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Introduction to Application: Overview 
of GRiDMaster 

This overview of GRiDMaster shows you how to create a GRiDMaster file 

and explains many of the functions provided in GRiDMaster. 

About GRiDMaster GRiDMaster combines the function of ten office tools all in 

one application. The tools and their corresponding functions are 

summarized in Table In-1. 

Table In-I. Summary ofGRiDMaster Tools 

Tool 

Calendar 

To-Do List 

Card File 

Organization 

Charts 

File Folders 

Function 

An appointment book. Appointments can be either 

displayed or printed by date. An alarm will notify you 

of important events. 

A scratch pad where daily tasks or objectives can be 

written and subsequently displayed or printed out. 

Creates and updates employee information cards, 

which contain information normally found in most 

personnel files. From the information you enter in the 

cards, GRiDMaster can create organization charts, place 

telephone calls, and print mailing and telephone lists. 

Displays or prints a chart showing the 

hierarchical location of employees within an 

organization. The charts are created from the 

employee information cards created by Card File. 

A note pad where you can write memos or any other 

information you want to retain in written form and 

subsequently print. You can associate a file folder with 

a specific employee information card, and then 

directly access the folder from Card File as you view 

the corresponding card. 
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Figure In-3. Tbe Calendar Tool.
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If you are an IBM Personal Computer user, you can, at this point set the 
time and date using the GRiDMaster's Set Time command described in 
Chapter 9. You can also set the time and date using GRiDManager before 
entering GRiDMaster. 

3. To use a GRiDMaster tool, press the appropriate CODE-number
combination. For example, if you want to perform a business calculation,
press CODE-7 _ To write a project schedule, press CODE-6.

NOTE: You cannot create an organization chart (CODE-4) directly.
GRiDMaster creates them automatically from the information you enter
in Card File (CODE-3). See Chapter 3.

Within each GRiDMaster tool (except User Tasks), you can see the
available commands and a summary of their functions by pressing
CODE-?.

4. Under Administrator (CODE-9) you can define ten tasks that
automatically retrieve a file or application you specify. You then access
these tasks under User Tasks (CODE-0). See the Assign Task command
under Administrator in Chapter 9 for details.

5. Using the Transfer Command (CODE-T), you can print out data created
in many of the GRiDMaster tools.

6. When you are ready to exit GRiDMaster, press CODE-Q (Quit) or
CODE-ESC (Cancel). These commands cause you to exit GRiDMaster
and save any changes to your file since it was last updated.

OVERVIEW OF GRiDMASTER IN-5 

Creating Documents You can create documents in Card File, File Folders, and 
Activity Scheduler. 

After selecting one of these three tools, GRiDMaster displays a form to let 
you specify the name of the document you want to create. 

For example, when you select File Folders (by pressing CODE-5), 
GRiDMaster displays the form shown in Figure In-4. You can then enter the 
folder title and the name of the file drawer in which to store the folder. 
These forms vary with each GRiDMaster tool. 

Figure In-4. File Folders Form

Fi le dr-aL,Je:r 

Folder title 

d1t• Select folder<s> and conf1r 

Retrieving Documents You can retrieve a document (employee information 
card, file folder, organization chart, or activity schedule) in three ways: 

o Fill out the form displayed by the GRiDMaster tool and confirm.

NOTE: For your convenience, when you access a GRiDMaster tool
you've used previously, GRiDMaster fills in the first item on the form
(Company, File drawer, or Project name) with the previous selection you
had used. You can either press RETURN to keep the same item or fill in the
form with a different choice.

o Use the Find command (CODE-F) to search for a particular sequence of
characters in your document. For more information on using CODE-F,
see the Find command (CODE-F) section in Chapter 11.

NOTE: You can use the Wildcard character when filling in the
GRiDMaster Document form or Find form. For more information on
how to use a Wildcard character, see the Wildcard Command (CODE-W)
section in Chapter 11.

o Press the CODE-SHIFT-number combination to retrieve related
documents on a person. There may be times when you are viewing a
document for a particular person in one GRiDMaster tool, and you want
to see related documents on that person in other tools. GRiDMaster
provides cross-referencing by a person's name among the following
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You create an activity schedule by pressing CODE-6; GRiDMaster then 
displays the Activity Scheduler form (Figure 6-2) asking for the project name 
and the name of your schedule. 

Figure 6-2. Activity Scheduler Form

Project naMe 
Schedule nar11e 

d1t Select schedule(s) and conf1r 

After you fill in the Activity Scheduler form and confirm, you must confirm 
once more to create a new schedule. GRiDMaster then displays the schedule 
table. 

Filling in the Schedule Table The Schedule table has columns that let you 
specify a task and its starting and ending dates. Each task description should 
not exceed one line. Note that you can specify what percentage of the task 
is complete by using the Properties (CODE-P) command. See the Properties 
command (CODE-P) below for details. 

Specifying the Person Responsible for a Task 
You can (using the Properties command) specify the person responsible 
for a task. 

Once you have specified a responsible person, you can then, by pressing 
CODE-SHIFT-6, automatically retrieve the schedule from the person's 
information card, file folder, or organization chart. This quick retrieval only 
works one way. You cannot go from an activity schedule to other documents 
on a particular person using the CODE-SHIFT keys because there may be 
several people associated with an activity schedule. For further information, 
see the section Retrieving Documents in Chapter 1. 

Entering Your Dates 
To enter a date use the following format: 2/14/86. You can enter dates in 
alternate formats using the Options command described in Chapter 9. If you 
do not specify a year, GRiDMaster places the current year in the schedule 
table the next time it redraws the table. 

THE ACTIVITY SCHEDULER (CODE- 6) 6-3 

When entering the starting and ending dates, either specify the dates on 
which a task starts and ends or specify a start date and a relative duration. 
For example, you could specify a task beginning on 12/10/84 and ending on 

12/16/84, or you could specify a beginning date of12/10/84 and an ending 
date of I. The I stands for one week. You can have the 1 signify one day by 
changing the setting of the Options form. See Options-CODE-O below for 
more details. 

You can also delay the start of a task by a specific number of weeks (or days) 
by entering a relative delay for the start date. The task is delayed the 
specified number of weeks (or days) from the previous task's ending date. If 
the task is the first one in the schedule table, the task is delayed starting from 
the current date. 

For example, you could specify a task with a starting date of 2 and an ending 
date of 4. If the previous task ended on 3/1/85, then the current task would 
be scheduled to start two weeks after 3/1/85 and would continue for four 
weeks. You can have the relative delays specify weeks or days, depending on 
the setting of the Options form. 

NOTE: If you do not specify the first starting date in the schedule table, 
GRIDMaster assumes it is the Monday of the current week. Thereafter, if you 
do not specify a starting date, GRiDMaster assumes it is the first weekday 
(not Saturday or Sunday) after the previous task's ending date. 

To specify a significant key event or "milestone" that is floating (i.e. 
depends on the previous task's ending date) leave the starting date on the 
schedule table blank (or enter a relative delay) and enter O for the ending 
date. To specify a milestone on a fixed date, enter that date for the starting 
date and enter O or nothing for the ending date. 

You can enter comments in the schedule table by leaving both the starting 
and ending dates blank. 
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Figure 11-3. Tbe File Form witb Initial Settings for Excbangefor Anotber File 
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The Next Action item determines whether only a file or both a file 
and its corresponding application is made available after the exchange 
is performed. 

The initial setting is Get New File and its Application. Choices are 
described below. 

Get New 
File and 
Its Application 

Get New 
File 
Only 

Both the file and the corresponding application are 
made available. The application is determined by the 
Kind of file you specify. For example, if you exchange 
an organizer file for a graph file, the GRiDPlot 
application and graph file (which will appear on the 
screen) are brought into main memory for you. 

Only the file is made available. This setting does not 
apply to GRiDMaster since you cannot use data from 
other kinds of files in your organizer file. 

Include Text File into DocumentType 
GRiDMaster Tools: To-Do List, File Folders. 

DocumentType can be a to-do list or file folder. 

The Include Text File into DocumentType item lets you include a text file 
into your current to-do list or file folder. 

After you select and confirm this item, the File form appears. You specify 
and confirm the file to be included. You then move the cursor to the point 
where the data is to be included and confirm. 

COMMON COMMANDS IN GRiDMASTER 11-9 

Save This File 

GRiDMaster Tools: All. 

The Save This File item updates your file. The entire file (not just the 
changes) as well as the current settings on any forms are saved on the 
permanent storage device assigned to the file. 

The data in your file is also automatically saved on your permanent storage 
device whenever you confirm a document or select a tool by pressing the 
specified CODE-number combination. 

Show Characteristics of a File 

GRiDMaster Tools: All. 

The Show Characteristics of a File item displays a report (Figure 11-4) that 
gives you information on a file . After you select and confirm Show 
Characteristics of a File, GRiDMaster displays the File form. Specify the 
desired file and then confirm. 

Figure 11-4. File Cbaracteristics Report 

Device 
Subject 
Title 
Kind 
Version 
Length 
Created 
Modified 

Hard Disk 
Physiology 
Courses 
Database 
0.0.0 
5496 
Sunday 3-Nov-85 5 32 pro 
Thu.-sday 7-Nov-85 12 47 pro 

NOTE: The Length item in the form gives the number of characters in the 
file. Using the Usage command (CODE-U), you may want to determine if 
enough space is free on a particular device to store your file. In comparing 
the Length item and the CODE-U statistics, remember that the statistics 
displayed by the Usage command (Figure 11-8) are given in thousands of 
characters, while the Length item in Figure 11-4 gives the actual number 
of characters. 

Write DocumentType to a File

GRiDMaster Tools: To-Do List, File Folders. 

DocumentType can be a to-do list or file folder. 

The Write DocumentType to a File item lets you put a copy of your to-do list 
or file folder into a file you specify. When you retrieve your file, the to-do 
list or folder appears in the same format as it does on your display. 
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