Management Tools Workshop Module 1 \

1. Overview of Navigator system.

2. GRIDWRITE text editor.

3. Subject and title commands.

!

4. GRIDPLAN worksheet editor.

!

- Using a worksheet

- Creating a worksheet




FURNITURE DIVISION

-ASSUME~
Growth
1.03 UNITS
0.98 SOLDS
1.05
Price %
75.00 REVENUE
135,00
28.00
Cost ¢
25.00 cosT
39. 49
6.93

PROFIT

Chairs
Deske
Lamp

Chaire
Desks
Lamps

Chairs
Desks
Lamps
$ Chairs
¢ Desks
$ Lamps

TOTAL. .-

Worksheet Example

- Furniture Division Forecast

e -Actual -

Jan

2850.00
6210.00
2184.00

950,00
1825.74
540.54

1900.00
4384.26
1643.46

Feb

&4
33
92

4800.00
7423.00
2576.00

1600. 00
2182.93
637.56

3200.00
5242, 05
1938.44

7927.72 310380.49

FURNITURE

¥y <
Mar Apr
&4 60
35 60
92 100

4800.00  4500.00
7423.00 8100.00
2576.00  2800.00

1600.00  1500.00
2182.95 2381.40
637.56 693.00

3200.00  3000.00
5242.03 57i8.60
1936.44 2107.00

10380.49 10823.60

DIVISION
Forecast
Hay

62
39
103

44635.00
7938.00
2940.00

15435.00
2333.77
727.635

3090.00
5604, 23
2212.33

10906.58

Jun

&4
38
110

4774.05
7779.24
3087.00

1591.35
2287.10
764.03

3182.70
3492.14
2322.97

10997.61

Jul

b&’

56
116

4917.27
7623.66
3087.00

1639.09
2241.35
802,23

3278. 18
5382. 30
2284.77

10945. 25

Farecast
Aug

&8
35
122

3064.79
7471.18
3241.35

1688.26
2196.53
842.33

3376.53
5274.463
2399.00

11050.19

70
34
128

5216.73
7328.76
3403. 42

1738.91
2152.60
B884.46

3477.82
5169, 16
2518.95

10906.58

Total

354
498
942

41558
67294
25895

13853
19784
6529

27705
47309
19363

94321




>

-

CONFIRM

Retrieve Existing Worksheet

28-0ct-82

Subjects

16:38 am

Budgets

Foracasts

Major Rccounts

Progarams

Horkeshop J

D Outline subject "Workshop”
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Retrieve Existing

19-0ct-82 4:46 pm
Horkshop
Titles Kirmd lHedium
backup blorksheat BubbleMemory
Emplouea histories Database Bubb leMemory
urniture Hiv: Forecast [ Horksheet Bubb l elemory
Memo Text BubbleMemory
Trip Report Text BubbleMemory

@ Outline title “Furniture Div: Forecast”

@ CONFIRM
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Cell Coordinates

row letters

A B [ D E
1 [ TORRTIOREY DIUISTON
2 {mmmmm—e -Actual-
3| -ASSUME- Jan Feb
4| Growth
/ S 1.83 UNITS| Chairs 38 64
é 8.9 SOLDS | Desks 48 53
column numbers 7 1.85 Lamp 78 92
8| Price %
9 ?5.80| REUEMUE| Chairs 2850.00 | 4860.08
1a 135.00 Desks 6210.66 | 7425.060
11 28.00 Lamps 2184 .08 | 2576.00
12| Cost $
13 25.68 COST| Chairs 956.60| 1699 .99
14 39.69 Desks 1825.74| 2182.95
15 6.93 Lamps 548 .54 637.36
7 (23]

current cell




Viewing the Worksheet

A B C D E
1| FURNITURE | DIVISION :
- I e O I -Actual-
3 —ASSUME- Jan Feb
4| Growth
S 1.83 UMITS| Chairs 38 64
6 8.98 SOLDS | Desks 46 59
7 1.85 Lamp 78 92
8/ Price $
o) 75.80 | REVENUE | Chairs 2850 .98 | 4899 .90
i@ 135.006 Desks 6210.08| ?7425.00
11 28.00 Lamps 2184 .88 2576.00
12| Cost %
13 25.89 COST| Chairs 950.88 | 1603 60
14 33.69 Desks 1825.74 | 2182.95
15 6.93 Lamps’ 548 .54 637 .56
PROFIT & Chairs 1900.98 3290.060
$ Desks 4384 .26 5242.05
$ Lamps 16432 .46 1938.44
TOTAL... 7927.72 18338.49
¢
} Press | sHrT | [« |[~
\j

FURNITURE

» <
Mar Rpt-
64 48]
33 66
92 163
4800 . 06 45060 . 38
74235 .60 8160 .60
2576 .80 2800 .09
1669 .98 1566 .98
2182 .93 2381 .40
637.36 €93 .88
32080 .60 3600 .86
5242 .65 5718 .66
1938 .44 2107 .96
19380.49 18325.68

to move outline one cell at a time.

DIVIS
Forec

4835.
7938.
29406 .

1545.
2333.
727.

3096 .
5604 .
2212.

189066 .

LOH

ast-

May

62
o9
185

4774

7779,
3887 .

1591

2287 .
764 .

315z,
5492
2322.

19997

119

.85
24
a]%)

.35
1@
03
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cell definition

number

B\ € b E F
UNITS | [Chairs 38 64 64
SOLOS | /Desks 46 55 \ 55
7 A Lamp [£= 22 . a2
8 P ——— e
9| REVENUE| Chairs | 2850.08] 4500.90| 4500.90
1@ Desks 6210.908| 7425.06| 7425.06
11 Lamps 2184 98| 2576.99| 2575.00
12
13 LOST| Chairs S50.65 | 1500.98| 1665.90
14 Desks 18925.74| 2182.95| 2182.95
15 Lamps 548 .° 637 .56 637 .56
1€ /
17| PROFIT|$ Chairk § Lowy vl | 3200.00| 320008
1€ $ Desks\| 4384 .26/ 5242.85| 5242 65
19 $ Lamps N 1643 451 1938.44| 1933.44
L2 D17= D3-D13 P
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"What - If Analysis ”

What will my profits look like if | charge $20 more per chair?

1. Change unit price.

2. Recalculate worksheet.
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Recalculating Worksheet

A B C 1] E
B|Price $

price/chair By | O Ul REVEMUE| Chairs | 2650.6@] 4300.00
10 135. 00 Desks 62198.92 | 7425.00
11 23. 00 Lamps 2184.00| 2576.00
12| Cost $ .
13 25.006 COST| Chairs 950.00| 1600.06
14 39.69 Desks 1825.74| 2182.95
15 5.93 Lamps S40.54| 537.56
16
17 PROFIT|$ Chairs| 190@.6a| 3z00.0
18 $ Desks | 4384.26| 5242.05
19 $ Lamps | 1643.46[ 1938.44
2@
21 TOTAL. .. | 7927.72(108396.49
22

A9

D Change price/chair to $95.00.

b CONFIRM (recalculates worksheets)
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Quit Command \

\ =]
| Workshop \IV “‘ " l\

PR F-‘::‘ -
ﬂ
—D_L

to start the Quit command.
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Workshop Module 1 \\\

Management Tools

1. Overview of Navigator system.

2. GRIDWRITE text editor.

3. Subject and title commands.

B> 4. GRIDPLAN worksheet editor.

- Using a worksheet

B> - Creating a worksheet
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Worksheet you will create

&) B C D E

1 JAN FEB MaR APR

Z PRODUCT

3

4 URNS 37.98 41.69 45 .86 56 . 44

S TRUCKS 838.76 166 .51 127.81 153 .38

6 SEDRNS 127 .11 126.75 114.72 188.98

7 USED 6l.21 78,39 28 .33 93.99

8

9 TOTAL 314 .95 332 .35 362 34 4535 . 95

1@

i1

iz

13

14

15

Ei4

Cé=1.14R4 D4=1.1%C4q E4=1.1%D4
CS=1.2%BS D5=1.2%C5 ES=1.2%D3
£6=0.934Bé& D&=0.958C6 E&6=0.954D6
C7=1.13%E7 D7=1.13%C7 E7=1.13%D7

CY=Sum(C4..C7)

D9=Sum(D4..D7)

E9=Sum(E4. .E7)
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Exercise

Create a new worksheet file.

Place the file in the subject "Workshop” and give it the title "District 4 Forecast”.

Subject MWorkshop
Title Oistrict 4 Forecast
Kind borksheet

| Medium [EuEBTeHenory

i1] in form

Retrieve the new worksheet file.
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Exercise cont.

A B C 1] E

i Jehd FEB Mak APR
2l PRODUCT
3
4 UGS 37 .58
5f  TRUCKS 23.76
6 SEDRHS 127.11
7 USED 61 21
g
g TOTAL
ia
i1
iz
13
14
)

C4

Enter numbers and labels into the new worksheet as shown.
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Creating a Cell Definition

A B C D E
1 JAaN FEB MAR APR
[ PRODUCT
3
4 DANS | 3798
s|  TRUCKS| 83,76
€ SEDANS| 12711
7 USED| 61.21
&
s TOTAL
1@
11
12
13
14
P RN
Ca=, )
N~

D Place the outline in cell C4.

b Press

CODE

to move cursor to cell definition area.
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Press

Cursor Placement | \

O =~ @ U1 H ol DY e

Press |Esc

Eq=

CODE
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Cell Definition

A B C D E
JAN FEB MAR APR

PRODUCT

1
2
3
4 UANS 37.90 .65
5| TRUCKS 88.76
6| SEDANS 12v.11
7
8
9

1@

USED 61.21

[ ToTAL
|

i1

12

13

14—

15

AN
(c4= L. 1:«81_)

NS

D Type definition.

b Press | ¥ | to move outline to next cell.
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R B C 8] £
g 1 JaN FEB MAaR APR
2| PRODUCT
3
4 VANS| 37.98| 41.69 C5 1.2 £ BS5
3f TRUCKS 898.76 186 .51
6| SEDANS 127 .11 126.75
7 USED 61.21 ¢ :
s C6 = 0.95 % B6
9 TOTAL
i@
11
i; C7 = 1.15 % B7
14
15
C?=1.15%B7
|
’ Enter three more cell definitions to complete FEB column.
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Duplicate Command

- Duplicate February column into March -

|
A B c D E
1 JAH FEB MAR APR
2 PRODUCT
2
4 UANS | 37 9@ |
S| TRUEKS| ©B8.76| 106 51
6 SEDANG | 127.11]| 126.75
7 USED|  61.21] 79.39
8
o ToTAL
1@
11
12
12
14
15

" Make 3 selection

Press |CODE || D
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Duplicate Command

A B C 1] E

1 Jak FEB HakR aPR
2] PRODUCT

3

4 UANS 37 .56

31 TRUCKS 88.7&

6| SEDANS 127 .11

¢ USED 61.21

g

g TOTAL

16

11

i2

13

14

15

_C7=1 15487

b Press | { | to select cells to duplicate.




Duplicate Co

A B C 1] E
1 Jal FEB MaR @PR
2l PRODUCT
3
4 UANS 37.96 65

. . . S| TRUCKS 83 .76 5]

Destination outline e SEDANS | 127 11 .
7 USED 81. A \
3 —
S ToTaL
ig
11
iz
13
i4
15

7= 1.15%B7

b CONFIRM




b Press |«

CONFIRM

i Jak FEB MAR APR
2| PRODUCT

Z

4 Uahs 37.56
3 TRUCKS B8.76
& SEDAMS 127 .11
7 USED 61.21
8

G TOTaL

iG

11

iz

13

i4

15

keys to position destination outline.
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- Relative vs. Fixed References -

yuplice

Fixad
Hilighted cell reference is [Relative |

C4= 1 1%E

Relative ' Fixed

U U

B4

D4 1.1% C4

B CONFIRM all references as relative.




Exercise \

» Using the Duplicate command,

duplicate the March column into the April column.




W

Sum Function

[2) B [» ] E

i JAN FEB MAR FAPR
2l PRODUCT

2

4 URANS 3V .58 41.69 45 .86 5@ .44
S| TRUCKS 83.76 186 .5t 127 .81 153.38
& SEDANS 127 .11 i2a.7v5 i14.72 168 .98
7 USED 61.21 78.33 28.595 93.82
g

S TOTRL

i@

it

iz

13

14

15

e <j::j\\\

BS = Sum(B4..B7)

Enter sum definition for cell B9.
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b Press

it
S W 0 = O U P (] P e

[S N SR g S0
B inf B e

—t
n

Place outline on

4] B [ 4] E
JAN FEB MAR APR

PRODUCT

RN 37.50 41 .69 45 .86 56 .44
TRUCKS 88 .76 166 .51 127 .81 153 .38
SEDANS |  127.11 120.75 114.72] 108.98

1JSED 61.21 76.39 88 .95 93.989

TOTAL 5 3

CODE

D

CONFIRM

cell B9.

~

—— B



D Press
B} Press

Duplicate with Multiple Destinations

L) O N

0~ T

(3¢

2] E
JAN FEB AFR
PRODUCT
UANS 37 .98 .69 @ . 44
TRUICKS 83.76 106 .51 153.33
SEDANS 27 .11 12a.73 188.98
USED 51.21 V.39 93.83
TOTAL 3

CODE

B

Duplicate:

Foint to destination

to outline beginning of destination.

to mark beginning of destination.
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b Press

Duplicate with Multiple Destinations

=3

b CONFIRM

A B c D E

1 Jk FEB MAR APR
2| PRODUCT

3

4 WUEMNS 37 .9a 41 .69 45 .86 56 .44
S TRUCKS 88.76 186 .51 127.81 133.38
6| SEDANS 127 .11 128.79 114.7v2 168.98
I JSED 61.21 78.39 29 .95 93.09
8

9 TOTAL .98 ] i |

i@

11

12

13

14
15

Duplicate: Point to destination

to outline entire destination.
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Hilighted cell reference is

Faelative |

o T

BS= Sum(

o

lative MSPES

Hilighted cell reference is

fRelative !

Bo9= Sum( B4 . gy

uplical

A B C D E

1 Ja FEB MaR APR
2| PRODUCT

3

4 UANS 37 .56 41.69 45.86 58 .44
5 TRUCKS 88.76 186 .51 127 .81 133.38
5|  SEDANS 127.11 128.73 114 .72 188.98
7 USED 6l.21 78.39 80 .95 93.03
&

S TOTAL 314 .98 33%.35 369.34 4413 . 5y
16

i1

iz

i3

i4

S

E9= Sum(E4. E?)

= ,:'é.ﬁ. SO



CODE

CODE

A B C D E

i Jek FEB MAR QFk
2l PRODUCT

CODE-D Duplicate

CODE-E Erasa

CODE-1 Insert

CONE-J Jump

CODE-M Mouve

A~ Jet1onsg i

CODE-P Properties

CODE-Q Guit

CODE-T Transfer

CODE-U Usage

CODE~= Definition

COBE-ESC Cancel

CODE-RETURN Recalculate

to display commands menu.

to display options form.




Left Center HRTms
. N ~T

::angari ;ahgmsen. Emﬂbinh L left center right
St'a”da'id CC"I’"‘a idth 8 1.00 1.60 1.06
'*ran Z* 'g?o MM . 22.34 22.324 22.324
Shou Lrids es 98.64 53.64 58.64
Evaluation Order By Rows
FPrecision 15-digit Resal

Fill in forn
JDecinal Places Integer EJ Scientific Decimal | Integer 3
Standard Aligonment Right E> 3.141532 3 3.14
Standard Format LE i
Standard Column Width 8

A B C D E F
i1y 2 3 4 5 6

Standard &lignment Right D 4
Standard Format E 3
Standard Column Width [B i 4




Options Command vs. Properties Command

b
)

Options Command Properties Command

Affects: Affects:
entire worksheet row
column

individual cells

R
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Properties Command

) B C 1] E

1 Jak FEE Mak PR
2| FRODUCT

3

4 UKNS 37.9a 41 .69 45. 86 50.44
5| TRUCKS 89.7v 186 .51 12v.81 153.38
6| SEDRNS 127 .11 126.735 114.v2 1G38.98
¢ JSED 61.21 79 .39 29.95 93.89
8

g TOTAL 314.95 339.35 369,34 485 . 95
16
11
12
13
14
15

Froperties:

D Place outline in top row.

D Press

CODE

P

Make a z=l1

to start properties command.

iz
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Making a Cell Selection

A B € O E
’—-/':7> || FEE
CODE = 2l PROOUCT
3 e
selects entire row
B Cc D E
JaH FEB MER PR

37.90 41.69 45. 86 5@ . 44
88.76 186 .51 127 .81 153.38
127.11 126,75 114.72 148.98
61.21 78.39 80.95 93.89

314.98 332.35 369.34 495.98

CODE || C

selects entire column

zalaction
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Properties Command

CODE

[Z] C D E
JAaN FEB MAR AFR
37.96 41 .68 45.86 56. 44
88.76 186 .51 127 .81 153.38
127 .11 126.75 114.72 1638.98
61.21 70.39 88.95 93.09
314 .98 339.35 369,34 455 .90

>.,

R




Properties Form

e Rioht Standard Don't Changs

. froi! Rlignment Lenter |
Choose center alignment Format Don' & Changs

Column Midth Standard

_ Properties: Fill in form

Standard Don't Change

5 oF Characters

Alianment Center
Format Don't Change
Column MWidth {181 |

Set column width to 10

____Propertias: Fill ic form

b CONFIRM
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Options and Properties Commands \

GRIDWRITE _ GRIDPLOT GRiDPLAN

i

o o o

/,1 r/ < >/,1 J/ <
— y [N ) |
options options options optia
properties properties . prop
Options D entire file
Properties |:> cell, row, column
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/ Exercise

Using the properties command, center the month names in row 1.
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Transfer Command

R B C D E
1 JAk FEB MAR APR
2| PRODUCT
3
4 UAHS 3V .59 41 .69 4% . a6 56 .44
5|  TRUCZKS 88.76 1856 .51 127.81 153.38
6 SEDANS 127 .11 128.75 114 .72 iag8 .92
7 USED el.21 78,39 809 .95 93 .99
&
S TO0THl, - 314,99 332, 35 269 .34 4835 91

[Save this worksheet I
Exchanaa for another worksheet
Include a file

Write to a file

Append to & file

Frint this worksheet

Print definitions

* Transfar: Select

D Press |CODE || T

b CONFIRM to save worksheet.
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Creating a Graph File \

im, N FES & PR J

R Transfer

:i TOTel 4 N 339 35 369 34 write to a file

:;!9- S E4 E? . SRS Eiscows seo
Kind worksheet Kind graph

e To graph data in worksheet write the worksheet data

to a new file of kind “"Graph”.
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Exercise

e Create a file of kind graph which contains the same
data as the worksheet "District 4 Forecast”.

Retrieve the worksheet file.

Start the transfer command.
Select "Write to a file”
CONFIRM to write whole worksheet

fill in destination form

AAAA

Subject MWorkshop

Title District 4 Forecast

! Kind fraph
. Medium BubblelMemory

b CONFIRM

e After creating the graph file, exit GRIiDPLAN' with the Quit command.

0 Hrite Fill in form




