GRiD Software




COPYRIGHT © 1984 GRiD Systems Corporation
2535 Garcia Avenue

P.O. Box 7535

Mountain View, CA 94043

(415) 961-4800

Manual Name: GRiD Software
Order Number: 29200-43
Issue date: May 1984

No part of this publication may be reproduced, stored in a retrieval system,
or transmitted in any form or by any means, electronic, mechanical, photo-
copy, recording, or otherwise, without the prior written permission of GRiD
Systems Corporation.

The information in this document is subject to change without notice.

Neither GRiD Systems Corporation nor this document makes any ex-
pressed or implied warranty, including, but not limited to the limited
implied warranties of merchantability, quality, or fitness for a partic-
ular purpose. GRiD Systems Corporation makes no representation as to

the accuracy or adequacy of this document. GRiD Systems Corporation has
no obligation to update or keep current the information contained in this
document.

GRiD Systems Corporation’s software products are copyrighted by and shall
remain the property of GRiD Systems Corporation.

Under no circumstances will GRiD Systems Corporation be liable for
any loss or other damages arising out of the use of this manual.

The following are trademarks of GRiD Systems Corporation: GRiD, GRiDCase,
GRiD Compass.



ABOUT THIS BOOK

e s s s s S

About This Book

This is a reference manual for the following GRiD management tools or
applications.

O GRiD Manager, which provides a variety of communication and utility
functions. These functions include commands that let you communicate
with GRiD Central and external file server devices. In addition, GRiD-
Manager provides commands that let you duplicate, erase, or move files.

O GRiDFile, which provides database facilities that permit you to store
information—such as product inventories—and retrieve it upon request.

O GRiDPlan, which provides an electronic worksheet for the manipulation
of numbers and text. Such worksheets are commonly used in projecting
financial transactions and in computing and presenting other financial
data.

O GRiDPlot, which converts data into graphs. You can display the graphs
either on the screen, or on a printer or plotter attached to your computer.

O GRiDWrite, which permits you to create and edit text or program files.
You can intersperse GRiDWrite text formatting commands in a text file to
control its format and final appearance when printed.

NOTE: You will understand the information in this manual more quickly
and easily if you’ve read the Getting Started tutorial. The tutorial explains
concepts you need to know in working with database, worksheet, graph,
and text files; it also guides you through some practical exercises in creating
and using these files.

Organization of This Manual Each management application is described in a
chapter marked with a tab giving you direct access to the information you
need. Each chapter begins with a table of contents and a guide to using the
application; this is followed by a series of sections, in alphabetical order,

- describing the commands and functions of the application.
In addition, the manual contains the following main chapters or subdivision:

O The “System Basics” chapter, which contains information essential to
understanding and using all the applications described in the manual.

O A glossary, which describes terminology used throughout the manual.

O Appendices, which contain tables and detailed technical information
referred to by other chapters in the manual.

0O The “Error Message’ chapter, which gives you guidance in correcting the
conditions causing an error or malfunction during the operations of a
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GRiD application. Each numbered error message that might appear on
your screen has a corresponding explanation in this chapter.

O The index, an alphabetized listing of the subjects covered in this manual,
with a corresponding page number to each subject.

Using the Manual for the First Time Here’s a suggested guide to using this
manual after you complete Getting Started.

O Read the “System Basics” chapter for a more in depth study of the soft-
ware you're about to use and the importance of planning backup pro-
cedures for your files.

O Scan Appendix G for information and special instructions that may apply
to your particular hardware configuration.

O Learn the organization of the entire manual. You may find that other ma-
jor sections in the book—most especially the appendices—contain useful,
even essential, information.

O Turn directly to the chapter of the application you are about to use. Learn
the organization of the chapter by glancing through the table of contents.
Then read the overview section that follows the contents (“About GRiD-
File,” “About GRiDPlan,” etc.) for a review of the steps involved in using
the application.

O Use the glossary at the back of the manual when you find terminology you
don’t understand.

Typographical Conventions This manual follows certain typographical con-
ventions concerning keycaps and using the keyboard. You should be aware
of these conventions as you read.

Keycaps

Keycap labels are in a special typeface and in upper case, just as they appear
on your keyboard. When the text asks you to press CODE, you should press
the key labeled CODE rather than typing the word “CODE” letter by letter.

Multi-Key Operations

The manual often instructs you to perform operations like “‘press
CODE-RETURN.” When you see a2 hyphen between two keycap names, press
the keys in the order in which they appear and hold them down together.
Thus, when you see “press CODE-RETURN,” press down the CODE key and,
while holding it down, press the key labeled RETURN. If you see three keycap
names linked with hyphens, all three must be held down together.
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Confirm

You are instructed both in this manual and in prompts that appear on your
screen display to “confirm’ that a form is filled out correctly or that you are
ready to go on to the next step of the task at hand. The proper response to a
“confirm” request is to press CODE-RETURN.

Screen Messages

Often, certain chapters refer to messages that can appear on your screen or
to information that you can type in. This information is always printed in a
special typeface as shown in the message below:

Duplicate: make aselectionandcanfirn



Contents—System Basics

Start-Up 1-1 List of Figures and Tables
Start-Up Devices 1-1

Figure 1-1. The File Form 1-2
Warm Start-Up  1-2 &

Figure 1-2. Keys for Moving About the File

The File Form 1-2 Form  1-3
Device 1-4 Figure 1-3. The File Form Help
GRiD Central Devices 1-5 Display 1-4
Subject 1-5 Figure 1-4. GRiD Central Devices 1-5
Title 1-7 Figure 1-5. Sample List of Subjects in the
Kind 1-7 File Form 1-6
Password 1-9 Figure 1-6. Sample List of Titles in the File

Form 1-7
Printer Set-Up 1-10

Figure 1-7. Partial List of Kind Choices in
Communications 1-10 the g Carin =]
GRiD Central and File Server Figure 1-8. Saving Datea in Main
Devices 1-10 Memory  1-12
Voice Communications with the Figure 1-9. Backing Up Files in Permanent
Telephone Handset 1-11 Storage  1-13

Terminal Emulators  1-11 Table 1-1. Choices for the Kind [tem of the

Backup and Recovery 1-12 File Form:—1-8
Backing Up Data As You Work 1-12
Backing Up Files in Permanent
Storage 1-13
How to Make Back-Up Copies
of Files 1-14
Recovering Data  1-14



START-UP

1-1

System Basics

This chapter contains both introductory information and information essen-
tial to using the GRiD software products described in this manual. The fol-
lowing topics are covered:

O Start-up: turning on your computer and preparing to use it.

O The File form: creating and retrieving the database, worksheet, graph,
and text files you will work with.

O Printer set-up: steps you must take before using a printer attached to your
computer.

O Backup and recovery: procedures to safeguard the data and files
you create.

0 Communications: an introduction to the GRiD products that let your
computer communicate over telephone lines, and where you to can get
more information on the products.

Start-Up You start up your computer by turning on the power switch. (You should
first turn on any external devices—printer, plotter, or disk/permanent
storage devices attached to your computer—several seconds before turning
on the computer.) During the next interval, the computer loads GRiD-OS
(GRiD Systems operating system) into the main memory (RAM, or Random
Access Memory) from an external storage device. Depending on your com-
puter, the storage device may be a floppy disk, a hard disk, or bubble
memory. When the File form appears (Figure 1-1), the computer is ready
to handle your requests.

Start-Up Devices

If you have more than one storage device attached, your computer looks for
GRiD-OS on a primary device first—either bubble memory or floppy disk,
depending on your computer. If GRiD-OS isn’t on the first device your
computer scans, it then looks for GRiD-OS on any other storage devices
attached.

When you want to use the operating system on a device other than your
primary device, you can alter the order your computer searches for
GRiD-0S, as described below.

O To load the operating system from Hard Disk, turn on the computer while
holding down the H (for Hard Disk) key.

O To load the operating system from Floppy Disk or Portable Floppy, turn
on the computer while holding down the F (for Floppy Disk) key. If both a
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Floppy Disk and Portable Floppy are attached to your computer, and you
want to start up from the Portable Floppy, open the door to the Floppy
Disk drive before turning on the computer.

The operating system and all start-up programs and files are loaded from the
specified device.

See Appendix A for a detailed explanation of start-up and a description of
the software files available under the “Programs’’ subject on your computer.

Warm Start-Up

Once start-up is complete, you may on occasion find it necessary to start up
your computer again as you work. For example, some errors cause your sys-
tem to “hang,” making no further work possible until after a new start-up.

At this point, you can start up the computer in one of two ways: 1) by
turning the power switch off and then on again, or 2) by pressing CTRL-SHIFT-
CODE and the minus ( - ) key simultaneously for one full second. This
method is often called a warm start-up. Some users find this method more
convenient than using the power switch. Moreover, on some computers, the
processing time for a warm start-up is faster than for an ordinary start-up.

The File Form After start-up, the first display you see on the screen of your com-
puter is the File form (Figure 1-1).

Figure 1-1. The File Form

16-Aug-83 3:22 pm
T R | Highlighted Strip
Floppy Disk
List of Choices Choice
—— Device [Bubble HMemory | - Outline
: Subject
File Form ————— Title
Kind
L. Passuord

Select 3 fale an

Or press CODE-T for h»zl::-»I i Message Line

The File form is the “door” to your GRiD applications and files. Here are a
few examples of what you can achieve by filling in and confirming the form:

O Create a file and bring it and the corresponding GRiD application into
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memory to process the file. For example, you fill in and confirm a File
form to start work on a new worksheet, graph, text, or database file.

O

Bring an existing file and its application into memory so that you can
work on the file.

[m}

Call up GRiD Central or a remote server device.

You fill in the File form by moving an outline and a highlighted strip, both
shown in Figure 1-1. You either type in a name—the Title of the file, for
example—or select a name from a list of choices displayed at the top of
your screen.

The outline surrounds the item (Device, Subject, Title, etc.) that you select
or type in. You move the outline down by pressing RETURN and up by press-
ing SHIFT- T (Figure 1-2). When the outline surrounds the Password item at
the bottom of the form, pressing RETURN causes the outline to wrap around
to the Device item at the top of the form. When the outline surrounds the
Device item at the top of the form, pressing SHIFT- T causes it to wrap around
to the Password item at the bottom of the form.

Figure 1-2. Keys for Moving About the File Form

To move highlighted strip to choice
1L
To move outline to next item
To move outline to previous item
To confirm selection
RETURN

To start over

—>

RETURN

SHIFT

CODE

The highlighted strip highlights a choice for the item that the outline cur-
rently surrounds. You indicate your choice by moving the highlighted strip
over it. Move the highlighted strip by pressing T or | (Figure 1-2).

For step-by-step instructions on creating or retrieving a file, see ““Session 1:
Filling in the File Form” in the tutorial Getting Started . For step-by-step in-
structions to signing on to GRiD Central and copying software from GRiD
Central, see “Session 4: Working with the GRiDManager.”
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Pressing CODE-? causes a Help display to appear (Figure 1-3), with a brief
explanation of each item on the File form.

Figure 1-3. The File Form Help Display

feall an the File vorm £o refrieve axisting 1
tilas and cre2ata n2u ones.

AlL items in tha form except Fassuword must ba
filled in. Press RETURN £n mowe the outline to
tha naxt item in the form. Frass the Arrou keds
£o move the highlighted strip ouwer the choices.

Device Indicates storage devices available,

Subjact Cataegorizes files. Tha “Programs"
subject is reserved for GRID softwars.

Title Namas a file.

Kind Dascribes the application neaded for the
file wou want ko retrisuve or create.

CDDE-RETURM whan the form is complate.

to the File torm

5R10-)

The items in the Help display are explained in detail in the sections
that follow.

Device
Device is the name of a permanent storage device. You must select one
of the GRiD-supplied names: Bubble Memory, Hard Disk, Extra Hard
Disk, Floppy Disk, Extra Floppy Disk, or Portable Floppy Disk. The
external storage device holds your file when you’re not working
with it.

E CAUTION: Before you create a file on a new diskette, you must first
format it with the InitializeMedia program. See Appendix F for details.

The upper portion of the screen in Figure 1-1 shows the list of choices
for Device. The list includes those permanent storage devices that are
attached to your computer and turned on at start-up. If you attach or
turn on a device after start-up, you must use the Add or Remove a
Device command, described in this book’s ““GRiDManager’’ chapter.
Confirming the command causes the new device to appear in the
Device list of choices. You can then store files on the new Device and
retrieve files from it.

When you are connected to GRiD Central or to a file server device, you
can choose among additional storage devices. See the documentation
supplied with the server device for information on the devices
available. The GRiD Central devices are described in the next section.
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GRIiD Central Devices When you sign on to GRiD Central, seven
additional device choices are available (Figure 1-4).

Figure 1-4. GRiD Central Devices

GRI0 Mews Pulletins
# Descrigtion Cate
vl GRID Managemant Tools 3 1.8 Release  8B5-15-54

2
3
3

Sian-on complafiad: Dsvices on GRID Cantral

As a user of GRiD Central, you can read or write your private files under

User Subjects. You can assign a password to these files for privacy. In addi-

tion, you can duplicate files from the following Subjects:

O “GRiD Central: GRiDNews’’: a group of files containing information on
new software releases and other GRiD products.

O “GRiD Central: Company Subjects’’: a group of files shared by all users in
your company

O “GRiD Central: Group Subjects’: a group of files shared by all users
within the same group or division in your company

O “GRiD Central: Software Subjects 2.0”": a group of files containing Ver-
sion 2.0 of GRiD software

O “GRiD Central: Software Subjects 3.0”: a group of files containing Ver-
sion 3.0 of GRiD software

O “GRiD Central: Software Subjects 3.1”": a group of files containing Ver-
sion 3.1 of GRiD software

O “GRiD Central: User Subjects’: a group of files created by and for the
exclusive use of the user presently signed on.

Subject

Subject is the name of a group of files that you define. Each Subject contains
one or more Titles (described below) that identify your files. Different Sub-
ject names let you divide your work into distinct, logical groups.
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In the example shown in Figure 1-5, a user has created Subjects for “Ex-

»

penses,” “Forecasts,” “Memos,” “Personnel,” and ‘““Sales.”

Figure 1-5. Sample List of Subjects in the File Form

16-Aug-&3 3:24 pm

!XPEF\SES

Forecasts
letters
Memos
Personnel
Programs
Sales

Device Bubble Memory

Subject ]
Title

Kind

Passuord

If you want to specify a new Subject, move the highlighted strip to the top of
the screen and type in the name. Then press RETURN to fill in the next item
on the File form.

GRiD supplies you with the Getting Started subject and the “Programs’’ sub-
jects. The Getting Started subject contains files for use with the Getting
Started tutorial. The “Programs’ subject contains the files that comprise
GRiD-OS, system utilities, GRiDManager, and the GRiD applications you or-
dered. See Appendix A for a list of the files that can appear in Programs, as
well as a brief description of each file and how they are used during start-up.
CAUTION: Never delete or remove the following files from the **Pro-
grams’’ subject. These files comprise GRiD-OS; without them, you cannot
start up your computer and use your GRiD applications.

CCOS

Common

Executive

Without the following files, you cannot communicate with GRiD Central.
GRiDManager

PhoneLink

Modem

Consult Appendix A before you remove or delete any other file from Pro-
grams. Although the other files in “Programs’ are optional, you should
exercise extreme caution in removing or deleting them, or moving them to a



THE FILE FORM

R R S | -

subject other than “Programs.” You might need the file for an auxiliary func-
tion important to you. For example, if you want to use a Diablo Model 630
printer, you must have the Diablo 630 file and the Serial file in Programs.

Title

Title is the name you assign to a file. If you're creating a file, move the high-
lighted strip to the top of the screen and type in the name. Figure 1-6 shows
a sample list of titles that might appear under the Forecasts subject.

Figure 1-6. Sample List of Titles in the File Form

16-Aug-23 3:23 pm
4rap! !or nemo !creenlmage
Southeastern Sales Graph
Southeastern Sales Text
Southeastern Sales Worksheet:
Device Bubble Memory
Subject Forecasts
Title I i |
Kind
Passuword

Kind

Kind associates your file with a particular GRiD application or system func-
tion. When you move the outline to the Kind item, a list of choices appears
in the upper portion of the screen. Figure 1-7 shows a portion of the list of
choices available for the Kind item.

Figure 1-7. Partial List of Kind Choices in the File Form

18-Aug-23 3:28 pm
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Basic
Com

EEU 1ce

Font
Graph
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Map
Paint
Raformat
Run

Device Bubble Memory
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i for help
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GRiD-OS determines the items that appear in the Kinds list from the files on
the storage devices attached to your computer when you started up. The
Add or Remove a Device command in GRiDManager updates the list after
you attach or detach a device from your computer.

If you don’t see in the list a Kind item you need, simply type in the desired
Kind. Table 1-1 shows some of the more commonly used Kind settings and
what happens when you specify them.

E CAUTION: Make sure you have files in “Programs’’ that correspond to
the Kind item you use, or you will receive an error message. The Kinds
Database, Worksheet, Graph, and Text, for example, require GRiDFile,
GRiDPlan, GRiDPlot, and GRiDWrite, respectively.

Table 1-1. Choices for the Kind Item of the File Form

Choice Action After Confirming the File Form

3101 Makes the facilities on the GRiD3101 terminal emulator available and
lets you connect to a remote host computer. See the GRiD3101 User’s
Guide for information on this product.

BASIC Starts GRiDBASIC; you can enter statements for a new BASIC
program or modify an existing one

Database Brings a database file and the GRiDFile application into memory. You
see a database table displayed on your screen. You can now start
typing in or changing information in your database file.

Device A file used by the system as an interface to a peripheral device such as
a disk drive or modem.

Graph Brings a graph file and the GRiDPlot application into memory. You
see a graph table displayed on your screen. You can now start creating
anew graph or modifying an existing one.

Plotter A file used by the system as an interface to a plotter device. A
“Plott=r” file must exist for each make or model of printer attached
to your computer.
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Choice Action After Confirming the File Form

Printer A file used by the system as an interface to a printer. A “Printer” file
must exist for each make or model of printer attached to your
computer.

Run Identifies a file that has executable machine code. The code is the

output of a compiler, such as the PASCAL or FORTRAN compilers.
When you confirm a File form whose Kind is set to Run, GRiD-OS§
brings the file into main memory; then, the program it contains starts
to execute.

Sign-on Brings a Sign-on form and GRiDManager into memory. You can now
connect with GRiD Central or an external file server device, and you
have GRiDManager available for erasing, duplicating, moving, and
performing other file-managing tasks.

Terminal Makes the facilities on the GRiDTerm terminal emulator available and
lets you connect to a remote host computer. See the GRiDTerm User’s
Guide for information on this product.

Text Brings a text file and the GRiDWrite application into memory. You
can start typing or changing text in the file.

Worksheet Brings a worksheet file and the GRiDPlan application into memory.
You see a worksheet displayed on your screen. You can start entering
or changing information in the worksheet.

VT100 Makes the facilities on the GRiDVT100 terminal emulator available
and lets you connect to a remote host computer. See the GRIDVT100
User’s Guide for information on this product.

Password

Password is an identification item that must be typed in by anyone accessing
a file. It thus restricts the use of the file to only those persons who know the
password. You designate a password using the Assign Password command in
GRiDManager; you can change an existing password with the same com-
mand. See the Assign Password section in the “GRiDManager” chapter.

1-9
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E CAUTION: Don’t assign a password to a file unless file security is essential.
If you forget the password, you can’t recover, duplicate, erase, or move the
file. If you want to delete the file, you must re-initialize the device on which
it resides (see the Initialize Media Utility in Appendix F). Re-initializing a
device deletes all files on the device.

If you do assign a password to a file, use a word that is personally meaning-
ful, thus easy to remember, but not easily guessed by someone else.

Printer Set-Up  GRiD supplies software for the following printers:

O The Epson Models MX82, MX100, FX80, and FX100 printers. Earlier
models of the Epson are also supported, but without the Typeface com-
mands described in Part I of the “GRiDWrite” chapter and Appendix G.

O The Diablo Models 620 and 630 printers.

Before using your printer for the first time, check the GRiDManager Options
form and make sure that the printer attached to your computer is correctly
specified in the Current Printer item of the form. See Current Printer under
Options—CODE-O in the “GRiDManager” chapter.

E CAUTION: Before attempting to print for the first time on a Diablo printer,
ensure that the set-up switches are set as required by your system. See the
Owner’s Guide supplied with your computer for details.

Communications You can use your computer to exchange data with a variety of
external systems or devices. The purpose of this section is to briefly describe
these systems and tell you where you can get more information about them.

GRiD Central and File Server Devices

GRiD Central is a support system operated by GRiD Systems. It distributes
software and provides additional storage space for files and programs that
don’t fit on the devices attached to your computer. You communicate

with GRiD Central over telephone lines. A file server device is a system
operated by the customer. It provides access to data files and programs over
either telephone lines or a cable.

This manual provides information on logging on to GRiD Central and to a
file server device.

You connect with GRiD Central or a file server device by creating a file
whose Kind is set to Sign-on, and then filling out and confirming the appli-
cable forms. See the Sign-on section in the “GRiDManager™ chapter for de-
tails on filling out the forms.

You fill in the forms only once. When you exit and save them, all the infor-
mation you typed in (except your password) is saved. Later, when you select
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the same Sign-on file, the forms are available as you filled them in; you need
enter only your password.

When the sign-on is completed, you have the facilities of GRiDManager
available, allowing you to erase, move, and duplicate files between your
computer and GRiD Central or an external file server device. See the intro-
duction to the “GRiDManager” chapter for an overview of what you can do
with GRiDManager.

When you finish your work at GRiD Central or with your file server device,
you must use the Sign-off command in GRiDManager to disconnect.

Voice Communications with the Telephone Handset

You can make and receive telephone calls, using the handset on your GRiD
Compass as you work, if you've purchased GRiDAccess. GRiDAccess also
lets you exchange data with other computers. Once GRiDAccess is installed,
pressing CODE-A effectively lifts up the receiver and lets you dial a party;
pressing CODE-A again hangs up and thus terminates the connection. For in-
formation using GRiDAccess and its hardware and software requirements,
see the GRiDAccess User’s Guide.

Terminal Emulators

GRiD Systems provides terminal emulator programs that transform your
computer into an intelligent terminal. Using the programs, you can access
remote host systems, use their applications, retrieve data, and then use the
data as source information in your worksheets, database files, and graphs.

The following terminal emulator products are available:

0O GRiDTerm, which gives access to public sources such as Dow Jones,
the SOURCE, and CompuServe, as well as your own firm'’s mainframe
computer. See the GRiDTerm User’s Guide for more information on
this product.

O GRiD3101, which transforms your computer into an IBM 3101 Display
terminal, and gives you the ability to communicate with a host system
that supports the IBM 3101. See the GRiD3101 User’s Guide for more
information on this product.

O GRiDVT100, which transforms your computer into a DEC VT100, giving
you the ability to communicate with a host system that supports DEC’s
VT100, VT101, and VT 102 terminals. See the GRiDVT100 User’s Guide
for more information on this product.

1-11

In addition, GRiD Systems provides GRiDReformat, a program that converts

the data you receive with a terminal emulator into a format suitable for
one of the GRiD applications (GRiDPlan, for example). GRiDReformat is
described in the user’s guide provided with each terminal emulator.
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Backup and Recovery

E CAUTION: For the security of your files and to save yourself needless work,
you should establish good back-up and recovery procedures for your data.

Backup is the practice of periodically copying data to other storage media;
the copied data is then available in the event the original data is damaged or
lost. Recovery is the process of restoring files from a back-up device if they
are lost on the primary storage device.

Data can be lost either as you work with it in main memory (RAM) or later,
through the damage or loss of the permanent storage device where your files
normally reside. The precautions you take to prevent this loss are described
in the following sections.

Backing Up Data As You Work

The worksheet, graph, or text file you are currently using resides in main
memory (RAM). Data in main memory is subject to loss through power fail-
ures, equipment malfunction, and your own errors. Therefore, as you work,
periodically (at least every 10 minutes) save your file on the permanent stor-
age device where it normally resides when you’re not using it—Bubble
Memory, Hard Disk, Floppy Disk, or Portable Floppy.

You save your file by pressing CODE-T and confirming. This automatically
selects the Save This File item in the Transfer menu and saves your file with
any changes you’'ve made (Figure 1-8).

Figure 1-8. Saving Data in Main Memory

Bubble Memory Hard Disk Floppy Disk

-
= | ©

Main Memory (RAM)

CODE T ’

CODE J——— RETURN \

—

Database, worksheet, graph, or text file
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The data you are working on in main memory (RAM) is stored into the file
on the device where you first retrieved it. (This method isn’t necessary with
GRiDFile, which automatically stores revised data onto the external device
as you enter it.)

Backing Up Files in Permanent Storage

At regular intervals, make back-up copies of updated files from their exter-
nal storage device to another storage device (Figure 1-9). For example, if
you’re using hard disk, you might want to keep duplicate copies on a floppy
diskette or at GRiD Central. The interval of the backup depends on how
often you update the file. If you update it every day, you might want to du-
plicate it at the end of each workday.

Figure 1-9. Backing Up Files in Permanent Storage

‘m’ GRiD
e’ — @ — Cemlral
~ GRiDManager

Bubble
Memory CODE H D

(

Disk

©

Diskette

Duplicate Media Utility

© |— — ©

Diskette See Appendix F Diskette

Here are some guidelines to consider in planning your back-up and recovery
procedures.

O Make back-up copies of files that would take a long time to recreate.
O Make back-up copies each time you make changes to the original file.

O When backing up sensitive data, consider the security of the back-up
device. For example, if your back-up copy is on a Floppy Disk, keep the
diskette in a safe place (in a locked cabinet or at home, for example).

O Keep a record of when you make back-up copies. For example, write the
back-up date on the diskette label. If you lose the original file, you’ll want
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to know the last back-up date. (You can also get this information with the
Transfer command; see the section on Show Characteristics of a File
under Transfer —CODE-T in the “Common Commands’’ chapter for
information on determining the date and time a file was either created

or last modified.)

How to Make Back-Up Copies of Files The most efficient way to
back up multiple files is to use the Duplicate Files command (CODE-D)
and the Wildcard character (CODE-W). For descriptions and examples of
both the Duplicate Files command and the Wildcard character, see the
“GRiDManager” chapter.

If you wish to back up files directly from one floppy disk to another floppy
disk and you have only one floppy disk device attached to your computer,
you must use the Duplicate Media utility. See Appendix F for a description of
this utility.

Recovering Data
The following describes alternative actions you can take if you lose data
while working with your files.

O Reselect the original file if you lose data while working in main memory
(RAM). The data will be either in its original state or as you last saved it
with CODE-T. If, as you are working, you want to restore the original file
and throw away any changes you have just made, press CODE-ESC and
confirm; then reselect the original file.

O Use the Duplicate Files command (CODE-D) in GRiDManager to restore
back-up files into their original files. You can recover in this way data that
is backed up on Hard Disk, Floppy Disk, or GRiD Central.

O Use the MediaRepair program to attempt to repair damaged storage areas
and to provide a report on the results. A variety of incidents—power fail-
ures, physical damage, etc.—can cause files to be lost or irrecoverable.
See Appendix F for information on MediaRepair.

O Use the GRiDFile Repair utility to repair or restore damaged database
files—for example, database files in which you inadvertently erase
records. See Appendix H for information on GRiDFile Repair.

O Use GRiDTerm, GRiD3101, GRiDVT 100, or other terminal emulator to
restore files you backed up on a host system.



