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If You Have a New Version. ..

The screens for this tutorial are from version 3.0.0 of GRiD software. If
you have a later release, you may occasionally notice that your screen
display is slightly different from the figure in the manual. However, the
exercises remain valid for your version: the functions taught and the
keystrokes needed to make them work remain the same.
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INTRODUCTION

Introduction

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

The GRiD Compass Stores Your Information in Files Most people begin
the business day by getting out a collection of papers that they call a
“file.”” You put the file folder on your desk, open it, and start “proces-
sing.” Working with the GRiD Compass is very similar. You turn on the
computer, fill in a form, and ask for a file. The file appears on your screen
instead of on the desk. The difference between using the GRiD Compass
and working with paper is that the GRiD Compass is far quicker and dis-
plays the information in a slightly different form.

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

The GRiD Compass File Form
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