
Management Tools Workshop Module 1 

1. Overview of Navigator system. 

2. GRiDWRITE text editor. 

3~ Subject and title commands. 

4. GRiDPLAN worksheet editor. 
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Getting Started 

Switch 

~Foot 

[l> Lower foot. 

~ Turn power on. 

2-2 



26-0d--82 Subjects 

F,::wecasts 
Major Accounts 
Programs 
Workshop 

Subjects 

I 

/ i 

• Sub.jects are like file drawers. 

Each contains a set of files. 

• 
Budgets 

"--

Forecaata 

-
Major Accounts 

.,,___,, 

Progams 

'----" 
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11~oct-82 

► Press 

Selecting a Subject 

S1.1bjec:ts 
1 :32 Pffl 

Bud,;iets 
Forecasts 
Major Accounts: 
Pro9r-21Ms 

I [,lorf<sF1oe I 

[I] 
[I] 

to outline subject "Workshop" .. 

IT] 
EJB 
[I] 

arrow keys 
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C NFIRM 

CONFIRM I CODE 11 RETURN I 

► CONFIRM 
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11-0ct-82 
Workshop 

Titles Kind 
bac~:UP Workshei"it 
EMployee histories Database 
Furniture Di•J, Forecast Worksheet 
Me1110 Te><:t 
Trip Report Text 

• Each file has a 

Titles 

J:06 pr11 

Medh..1111 
BubblG?MeMory 
Bubble:Me111orw 
BubbleMeMory 
Bubb l eMer,u:iry 

BubbleMer11or":i1 

Subject 

Title 

Kind 

Medium 

D 

,,__,.,, 

D 

D 
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[!> Press 
[TI 
IT] 

~ CONFIRM 

Selecting a Title 

11-0ct-82 
Work~hop 

Titles Kind 
backup Worksheet 
Employe~ historie~ Database 
Furniture Div: For-ecast Worksheet 
Melllo Text 
l r- 1 P RePort I Text 

keys to outline title 

3: 11 pm 

Mediu111 
BubbleiiJMeMor"' 
Bubb l eMert1ory 
BubbleMeMory 
Bubb l eM&r11or\,I 
BubbleMe111orw 
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cursor 

File Trip Report 

..JRIP REPORT SUMMARY 

Subrl'li t ted by: T or,1 F ;;inrauff CCD 

AutoMotive sails division: District 4 

This 111er,10 highly recoM111ends the redistribution 
of sails al lot111ent.s for dealers in district 4 of 
the autor'lot i lJe s.a i l ii division based on th&: 
projected sails for the first four Months of 
1983. (See exhibit A) 

A coMplete trip report will be distributed by 
Sv29.,,82, i:wior to the regional n~view me:eting in 
Oetoit. 

My dee is ion to recor,u.1end new sa i ls a 11 otro1ents 
0 ;J.',, ?,;';ti·,·: ::··~~i!;.,letssi~f;I •ia.~, 1~ of ~fHBWRITE • -

. Q•DR'-:/rb;i~+~. !'§) 19~2 ~~iE! '51;;1oterws !3,:,rp.,:c,r-31:,ion 
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► Press OJ 
[I] 

Scrolling 

keys to view entire file. 

.JRIP REPORT SUMMARY 9/15/82 

SubMitted by• ToM Faneuff CCD 

AutoMotiue sails division= District 4 

Central Dealer= .J. Chiise 

This lllrif:fi!O highly recOMMends the nidistribution 
of sails allotMents for dealers in district 4 of 
the autor,mt i ve sa i ls division based on the 
projected s&ils for the first four Months of 
1983. (Sea exhibit A) 

A cor11plete trip report wi 11 be distributed by 
9/29/82, prior to the re9i,:mal review Meeting in 
Detoit. 

My decision to reco1,u11end new s:ai ls al lot111ents 
for this district is supported by the following 4 
points. 

1) .John Chase, proprietor of Sleezy Wheels 
Unl i1o1i ted ( 213 E. HUMMel Road) has consi.st1mntly 
overesti111ated his :sails projections for the last 
f' i. .... ,e years by an -oi!Ver age of 22~~ . This i;;;: 
cons i den;1b l y out of line 1,Ji th the projections of 
tr,e oth~r dist,-kt centers. 

2) Using growth rates of 10% a month for 
•~•ans.. 20i-~ a 111onth for sedans, and 15~~ a 111onth for 
u;;ed can; ( 10'.:,~ aboo...•e guide l :i. nes in each casa) MY 
projections show total sails revenue at only 
$405. 90K in April. 

3) The recently announced Move of SMALL TIME 
RENTAL CAR CO. will significantly reduce fl~et 
sails. -~ 

4 ) John Chase i nsu 1 ted MY r,1other at the 
company picnic last September. 

Pl ease n,spo:md to r,1y su99est ion by Wednesday 
111m-ning. 
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Exercise 

KEYSTROKE CURSOR MOVEMENT 
===========================------========-============ 

► Write the letter of each keystroke 

next to the corresponding cursor 

movement. 

A. 

B. 

c. 

D. 

E. 

F. 

G. 

H. 

I. 

J. 

K. 

L. 

[I] 

B 
B 
OJ 
I CODE I B 
I CODE l B 
I CODE I OJ 
I CODE I OJ 
I CODE 11 SHIFT I 

I CODE 11 SHIFT I 

I CODE 11 SHIFT I 

I CODE 11 SHIFT l 

ONE WORD RIGHT 

ONE WORD LEFT 

ONE LINE UP 

ONE LINE DOWN 

LEFT END OF LINE 

RIGHT END OF LINE 

ONE CHARACTER RIGHT 

ONE CHARACTER LEFT 

B BEGINNING OF FILE 

B END OF FILE 

OJ TOP OF SCREEN 

OJ BOTTOM OF SCREEN 
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Basic Editing 

TRIP REPORT SUMMARY 9/15/82 

Submitted by: Tom Faneuff CCD 

Di1,;trict 4 

Cen n J. Chase 

This mem highly ecommends the redistribution 
of sails allot.__,....for dealers in district 4 of 
the automotive sails division based on the 
projected sails for the first four months of 
1983. (See exhibit A> 

ed by 

• You can insert and erase quickly 
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Inserting Text 

TRIP REPORT SUMMARY 9/15/82 

Subrn it ted by : T Oii1 F <:1neuf" f CCO 

District 4 

Thi» r11er,10 hi 9h l y rec:01111v;iends th~ red i str i but.ion 
of sails allotments for dealers in district 4 of 
the autor,1otive :S<:ti ls division b.;ised on thli: 
projected sails for the first four ri1onths of 
1983 . < See exh i bi t A ) 

A compleh, trip report wi 11 oo distributiad by 
SV29/82, prior to the n,igional re~J:i.e1,J 111""'etin9 in 
Oetoit. 

My dee is ion to reco1111,1~nd ne~J s.a i 1 s a 11 otr'lents 
for this district is supported by the following 4 
p,:>ints. 

[j> Place cursor where you are going to insert text. 

~ Type "Region• 
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► 

► 

Press 

Erasing Text 

TRIP REPORT SUMMARY 9/15/82 

SubMitted by: Tor,1 Faneuff' CCD 

AutoMotive sails division: District 4 

This ro1er,10 h ghl~ rec 111Mends the redistribution 
of sails allotrn nts~or ealers in district 4 of 
th~ aiutoro1ot i vei ls di :s ion based on th<i:i 
projected sails f:-ap,~~ fir~t four Months of 
1983. (S~e exhibit A) 

A cor11plete trip report wi 11 be distributed by 
9✓29V82, prior to the re9ional revie1>J Meeting in 
Detoit. 

My d-=cision to recor,u,1end new :s.ai ls al lotr,H:nts 
for this district is supported by the following 4 
points. 

ft'flE to erase one character !eft of the cursor e 

P ~ BACK ress ~ SPACE to erase one word. 
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Upper Case Lock 

lower case UPPER CASE 

2-14 



RiD R E m 

TR IP REPORT SUMMARY 9/ 15/:32 

SubMitted by= ToM Faneuff CCD 

AutoMotiva sails division= District 4 

r.rntit'.-u UuPl 1cate ] 

CODE-E Er~se 
CODE-F Find 
CODE-J .J1,1r,1p 

CODE-M Mi:,,,,..e 

CODE-0 Opt.ions 
CODE-Q Ch.lit 
COOE-S Sub:::t i t.ute 
COOE-T Transfer 
COOE-U Us.;;ige 

CODE-ESC Cancel 

Press I CODE I~ to display command menu. 

Press I ESC I to remove menu. 
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Erase ommand 

TRIP REPORT SUMMARY 9/15/82 

Submitted by: Tom Faneuff CCD 

Automotive sails division: District 4 

Central Region Dealer: J. Chase 

This memo recommends the redistribution of 
sails allotments for dealers in di~trict 4 of th~ 
automotive sails division based on the projected 
sails for the first four months of 1983. (See 
exhibit A) 

A complete trip report will be distributed by 
9/29/82, prior to the regional review meeting in 
Detoit. 

My decision to recommend new sails allotments 
for this district is supported by the following 4 

• The Erase command quickly erases 

any size block of textm 
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Erase ommand 

TRIP REPORT SUMMARY 9,.--15 .. ,·:32 

AutoNotiva sails division= District 4 

This M€d•iO n,ic,:,r,u,i~nds the ,~e;d i str i but ion of 
sails al lotllients f"o1- dealers in distr-ict 4 of the 
autoro1ot h,oe s;,d. ls d :it; is ion based on the pn:i.j <i11Ct!iid 
s.3Jils f'or the first fo,Jr 1-ionths: of 1983. (See 

~pleta tr will be distributed by 
prior to the regional reviaw Maeting in 

My decision to raco~mend new s~ils ~llotments 
for this district is supported by the following 4 

Place cursor at beginning of text to be erased. 

Press I CODE 10 to start erase command. 
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IT] 
Press EJE] 

IT] 
B> CONFIRM 

Eras Command 

TRIP REPORT SUMMARY 

AutoMotiue sails division= District 4 

This fiterl!o reco!iu~ends thi;,i: red i str i but ion of 
sails allotMents for dealers in district 4 of the 
autor,1ot i ve :sa i ls: di •..i is ion based on the pn,~i ected 
sails for the first four 111onths of 1983. (See 
exhibit A) 

My dracision to necomrnend new sails allotMents 
1::-,:ir this di:stdct is s1.,,1ppc,rted by the fol lowing 4 

keys to make a selection. 
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Substitute Command 

TRIP REPORT SUMMARY 9/15/82 

Submitted CCD 

AutomoHv District 4 

Central Region Dealer: J. Chase 

1is mem recommend& the redistribution of 
alloJ'fnen&for dealers in district 4 of the 

sails division based on the projected 
e f ·, st fou~ months of 1983. (See 

[j.> Move cursor to beginning file. 

Press I cooe 10 to start substitute command. 
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~ Type 'l\sails" 

B> Press [}J 

~ Type "sales" 

Substitute Form 

TRIP REPORT SUMMARY 9/15,.,82 

Subr,li tted by: Tor>1 Faneuff CCD 

Autooootivrii :5:.;,iils division: District 4 

This Mli:!MO recor,1111ends th1= redistribution of 
sails allob1ent:s for dealers in district 4 of the 
auto«ilotive »ails division based on the projected 

Find sails 
S1.1bsti tute ,,.,,s .... :1"""i""'e-~--------------, 
Verification Enabled 
Match Independent of Case 
Direction Fon.iitrd 

in the Find item& 

in the Substitute item. 
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CHOICE BAND 

Substitute Form 

TRIP REPORT SUMMARY 9/15/82 

Subri'li tted by: Tor,1 Faneuff' CCD 

Automotive sails divi~ion: District 4 

Central Region Dealer: J. Chase 

This r,1er,10 rec:oMMends the red i str :i but ion of 
sails al lot.r11ents for dealers in district 4 of the 
autor11otive sails dit)ision biised on the pro.jE:cted 

i¥ffl.fijU1 Disabled 

Find sails 
Substitute sales 
Uerification,~EFn-~~t~,i~e-a---------------
t·1atd1 Independent of Case 
Direction 

I§>, Press lcTRLI EJEJ to enable verification. 
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Substitute Form 

TRIP REPORT SUMMARV 9/15/82 

Subrili ttii!d by: To111 Faneuff CCD 

AutoMotiue sails division: District 4 

Central Region Dealer: J, Chase 

Th is 111eriio recorrir,1ends the n~d i str i but ion of 
:s:ai ls al lotMents f,::ir dealers in di std ct 4 of' the 
autor11otive sails division based on the projected 

i@aMiil Backward 

Find sails 
Substitute sales 
Uer if i cation Enabled 
Match Independent of Case 
Directionl ~F_o_r_~_Ja_r_a _______________ , 

[t> Choose "Independent of case'6 • 

~ Choose "Forward" direction. 

~ CONFIRM 
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Substitute Command 

TRIP REPORT SUMMAR'/ 9✓ 15/82 

Subr11:i. tted by: ToM Faneuff CCD 

Auto111otive Dfi division: District 4 

C~ntral R~9ion D~~lrer: J. Chase 

This illi:r11c, n""cor,1111e:nds the red i str :i but ion of 
sails al lot111ents for dealer:=: in district 4 ,:;f the 
autor11otivll:il sails divi:i.ion based on the projected 
sails for the first four ii'ionths of 1983. < S~e 
QXhibit A) 

My dee is ion to r..icm'l1i!end new sa i ls a 11 otr;ients 
for this district is supported by the following 4 

Im No Single All 

Substitute this occurrence 

CONFIRM all substitutions 
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Exercise 
- Erase and Substitute-

[t> Use the Erase command to 

erase the second to last 

paragraph .. 

13'> With the Substitute command 

change au occurences of the 

name Chase to Hubbard. 

r----sr--rhe recently announced move of SMALL TIME 
RENTAL CAR CO. will significantly reduce fleet 
sales. 

4> John Chase insulted my mother at the 
company picnic last September. 

Please respond to my suggestion by Wednesday 
morning. 

TRIP REPORT SUMMARY 

Submitted by: Tom Faneuff CCD 

Automotive sales division: District 4 

Hubbard 

9/15/82 
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Commands Menu 

TRIP REPORT SUMMARY 9/15/82 

Subr,ii ttad by: Tor,1 Fanrauff CCO 

Autorjjotiv~ sales division, District 4 

CODE-□ Duplicate 
COOE-E Er-o1se 
CODE-F Find 
COOE-J Ju111p 

COOE-M Move 
it1~tjt'.-t'.I tli,;:t1on:s: J 
CODE-Q Quit 
CODE~S Substitute 
CODE-T Trainsfer 
CODE-U Uii>~9EI 

CODE-ESC Cancel 

► Press I CODE 10 to display commands menu. 
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ptions ommand 

TRIP REPORT SUMMARY 9✓ 15✓82 

Subr,1i tted by: Tor;1 Faneuff CCD 

Automotive salas division= District 4 

J -250 mAA®JiHIP 
Margins= OQCUMent l<lidth l~H n,3ow &h atFi I 

t11.,1tor,1at i c Indent Enaibl1>1d 
Displa1,1 = Ruler Disabled 

ForMat Characters Oi;;abled 
Tab Stops= Spacing Manual Onl•:1 

First Autor11..itic 
Cursor• Move111ent by Word 

Cursor Wrap Enabled 
Taibs for Cell-Based Files Disabled 

[i:> Press I CODE l@J to start options command. 
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~ Press lcTRLj B 

Document Width Option 

~Mil Window Width 

lay: Ruler 

Tab Stops, Spe:icing 
Fir::,;t 

Cursor' M,:a,.Jerqent 
().1rsor 

Tabs for Cell-Based Filas 

Disabled 

11amial On!•~ 
A1-1to111at i c: 

Word 
En-3bled 
Di.sabled 

Dc,cur,ient Width m.er _______ ""I 
Autor,1-it ic Indent Enabled 
Ruler 
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B';>- Enable ruler. 

~ CONFIRM 

Ruler ption 

TRIP REPORT SUMMARY 9/15/82 

SubMitted by: ToM Faneuff CCD 

Automotiu~ s~les division= District 4 

Central Region Oeseil@r' J. Hubbard 

Oocur01ent ~Ji dth 
Aut.::>111atic Ind,,mt 
Ruler 
Format Characters 

Tab Stops= Spacin~ 
First 

Cursor• MoveMent by 
Cu,-sor Wrap 

Tabs for Cell-Based Files 

REna61ed 
Disabled 
Manual On1',.1 
Automatic 
Word 
En-3ibled 
Dis<Oibled 
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80 Columns with Ruler 

.JR IP REPOFH SUMMAR'!' 9,, 15/82 

Subl'l'!itted by, Tor,i Faneuff CCO 

Central Region Dealer• J. Hubbard 

This MeMo recoMMends the redist1-ibution of sale 
district 4 of the aiuto1<1otive s.iJles division based o 
the first four Months of 1983. (See exhibit A) 

<i!llotl'l'lents for dealers in 
the projected sales for 

My decision to r-ecoMM!i!nd new sales al lot111C!nt:!;; f - this district is 
supported by the followin9 4 nts. 

1) John Hubbard, proprietot- of Sleezi,,i l4heeh 
Road ) has consistently over est i ri1ated his sales pn:,j 
•::1ears by an aver age of 22% . This is cons i deir -i!b l y o 
projections of the other district centers. 

elimited (213 E. HuMMel 
:ti ons for the l ..ist f i ,;e 

of line wi t.h the! 

► Press [:JEJ keys to scroll over width of file. 
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► 

Tran sf er Command 

Exchange for another document 
Inclu,je .;,i file 
Write to a docuMent 
Append to a docuMent 
Print this document 

Press I CODE I C!J to start the Transfer command. 
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Transfer ommand 

GRID WRITE GRiDPLAN 

Transfer Transfer 

• The Transfer command allows data to be moved between every 

management tooL 
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-~"ll?l'@W~#W"'."""?'l":0&7f?tE - 575%5 dW'i'd-' MtF-rzrm 

Returning t th ubjects Menu 

TRIP REPORT SUMMA~~ 9/15/82 

Subroitted by= Tom Faneuff CCO 

AutoMotlve sails dlvlslon= Dlstrlct 4 

QUIT 

COOE-D 
COOE-E 
CODE-F 
CODE-.J 

CODE-M 
CODE-0 

Da.ipl icat.e 
Er~se 
Find 
.JUi'lP 

Move 

Options 
.,... ~1_:1l[IE-1, l~ilH t 

~=-.,.;;..,_.,.;;,;,;;~--"""" 

COOE-S Substitute 
CODE-T Transfer 
CODE -U 1Js.a1-;ie 

CANCEL 

.e return to subjects. • return to subjects. 

(ti save changes @ don't save changes 
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uit Command 

Trip 
Report 

\\ 
Workshop 

D 

D 

D 
.,__J 

[!:> Press I CODE l@J to start the Quit command. 

~ CONFIRM 
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