lowola Boise 1D 837084

2357 3612 Banks Rd. Aurora CO. 80812
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ee® Make changes to one record
Move the outline to the
Brown, Robert record with
account number 4034,
BkSp to erase
Robert .
To change the entry to Brown,
Rita, type: Rits
A B [ D E
Cus tomer Hame Account # Street City State
fiscot, Hope 3895 12 Lane Dr. Redding cA
Ashton, Emily 1439 3612 Banks Rd. Aurora co
Brown, Dennis 2357 3612 Banks Rd. Aurora co
Brown, Florence 3267 4068 Tenple Providence RI
Brown, John 4455 3101 Thowpson Albany NY
I!roun,‘ﬂ]ta 49834 3612 Banks Rd. Aurora co
Butler, Susan 3582 721 Baywood Dr. Homeds tead FL
Chu, Gerald 3127 120 Tandem D». Richmond va
Ewing, Linda 2962 65 Broadway Omaha NE
Faustino, Nina 5784 789 Palm Dr. Helena MT
Garcia, Richard 2060 201 Hamilton Ct. Topeka xa
Kim, Joseph 5641 6001 Stratford Ave. Fargo ND
Kim, Josewh 4281 6081 Stratford Ave. Fargo ND
MoDonald, Mary 7254 91 Orange Ave. Montpeller uT
WOTE: Every change you make in a database

file is automatically saved.

ee® Display the record changed using a query condition

CODE-F




3-8 Getting Started/GRiDCase

and confirm. identifies the column (A, B, C, etc.)
followed by "=", then the information that
identifies the record.

Type: A = "Brown, Rita" A query condition includes the letter that

In a query condition, enclose words and
numbers used as labels in quotes.

A B C D E
Customer Name Qgggunt # Street City State
rown, Rita 4834 3612 Banks Rd. Aurora co

£ 1 records found

ee® Display a group of related records
CODE-F

BkSp to erase

the previous query.



Type: B = "4

CODE-W

(Make sure that you don't
leave a blank space between
B and the Wildcard
character.)

Type quotes (") after the
Wildcard character.

GRiDFile  3-9

CODE-W is the Wildcard character. The
character prints out as three dots (...).
The Wildcard character indicates "all"
records, in this case, all records that have
an account number starting with 4.

Your completed query is: Bz="4..." You need
the quotation marks for this query because
the Account # column (B) contains labels,
not numbers whose values can be computed.

A T B C 1 D [ E
Cus tomer Name [Account # | Street | Ci ty | State
Query 1 Query 2

="4...",

Find: Type conditions and confarm

Confirm the Find form to
display the files of customers
whose account numbers start
with 4,

A . B | < L. b >
Cus tomer Name Account # Street ! City State
Brown, John 445S 3181 Thowpson Albhany NY
Brown, Rita 4834 3612 Banks Rd. Aurora co

Kim, Joseph 4281 600)L Stratford Ave. Fargo ND
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ese Exit GRiDFile

CODE-Q

Confirm, Exits from the file. All changes have been
automatically saved by GRiDFile.

Key Concepts

Saving Database Files Unlike the other Management Tools you have used so far,
GRiDFile does not copy the entire database file into RAM. GRiDFile
works with the file in both RAM and the storage device where the
original file is stored. When you write new data on the file, GRiDFile
immediately writes the data on the storage device, rather than RAM.
Therefore, when you are working with a database file diskette, you
should keep the diskette in the floppy disk drive. If you do take it
out, GRiDCase will prompt you to insert it when you type new data.
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Session 3 Summary GRiDFile Databases

Activities You Lsarmed

Display all database o Press CODE-F and confirm.
records

Display records in o Press CODE-7.
alphabetical order
o Select and confirm ®"Report™.

o Move the highlighted strip to "Column®.
o Confirm the form.
o Press CODE-F and confirm.

Display one record o Press CODE-F.

o Type the column letter and corresponding
data. For example: A = "Brown, Robert"®
B = 4034
Letters and numbers used as labels, for example,
a zip code, enclosed in quotes.
Numbers -- exception when used as labels == do not
need quotes.

o Confirm the form.

New Commands

Report CODE-? Designates columns to be sorted in
ascending or descending order.

Find CODE-F Displays entire database; finds and
displays data that meet specified
conditions.

Key Concept

Saving database GRiDFile automatically saves data that you enter.

files



Session 4: Working with Floppy Diskettes

This session shows you the following procedures for organizing your work with
your GRiDCase computer:

o Preparing backup copies of diskettes.
o Preparing a floppy diskette for use with GRiDCase.

Making Backup Copies of Disksttes As a safeguard against losing files, many
computer users keep backup copies of diskettes. Depending on your
requirements, you may want to keep these backup diskettes handy or have
them in an archive in a safe deposit box.

Exercise 6 shows how to make backup copies on diskette when your only
device is the built-in floppy disk drive. If you have more than one
disk drive, use the Duplicate command of GRiDManager (introduced in
Session 5).

e00 What You'll Do

Copy a diskette using one floppy disk drive.

00 Get Ready

Start up the GRiD Operating system and keep the Operating
System diskette in the floppy disk drive. To make a backup
copy of a floppy diskette, you use the Duplicate Media
program, which is under the Subject "Programs" on the
Operating System diskette.

o9 Gol
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P> Exercise 6: Making a Backup Copy of a Diskette

Fill in and confirm the File form,
as shown, to retrieve the
Duplicate Media program:

12-Apr-85 2:356 p»n
PSys temErrons Text
CCos Sustem
Common Shared
Diablo63@Parallel Printer
D i 2 i ETX/0 P

Duplicate Media Run

mulator

4 EpsonFX108@Parallel Printer
Device GRiD Operating Sustem

Subkdect

Title EEY 1
Kind un

Password

Select- a file and confirm
- o press CODE-? for help

Select and confirm "Duplicate
a diskette",

ang
CODE-Q Quit
COPE-ESC Cancel

Commands: Select 1tem and confirm
Version 3.1.95 of Duplicate Media
Copyright © 1982, 1983, 1984, 1985

GR1D Systems Corporation %
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Select and confirm the source
diskette, in this case, the
Operating System diskette.

Floppuy Disk |
GRiD Operating System
e ing arted l

Practico diskette f

Duplicate

Duplicate: Select source dlskette and confirm

Confirm the name of the destination
diskette (Copy of Operating System).

Duplicate contents of
Device Fl
g:::tod "°§§§30perg§iny Sggten 22 am

Volume name

Follow the prompts on the message MNOTE: Because there is not enough space

line to insert the required in RAM to copy the entire source diskette,
diskette, alternating between it copies a portion of the source diskette,
the source diskette you are writes it to the destination diskette,
copying and the destination copies another portiona of the source
diskette to which you are diskette, etc.

copying.

The less free space there is in RAM, the
longer it will take to duplicate a
diskette (the duplication will happen a
small portion at a time).
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When duplication is completed,
CODE-Q or CODE-ESC, then
confirm, to exit the Duplicate
Media program.

Initializing a Diskette As you begin creating your own computer files, you will
need storage space for the files. The storage devices for your files
are floppy diskettes, and, in some cases, a hard disk. Each of these
devices needs to be prepared for use with the GRiD operating system, or
initialized, before you can store your files on it. The initializing
process divides the device into sections. These sections act like file
folders, providing the computer with a way to store and retrieve data.

In this exercise, you initialize a diskette. You use the same
procedure to initialize any other storage device.
CAUTION: Initializing a device erases all information previously
stored on it.
eco What You'll Do
Initialize a floppy diskette, using the Initialize Media
program,
90 Gst Ready

Have the Operating System diskette into the floppy disk
drive.

ee® Gol
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> Exercise 7: Initializing a Floppy Diskstte
Keystrokes ¥hat Happens

Select and confirm the
Initialize Media application by
filling in the File form, as

follows:
12-Apr-8S 3:37 pm
F GRiDManager Run Sign-on
GRiDMas ter Alarm
GRiDMas ter Al arms
HayesExternal Modemn
HP2225Parallel Printer
HPSerial Plotter
IBMS152Parallel Printer
+ Medl aRepalr Kun
Device GRiD Operating Sustem
Subject n Ly
Title 13 J
Kind
Password

Select a file and confirm
or press CODE-? for help

Confirm "Initialize Prepare
medium for use®.

») 263 qu
CODE-ESC Can
Commands Select 1tem and confirm
Uersaion 23 .5 of Initialize Media
Copuright 1982, 1983, 1984, 1985
GR1D Systems Corporation
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Confirm "Floppy Disk".

Medium to initialize

Type a volume name to identify
the diskette. For use in
Exercise 8, type:

Practice diskette

Confirm.

Volume name: Fill 1n torm and cont 1xrm
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=% to move outline
to "Yes", then confirm.

Yos
Erase all files on Floppuy Disk?

Following the instructions on the
message line, replace the Operating
System diskette with an
uninitialized diskette.

Read the messages that appear on It takes about 3 minutes to initialize a

message line. diskette. When the process has bsen
completed, you get the message
“Initialization completed.®.

You can now use the diskette to store GRiD
software.

CODE-Q or CODE-ESC,
then confirm, to exit.

Key Concept

Baming a Floppy Diskstte You give a volume name to a diskette with the
Initialize Media program. You can also give or change a volume name
with the Duplicate Media program. When you give a volume name to a
diskette, consider one that will help you organize the various files
you have. For example, you might name your diskettes, as follows:

o By topic, such as Personnel I, Personnel II, Budget I, Budget II.
o By function, such as Memo I, Worksheet I, Database I.

o By the same labels that you use for the files in your file cabinet,
for example, Rogers Account, Widget Sales, etc.

As you plan a systematic way to name your files, consider also how you
want to name your backup diskettes. The operating system automatically
names them "Copy of...". If you intend to keep more than one backup
copy, you will want to modify the names of copies.
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NOTE: If you use the same name for the duplicate diskette, Duplicate
Media distinguishes between the two diskettes by showing the date and
time created.
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Seasion 4§ Summary Organizing Your Files

Activities You Lesarmed

Making a backup copy
of a diskette

Initialializing a
diskette

Key Concept

Naming a Floppy Diskette

(]

Select and confirm "Duplicate Media"™ from the
"Programs® Subject of the Operating System
diskette.

Replace the Operating System diskette with the
source diskette.

Select and confirm "Duplicate a diskette®.

Enter the volume name of the destination diskette.
Insert a destination diskette.

Alternate source and destination diskettes as
instructed in the message line until the entire
diskette has been copied.

Exit.

Select and confirm %"Initialize Media®™ from the
"Programs” Subjesct of the Operating System
diskette.

Type a volume name for the diskette.

Select and confirm "Yes"™ when the message
question "Erase all files from Floppy Disk?"

Replace the Operating System diskette with the
diskette to be initialized.

Diskettes named when you initialize or when you
Duplicate Media program.



Session 5: Introducing GRiDManager®s Duplicate Command

GRiDManager is an application that performs a wide variety of tasks to help you
work efficiently within the GRiD environment. You use GRiDManager to set the
time on your GRiD clock, to duplicate, move, and erase multiple files, to
activate your printer or plotter, change the typeface, etc.

In Session 4, you used Duplicate Media to make a duplicate copy of an entire
diskette. In this session, you use GRiDManager to duplicate single files as well
as selected multiple files.

Exercise 8 Scenario: You are preparing for a business trip. You duplicate onto
a diskette the files that you need for a business trip.

BOTE: To stress the importance of including the needed application on the same
diskette as a data file, the exercise makes you try to retrieve the file before
you duplicate the required application.
@00 What You®ll Do
Duplicate individual files onto a diskette using one floppy disk
drive.
80 Get Ready
Have the Operating System diskette in the floppy disk drive. For
this session, you need "GRiDManager," which is under the "Programs"
Subject of the diskette.

ee® Gol
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P> Exercise 8: Building a Diskette to Go
Keystrokes ¥hat Happens

ee® Retrieve GRiDManager

Fill in the File form as follows,
then confirm the completed form.

Device: GRiD Operating System
Subject: Programs

Title: GRiDManager

Kind: Run Sign-on

eoee Indicate the file you wish to duplicate

CODE-D Retrieves the File form with the
message line "Duplicate: Select
source file(s) and confirm",

‘Read Only Memory
opy D

Opexrating System (GRaD OS)
e ng arte
External Floppy Disk 1

Device [ §E§Egt|ng Sysftem (GR1D-OS) J
Subjeot rograms

Title

Kind
Password
Duplicate: Select source file(s) and confirm

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

Insert the Getting Started diskette
and fill in the File form,
as follows:
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Device: Getting Started
Subject: Getting Started
Title: Memo
Kind: Text

Confirm. Presents a File form for the destination
file(s). 1In this form, you indicate where
you want to store the duplicate files and
what you wish to name them.

Source
Device Getting Started
Subject Gettiny Started
Title Memo
Kind Text

moad Only Memory
Floppy Disk

05@ra?1n1 SEsten (ﬁRiD—OS)
*

| Device CCetd = :

e 10y arte
SubJject Getting Stanted
Title Me mo
Kind Text
Password

Duplicate: Select destination file(s) and confirm

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

‘ to Floppy Disk, then
insert the Practice diskette.

RETURN
Confirm. Retrieves the Verify Duplicate form. The
"No"™ choice duplicates the files
automatically.
Source
Device Getting Started
Subject Getting Started
Title Sales..
Kind o
Destination
Device Practice diskette
Suhbject Gettiny Started
Title Sales..
Rind b ]
[ xes IO
Verification ¥es )
New version only Wo
| Which files All source files \

Verify duplicate: Fill 1o form and
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Select "No" for automatic
duplication.

Confirm.

Follow the instructions on the
message line, inserting the
required diskette as prompted.

After the file is duplicated, you see the
message "Number of files duplicated: 1"

MOTB: To use the file you have duplicated, you must have GRiDWrite on an active
storage device. The next portion of the exercise demonstrates what happens if
you try to retrieve a data file when the needed application is not available to
the computer (not already in RAM or in an active storage device).

ooe Attempt to retrieve the memo file from "Practice diskette®

CODE-T

Select and confirm
"Exchange for another file",

Fill in the File form to
retrieve the memo.

Confirm.
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You get the message "GRiDWrite not found
Insert another diskette or ESC to cancel™.

ESC MOTEB: The system attempts to retrieve
the GRiDWrite application needed for the
‘memo. Since GRiDWrite is not on the disk-
‘ette, error message 34 appears ("Applica-
tion not on disk"™). After a short period,
the file form then appears.

eee Duplicate GRiDWrite onto the new diskstte

Insert the Operating System
diskette.

Retrieve GRiDManager following
the procedure at the beginning
of this exercise.

Insert the Getting Started diskette
and retrieve the file as shown,
following the procedure used

for duplicating the memo file
above:

Device: Getting Started
Subject: Programs
Title: GRiDWrite Demo
Kind: Run Text

eeo Retrieve the memo file

CODE-T, then Select and
confirm "Exchange for
another file".

Fill in the File form to
retrieve the memo, then confirm.

CODB-Q and confirm to exit
text file.

Duplicating Multiple Files You have learned to duplicate individual files onto a
diskette. When you need to duplicate several files at a time, you can
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do so with the Wildcard command, CODE-W, that tells the computer to
duplicate all the files within a specified group.

BOTE: If you have an external floppy disk drive or a hard disk, you
can use the procedure in Exercise 9 to make backup copies of diskettes.

The following exercise duplicates all the Getting Started files onto a
new diskette. If you have other existing files that you would prefer

to duplicate, follow the steps and make the necessary substitutions in
the intructions.

This exercise continues from the previous one.
» Exercise 9: Duplicate Multiple Files
Keystrokes ¥hat Happens

Insert the Operating System
diskette and retrieve GRiDManager.

After the GRiDManager Commands menu
appears, CODE-D to display the
Source form.

Insert the Getting Started diskette,
then fill in the File form as
follows:

Select "Getting Started" for both
Device and Subject items.

In the title, use the Wildcard
character, as follows:

Type: Sales
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CODB-W immediately after "Sales",

e
ustomer List: atahase
Memo Text
Graph

Sales ProJjeotion

Sales Projection Worksheet

Device Getting Started

Subjeot Cettin Started

Title Sales.. }
Kind

Password

Duplicate: Select source filef(s) and confirm

RETURN to move outline
to "Kind".

CODE-W

T

Basic
Canvas
Database
Develop
Graph
Keuys trokes
Organizer
Reformat
s Run
Device Getting Started
SubJject Getting Started
Title Sales..
Kind ]
Passwonrd

Duplicate:

Confirm the Source form.

Select source file(s) and confirm -

Note that the destination form has been
automatically filled in with the choices you

made for the source file.

Change the Device setting to
"Practice Diskette".

Sounrce
Device Getting Started
Subject Getting Started
Title Sales..
Kind ove

Read Only Memory
Floppy Disk
Oper@ting System (GRiD-0S)

R 2 ol
e diskette

SubJjeot
Title
Kind
Passwond

Duplicate:

ettt
Sales..

Select destination file(s) and confirm
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Confirm. Retrieves the Verify Duplicate form.

Source
Device Getting Started
Subject Getting Started
Title s
Kind

Destination
Device Practice diskette
Subject Getting Started

Title
Kind
kl?;i,"°
Verification [gss ]
| New version only No
| Which files All source files

Verify duplicate: Fill 1n form and confirm

Select "No" and confirm.

Follow the instructions that

appear on the message line,

inserting diskettes as

prompted.
After the file is duplicated, you see the
message "Number of files duplicated: 2".

CODE-Q, then confirm
to exit.
Key Concept

Managing Your Files The following suggestions help make your files readily
accessible:

o When creating files, choose Titles that make it easy to find related
files.

NOTE: Files are automatically arranged in alphabetical order.
For example, rather than give the titles Budget: Region 1, Financial

Statement: Region 1, and Forecast: Region 1 to related files, you
might name them

o Region 1: Budget
o Region 1: Financial Statement
o Region 1: Forecast

o If the internal floppy disk drive is your only storage device, make
sure that you duplicate the needed applications onto the diskettes
that contain your data files.



GRiDManager's Duplicate Command 5-9

BOTR: Build diskettes with data files and the needed application,
but keep the system files on a separate GRiD-0S diskette.

If you have GRiD-0S ROMs, see the GRiDCase Owner's Guide and the
Read Only Memory (ROM) Installation and Use manual for information
about ROMs.)
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Session 5 Sumsary Organizing Your Files

Activities You Learned

Duplicating a file
with GRiDManager

Duplicating multiple
files

Select and confirm "GRiDManager" from the
"Programs" Subject of the Operating System
diskette.

Press CODE-D.

Select the source file and confirm.

Select the destination file and confirm.

Make desired changes, if any, to the settings
on the Verify Duplicate form, then confirm.

If changes were made to the settings,
complete the second Verify Duplicate form
as desired, then confirm.

Retrieve GRiDManager

Press CODE-D.

Select the source files, using the Wildcard ~——

character (CODE-W) for the items where you
want to indicate "all" -- for example, in
the Title item if you want to duplicate all
titles under the Subject you specified.

Select the destination files, using the
Wildcard character (CODE-W), then confirm.

Make desired changes, if any, to the settings
Verify Duplicate form, then confirm.

If changes were made to the settings,
complete the second Verify Duplicate form
as desired, then confirm.



Nev Comaand
Wildcard -- CODE-W

Key Concept

Managing Your Files

GRiDManager's Duplicate Command 5-11

The Wildcard character is used to facilitate handling
of multiple files or records. In GRiDManager,

the Wildecard character, CODE-W, may be used to fill
in a File form item. CODE-W is used to indicate
"all,"™ such as "all" Titles under a Subject.

Choose titles that make related files easy to find.

Have files and needed applications on diskettes that
you want to be “self-sufficient.”



Session 6: Printing a File

When you received your GRiDCase computer, the activated printer was FX80
Parallel. However, you can use a different printer with your GRiDcase. For
information on which printers work with your computer, see the Parallel
Connectors and Serial Connectors section of the "Getting To Know Your GRiDCase"
chapter of the GRiDCase Owner's Guide.

The following exercise starts you using your printer. It activates a printer,
creates a file, then prints it.

Exercise 10 Scenario: Your printer is not an FX80 Parallel printer, but the
GRiDCase Owner's Guide indicates that you can use it with GRiDCase. To use it,
you need to "tell" the system which printer it is; that is, you need to activate
your printer. You proceed to activate the printer with GRiDManager.

00 What You'’ll Do

o Activate your printer

o Format a text file for printing

o Print the text file
20 Get Ready
Make sure that under the "Programs®™ Subject, you have a file of Kind
"Printer® that corresponds to your printer. Connect your printer to
the computer and to the appropriate power outlet.
Turn on the computer and the printer.

ee® Go!l
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P> Exercise 10: Activating a Printer

What You Do What Happens
e Activate printer
Retrieve GRiDManager, as follows
T EpsonMX82Parallel Printer
Executive Run
GenericParallel Printer
GeneriocSerial ETX/ACK Printer
GenericSerial XON/XOFF P:In;cf
eria

CODE-0

GRiDCase

R seH
GRiDManagex

KiDMas ter
GRiDMas ter
o HauysuExtornal

Subyect

Password

Move outline to "Current

pointer®,

Device Operating Sustem (GRiD-0S)

Title nager J
Kind un gn-on

This displays the Options forms, which lists
system characteristics that you set with
GRiDManager.

e EpsonFX108Parallel

Current tupeface
Sustem-wide tupeface
Current printer
Current plotter
Soreen frame

Stop for errors
Aspect ratio

Current modem
Current serial

Fast error messages

EpsonMX108@8Para -

System-wide

llel B |

one
on

Yes

Soreen
GRiDCaseHayesinternal
GRiDCase

Yes

Options: Fill 1n form and confirm

Select the printer setting
that corresponds to your

printer.

NOTE: If your printer does not match

a corresponding file of Kind "Printer® under
the "Programs® Subject, select the
appropriate "generic®™ file of Kind

Printer




Confirm to activate your
printer.

CODE-Q to exit.

Printing a File

6-3
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P> Exercise 11. Creating a Pile and Printing It.
Exercise 9 creates a file then prints the file.

This exercise continues from the preceding one.
What You Do ¥hat Happens
ese Create a file

Insert the Getting Started
diskette and fill in the File
form, as follows:

18-May-85 5:13 pn
[F Graph
Keys trokes
Organizer
Reformat
un
Sign-on
Task
ermin
+
Device Getting Started
;rtfoot My Files
e
Kind (Fent )
Password

Select a file and confirm or

Press CODE-? foxr help

When the message "Confirm to
create a new file" appears,
confirm again.

The system then retrieves the application
and displays an empty file, that is,
one with no data in it.

When the file appears, type NOTE: You can only create a short

your name, then RETURN. file using the GRiDWrite Demo application.
To create your regular text files, you need
the GRiDWrite application in the GRiD
Management Tools diskette.



Printing a File

e9e Print a text file

CODE-T

6-5

Nilda G. Joven

Include a file
HWrite to a file
Aprpend to a file
Erase a file
Show characteristics of a file
Format

Print

Transfer:

Select 1tem and confairm

Move outline to "Print"
and confirm.

Nilda G.

Joven

e rrinting op

Write printer copy to a file
Apprend pPrinter copy to a file
Print: Select

item and confixrm

Confirm "Print this file",
then confirm again to print
the whole file.

CODE-Q, then confirm
to exit.
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Session 6 Summarys

Activities You Learmed

Activate printer

Print the file

Printing a Text File

o Retrieve GRiDManager.

o Press CODE-0.

o Select and confirm "Current Printer®.
o Select and confirm the desired printer
o Press CODE-T.

o Select and confirm "Print".

o Confirm "Print this file".

setting.



Conclusion: Where Do You Go from Here?

This section presents a table of "How do I...?" questions that might arise as you
continue working with GRiD software. Table CO-1 lists questions that refer you

to GRiDManager.
Owner's Guide.
Tools Reference.

Table CO-1. GRiDManager

Table CO-2 lists questions that refer you to the GRiDCase
The questions in Table CO-3 refer you to the GRiD Management

Retrieve GRiDManager to help you with the following questions:

How do I... Command
Activate printer CODE-0
Activate plotter CODE-0

Assign a password to a file

CODE-?, Assign password

Automatically display a given file
when I turn on GRiDCase

CODE=-?, Select start-up file

Change the typeface

CODE-0

Change the volume name of a diskette

CODE-?, Change volume name

Check the date a file was last
modified

CODE-T, Show characteristics of files

Check the length of a file

CODE-T, Show characteristics of files

Get a directory of subjects

CODE-T, Print or display
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Get a directory of titles
Print a file

Turn screen frame on

Set correct time

Set printing options

Unlock a file

Table CO-2. GRiDCase Owner's Guide

CODE-T, Print or display
CODE-T, Print or display
CODE-0

CODE-?, Set time

CODE-T, Print or display

CODE-?, Change file protection

Read the GRiDCase Owner's Guide to help you with the following questions:

How do I... Chapter
Change switch settings Appendix B
Choose the device from which to Chapter 1
start up

Connect multiple devices to Chapter 6
my GRiDCase

Maintain my GRiDCase Chapter 8
Take care of floppy diskettes Chapter 5




Appendix A: Troubleshooting a Text File

WOTE: The following examples are not included on your Getting Started diskette.
They are to be used for reference only.

While working on a text file, you find that there is one line of your text that
you cannot add words or spaces to. The problem you experience may be one of the
following:

0 1Inserting additional words in front of a line of text causes the last word in
the text to jump to the next line, leaving extra space that you cannot account
for.

Original Text

-Tae moon was full, fAnn could see the clouds moving gently across the
sky.

| aloud bang.
-~

= Insert

The moon was full. From her seat by the window,| Ann could see the clouds
nﬁ;xng gently aoross the
s .

aloud bang.
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0 Pressing the spacebar to add a space between words causes the second word to
Jump to the next line.

e Spacebar Pressed to Add
a Space Between Letters

The moon u:r full, ngn her seat by the window, Ann could see the clouds
:g:iny gently across e

"Joud
ang .

o0 Pressing BkSp to move a word to the preceding line, which is short, causes the
last word in the short line to jump down.

BkSp Key Pressed to Move
Word to Previous Line

‘The moon was full. From her seat by the window, Ann could see the clouds
. r?n:;gg gently across

a loud
‘bang .




Appendix A  A-3

All of the problems above result from having held down the spacebar (probably
unwittingly) at the end of a line. Those blank spaces occupy space in the
text file and need to be erased.

Formatting characters that represent blank spaces, tabs, and the end of a file
are usually not visible to you as you work with a text file. When

- troubleshooting a file, you can display these formatting characters with the
Options command, CODE-0. When you display the formatting commands, you will -
find the offending blank characters and can then erase thenm.

—~ To Display Formatting Characters
0 Press CODE-O.

0 Press RETURN to move the outline to the Format Characters item.

The moon was full. From her seat by the window, Ann could see the oclouds
moving gently across
thesky.
— loud
ang . N
No
Margins: Document width Hindow width
A Automatic indent VYes
| PDisplay: Ruler No
Format characters es J
— Tabh Stops: Spacing anual
First Automatic
| Cunsor: Movement by Hord
Cursor wrap Yes
Tabs for cell-hased files No
| Current tupeface Sustem-wide

Options: Fill 1n form and confirm

0 Press «¢-to select "Yes", then confirm.
= r‘&nm

‘hennoonuuaSufull.uuFronuheruseatubgutheuwindou,uﬁnnucoulduseOutheuoloudsu
movingugentlyuaorossutheu "

1
T
L&

ang 1244

— 1w

o End of File
b Carriage Return

0 Erase unneeded format characters with the BkSp key. Correct the error.
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o Press CODE-0Q, and change setting with the Format Characters item to "No",

then confirm.

Corrected Text
c —
The moon wnf full, From hexr seat by the window, Ann could see the olouds
moving vently across the sky.

a loud bang




GRiD Publications Customer Response Card

GRiD Systems wants to supply you with the finest possible guides and manuals.
Therefore, your feedback is important. To help us maintain the highest quality,
please use this form to comment on the usefulness and readability of this publi-
cation. Suggest additions and deletions, and list specific problems, if any. Be
sure to include page numbers where applicable.

Getting Started: GRiD Software for the GRiDCase June 1985

Thank you for your cooperation!

GRiD Systems Corporation 2535 Garcia Avenue, P.O. Box 7535,
Mountain View, CA 94039-7535
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