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O. INTRODUCTION 

!n ~ne soring 1984, a oroJect was defined by UNIDO in consort witn 
t~e Barbacos Industrial Develooment Coroorat1on to strengnten the 
c3pa~1l1ties of tne BIDC staff in the dev~looment and use of m1cro
comnuters. Tne use of the m1cro-comouter= is intended co suooort tne 
ove~all Objective cf imorov1ng management efficiency and tne 
ef¥~ct1veness of the BIDC technical assistance oroviaed to the 
Barbados industrial develooment orocess. UNIDO ultimately agreea to 
fund a ~mall proJect ~o helo tne BIDC oes1gn a comouter-baseo 
~anagement information system and define a comouter training 
orogramme for the BIDC staff. 

I. GENERAL 

~he consultants to co tnis oro1ect were Per Boncesson ana ~ars 
Bergw1k from Turn-Key System AB, Stoc~nolm. Sweaen. Tne scnedu~e for 
t~e ~roJect was from November 12th to Decemoer 2ltn !984. 

The accomodat1ons were aoeouate. Tne BIDC e~oloyees were very 
-!',·1et1'.:l~y. To pi'ovide for transoortations, th!:! cons•.iltants were given 
a car. 

The ~roJect was defined by UNIDO in consort witn tne B!DC to 
s~rengthen the caoabilities of the BIDC staff in tne oevelooment ano 
use of microcomouters. Tne use of microcomouters is intenceo to 
su~oort the overall objective of imorov1ng management effic1~ncy and 
~~e effectiveness of the B!DC tecnn1cal assistance orovided to tne 
Barbacos industrial de~elooment process. 

Tne s~ec1fic OOJectives of the pro1ect tnat were accomolisneo 
-:. nc 1 ·.1Cle: 

il rev1ew1ng and analysing the informa~1on neeos of t~~ BIDC 
~1) rev1s1ng the Management System Plan <MSP> outl1nej ~y 

UNinO staff 
111\ designing of svstem comoonents 

iv> im~~ementing of system com~onents 
vl c~~Guctin~ training &ess1ons 

T··.~ ··ev1ew of tt1e B~DC 1nformat1on neec:s consisteo of 1'1'1eet1nqs w1tn 
~111•ion and deoartment managers. After oe1ng informed ano nav1ng 
r: ~$C•.1:ised t tle::. r needs in general terms, we crooosed and d 1sc•.1sseo 
d1ffer~nt software solutions for the different system areas 
<e.9, o:;.Jreaostieet, Gatabase. C01Y1merc1al software>. As a result of 
-;;-,c rieet:>lgs. the systeM descriot1ons in tne MSP were p1·eoared. 

-,e ~SP was or1g1nal~y outlined oy U~IOO staff to serve as a 
gv1~el1ne. and oreoared 1n current draftform by tne consultants. 
7~c ~SP includes: 

ii ~anagement summary 
li> sy~tem ae~cr1ot1ons 

:i1I sof~ware/narcware evaluation 
cr·.tr.r1.a 

~v> 1mo!ementat1on worK oroqramme 
vl tra1n1~g crogramme 

UNI DO 
UNIOO/consultants 
u:-.iIDO 

UNIDO/consultants 
cons•Jltants 
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~e faced some general oroolems curing tne oroJect. Initial oates 
g~ven Dy NCR wnen the comouter, tne software, and the manuals 
would arrive were not met. Rescneduling introduced difficulties to 
our worwclan. Some of tne manuals did, in fact, not arr~v~ at all 
during o•.ir stay, which 111eant we were •.inable to perform son1e of tne 
or1g1nal worksteos. 

The e1Y1oloyees we interviewed and worked with were mostly deoa1•t1nent 
mana~ers. Meetings and training sessions were often interruoted Dy 
tele~~one calls or by secretaries ana collegues. Thus, our scn~dule 
had to be fle~1ble to work around their work scneoules. Tne BIDC was 
also in the orccess of 111oving to new coroorate offices. 

The remaining work incluoes: 

i> Getting tne NCR Tower fully installeo. 

ii> Conduct training session in UNIX, 
Ingres and 
Wo ran1arc. 

ii~> Imolement tne following systems: 
Client profile cataoase <Ingres> 
Company profile dataoase <Ingres> 

- ProJect profile dataoase <Ingres) 
Aoolication orofile dataoase <Ingres>. 

- Set •.io cort1111un1cation J.ine between IDC and 
overseas offices. 

iv> Design and 1molement tne f~llowing systen1s: 
Caoital resource database <Ingres> 
Handicraft market anal~s1s mo~el <Mult1olan. uNlXJ 
Handicraft oroduction olanning 1 Multiolan, UNIX> 

- Financial olanning model <Multiolan. UNIX> 
Cash ma~agPment model <Multiolan, UNIX> 
Budget develooment model C~ult1ulan, UNIX>. 

vi ~ind1ng and 1nstall1ng comm~rc1al software oac~ages: 
Cost control £ysteft'I in tne canst r•.ict ion & esta~es deoartment 
Order/entry and inventory system to manage tne ~ater1als 
management and retail sales recordln? 1n the nand1craft 
department 

- Payroll system 1ncoroorated in tne financial acco~nt1n9 
system. 

.. 
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I I. HARDWARE 

we were informed that the main comouter, the NCR Tower, snould have 
Qeen installed uoon our arrival in Barbaoos. November 14 1984. 
However this was not the case. According to 8IOC, the installation 
was rescheduled for Novemoer 26 1'384. Meetings with NCR confirmed 
that there could be problems with the shioping schedules, and the 
installation could be further delayed. During the tneetings we 
developed a fairly good contact with the NCR staff. 

The computer arrived in Barbados December 3 1~84. After having 
problems with the Customs and tne ooerating systetn UNIX, the NCR 
Tower was installed at BIDC on December 11 1984. The installation 
was, however, not complete. Only single-user mode functioned which 
means only one user could use tne como•.Jter at a titne. This has not. 
at the time of writing, been settled. A uNIX expert frotn NCR have 
been work!ng on tne NCR Tower a couole of hours every day from tne 
day of installation until now, mainly trying to get the ooerating 
system UNIX and the printer to function prooerly and to install 
so~twares. 

One of the terminals to the NCR Tower is a NCR PC4. wnicn also 
can be •.Jsed as a stand-alone micro-comouter using the ooerating 
systeM DOS. It wi J 1 be •.Jsed in the research and planning de'3artment. 
All systems 1molem&ntat1on and tra1n1ng se~s1ons were held on the 
NCR PC4, while waiting for th• !'JCR Tower tc be procerly installed. 

W~en implementing systems on an NCR PC4, a large number of diskettes 
for orograms, files, and backups are required. We had some problems 
convincing the 8IDC to buy an adeouate number of diskettes. In 
Barbados diskettes are ~xoensive and tne BIDC has a tight budget. 
However, after several training sessions the BIDC staff had a 
~etter understanding of the storage requirements and the need for 
bac~up procedures. 

III. SOFTWARES 

Cne of our work~tecs was to help the BIOC select and buy aop1~or1ate 
software packages. However, the BIDC had already acquired the DOS
vers1ons of the soreadsheet program Multiplan and Lotus 1-2-3, tne 
database manager cBASE II, and the wordprocessor Wordstar, with the 
intention to run these under UNIX. The BIOC did not 1nit1ally 
unaerstand that tnese versions do not run under UNIX. The oackages, 
however, were aole to run on the NCq PC4. 

The only commercial software packages available for UNIX on the NCR 
Tower are ttie s~readsneet program ~ult1olan, the dataoase manager 
orogram Ingres, and the wordprocessor orogram WorcMarc. NCR assureo 
the BIOC that it was adequate for their requirements. 

Thls 'eft us with only one software selection; Mult1plan or Lotus 
1-2-3 as spreadsheet program for the NCR PC4 with tne DOS ocerating 
system. The BIDC chose to use Prcpspin <a general purpose analysis 
m?~el develooed b/ UNIDO> for the fea~1b1l1ty analyGi• function. 
Since Propsp1n runs unaer Multiolan, and the only spreadsheet orogram 
run~ing under UNIX on the NCR Tower 1s Mult1plan, the BIOC elected 
to use Multiplan rather than Lotus 1-2-3. This means that the BIOC 
w1li not have to learn two different soreadsneet programs. 
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r~~e LJNIX operating syste111 is c•.irr1P1tly installed witn only a single
user option. The 111anual has not yet arrived. Tne database 111anager 
software Ingres and the wordprocessor progra111 Wordmarc were 
installed on UNIX Dece111ber 14 1984. Neither of these manuals had 
~een delivered wn1ch means that we were unable to imple111ent tne 
Inc;res syste1n 0 to conduct Ingres training sessions. or to conduct 
Wordmarc training sessions. 

The financial acco•.1nt ing syste111, wnich wi 11 run on the NCR Tower. • 
was decided to be a commercial software oackage. The Open Systems 
~ackage, recommended by UNIDO, see111ed to be very adeauate according 
to tne chief accountant. We were told the UNIX version was no longer 
s•.1poorted by the supplier. Another financial accounting package that 
we considered was the Realworld Syste111, but upon request we were 
told that they had also stopped supporting the UNIX version. Tnat 
left the BIDC with the NCR system, a package from Canada. The system 
ls now installed. Unfortunately. the user manual is not easily 
understood by the first time user. 

IV. DESIGNS AND Il'IPLEl'IENTATIONS 

The design of the sy!>tem co111ponents incl •.tded: 
i) determine software <e.g., spreadsheet, database 

manager, ~0111111ercial software> 
11) determine 111ult1user/stand-alone micro-co111outer syste111 

iii> deter~ine record format 
iv> determinE inout forms 
v> determine reoort forms 

Tne design did not include detail program design as the time 
schedule did not allow it. The following system comoonents were 
designed but ~ot i111olemented: 

- company profile database 
client profile database 

- aoplication processing database 
library cataloging system 

- estates and tenants database 

Ingres 
Ingres 
Ingres 
Ingres 
Ingres 
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The systems tnat were designed ana imolementea were all imolemented 
on the NCR PC4 micro comouter <used as one of tne terminals on the 
Tower system> running under the DOS ooerating system. The systems 
incl 1.1de: 

Feasibility analysis models. Prooso1n 
was used and modified to meet BIDC 
reo •.1 i rement s. 

- Statistical analysis models. Imolemented 
as part of the soreadsheet training session. 
Client profile database. Imole~anted as oart 
of the dBASE II training session. The data
base wil 1 evetitual ly ue conver~ed to Ingres. 
Personnel administration database. 

- Salary/wages model. Input data is generated 
from the oersonnel administration database. 
Accounting system for overseas offices. 

l"lultiolan 

Multiolan 

dBASE II 

dBASE II 
l'lultiolan 

Multiolan 

The only system that is installed and functioning unaer UN:X on the 
NCR Tower, is the financial accounting system. It was irstalleo by 
NCR. The user manual is deficient as, it merely tells what the 
system can do but not how to do it. However, tne BIDC are now 
familiar with the menus and screens. 

V. TRAINING SESSIONS 

There was a great deal of time scent in training sessions. We 
conducted training session for imolemented systems, the ooerating 
system DOS, tne s~reaosheet program Multiplan, the dataoase manager 
dBASE I!, and the word~roces~ing orogram Wordstar. These sessions 
were cond•.1cted on the NCR PC4. The sessions for the financial 
accounting system and the ooerating system UNIX were conducted on 
the NCR Tower. 

The B!DC staff were at all times very eager to learn. The training 
sessions were conducted at different levels. Some emoloyees were 
taYgnt only the general functions of the different softwares, wnile 
otners were taught in detail how to use them. The obJectives of the 
deta1!ed training sessions were to teacn the emcloyees to maintain 
~he implementations made by the consultant~, and to teach them to 
im~le~ent new functions and systems on their own. 

On-line tutorials were used in tne DOS-, in the dBASE II-, and in 
the Worastar tra1n1ng sessions, as well a» explanations by tne 
cons•.1 l tant s. 

The Client profile database was imolemented on dBASE II as oart of 
tne aBASE II training session. The Statistical analysis moael was 
implemented as part of tne Multiplan training session. 

7he Wordstar training sessions for secretaries were quite •u~cessfull. 
As a part of the training tney wrote various parts of t.~ MSP. 

Tne training sessions for the financial accounting system consisted 
of guiding the staff thru the meriu• and screens. For th@ ooerat1ng 
system UNIX we taugnt simple UNIX commands; to log in, tu load 
i"!•.1lt1;:>lari, Ingres and Wordmarc, t~ orint, to change 1.1£.er attributes, 
to aGd a user and to cnan9e oasswords. 
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VII. CONCLUSION 

The BIDC staf'f' know:edge of' computers and their use was rather 
little at the beginning of' tne proJect. During tne oroJect, ••.mere we 
worked close to the staff and had many training sessions, they came 
to learn more ar.d more ; e.g. the difference cetween 111icro-comouter 
single-user and multi-user systems, the difference between various 
software packages. t~at il difference exists between two ooera~ing 
systems, etc. 

Thanks to the i111ole111entations, the training sessions and tne 
training 111aterials <tutorials, viaeos, magazines, etc.>, tne BIDC 
has now a good foundation for achieving tneir EDP ODJect1ves. 

The database manager system Ingres will be one of the main keys to 
succes. l'lost of the remaining systems are designed to be i;nple1'Aented 
on the Ingres. This C:eMands that someone at the £HDC gets tt1e t i111e 
and possibilities to learn the Ingres in detail. Tne knowledge of Ingres 
should then not stay in Just one departMe~.,t. b•.l~ 11'1•.LSt be snared among 
the others. Local consultancies can be availaole fro;n the NCR. if 
o:Jstacles arise when learning the Ingres. 
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VII. l'IANAGEl'IENT SUPll"IARY • MSP 

In the sor1t~ 1984. a croJect was aef1nea by UNIDO in consort 
witn the Baroados Industrial Develooment Carooration ~o strengthen 
tne caoab1l1ties of the 8IDC staff in tne develooment and use of 
micro-computers. The use of the micro-comouters is intended to 
suooort ~he overall ODJe~tive of 1morov1ng management efficiency anc 
tne effectiveness of the BIDC !'echnical assistance provided to the 
Barbados industrial develooment process. UNIDO ultimately aggreed to 
fund a small proJect to help the BIDC design a comouter-based 
manageMent information system and define a comcuter training 
orogramme for the BIDC staff. 

The U~IDO section responsible for ~ackstocoing tne oroJect 
<Factory Establishment and Manage111ent > elected to use headauarters' 
staff personnel to perform some of tne early project activities. 
thereby realizing conside~able cost savings and maKim1zing tne use 
of oroJects funds for consultants. Such an aooroach will enaole the 
oroJect to go teyond 
some of the systems. 
include: 

the systems design stage and actually imolement 
The soecific rPvised ODJectives of the oroject 

( 1 ) 

(iii) 

(iv) 

Review and analyze tne information neeas of tne 
BIDC. 
~reoare a Management Plan for imolementing 
comouterbased systems. Tne Plan will include 
conceotual design of system comoonents, work 
orogrammes for imolementing the systems, 
hardware/software evalua~ion criteria, and a 
training orogramme for B!CC staff. 
De~ign and imolementation of several syste~ 
comc~nents. <The use of commercially available 
software is to be used as much as possible>. 
Conduct seceral training sessions outlined in the 
!'llanagement Plan. 

The Management Plan is intended to serve as a 
gu~de/reference for the BIOC and in no way is assumed to be 
a s~atic document. The 8IDC should. accordingly. review and 
revise the clan to include new information as it arises, and 
reflec~ changing management prioritie~ as well as tne 
resourc~ constraints of the organisation. 
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The work performance by UNIDO heaaquarters• staff consistec of 
the following maJor steps: 

i> Review existing 
business f•.inct ions. 

ii> Determine information 
rea•.ii rements. 

iii) Determine 1nec11anization 
rea•.ii rements. 

iv> Develop syst~cn/f•.inction 
area profi ~es. 

v> Document hardware/software 
evaluation criteria. 

vi) 

vii) 

Develoo work clans for 
implementing systems. 

Prepare management systecn 
plan doc•.iment. 

To determine the basic information 
used and the obJectives of each 
business function. 

To docucnent additional reouired 
information not reaaily availaole. 

To prioritize business areas for 
use of cnechanized systems. 

To identiry key inouts, cutouts 
processing features. information 
flows. 

To select aoorocriate software/ 
hardware configuration. 

To utilize work orogrammes for 
systems imolementation and as 
terirrs of reference for 
cons•.il tants. 

To serve as a guide and reference 
for implementing an MIS at BIDC. 

• Work involved extensive interviews with ootential users of 
systems, deoartment heads, staff and management at the BIDC. 

There is a f•mdamental COIT:mitment on the oart of tne BIDC 
~anagement to orov1ae BIDC oersonnel with exoer1ence in systems 
design, comouter hardware/software salection and installation. and 
increasing tne effectiveness of the organisation throug~ the use of 
Management Information System <MIS>. W~ll aesigned svstem& snould 
increase overall management efficiency and foster sharing of 
information among the three <3> main division& of tne organization. 

However. it must al•• be recognised that the BIDC has limited 
resources in terms of av~ilable expenaitures for system• and 
ava1 lab1 l ity of !'flan-power· to imclement them. 
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Clear~y. not all systems applications oosses tn• same oriority. Ir. 
adcitlon, introducing manageK-ent systems and office automatic tools 
for the f~rst time in an organisation will not doubt carry with it 
some confusion and frustration. Designing and installing systems to 
the fi~st-time user should not be overly ambitious. System 
recuire~ents snould be prior1t1:ed and introduced carefully. The 
BI~C will need to rely on the skills and exoerience of its existing 
staff to a great extent, as it is assumed creation of an EDP staff 
is to be avoided. Therefore, it 1s imoerative that a phased 
aoproac:h be utilized in c:onJunction with a sound training prooraMme. 

Six <6> maJor business 'f•.1nctions at the BIDC were iaentified 
during the preliminary review work per-formed oy UNIDO neadcuarters• 
staff that could s•.ibstant 1al ly benef"i t from 111ec:nanized systems. 

Tnese functions are: 

Inves~ment Promotion 
Research and Planning 

Estates Management 
Handicraft 

Coroorate Services 
Finance and Acc:o•.1nting 

) 

) 

) 

) 

) 

Investment Promotion Division 

Commercial Ooerations Division 

Coroorate Services Division 

There are four <4> tyoes of systems that each functional area 
could utilize: §!£~!~9!£ £1~nn!ng~ QQ~I~!!2n~ £l~nn1ng~ ~2n!£21 
BgQQ!l!OQ~ and I!~n~~£!12nL An information schematic reflecting 
the management information reouirements of tne BIDC is presented at 
E><tnbit 1. The schematic: shows t:·,c t:,·o:1e of system for each b•.1siness 
area and the integration of some of the system c:omconents. Each 
system component is subsequently described in greater aetail in 
Section II of" the ~anagement Plan. 
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Given tile fact th•t; the lCIDC does not wisn to establisn an EDP 
f1..1nction through th• hiring of aaditional cersonnel, existing staff 
will need to enhance tneir comcuter skills in order to d~;eloo and 
1..1se the mechanized systems. Recent innovation5 in coMouter software 
:n l l enable BIDC st9lff to focus attention on co111outer usage issues 
rat~er than technical detail comouter orogra•ming. Nevertheless. 
there will be a need for a few selected staff to become familar witn 
aco1..11red computer software. 

A suggested strategy would be for BIDC to use commercial 
software, user friendly data base systems. oowerful "soreadsheet" 
orogrammes. Exhibit 1 illustrates tne systecns ttlat could be 
develooed 1..1sing such tools. Such an aporoach would enab!e BIDC 
staff to develoo their own systems. hence minim~zing the need for 
exoensive consultants. Realistical~y. however, some outsiae 
assistance will be ne~essary from time to time, but the use of 
software packages will substantially reduce EDP exoenditures. 

There are a variety of alternatives avai:able to BIDC in t~e 
hardware area. Recent aevelooments in the m1cro-comouter area nave 
enaoled very soohisticated configurations to be assemcleC, t~at were 
only oossible using mini-comouters several years ago. In fact, tn~ 

difference between micro and mini is becoming somewhat "olurred". 
One distinctive difference 1s "orice". Another a1fference is the 
level of technical background of the staff wno ooerate tne syst~ms. 

SKhibit II oresents a samole configuration that wo1..1:J be 
aocrooriate f~r the BIDC. Such a configuration makes use of 
centralised processing as well as cecentralized orocessing. There 
~re variations, of course, such as decreasing the number of storage 
devices. instal!ing each work station in a chased acoroach over 
time. increasing the storage caoac1ty as thE need arises in tne 
future, increasing the orocessing caoacity of tne computers 
themselves, and eKpanding the staff !evels of the organisation. 
Cost must be balanced with tne information requirements and ~~e 
expected use of the systeM. 



- 13 -

Section V of t;1e :"'lanage:Tient ~lan outlir1es s 1.1ggestec trairung 
for the BIDC staff. Training sessions and seM:nars shou~d ~e geared 
to the level of resoonsibility ~f each individual in tne 
organization. 

Key management oersonnel snould attenc executive seMinars 
ceriocically to keep abreast of cevelop~en~~ in corporate systeMS 
and data bases. B!DC staff snou:d becc~e conve~sant wit~ Manageme~~ 
+;ools such as spread-sheets and data base systems. ~ost com~erc.:.a: 

oackages include tutorials and guideli~es for use ~f t~eir protuctE 
which for the ~~~t part are self-ex~lanatory. Cccasio1·a: w~~~~~o~s 
or ccMmercially ava1la~le video ta~e curses are also r~com~e~ced. 

The introduction of 1Y1ec~1anizec $;yste1Y1S to an c:.rgan1sat:.c;-.1 
rec•_ares caref•.11 ::.::.arn11ng arc co-01·dinated exec•.1t:.·.;n. Sen:.01~ 

management of an organ:saticn must affirm comm1t~en~ to t~e sys~e~ 
cevelopment efforts in orcer for ~~e~ to succaec. Po:icy issues 
must also be resolved among tne various business de~artMen~s. ~or 
t•·,e BIDC, the following :.<ey .'..ss•.1es -:<10•.1:..d !;je c?.CC:re~sec as +;'.·1e 
systems develooment efforts get uneer way. 

. -. 

. -, .... 

Tne Finance and Accounting De~artment is t1e most Ce3ira~!e 
deoart1nent to Monitor and cot1trol t~1e =eve:oo1T1ent, 
installation, anc o~erat1on of t~e sy~tems. Strong int2rna: 
control of processing ~nd data security a~e of paramc~nt 
l 1Y1po rt a nee. 

Comouterizat1on for its own sake s~ou!d ~e avoide~ • 
snould be established ~y BIDC ~~nage~ent 4nd a +;ime-o~ase~ 

aoproac:h for 11Y1ole1Y1entatiot1 5~1o•_:ld ~e 1.1ti!izeC:. Glven ~·ie 
nature of the neec for syste1Y1S arid t~1e c~1arte1· of +-'·e BIDS, 
establishing strong financial control of its o~era~.onE a~~ears 
to be the top priority. 

3. Creating an EDP Department would requlre tne hiring of 
additional personnel. Develoo1ng anc ccn~uct1ng a training 
orogramme to strengthen tne skil!s of exiE~ing em~loyees ~~ 
ooerate the newly i1Y10::.e1Y1ented sy:;;te1Y1s is t>1e 1v1ost ~es1r.:.b:s; a,·,c 
cost effective aooroaC'"•· It s;·10,_1:d be ,·ecognisec, :1oi..;:·,1e,·, 
tnat some restructuring of JOb functions wi:: oe nec~~=ary. 
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4. Standardi=at~on of hardware anC: software s~ou:d oe oursue~. 
There w::.11 be s1gn1ficant ber~efit to t:1e organ1satio·) if t'1e 
same word ;:>roc2ssors. soreac:sheets, and d.-ata base •,yste1T1s .!l'e 

used 1n each de:::iarttr1er1t. Communicatio:"I and co-ooeration a1T10:·Q 
emo!oyees is likely to tMorove as emoloyees assist eac~ ather 
in resolving technical obstacles. Tnere is a!so substant:al 
cost benefits using staric:ard ha1-~11>are at1~ ':ioftware. 

5. A comouter literacy camoaign at the BIDC s~ould be aCo?ted as 
cart of the overall training and comouter awareness efforts. A 
small library of books. periodicals. and computer maga=ines 
should be mace readily available to emoloyees. Once systems 
are develooed and in place. emoloyees w:ll ne~d to stay c~r~2rt 
in the rapidly changing EDP field. 
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VIII. SYSTEM DESCRIPTIONSY MSP 

A. FINANCE AND ACCOUNTING DEPARTMENT 

This model provides a tocl for calculating the financial imoli~a~io~s 

of varying assumotions regarding future event~. The financial 
~erform~nce of the BIDC can be forecasted in terms of projected 
ooerating revenues and costs. Tne mooel orovides tne caoaoil1t1es 
w~nch S'.tpaort: 

Planning the acquisition of new eauipment or deve!ooment of 
indust~ial facilities. 

Planning manpower requirements baseo uoon demand and availa~1lity 
of f•.inos. 

ProJ~Ctit1g grant reouiremet1ts. 

Presenting an antici~atary management oosture ratner than a 
reactionary image to short term changes. 

Tnen main illustrative inouts to tne mocel incluae: 

_ease revenue and other revenue forecasts. 
Caci tal o•.it lay rea•.ti re1Y1et1t s. 

- Estates management maintenance forecasts. 
Ooerating cost pro;ections. 

- Deoreciation schedules for BIDC assets. 
External economic factors <1nflat1on, wage increases, etc.>. 

Tyoical illustrative outputs of the m~~el include: 

Ca~ital eauioment acquisition sc~edules. 
- Industrial facility expansion schedules. 

Financial reauirements analysis Crevanue, grants>. 

Tnis system is a mechanism for collecting and ana!ysing information 

aoout anticioated sources and uses of casn. T~e 1n~ormation is use~ to 
clan and control cash transactions within interim ~e~io~s of t~e 
ouoget cycle. T~is system enables a short term financial p:ann~ng 

caoa~ility wn1cn supcorts: 

Determining ana monitoring cash flow. 

- Determ1n1ng the amounts and timing of disbursements. 

Anticipated short term borrowing recuirements. 

- Determining investment st~ategy for tnvest,ng excess cash in 
m•rket•ble secur~t1es. 

Typical illustrative inouts to tne system inclu~e: 
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Accounts recievable, casn receiots an~ credits. 
- Bu~get levels per oeriod <from bu~get ceve:o~~ent>. 

Interest rates for borrowing/inves:ing. 

Tyoical illustrative cutouts of this syste~ include: 

Cash flow reports. 
- Cash requirements listings. 

Cash flow analysis worksheets. 
- Borrowing/investment interest costs/returns. 

The budget develooment system provides a means for collecting. 
accumulating and adJusting financial and ooerating target ~ata. The 
most basic function is to collect preliminary budget estimates, 
summari:e the data by categories and facilitate simulation based u~~n 
alternative assumptions. The syste~ ~roviees ca~abilities wh1cn 
SUPOO ·,·t: 

Building budget worksheets with historical cata ~y !;ne-item for 
cost centres. organizational deoart~ent or 01vis;on. 

- Analysing budget changes at t~e detail level and analysing t~e 
overall imoact at tne ~ummary ~evel. 

- Formatting budget data for review by different organizational or 
business functions. 

The main illustrative inouts to the system include: 

Preliminary revenue estimates Cocerations, grants>. 
- Inflation factors. 
- Historical information such as prior budget vs. actua: ~ata, year-

to-date performance data, proJected revenues ~rom leases and 
handicrafts. 

- Inventory levels and changes in net assets. 

Tyoical illustrative out~uts of the system include the follow1~g: 

Annual and ~ult1-year budget sum~aries. 
Cost centre, cecartment an~ div1s:onal budgets. 
Net current asset/cash flow budQets. 
"What if" analysis. 

- Interface to general ledger, cash ManageMent system. 
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The system provides a mechanism for accumulating sutnmary financial 
~ransaction~. The system crovides mana~ement with recorts concerning 
financial condition ~nd financial ooerating resu!ts. The system 
t11airitains a general ledger. t ratlsact ion detai :..s and s•.lt>sid iary ledgers 
for such areas as procerty records. cost ac..co1,.mtit'g and inventory. T'.··e 
system•s potential features include the capacity ta SU?POrt: 

Processing and maintaining general ledger accounting transact~ons 
and balances (incl•.ldi.ng enc•.ltnbrance accom1ting if reauirec!>. 

- Maintaining work-in-crog~ess accounts for indivic!ual orcJects 
includir1 construction activities. 

- Preparing actual versus clanned cost accounting ra~orts for 
manufacturing-tyce activities. 

- i=•recari ng act•.1al "er> ·.1s planned costs and o•.tt .:l•.!t it1eas•..1res re~o rts 
~Y organizational eiement. 

Precaring s•.11Y1mary financia! statements (e.g •• incorYre and exoense, 
oalance sheet, source and ao~lication of funds>. 

The main illustrative inouts to the system would come from ot~er 
systems as well as direct entries as fol:..ows: 

Budget develocment information Ce.g •• ~udcet excen~es by cate~ory>. 
Const r•.&ct ion and maintenance excer.ses. 
Property accounting information <e.g •• c!aoreciation>. 
Payroll excense summary information. 
Revenue and accounts receivable summary infort11atlon. 
Purchasing/receiving/accounts cayable information. 
Inventory valuation summaries. 

Illustrative outout reoorts include: 

Financial reoorts such as trial balances, balance s~ee~s inco~e 
statements. source and use of funds. 

- General ledger account listings. 
Detail transaction lists. 

- Financial summaries by organization unit. 
Cost accounting summaries. 
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This system orov1des a mechanism for com~uting and recording pay. 
aistributing the related exoenses. and maintaining oersonnel 
information on employees. The system ~o~sists of two inter-rela~ed 
comoo~ents. The oayroll component collects oayroll data. ca!cu:ates 
pay bonus, gross oay. net cay an~ em~loyer ~enefit/tax expenses. 7~e 

oersonnel comoonent maintains emoloyee data and change-of-status 
transactions. The system performs t~e followin~ functions: 

Computing pay bonus, gross oay and net oay for hourly a~d oiece 
workers. 

Comouting gross pay and net pay for salaried workers. 

Preoaring payroll checks. check registers and ~ayroll su~Maries. 

- Determining emoloyer oortion of tax and benefit costs. 

Creating and maintaining in~iv1~ua! em~loyee ~ayroll/~ersonne; 
files. 

The main illustrative incuts to the sys~em include: 

Emcloyee name, num~er, codes. etc. 
Ti111e oeriod data. hours worked, atterlcance c::ata. 
Emoloyee wage rates, overtime rates. ~1ece r3tes. 
Tax rate schedules. 
Benefits/aeductions information. 

Tyoical illustrative outouts of this system inc!uce: 

Payroll che~ks and earnings statements. 
- Payroll registers. 

Labor distribution recorts. 
- Transactions to general ledger Coayroll ex~enxe. etc.> 
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T~1s system accounts for al~ the revenues and rece1vaoles o~ t~e B!DC. 
Tne revenue and accounts receivable transactions are accumu!ated for 
ren~al prooerty owned by the BIOC, sales of handicraft to retail 
es~aolishments. and cirect sales of items from BI~C out:~:s. The 
system would orov1de the caca~~lities which suooort: 

~a1ntaining an information f1~e on ~ast and current customers. 

!nvoicing customers and maintaining an coen invoice file. 

:~e~onc::.ling casn recelots anc acco•Jnts receivable. 

~re~aring accounts rece1~able control reoorts. 

The main illustrative inouts to the system include: 

Customer information. 
Rental receiots and accrued receiva~les for :eased ~roperty. 
B:lling information such as amount due, ter~s. date due, etc. 
Revenue and accrued rece1va~les for sales of hancicra~~ 
oroaucts to third party estaol1snments. 

Revenue from sales of handicraft oroducts from BIDC re~a1! 
sales out lets. 

Accounts rece1vao!e write offs. 

Ty~1cal illustrative cutouts of tne system inc!~de the fol!ow1ng: 

Ooen invoice listing. 
Journals of cash rece1ots. 
Aged accounts receivable trial oalance. 
Customer information listing. 
Del inguent pay1T1en':s s•.11T11T1a1·y. 
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This system orovides a mechanism for executing and controlling 
orcers. receiots and payments for goocs and services. 
Acco-dingly. 1t provides caaa~ilit1es which supoort: 

Selecting a suoolier for a given ~urcnase reQuiremen~. 

Negotiating a orocurement contract convering tne r~cuired 
material or service. 

Following up with supoliers on outstanding orders, e~~e~iti~g 
and monitoring status. 

Receiving and inspecting materials and services ~:~~:ied by 
vendors. 

Paying vendors for materials and services purc1ased. 

Interface w1tr. oeneral ledger system. 

The main illustrative inouts to the system incluae: 

Recuest for orocurement of materials and serv:ces. for 
inventory and for airect usage. 

Vendor information such as availac~lity, orice, terms and 
delivery time. 

Procurement policies regarding bidc1ng reouirements. internal 
aoorovals. 

Executed purchase orders. 
Receiving and inscection documentation. 
Vendor invoices. 

Tyoical illustrative outputs of the system include t~e follow!ng: 

Procurement activity summaries. 
Vendor summaries and listing. 
Ooen ourchase order status summaries. 
Receiving activity summaries. 
Accounts paya~le listings. 
Invoices paid listings. 
Check registers. 
Interface to general lecger. 
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8. PERSONNEL AND OFFICE MANAGEMENT DEPARTMENT 

This ~odel has the caoability to su~oort analysis of tne wages, 
salaries and associated ben~fits cos~s of the orQanizat1on. The 
model allows for extensive "w'ia't if" analysis •.tnder varying 
assumotions such as inflation rate, salary lncreasement, tdx 
increasement and benefit costs increasements. T~e ~odel will 
serve as an analysis tool to suooort union negotiations and t~e 
annual costs to the BIDC of payroll ooerations. 

Then main illustrative inouts to tne mocel tnclu~e: 

Salary increase rate by salary scale. 
Al:owancies increase rate by salary scale. 
Inf lat ion rate. 
Tax increase rate. 

Tyoical illustrative outputs of tne model include: 

"wnat if" ana:ysis 
new total costs by sal~ry scale 
new total oersonnel costs 

This system provide~ a mechanis~ for collecting, ~a1ntai~ing and 
analyse oersonnel info rmat ioti anc hls'; ·:> r ies. 

The main illustrative incuts to tne syste~ inc:ude: 

Emoloyee name, address, aecartment, codes. etc. 
Salary information. 
Position, training and qualific3t1on. 
Vacation information. 

Tyoical illustrative outouts of teh s~stem include: 

Vacation recort. 
Pension sche~e reoort. 
Age ranges reoort. 
Sa~ary scale reoort. 
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A n•Jt11ber of file 1Y1anage.nent doc•J1Y1et1ts. where the wo;'dO\'Ocessors 
"searcn" function is aool1cable. Each file mana;e~ent cocument 
containing all files within a soecific f1:2 nut11ber range. Due to 
the internal met11ory of the microcomouter, a s~ngle f1~e management 
docut11ent is not oossible. The following information is ke~t for 
every file in a file management cocument: 

Fi le nu.,.ber. 
Reference number. 
~umber of valut11es and onysical location. 
Date of volume. 
Contents of file. 
Title of fi!.e. 
To wt ::im and when the volume was given. 

A document containing t~e history of IDC, inclu~ing all ~en~ers 
of the board for each year. 

A mailing list document conta1n~ng clients name and aodress and 
wn1cn information they will rec~eve; general reoort, c~r1stma~ 
card, general information. etc. 
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C. INVESTMENT AND PROMOTION DIVISION 

This model nas the cacab1lity to suocort management dec1s1on-~a~1ng in 
investment simulations, facility investment alternatives and financial 
~erformance analysis. The model a~lows for variations of assumotions 
~o enable powerful "what if" analysis. The system featu~es include: 

Analysis or caoital structure alternatives for industrial 
facilities, including deprici~tion rates. 

Simulation of operation ana!ysis inclu~ing raw materials, labour, 
energy costs and inflation rate. 

Unit cost analysis of the variable cost components in the 
production orocess. 

Balance sneet and income statement. 

Tne main illustrative inpu';s to the system include: 

Inflation rate. 
Salary increase rate. 
Sales price increases. 
Capacity utilization of tne facility. 
Rated caoac1ty of the faci!ity. 
Raw material costs. 
~anoower costs. 
Energy consumotion rates. 
Overhead costs. 

- 3ales and administrative exoenses. 

Tyoical illustrative outputs of tne system include: 

Caoital structure. 
- Deoreciation analysis. 

OoeratiGns ana!ys•s. 
Balance sheet. 

- Income statement. 
Financial oerformance indicators. 
Variable unit cost analysis. 
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This systeM orovides a mechanism for processing a cl1en~ profile 
catabase, to maintain and analyze interes~ing/interested c!1ents. 

Tne main inouts to the system include: 

~ame and address of client. 
Products tnat the client is intereste~ o~. 

Tyc1cal outputs of the system include: 

- Clients listed by products. 

This system provides a mechanism for ~rocessing a co~~any ~rof1!e 
catabase, to maintain and anaiyze interesting/1nteres~ec cam~d~:es. 

!ne main inouts to the system incluce: 

~ame and address of com~any. 
Current procucts. 
Products of interest in tne future. 
!01nt venture/Sub contracting. 

Ty~1cal outputs of tne system inclu~e: 

Comoanies listed by products. 
Companies listed ~y Joint vent~re/sub contracting. 

This system provides a Mechanism for crocessing a proJeCt o~ofi!e 
aataoase, to maintain and ana!yze oroJects. 

The main inouts to the system incluoe: 

Areas. 
Products. 
Machines. 
Comoanies. 

Typical outputs of the system incluce: 

Feasab1lity report. 
- Projects listed by area/products. 
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This system crevices a mechanism for malntaining and a~minis~er booKs. 
te~ts, ceriod1cals, Journa!s, rewsoaper, recorts, etc. A n~t11ber of 
keywords Ctooics> will be createo for each oublication to produce a 
fast and easy search of a soec1f!C document. 

The t11ain inputs to tne systeM incl•.1oe: 

Catalog•1e nuMber, ISBN ni.u11tJer. 
- Author and title of oubl1catton. 

Classification code. 
- Usage cede. 

Present status code. 
- Information of borrower and date due. 

Tyci:al outputs of the system include: 

Boo1<s on loan. 
Books overcue. 
Value of pub:ications by ty~e and classification code. 
Number or publications ~Y tyoe and classificdtion code. 
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D. RESEARCrl AND PLANNING DEPART~ENT 

This model has the caoaoility to ~a~ntain and analyse statistical 
information on the wnole manufactur~ mar~et. 

The main inputs to the system inclu~e: 

- Statistical economy information. 

Tyoical outputs of the system incluae: 

Direction of trade, imoorts/exoorts. 
Estimates of Gross Domestic Product. 
Commercial bank loans/credits. 
Comoos1tion of domestic exports. 

Tn1s databasP- provides a mechanism for maintaining and analysing 
aool1cations reouiring fiscal incen~~ves and factory soace. 

The main inouts to the system include: 

~ame and location of company. 
- Dates for a~olication/reaoora1se~/aoprova!/rejection. 
- ~ain oroduct <1ndustry grouo> a~d suboroducts. 

Various statist!cal information. 

Tvpical cutouts of the system include: 

- ~umber of aoolications recieved/aoproved/reJected by f~scal 
incentive and factory soace. 

- Comoanies aooroved by industrygrouo. 
- Apclications for factory soace by industry grouo. 
- ~oolicat1ons for fiscal incentive by ~ndustry grouc. 

A standard form for apolications shou~c be orocyced as a word~rocessor 
document. ~hen writing out tne aool1cation, t~e secretary w:l! c~~Y 
the stanoard format. fill in tne information and orint the 
aocl1cation. 
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E. CONSTRUCTION AND ESTATES MANAGEMENT DEPARTMENT 

This syste~ orov1des a means for controlling the cost soent in a 
oroJect to maintain ~rofitability. In oraer to achieve this tne system 
must get timely information on exoenditures from the financial 
accounting system. 

The main inputs to t~e system include: 

- Material and labour costs oer prcJect and period. 
- Labour hours oer project and period. 

Tyoical cutouts of the system include: 

- ProJeCt cost reoort. 
Project o~of1tabil1ty reoort. 

This system will orov1de a mechanism for olanning the or~Jects in a 
critical oath network methoa. 

This system prov1aes a mechanism for e~timating and calcula~1ng t.1e 
costs of a new building. Following uo of actual costs giv~n by tne 
financial accounting system will oe done in order to aoorove 
estimations. 

The main inouts to the sy5tem include: 

Material costs. 
- Labour costs. 

Consultant costs. 
- Capital costs. 

Typical outouts of the system include: 

- Estimated total cost. 
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This systeM orovides a mechanism for collecting, maintaining and 
analysing information about buildings and tenants. 

The Main inouts to the system include: 

E~tates information. 
Building information by estate. 
Tenants information by building. 
Start and finnish times. 
Rent or lease. 

Tyoical outouts of the system include: 

General information about tenants and their status. 
Tenants with notice. 
What has been repaired on each ~~ilding. 
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F. HANDICRAFT DEPARTMENT 

This lflOdel has the caoability to suooort tne analys:.s of tr1e .narxet 
for handicraft products. The model serves as a collector of h1storical 
data for products and grouos of products. relate~ revenue informa~:.on 
and cost information. Tne model has the capab1!1ty to oerform 
statistical analysis to formulate trends and forecasts. ~he model a:so 
ore ides the means to collect results and summarize survey data. 

The anain inouts to tt-ae system incl•Jde: 

Historical sales. 
Market proJections. 
Customer survey aata. 
H1stor1cal effects of advert1sing 1 orn~nt1on ~nd sales efforts. 
Proouct cost and revenue data. 

Tyoical ~utouts of t~e system include: 

Survey result summaries. 
Product/oroduct grouo forecast. 
Statistical analysis reoorts. 
Customer reaction sYmmaries. 
Trend analysis. 
Customer inouiry and follow reoorts. 

Tnis system ~rovides a mechanism for ooerating tne 3roduction planning 
anc scneduling and tne requ:.rements olanning for hanc1craft oroducts. 
In order to achieve this, information will be 3rov~ded from materials 
management system and the reta~l sales recor~ing system. 

Tne main i~1p•Jts to the system ir1clude: 

Historical information. 
Sales reoo rts. 
Forecasts. 

Tyoical cutouts of tne system include: 

Product mix by section. 
Production schedules. 
Requirements based on tne product mlx and schedu:es. 
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This system provides a mecnan1sm for raw material control and 
inventory control of raw material. Eac~ raw material must be given a 
uniaue item number. The system wou!d ~rov1de the caoabilities wnic~ 
suoport: 

~aintaining an inventory file of raw materials. 

Handling order pojnts <reauisition ooints>. 

- ~eep track of raw material movements. 

The main inputs to the system include: 

Purchases of raw material. 
Outlets of raw materials. 
Ml~cellaneous debit/credit of raw materials. 

Tyoical cutouts of the system include: 

Reauisition reoort. 
Inventory balance report. 

- Purchase reoort of raw ~aterial. 
Miscellaneous debit/credit entry report. 

This system provides a mechanism for recording sa!e of finnishea 
gooas. Tne information is used to control an inventory fi:e of 
finn1shed goods. Each item must t~en be g~ven a unique item-number. 
Tne system would orovide the caoabilities which suoport: 

Maintaining an inventory file of finn1shed g~ods. 

~eep trac of stock movements. 

The main inputs to the system include= 

- Sales by handicraft site. 

Typical outlets of the system include: 

Sales analysis by salesman. 
- Sales analysis by handicraft snap. 

Stock level report. 
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IX. SOFTWARE AND HARDWARE EVALUATION CRITERIA, MSP 

SOFTWARE EVALUATION CRITERIA 

Cu st om devel ool'ftent of col'fto•.iter orog ratnmes is exoensi ve, t une-cct1s•.1mu1~ 
anc requires considerable s~1ll. The continued suooort of a custom 
system requires an on-going, in-house oata orocess1ng function wn1cn 
is also ~><pensive. Today's availaD1l1ty of cotnmerc1ally available ano 
cublic domain software makes t~e custotn aocroach less desirable, 
except in unusual ci rc•.imstances. T~e •.ic;;e of ore:>ared software offers 
considerable time and cost advantage. 

Installation of software, nowever, coes reGuire carerul plann1~g or 
serious errors can be made theroy er~d1ng tne benefits from a pac~age 
aooroacn. All software packages have a "learning curve", and often 
t!~es, finding the perfect solution is JUSt not possible. Sotne changes 
to the software may be necessary, and certainly future growth 
recu1rements of the organization must be built into the saftware 
seiection process. 

A software package ~nould be evaluateo against soecific c~iteria. T~e 

business and user reouirements must be used in conJunction with other 
general criteria. General criteria includes: 

~ea •.11 red hardware 
- Software reauisition costs 

Quality of software documentations 
- Vendor suooort 

Other users experiences 

An apolicat1on soec1fic criteria checKlist s~ould be ?re~area and usec 
for the evaluation. A number of general criteria will apply to all 
areas, while there w1ll also be unique cons1~erations for each 
inc! iv id•.1al ~PP l icat ion. Genera::. i tetr1s i ~·cl •.u~e: 

Vendor name 
- Original development year 

Year <month> of latest revision 
- Number of users 
~inimum hardware reauirements 

- MiniMum storage requirements 
Programming language 
~evel of documentation 
Cost 

Soec1fic items <for examp!e, used in selecting a genera! acco~nt1ng 
system> might include: 

Provision for accumulating original ~udget, revised bucget and 
act•.1al costs. 

- Provision for period and year to date 1nfor~at1on. 
Flexible account descriotions <vers~s pre-cooed>. 
Provision for year to year comcar1sons. 

Detail to summ•ry reoorting for ~a:ance sneet, income state~-~t anc 
casn flow. 
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HARDWARE EVALUATION CRITERIA 

Tnere ar• several hundre~ different vendors of micro-coMouter narowa~= 
ano associated cer1oherals. Tnere apoears ta be in the Mar~et today 
four maJor orice ranges for micro-computers: 

1. less than SUS 2000 

2. SUS 2000 5000 

3. SUS ~000 10000 

4. more than 10000 

Most micro-co1nouter vendors offer oot ions t nat increase the basic 
or1ce. Specifically defining cne•s reauirements is essential to avoid 
constantly "adding on" co111conet,ts and features. The co1111b1nation of tt1e 
basic co1111outer, orinters, disk storage devices, screen monitors and so 
forth must be included in the hardware analysis. 

Ma1or technical factors to consider in the evaluation incluce: 

1. Rando• Acee•• ..... ory <RAM> - The amount of internal storage 

capacity of the macnine. 

2. Operating syst- - The t11ain language of the machine for processing 

and communicating. 

3. Video screen <CRT> - The tyoe and size of the display screen. 

4. Disk drive c:apac:itie• - The available storage caca!nlity of t•1e 
machine for data files and acolicatian programmes. 

5. Printer interfac:tt - The t11ethod of t ransmi tt ing information to 

or1nter devices. 

6. Network - The availability to have a m•Jlti•Jser micro-corno•Jter 

systeM. 
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x. IMPLEMENTATION WORK PROGRAMME, MSP 

The imole111entation work orograMt11e is baseo on t:'le syste111 desc!'i:::i-:ions. 
Tne following schedYle shows the systems oy ceoartme~t. tyoe of 
software to use <cot11mercial. database manager. screacsneet>, 
crioritization in form of reQuested i111olementat1on oeriod and date 
for imclementation comoleted. 

Finance & accounting dept• 

Financial accounting systetYI 
- GIL, A/R, A/P, Payroll etc. 

Cash Management 
B•.idget oeve lo cment 

Co111l'flerc. 

Soreadsh. 
Soreaosh. 

Financial planning model Soreadsn. 
Account. system for overseas offices Spreadsh. 
Communication overseas offices Commerc. 

P•rsonnel & office aanaQ. dept: 

i:•ersonnel administration database 
Saiary/wages moael 
woraorocessor documenti 

Materials management and retail 
sales recording <order/entry and 
inventory system> 

Proauction olanning 
MarKet analysis 

Cost control and construc~ion and 
maintenance control 

Cac1tal resoJrce catabase 
Estates and tenants cata~ase 

Research & plannin«J depts 

Aoolication processing oatacase 
Statistical analysis c•tabase 

Inv•stMent & proaotion divs 

Feasibility analysis models 
Client crof1le database 
Customer profile data~ase 
~roJect crofile database 
~iorary cataloging systel'fl 

Dataoase 
Soreaash. 
i.lo rd:>roc. 

Commerc. 

Spreadsn. 
Soreaosh. 

Com1r1erc. 

Data case 
Database 

Database 
Soreaosh. 

So read sh. 
Database 
Dataoase 
Database 
Data:>as• 

84-12 

84-01 
84-0l 

84-12 
84-12 

84-12 
84-1.2 

84-12 

84-::.:2-05 
84-12-03 

84-12-03 



- 34 -
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i. t .· ..... ,-:: 

Ei~ahiish r o!f'ill ?rDJtct 
c:-~j•~at1on ind ide1n1stri~1~n. 

• ~rritt~E ittd cand~ct eifti4i1El':t 
HEt:'!ii· 

Systus dtSiflS 

•• :-::1,,e rr;crtLr:g rtq11&rHents 
&r,d dEs1~n rrp~rts. 

r ~eto<rll~f 1np11t req~lffttnti iftd 
dtii~r. 1~p~t iur1s1scrtrr.s. 

Econoeic tonsideritions 

t. Est11ate casts for saft•irt. 

~ :i!t~'li~r s~ec:sl tr••~•nq 

re~u.reunts. 

llilliqEtent should be directl1 i!l·•ul ~ed 
in systtt~ i1¥:eeentit1on itt1.1t1es 
ind rE•iia ind ippruwt designs ind 
~1pluentaticr'. 

:eti1i, specific rt~111rt1rrit; nti!d ~o ~e 

cltirl; 1de»t1fied it tn1s stigt • 

Pri!~irt SilFle re~orts, n-.1 i!• •I th 
user; i~d ~tta1n ippra•il. 

input tr•nsict1~ns sh~ulc bt docu1i!nted 
i5 Ui irEqui;r.c~ ir1d suurci!. 

l~111bEr ir1d de~cnphun oi fields. 

fo~~t!a11tp11t •rid security 1us11res 
ior dili •~te4r1t!. 



.. ~ . 

.!.!?~ 

Hird•irt Ftis1bility/Confi9uritian 

:;~;1•1 ii~erai svst~ 

~~ ~ .. 1rt1tnt s. 

:etcr•i~~ ;.sttl bic~up 
ri~'-~r!tents~ 

Proudurts lk~elopffllt 

. :re;a~i re~art llS~f jb~ti~fi 

~, ;.: =~~·· i~. 

Pro~ri .. ing, Debugging illd ttsting 
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:u~~•i~t §t;~ tY ~r~tE~t 3•!• ;:les tor 
pc•tr fa1:~rEs, •cc;~e~t•r er~sures, etc. 

;~, use ui ~itibiSt -~~ sprtidshett 
suf~••rt requlrcs ~t~trittan of 
1r.struct1~fii t~ creete 1r.put scrEens, 
i1les er.d ~ut~~t •eparts. 

Ottaln :enigeteit ippro•i! ~i tested 
s; stet. 



D•h convtrsi an 

1. Fl•n for re~ords conwers1.Jn etfurts. 

c. ~~~itf pr~~c~u•ci ••nuiiS dnd 
i•i~r• ~~c~•i~:at;lri. 

- 36 -

Marl steps necess•rv for pick•qtd 
soit••rt inst•l:•t1on Sl&Ch iS qtner•I 
:ed~tr, •cco~nts rect1v&bie. 

i.e., cre•te 11P-to-d•tt ••ster i1Ies 
ta r~n tn p&rilltl to old systta. 
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XI. TRAINING PROGRAMME, MSP 

Tne training programme consists of: 

a computer literacy camoaign 

how to use imolemented systems 

how to m~dify existing systems and imolement new systems 

In the computer literacy camoaign the emoloyees will learn to 
uncerstand how comouter wor~s and how to use a comouter. A small 
li~rary of books, per1od1cals and comouter maga=ines will be made 
available. Once tne co~~uter systems are instal~ed and training 
sessions been held, employees need to stay current in tne ra!Jidly 
cnanging EDP field. 

The emoloyees can ~e divided into four categories of users: 

Enc:iusers who learn to •.ise tne systems cevelooec, s!Jreac:s!"leet 
systems, dataoase manager systems and commercial software systems. 

Secretaries who wi 11 iearn to •.ise the wordo1~ocesso r to write 
letters, memos. reoorts etc. 

SysteM developers who will learn to use soreacs;1eet models arid 
database manager systems to modify eAisting and imolement new 
systems. 

System administrators who will learn now tne ooerating systems 
works, in order to allow new users, passwords, security 
restrictions and software packages. 

I!:!!!!'.!!.!1q ~~~ai.~u~ ~i!!~Q.~.!'.Y Q.f ~~~.!:§ 

1. Generai information abo•.1t comp•.1ters. Al 1. 

.-. Imolemented systems for the finance & Erid•~sers i.n t ~1e 
accounting department. deoa rt mer"t. 

"'!' ""'. lmolemented systems for the personnel & End users in the 
office deoartment. deoa rtrrient. 

4. Implemented systems for the research & Etld•.isers in tne 
planning de pa r't ment. deoartment. 

5. Imolemented sys-c;ems for tt1e investment & End•.1sers in the 
protnotion division. division. 

e.. I inclement ed systems for trie const r•.ict ion End•.iser» in t t1e 
& estate m•n•gement e1eoa rtment. deoartment. 

7. Imolemented systems for the hand1cr•ft End users i ti the 
dep•rtment. de pa rt ment. 
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8. wordcrocessor Wordstar <DO~ Secretaries. 
dis~ tutorial session 

- training guide session, .~ssons 1 - 12 

~. Worccrocessor Worcmarc \UNIX>. 

10. Screadsheet program Multiplan. 
- teacher guided sessions 

11. Database Manager system dBRSE II <DOS>. 
on disk tutorial session 

- dGEN instruction session 

12. Database manager system Ingres CU~!X>. 

13. Ooerating system <DOS>. 
- e>eoloring the IBM PC session 
- NCR-DOS t•.1tor session 

14. Ooerating system CUNIX>. 

Sec!'Etaries. 

Soreadstieet 
develocers. 

Database 
developers. 

Database 
develoi:>ers. 

Systems 
acltnuust rai:or. 

Syste.ns 
ad mi nist rat or. 



- 39 -

DOCUMENTAT\ON AND MANUALS PAGE 

I. ~·ROCEDURE ~ANLJAL. PERSOl\INEL AOPIIl'!ISIRATION DATABASE........ 40 

l l. ..:·ROGRAl"I DEVELOPl":ENT :wtANUAL. PERSC"'NEL ADl"l!NISTRATIOl'll OB.... 47 

U 1. DIFFERENCE IN lJSE OF i=-•RQ;:;·SPIN ••••••••••••••••••••••••• ••••. 53 

lV. ~ANUAL FOR SA~ARY-wAGES MODEL •••••••••••..•••••••••••••••• 55 

'.J. S~ORf l'IANUAL ON HOW TO USE Tl-!t:: :ttuLTIPLAN CQ!"IPIANOS......... 56 

V!. WC~DSTAR. START uP AND PROGRAM DIS~ETTES •••••••••••••••••• 57 

Vll. SCR~E~- AND RE?ORT LAYO~TS. ~IBRARY SiSTEM................ 59 

VI:::::.. SCREEN- A"'D ~EPORT LAYOUTS. COMPANY PROF~ -E DB SYSTEM..... 64 

! L SC ~EE.N- AND REt=·tJ~ 1 i_AvOuTS. A..:•P;_ I CAT 1 Q!'.: PR•JCESS I NG DB • • • • 66 

X. SCREEN- AND REPORT LAYOUTS, ESTATES ANr TENANTS DATABASE. • 70 

~i. ~ANUAL FOR SUPIPIARY OF ACCOuNTS-~ODEL IN MuLTIP~AN ••••••••. 77 

XII. PLAN FOR co~~UNICATION BARBADOS - N.Y •• 8ARB - BRUSSELS ••• 78 

~~~I. ~ANwAL ON ~G~ TO l~ANSFER FILES uSING SMARTCOM II ••••••••• 79 

XlV. ~aw TO USE ~Ut_TIPLAN-MODELS IN N.Y •• BRUSSELS AND BARBADOS •• 81 



- 40 -

1'384-1 -:-13 

I. PROCEDURE MANUAL, PERSONNEL ADMINISTRATION DATABASE 

Contents Page 

1. Start uo and t:Jac:KuP cooy ••••••••••• 41 

Main menu - Select function •••••••. 41 

3. View emoloyees ••••••••••••••••••••. 42 

4. Aod emo l oyees. • • • • • • • • • • • • • • • • • • • • 43 

S. Edit e111oloyees.................... 44 

6. Pack the database. • • • • • • • • • • • • • • • • 45 

7. Vacat l on rei..o rt. • • • • • • • • • • • • • • • • • • 45 

8. Pens l on scheme reoo rt. • • • • • • • • • • • • 45 

'3. Age ranges reoo rt. • • • • • • • • • • • • • • • • 46 

10. Salary scaie reoort ••••••••••. - ••• 46 

11. Ew10 l oyee reoo rt. • • • • • • • .. • • • • • • • • • • 46 
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1. START UP AND BACKUP COPY 

;.,_tt tt1e oisi.:ette "dEtASE II. E1Y1-1Y1ain" in drive A. at'ld the diskette 
"~BASE lL Pe1·sonnel file" in ar1v~ 8. 

After given todays date. enter tne following in boldface: 

A}08ASE <return> 

.DO EM-l'IAIN 

Tne oersonnel main menu is now disolayed. Now enter your cnoice. 
To eKit enter select :o ano .QUIT. If anything goes wrong or 
you missoell a command. use tne key Esc and start over again. 

Important! When vou"ve finisned with .QUIT you will se tne A> oromot. 
~ou mu&t now take a backup cooy of tne data~ase file. Do as follows: 

Take o•Jt tne 01s1-<ette from drive A. Put in the diskette "aBASE II • 
.:·ersonnel file, Back•Jo" in drive A. Enter t~1e co1nmand: 

A>DBCOPV 

2. SELECT FUNCTION 

When tne main menu is disolayec, you can select tne following 
f•Jnctions: 

O. e>< it 

1. view en'ool oyees 

2. acd employees 

'T edit emoloyees Jo 

4. oack tt1e C:atacase 

5. or int vacat:ion reoo rt 

£. orint aension scheme reoort 

7. or int age ranges reoo rt 

8. orint salary scale reoort 

'3. orint en'1oloyee reoort 

To se1ect JU&t kfly one of the numbers. 
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3. VIEW El'IPLOYEES 

On tnis screen you will be aole to view emoloyee info~nat1on. You 
will not however oe allowed to change any information. 

On tne bottom rows you will find the command line. wnic~ te!ls you 
wnat you are allowed to ao. Just cress tne letter within the 
oaran~nesis to perform the command. 

D - Display. Allows you to view more than onn record at a time 
based on tne ~ocate exoression. Enter Locate exoress1on, for 
exal'ftol.e SALSCALE•12 • Next enter Display st ring, for 
examole SURNAME+POSITION . 

F - Find. Enter text of keyword <SURNAME> for des1reo e~oloyee. 
For examole SMITH • 

L - Locate. Enter Locate exoression. ~or e,amole CATEGORV=l 
or DIVCODE•2 .AND. BIRTHDATE>621213 wh1cn will disolay t~1e 
first emoloyee <in alohaoetic order> that satisfies the 
exoression. This is tne basis for Diso!ay and Continue. 

C - Continue. Go to tne next emoloyee tnat satifies tne last 
Locate exoression. If no Locate exoression was given, 
Continue skies to the next em~ioyee in tne database. At end 
of file, cress <return> to get oack to the command oromot. 

S - SKip. Skio to the next emoloyee. Tne database fi~e is sorted 
in SURNAME oroer (Keyword>, wnich means that tne e~oloyees 
will oe oisoiayed in alonaoet1c orcer when using Sk10. At 
end of file, cress <return> to get back to tne command 
oromot. 

To exit to the main menu. press tne two keys Ctrl and W 
at ~ne same time. 

~nen using Locate and Disolay commands, only database names are 
allowed. For examole you must enter DEPTCODE•31, wn1ch is the name 
Coataoase fieia name> that tne comouter uses for references, and not 
DEPART~ENT CODE=31. See cnacter 4. Add emoloyees for information on 
val1c catacase field names. 
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4. ADD EMPLOYEES 

On this screen you will be aole to acd an employee to tne data~ase 
file. Fill in the information for each fiela, and oress <return>. 
Eacn tiMe you enter all information for an emoloyee, a new screen 
aooears for tne next emoloyee. Wnen you fin1sn. oress tne two keys 
Ctrl and Wat tne same time to get oack to the ~a1n Menu. 
Tne inout field are as follows: 

SWRNA:wtE 
F!RSTNAME 
EM;:.•LO'V t:E"'O 
ADORl 
AD::>~::: 

ADD~3 

TELt:PHONE 
B~RTHDi4:E 

SEX 

D!:VCODE 

DEPTCODE 

E::"a:·-..DATE 
SA:... SCALE 
SA ... A~v' 
SAL TYPE 

CATt::GOR'V 

A1...LoJWANCE1 
AL .... uWANCE.;;: 
ALl..01-lANCE:S 
~·wSLTION 

;::•RSVPOS 
r\ATlNSNO 

Emcloyees surname. 
Emcloyees firstname and initials. 
Emcloyee number. 
Home aooress of employee. Street. 
Home address of emoloyee. Town. 
Home ad~ress of emo~oyee. Parish. 
Emcloyees nome teleonone numoer. 
Emoloyees 01rtnaate. Year/month/day. 
Sex of emoloyee. F or M. 

Division coae. !=General management. 
2=Investment oromotion. 
3=Commercial ocerat1ons. 
4=Coroorate services. 

Decartment coae. 
ll=Genera~ management. 
2l=North America. 
22=E•..1 rooe. 
23=Local ooerations. 
24=Research and olanning. 
3l=Handicraft. 
32=Construct1on and estates ~anagement. 
33=Commercial services. 
4l=Finance and accounts. 
42=Personnel and office management. 

Emoloyment date. Year/montn/~ay. 

Salary scale. 
Salary or wage in $BOS. 
Tyoe of salary/wa9e. M=~onthly. 

F=Fo rtnignt l y. 
W=Week ly. 
P=Piece worker. 

Coae for category of emoloyment. 
1=None estaolisned 
2=Clerical 
3=Secretarial 
4=E><ec•Jt i ve 
5=Management 

15 
l '5 

6 n•.imeric 
15 
15 
15 

7 n•.11T1er1c 
6 n'.l1T1er t c 
l 

1 nwneric 

2 nuiY1eric 

6 n•.11Y1e r 1 c 
·"" n•J1Y1er1c 
5 n1.11Y1eric 
l 

l n•JiY1e r 1 c 

Entertainment allowance cer SALTYPE. SBOS. 
Travel allowance oer SALTYPE. SBOS. 
Teleohone allowance oer SALTYPE. SBDS. 
Current oos1tion held in decartment. 
Previous cositions held. 

4 
4 
4 

2() 
68 

numeric 
n•J1Y1er ic 
n•.ime r i c 

N•t1onal insurance nu~oer. 6 n•Jll'1er 1 c 
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£n~.r~£!~.r! 

r..ATREGl 
"IATREG:! 
:-..EXTOFhIN 
TRA!NING 
QuA:.... IF IC 
V:4CATENT IT 
VACATACCUM 
VACATl 

National register number, cart 1. 
~ational register number, oart 2. 
Emoloyees next of kui and relatiotishio. 
Traininq mace at IDC. 
Emoioyees aualif'ications. 
Days of vacation entitleG oer year. 
Kemaining acc•.lm1.1lated oays of vacation. 
Aoorovec vacation period, from date. 

6 
4 

20 
148 
68 
~ 
~ .-. ...... 

6 

nutner1c 
numeric 

n1.1meric 
numeric 
nut11er1c 

VACAT2 
In ~orm year/month/oav. Examcie 850503. 
Aooroved vacation period, to date. 6 numeric 

src"LEAVE 
In form year/montn/cay. Examuie 850519. 
Numoer of s1ckdays, year to date. 3 n 1.lt11er1c 

5. EDIT EMPLOYEES 

an this screen you will oe aole to cnange emoloyee information. 
~owever yo1.1 cannot ado a new emoloyee. On the bottom rows you will 
fine tne command line, wnicn tells you wnat you are ailoec to do. Just 
oress the letter witnin the oarenthes1s to oerform tne cot11mana. 

E - Edit. Lets you correct any information for an emoloyee. Use 
the <returnl Key anc backsoace Mey Cabove the <return> Key> 
to oos1t1on tne cursor on tne screen. 

D - Delete. !"lessage "DELETED" a:;,:Jears left of the date in t ne 
scree header. To erase the deletea emoloyee from the 
dataoase file, see chacter 6. Pack tne aatabase. 

U - Undelete. Erases t ne "DELETED" message. 

C Continue. If you didn't Edit, Delete or Undelete the 
em~loyee currently c1solayea. Continue brings uc tne next 
emcloyee in SURNAME order. 

P - Position. Brings uo tne second command line for Ea1t 
screen, see below. 

Tne second command line for tne Ecit screen is as follows: 

D - D1solay. Allows you to view more than one record at a time 
based on the Locate eKcress1on. Enter ~ocate exoress1on. for 
examole SALSCALE•12 • Next enter Display string, for 
examol• SURNAl"IE+POSITION • 

F - Find. Enter teKt of keyword <SURNAME> for desired emo!oyee. 
For •K•tt1Dle Sl'IITH • 

L Locate. Ent•r Locate eKor•ss1on. For eKamole CATEGORY•l 
or DIYCODE•2 .AND. BIRTHDATE>621213 wnich will d1sol.ay ttle 
fir•t •moloy•• <in alonab•tic order> tnat sat1sfi•• tne 
excr•ss1on. This is tne basis for Disolay and Cont1n~e. 

C Continue. Go to tn• n•Kt •mcloy•• that s.atifies the l.ast 
~ocate eKor•ssion. !f no Locat• eKoression was given, 
Continue sk1os to the newt emcloyee in tne O•tacase. At end 
of fil•, pres• <r•turn> to get back to tn• commanc pro~ct. 
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S - 5~10. Skio to tne neKt emoloyee. The aataoase file is sortec 
in SuRNAl'IE oraer (keyword>. wtuch .11eans that tne emoloyees 
will De disolayed in alonabetic order when using Sk10. At 
end of file. cress <return> to get back to tne commana 
orol'flot. 

To Cring uo tne first command line. press the two keys Ctrl ano W 
at the same time. 

;,;nen •.1sing Locate ana Disolay com111ancs. only dataoase naines are 
al:owed. For exa111ole you must enter DEPTCODE•31. which is the name 
<catabase field name> tnat t~e comouter uses for references. and not 
L'C:PART:"'IENT CODE=31. See cnaoter 4. Acd e1T1oloyees for infor1Y1ation on 
valid aatabase field names. 

6. PACK THE DATABASE 

On this screen you can oack the aataoase file. Tnat means tnat all 
emoloyees tnat are aelete~ in tne edit screen are now erased from ttle 
database file. 

7. VACATION REPORT 

Tne vacation reoort will orint surname. firstname. position and 
aooroveo vacation oerioa. Selection cr1terias are l> ail emoloyees or 
emoloyees in a given deoartment and ~> with an eKisting aooroved 
vacation cer100 after a given date. 

To select a soecific deoartment. enter tne deoartment cooe as 

11 for Gene~al manage1Y1ent 
21 for Nortn America 
22 for E•..t rooe 
23 for Local ooerat1ons 
24 for Research anc olann1ng 
31 for Handicraft 
32 for Construction and estates management 
33 for Commercial services 
41 for Financ~ and accounts 
42 for Personnel and office management 

or 0 for all employees. If a non eKisting code is given, tne reoort 
w1 l l be ew1cty. 

8. PENSION SCHEME REPORT 

Tne oension scheme reoort will orint surname, firstname, b!rtncate ana 
oos1tion for all emcloyee• over ~O years of a9e. 
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9. AGE RAN&ES REPORT 

The age ranges report will calculate and print tne total numoer of 
emoloyees i.nth an aga of < 20 years, 20 - 25 years, 25 - 3(1 years, 
30 - 35 years, 35 - 40 years, 40 - 45 years, 45 - SO years. SO - 55 
years, 55 - 60 years and > 60 years. This will ce orinted by category 
grouo where 

1 = None estaolisned 
2 = Clerical 
3 = Secretarial 
4 = Executive 
5 = l'lanagement 
6 = Miscellaneous 

10. SALARY SCALE REPORT 

Tne salary scale reoort will calculate and or1nt yearly salary in 
SBDS. yearly allowancies in SBDS, yearly national insurance caid by 
emcloyer in •eDS and n•.itnber of emol oyees. The printout w111 be by 
salary scale. The recort is to be used as incut to tne salary/wages 
soreadsheet model. 

Selection criterias: By deoartment or all deoartments. 
Piece workers are not included <salary tyoe = P>. 
Only employees with salary tyoe = ~. F or W are 
included. 

If salary tyoe 
If salary tyoe 
If salary type 

= 
= 
= 

Pl, 
F, 
w. 

tne salary and allowancies are mult1cliea 
the salary and allowanc1es are mult1olied 
the salary and allowancies are multicl1ed 

Tne national insurance are calculated as: 

by 
by 
by 

8 ~ of the mont~ly salary. not over SBOS 208, multiplied bv 12 

1 ") -· 
26. 
c---. ...., ... 

8 ~ of tne fortn•~htly salary. not over $805 104, mult1cl1ed oy 26 
8 ~ of the wee~ly ~age, not over sBDS 48. multiol1ed oy 52 

11. EMPLOYEE REPORT 

Tne emoloyee reoort will list all emoloyees in one soecific 
cecartment. or all aeoartments if none is 91ven, cy surname or 
emo!oyee numoer. The reoort contains tne following fields: 

~ame. Emoloyee number. Oep•rtment coae, C•tegory coce, Position 
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l. DATABfiSE AND START lF 

Tne aataoase useo for the personnel admin1strat1on is the dBASE !I 
version ~.41. For further information on dBASE II. se oBASE II on-disK 
tutorial ana aBASE II user manual. 

;o start uo the system cut tne program and cata:::>ase diskette "cBASE 
Et11-main" in drive A and tne oersonnel file diskette "aBASE II, 
cersonnel file" in drive B. 

Enter the following: 

A> DBASE < ret •.J rn> <~BAS£ II will be startea> 

.DO EM-MAIN <return> CTt1e personnel dataoase main 111enu is snown> 

T ' 
J. J. • 

Now enter your c~oice. To exit to tne ooera~1ng system Ctne A> oroM~tJ 
en~~r 0 and when a • is a1solayeo. enter quit. 

2. CREATE THE DATABASE 

For further detail see oBASE II user manual. red section 1, page 11. 
Tne creation of tne oersonnel oatabase is described below. Tne 
bolaface characters are tne inout. Tne oare~tnesis are authors 
commentaries. Press <return> after each input. 

!nsert the diskettes, 

arive A: c8ASE II diskette 
arive s: et11cty formatted diskette 

A> DBASE 

.CREATE 

ENTER FILENAl'IE:BaEMPLOYEE <The oersonnel file 1s nameo E!"IP:...OYEC: 
E~TER RECORD STRUCTURE AS FOLLOwS: and stored on diskette in drive Bl 

FIELD NAME,TVPE,W!DTH,D~CIM~L PLACES 
001 SURNAME,C,1S 
1)02 FI;;SfNAfllE,C,1S 
Ou3 ADDR1,C,1~ 
004 ADDR2,C,1S 
005 ADDR3,C,1S 
006 TELEPHONE,N,7 
007 BIRTHDATE,N,6 
01)8 SEX,C,1 
1)09 DIVCODE, N, 1 
010 DEPTCODE,N,2 
1) l l ElllPLDATE, N, 6 
1)12 SAL.SCALE, N, 2 
013 SALARY,N,:5 
1) 1 4 SAL TYPE, C, 1 
015 CATEGORV,N,1 
016 ALLOWANCEl,N,4 
O 1 7 ALLOWANCE2. N, 4 
•) 1 a AL.LOWANCE3, N. 4 
019 POSITION,C,20 
o::;o PREVPOS 11 C, 68 
(>.::l NATINSNO,N,6 
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1.1.::..:: NATREGl, N, 6 
•)::3 NATAEG2, N, 4 
1),:4 NEXTOFKIN, C, 20 
•)25 TRAINING, C, 148 
o.::6 QUALIFIC,C,68 
•)::.7 EPIPLOVEENO, N, 6 
1)..;!3 VACATENTIT, N, 2 
(1~3 VACATACCUM, N, 2 
•_13t) VACAT1, N, 6 
•)31 VACAT2, N, 6 
(•32 SICKLEAVE,N,3 (No more tnan 32 'fieics are allowec. > 

iNPuT DATA NOW? N 
.USE B:EMPLOVEE 
.INDEX ON SURNAME TO B:EMPLINDX 
.QUIT 

C!ndeM tne file E~PLOYEE on SURNAME 
giving inceMfile E~PLINDX.> 

A> (Now you're oack in DOS!> 

3. PROGRA~ GENERATOR 

Tne cBASE II orograms were created by tne orogram generator dGEN. See 
aBASE II user manual. dGEN cage l - 26. Tne ste~s taken are described 
oelow. The ooldface cnaracters are tne inout. Tne souareorac~ets are 
autnors commentaries. Press <return> after each incut. 

Insert the ais~ettes. 

drive A: ~BASE II diskette 
drive B: tne diskette witn the file EMPLOYEE 

Ai DBASE 

• DO OGEN <The dGEN main menu is disolayed, cnoose function 
no 2, FILE generator.> 

sel.ect :2: 

Enter DATABASE filename:BsEMPLOVEE 
Enter INDEX filename:B:EMPLINDX 
Enter indeM ~eyfiela:SURNAME 
INDEX FI~E DOES NOT EXIST. Create it? CY/N) V 

Creating inoeM file ••• 
Getting fielc names ••• 

iTne following dBASE II programs are Qeneratea on drive A and 
01sciayed on the screen: 

.QUIT 
A> 

El'l-MAIN.PRG 
EM-FRAME. i.:•RG 
EM-GETS.PRG 
EM-SOl'IE.PRG 
EM-EDIT.P~G 
EM-PACK.PRG 
EM-·POSN. PRG 
EM-LOCAT.PRG> 

<You •re now oack 1n DOS!> 
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All orograms nave been moo1f1eo accoro1ng to soec1f1cations. Tnis "as 
oeen cone with tne woroorocessor ~orastar. 

4. REPORT GENERATOR 

!ne aBASE II recort programs were createo by tne program genera~or 
cGEN. See dBASE II user manual, dGEN oage l - 26. The ste~s taken 
to generate one of tne reoorts are descri~ed below. The boldface 
cnaracters are the input. Tne souarebrackets are authors comment~r1es. 
Press <return> after eacn inout. 

~nsert tne diskettes. 

drive A: dBASE II disKette 
ar1ve B: tne diskette with tne file E~PLOYEE 

A> DBASE 

.DO OGEN <The dGEN main menu is disolayed, cnoose function 
~o 3, REPO~T FORM generator.> 

se:i.ect :3: 

Etter DATABASE filename:B:EMPLOYEE <The file EMPLOYEE is on drive B.> 
::nter KEPORT FORM filetiame:EMPLREP4 

El\ITER OPTIONS: 
_eft Ma rQ in ••• < 1 > : 1 
Lines/Page ••• <SE.> :56 
Page Width ••• <SO> :80 

Enter Page Heading. :PERSONNEL DATABASE - SALARY SCALE REPORT 
Are Totals Reauired? <YIN>:Y 
Subtotals in Reoort? CY/N) :Y 
Enter s•.1btotal field:SALSCALE CA subtotal of salarie~ by salary 

scale.> 
ENTER COLU~N DESCRIPTORS: 

1. Wiath.Contents. :5.SALSCALE 
Heaa!ng •••••••• :SAt..ARY SCALE 
Totals'J lY/N) :N 
Su~totals? <YI~> :N 

~. Wiatn.Contents. :9.SAt..ARY 
Heading •••••••• :SALARIES 
Totals? CY /N) :y 
Subtotals? <YIN>:Y 

3. Width, Contents. :6,ALLOWANCEl 
Headinc;i •••••••• :ALOWANCIES 
Totals? CY/N) :v 
Subtotals? <YIN) :y 

4. Width, Contents.: <ret•Jrn> 
The proc;iram EMPLREP4.PRG is now generated ana oisclay•d on tne screen. 

Strike •ny key to continue ••• < ret 1.1rn> 

The oGEN main menu will now De d~sclayed. 

select :o: <EK it from the menu.> 
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<Exit from aBASE II to the DOS.> 

Tne orogram EMPLREP4.PRG was then modified usinQ Wordstar. For the 
program to function orooerly, the database EMPLOYEE was sorted in 
sa:ary scale order. Tne national insurance was acded and calculated. 
T~1e r-.at ional insurance is a,c;. of the saiary, b•.lt not n1ore that1 S 208 
oer .nonth. Only the subtotals needed to be printed, so tne printing of 
tne cetail lines was erased. For more aetails see the program listing. 

Tne orogram was then run and tested in ~BASE II: 

A>DBASE 

• DO El'IPLREP4 

5. PROGRAlltS 

The orograms incluaed in the oersonnel administra:ion database system 
nave all been generated by aGEN and modified with Wordstar. T~e 

orogram listings are attached to tne ~rogram documentation. 

EM--MA!N. PRG 

E!"l-FRAME.PRG 

::M-SOME.PRG 

~:"1-£0 :iT. PRG 

~'."1-POS!'ll. PRG 

~andles the emoloyee m3in menu and calls tne 
subcrogram that matches the selection. 
~@l@£!1~n £~11§ 

1 DO EMO-FRAME 
2 DO EM-GETS 
3 DO E~-POSN 

Writes tne leading text for a::.1 inp•.lt fielos on t:1e 
screens. 

Is used to cutout t~e field values of tne curre~t 
aataoase record on tne view- ana aad emoloyee ~creens. 

Is ~sed to outout tne field values of tne current 
catabase record on t~e ed!t e~-loyee screen. 

- Is used to eait emoloyee-records and calling E~-POSN 
on tne ea1t emoloyee screen. 

Is used to oack the emoloyee database file. Tnis will 
erase all deletec emoloyee-recoras. 

Is used to get the aesired emoloyee-record ucon the 
screen and call EM-LOCAT on tne view- and edit 
emcloyee screen&. 

~M-~QCAT.PRG Is used for the Disolay and Locate coMmands on the 
view- and edit emcloyee screen. 

~~-CCDE.P~G - Is usea to translate codes on tne view- and ecit 
emoloy•e screens. <Not ~enerated by aGEN. > 
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~~22r1 2r29r~m~! 

EMPLREPl.PRG - Vacation reoort. 

E~PL~EP2.PRG Pension scneme reoort. 

~:"li='LREP3. PRG Age rar.ges reoo rt. 

EMPLREP4.PRG Salary scale report. 

EMPLRE?5.PRG Emoloyee reoort. 
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III. DIFFERENCE IN USE OF PROPSPIN 

~oao DOS in tne Dersonal Comouter•s orive A w~en star~ing uo. 
Preoare a blanK, formatted d1skett in ar1ve B. 

- 1.ise the OOS-cr.n1nand A>FORMAT 8: <ret•.irn> 
?ut tne disKette with modified DROPSPIN-modules in drive A 
anc ~ake a cooy of all mooules onto tne tlanK d1sket~e in B. 

- •.ise ttie DOS-com1nand A>COPY A:•.• 8' <ret•.irn> 
Store t~e PROPSPI~ master in safe clace. wse it only for cocy1ng 
tne ~ocuies onto workingo1skette. 

~ow ~ut MULlIPLAN-d1sKette into drive A ano tvce mp after 
t ~ie A> oromct. < ret •.irn> 
~ow you snould have tne blank worKsneet. 

~oad the INVEST-module. 
- •.ise <T> ransfer. <L> oad and tyoe e: invest <return> 
~ote: Use (Q)ption to set recalc to no 
Inout tne oata neeoed, see manual, and save it on diskette B. 

- use \T> r-at1sfer, <S>ave and tyoe B: invest><>< <ret•.trn> 

~oad tne OPERAN-moaule. 
- •.1se <T>i'ansfer, <L>oad and tyce e:o~11rran <ret•.trn> 

Tn1s will give a 1T1essage "Enter Y to retry access to invest". 
Answer N to tnis message. 
This will save time as information will not be cooied from tne 
o~anH INVEST onto OPERAN. 
~ow cooy information from B:1nvest>ex onto B:ooeran. 

- •.tse <X>ternal, CU)se and tyce B&investx>e instead of: invest. 
- use <O>ot1ons to set recalculation ta no. 

Now inout tne cata needed. Refer to manual. 
See incutaescr1ot1on for LVA next page. 

- <T>ransfer, CS>ave and tyce B:operan>e>< <return> 

Now load tne INCOME-module. 
Tnis t:..ne yo•.1 will get tr1e " ••• retry ••• "-Message two times. 
Answer N botn times. 
Now l1n~ INCOME to B:investxx and B:o~eranxx. 

- <X1terna:i., <U>se ana tyce Bsinv•st>e>e instead of: invest. 
- (XJternal, <U>se and tyce Bsop•ranx>e instead of: ooeran 

Wr1er1 saving B:it1C01T1exx there might be another " ••• retry ••• "
message. Answer N if tnere is. 

Now you can take printouts of a!l three Modules, or only the one 
·1·::> 1Jr interested in. Yo•J will get pr1nto•.at of mod•.1le t~1at 1s 
1 oacec. 

- use <P>rint, <">argins and set left:O toc:o print widtn 
to 132 <r•t•.1rn>, <O>ct1ons and set area:Ri:189 Cinco1Y1e> 
and setuprAQ <return> and cress <P>rint. Check to see that 
oririter is READY. If not, cress ON L..lNE. 
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INPUT - LVA Local Foreign Total 
~ab our I A A 
~aterials I A A 
Deoreciation I I A 
Interest A A A 
uncistributed Profit I I A 
~tner Costs I I A 

------ ------
Total Costs A A 

I = has to De inoutted 
A = automatically comouted 

Before entering any data, oress F8 for recalculation. Tni~ will 
orov1oe Labour- and Mater1altotals which you then will cnly have 
to 01strioute to Local. Foreign will be ~eoendent on wnat you out 
in for Local on tnese two. 
For Deoreciation. ~ndistributed Profit and Other Costs you will 
have to incut both Local and Foreign. 
Interest is fully calcul~teo wnen linking O?ERAN to Investxx. 

After inout: oress FB once again. 
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IV. MANUAL FOR SALARY-WAGES MODEL 

~oad DOS in the Personal Comouter"s or1ve A wnen s~arting u~. 

~ut SA~ARY-WAGES MODEL-d!skette in drive A and ty~e MD after tne 
A> 01·01not 

~ow you snould have tne olanK worksheet. 
Load SALARY-WAGES MODEL. 

- •.ise <T> ransfer, CL> oad and tyoe SALWAGE < ret urti> 

Set recalculation ootion to ~o. 
- use COlot1ons, cress soaceoar once and cress <return> 

F1e1cs to inout are: 

l.mce oer reoo rt 

1) Date 
2> Deoartment Coeot> 
3> Inflation rate 

Per eacn Salary Scale 

4) Salary Range 
5 J # o f e1Y1'.J1 o ye es 
6) Salary BDS $ 

7> Allo ... anc1es 
8> National Insurance 
9l Increase Salary rate 

10) Increase rate Rllowancies 

ALPHA -use <A>lona 
VAL~E -use CA>lona 
VALUE -use CA>l~ha 

ALPHA -1.1se <A>lona 
VALUE -1.1se CV> al•.1e 
VALUE -•.!Se 
VALUE --•JSe 
VALUE -1.1se 
VALUE -use 
'.JALUE -•JS@ 

Press F8 to see results. Tn1s can oe done at any time. 

Save tne reoort witn new name. 
•.!Se <Tl ransfer, <S>ave and tyoe XXXXXXXX <ret•.1rr1> 

ca 5 '1- inc
rease, in
o•.it 1. 05> 

luse any name you want not more than 8 ~etters. It shold be 
somet~1ng tnat will shoi'll wnat it is, e.g. SW~EPOO!. You can 
use tne same 01sKette for storing different reoorts. 
SwRE~001 to S~REP999.> 

Y~~e out tne reoort. 
- •.1se <Pl rinter 

<M>argins to set pr~nt widtn to 132 
cress <ret•.1rn> 
<O>ctions to set orint area to R1:45 
ano cress <return> twice. 

N.B. Tnese tn1ngs m1gnt alreacy be set. Tne or1ntarea m1gnt be 
soec1f1ed differently. If so, press Pano <return> to start 
trie or1ntout. 



- 56 -

V. SHORT MANUAL ON HOW TO USt'. THE MULTIPLAN COMMANDS 

Once vou have tne blank worksheet you are ready to 
commancs in tne comma"amenu oelow tne wor~sheet. 
Tne ones you will use for tn1s ooeration are; 
qlona - this command is used to enter alcna~et~cs in cells that 

no comouting wili be done on. 
He10 - this will give you the helo function.Here you can encase 

h210 on different tn1ngs, such as Commands and formulas. 
Print - nere you get into a submenu saying: 

Printer File ~arg1ns Oot1ons 
Printer starts the orinto•.1t 
File if you want cutout to a file for ~rinting 

~arg1ns 

at a later time. 
here you set left- and toomargins. ~rintwit~h. 

or1ntlengtn and oa9e lengtn. 
Use t~e TAB-key to move between t~e aifferent 
inouts. Press <re~urn> when you are fin1sned 
setting margins. 

Oot1ons - Here you set recalculation to no. 
Juit usea to exit fnom Multio!an 
~ransfer- nere you get into a submenu saying; 

val•.1e 

~oad Save Clear Delete Ootions Rename 
Load used to load Mult1olan-moaules from diskette 
Save " save " to 
Ci ear usea to clear screen to cet a blank worksheet 

lnis can be usec if you want to disregard w~at 
you've cone so far ana start again with the 
origitial 1Y1ocule 

Delete - used to delete no good reoorts or modules. 
Ootions- refer to manual. Shou:dn't oe useo. 
Rename used to give a saved re~ort or module anot~2r 

naone. 
-used to incut values tnat is being comouted on. 

o choose a command, tyoe the first letter in that command. 
:f you aon't want to carry out a commanc. press <Esc> 
~i~n1n a submeny. tyoe tne first letter in tne command you 
war,t to 1.1se. 
~1tnin a command reouiring More than one inout, use the <Tab) 
to 1T1i::;ve between t~,e ino•.itfielas ana cress ret•.l1·n when f111:.!;:;r.ea. 
<~sc> a~wavs give you tne main Commana meny and leave the 
commana witnout carrying it out. 
Press, at any t1Me to get helo on wnat you're involved in at 
t ~ie 1Y101T1ent. 
Press F8 at any time to see results if you've set recalculate to 
t10. 

~nen you've incutted in a cell using Aloha or Value and use any 
Olrection-key to move to another cell Mult1clan w~ll wait auto
~at1cally for either alonabet1cs or d1g1ts. Deoending on wnat 
yo•:. s:art with, it wiil c~ioose w~iat 1s aoorooriate. If yor.1 want 
to inout a date as alcnabet1cs, make sure you've cnoosen Aloha. 
lf vou input 84-10-10 ~s a value tne result w1:1 De ~4. 
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VI. WORDSTAR, START UP AND PROGRAM DISKETTES 

HOW TO START UP WORDSTAR 

1. Put a Wordstar diskette in drive A. 

Turn on the comouter. 

3. Enter todays c:ate. montn-day-year. 

4. SklC ttie time, j'.JSt cress <ret•.Jrt1>. 

5. You will now see the DOS-oromot A> 

6. Put in your oersonnel Worcstar-cocuMent-d1s~ette in crive B. 

7. t::nter WS to si:art Worc:star. 

8. You will now see the Wordstar Ooening Menu. 

9. Cnange tne logged disk crive from A: to B: oy oressing L 
and then entering e: 

10. To ocen a document. cress D 

ll. Enter the name of tne doc•.Jment. If it doesn't exist it will 
oe created. 

12. Now you will see tne Main Menu. and you can start editing the 
ooc•.Jtr1ent. 

13. Save and exit the document being ecitec bv oressing AK and D 

14. Exit from Wordstar by oressing X 

l5. You will now see the 005-oromot B: 

16. Take out the diskettes carefully anc turn off tne comouter. 
Or. to start Worcstar again enter As anc you will see the 
A: cromot. Now enter WS 

To insert a new scace line w1ile ec1t1n9. out the cursor at t~e 
left at col 1. Make sure that you nave !~SERT ON, cress <return> 
and a new soace line is created. 
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TO MAKE WORDSTAR-PROGRAM SYSTEM DISKETTES <A-DRIVE). 

l. Put tne NCR-DOS ais~ette in orive A: 

Put a new emoty diskette in orive B: 

3. Turn on the com~uter. When you see the A> orom~t. enter 

4. A>FORfllAT 81/S 

5. After comolete formatting, out the Original Installed 
worastar diskette in crive A. 

6. Enter the command to cooy tne contents of dis~ett~ in drive A 
to tne diskette in ar1ve B: 

7. A>CDPY A:•.• B: 

8. After cooying, store tne Original Installed Worostar diskette 
in a safe olace. 

9. Tne diskette in drive 8 is now a Worastar Program dis~ette_ 
which will oe out in drive A when using Wordstar. 

TO MAKE WORDSTAR-PROGRAfll DISKETTES <A-DRIVE>. 

1. Put the NCR-DOS diskette in drive A: 

2. Put a new emoty diskette in drive &: 

3. Turn on the comouter. Wnen you see tne A> oromot. enter 

4. A>FORl'IAT 81 

5. The diskette in drive 8 is now a Wordstar Document diskette. 
which will oe out 1n drive B when using ~orcstar. T~e 

documents will be stored on tnis diskette. 
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'·.'I I. SCREEN- AND REPORT LAYOUTS, LIBRARY SYSTEM 
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1111111111111111111111111111111111t111111111111111111111 a1111111111111111111111 

============== ========== 
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--- REPORT 5 
1111:11111111111111111111111111ttllllllllllllllllllllllllllllllllllllllllllllll 

===================================================================== 

---------------------------------------------------------------------

---------------------------------------------------------------------

---------------------------------------------------------------------

---------------------------------------------------------------

------ ---------------------------------------------------------------

·----------------- --------------------------------------------------

---- ----... - . ------ --- ... -- ----- ................. --- -- ----·---------------------

-------- ------------------------------------------------------

-·(·' '-·..!d ..::i1·1 [ l ·'' ;: '= • f l i: ._, t i ui, ..• _.,. J.:· '"' 1 d Ti ! e 
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--- REPORT 6 
llllltlllllllllllllltllllllllllllllllltllllllllllllttllllllllllltlllltlllltllll 

s.i:::~-

=======~============================================================= 

C l '< ; ;;_ l r l c. c.• I ... I·! .. ~! 1d ' . t·•'-•l.1 l' .. l' 
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VIII. SCREEN- AND REPORT LAYOUTS, COMPANY PROFILE DATABASE 

------------------------------------------------------------------------------

'I iii 

. . .. .. -------------------- -------------------- --------------------
~ : s b -------------------- -------------------- --------------------B 

r: : 

l: 

J:.r:t ::~.t .. re : S11b-cuntriCt :".!11str, ~ra~ : __ :tat .. s : 
lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll 
·F;i;.d i~d ~t~il' f~nct1ons ;~ec1~it~ 

l'E::.:.~E:: llEPE t.lj. n:.-r:.a:.:E EllFT"r: 

-------------------------------------------------------------------------------

:::-p;~!IE 

.:::~~JS 

"" .. ;.: 

P~~c; 

;c::~~ 

........ "" 
~- •• o 
PP.O:~ 

;rna 
rP~O'; 

F~:~:~ 

;1m::c1 

;c :~r:Ertr 
::.;~~Gm 

:·1~.jF.OUF 

ICcH of Cillji.Olly 

:.~dresi of •~•~in, 
Pti;;r.e 

"•~~~·~~ dirtct~r 
c .. rrir·t ~rod .. ct~ 

Fr~l1.:ct of 1nttrest ;n Vie future 

Check for interest of Jo1nt-·:ent1>re 
• 5ub·Cur1trii,~ir.9 

Industrvgroup 
ititusc~C!t; ~Pl ;ppro.td, ;.11 = ;,pprored ;ct i<o3, 

;II = ;,ppro.ed ;,ct !'1o9, ;.; • ;ppro·.ed 
Fisc;,l lnctPt1.es, N;. = ~ot •ppro.ed for 

a ... 
.J 

:o 

:o 
20 
2') 

2C 
20 
20 
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--- REPORT 1 ---
11111111111111tllllllllllllllllllllltlllllllllllllll lllllllllllllllllllllllllll 

=============~======= ==================== ======== ==================== 

~.::.:_.~ i_\.:t: t.•:, •• r~~-:Ju~t!' ·y \,.f: t}l.\J,..:
1

' 

-.-:,_, ''"Ct iL,.,r .i.,"' : lr1u:..1..;Lr·, •.1t ._,up, J..:,.1.,.t ~.·.,,r.t.L1re. S•.1b-Cu11Lr ""'-l 

'.:1t:;µ.;,.r1dir•c, 1;·f 1.-lll~l "[,.,j1..1stt·y yt·oup .. .-.d l,p..:: Of i11t~r·e,:;t. ,uu ~pi:!C:ify. t;-,1~ 

i .:.-~Qt l .... ~11 4;.·.·e d1ffd·er;t t er".Jt""li:>. 

--- REPORT 2 ---
11r1a1 r11111111111111111111s11111111111111111111a11111r111111111111111111111111 

Pllone 
:::::::::::::::::::: =======~=========== ==================== ======== ====== 

Pliont 
:::::::::::::::::sss s:::z:::::::::::s:s &::::::::::;:::::&:: :::::::: :::::: 

F-·-: '.,.:d :.:t1 "!1tLh.1-,lr , t .. ;r '·"-•J.J 
31 .. J '~'•• t S. 'flt t_I l t.t:.·r S. _. ;: tP~JIU;!' 
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IX. SCREEN- AND REPORT LAYOUTS, APPLICATION PROL"ESSING DB SYSTEM 

---~--------------------~---------------~--------~----------------

;.~f!ititL;.1 :~ : -- !:Gl;till' : ---------------------

latitlilli : -------~-----------

i\pf.rov•l :..:.rES .<r.~!1cati~n : -----
=r ::i .. ;:t. !iii Rei1ipr1is1l . ------
r:~:K:i\111 C..,lettd rtippr1is1ls : ~-- ----- __ _ 

llldustrr group : __ Sllbind~stry group : __ 

~&T;i. S~~iiS!!L; FiClory spice 
[nitial in1est1111t : 
:nilHl iljQ;ty 
!F.i~iil lGiR 
Inillil i911lG1lfll : ----

sq • lDC : Gtber : 
Sdsl 
ldil 
Nsl 
persoas 

l Gther : l Foreiga : __ 1 

----------------------------------------------------------------------... , ..........................................•...............•................. 
:~·i6~ an~ other cOl9inds specified bere 
l!EmSE: !IEF.E 
--------------------------------------------------------------------------------

APFLI~ ~~l1c1tiOt1 lG; lG~l ! denoti11t F1;cil ince1tiwts, 
SOOt S deilot1nt Ficlory ;p_ite 

CC.flfll~ C09Pil'if Rill 

:~.JIFL~ :Hjl.ily Lx1hon 
~FL~~·E "PPl1cition ditt 
~FF~~TE .:tppro.il ~itt 
?RD~D~TE Proddction ditt 
RE~~"rE F.tip~riisil ditt dut 
r.E;E~"~E P.11ect1an dilt 
~E:.FCF~1 RtappriJSil '01Pltt11111 dilt I 
F.E;.;i::m 2 
P.E;.fCPU • • 3 
~FR;T"T ..,pro.ed st1tu1 
!ND&R lnddstr, group 
;~&i~D611 ;ubindustr~ group 
FNCSP~E riC:tor, spiCt 
S~"'E:DC F1ctor1 tpitt JDC 
SPACEGTil Factory IJKf Otbtr 
lNlTtr; in1t11l 1awt1t.,.t 
lNITEG I~1ti1l equity 
iNI"L:::.11 lniti1l loill 
INI~E!IPL ln1t11l ttplOrlllfll 
OIPllDS Otintr1h1p lirbidiill 
OllJIC~lC G1111trsh1p ~thtr C1r1toe •DR c.~1nl11p for119n 
;[lt:.RY.5 P.ttarks 

Dtr.P.i.CTERS 

4 
30 
30 
i AUltrit 

6 
6 
6 • 
6 
i 
6 
i .. • 
2 
~ • 
6 
I 

B nuttric 
8 
8 
4 
l 
l .,, 
" 70 
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--- REPORT 1 ---
1r1 i11111111111111111111111111111111111111111111111111ttltllllllllllllllllltlll 

REPORT 1: NilllBtll OF ~lit.i";"i'.!llS 

Ftnoe : 

risca 111:m1WEs 
======--==== 

~f":::i 1fd : 

~~"'u•Ed : --
qtjcC~ii! : ---

============= 

Recei. 1id : 
If pr r.1td : __ _ 

Fcjtcted : ---

:iilt : 841208 

Applic~l1an ID, Applicdtian date, Approval dat~ 
F:;0:,jecl1 .J1-, dali:: 

--- REPORT 2 ---
1111111111111111111111111111111111111111111 tllll lllll ltlllll lllllllllllllllllll 

;a~usrR!IU. DE'·'ELDPllENT CORPORATION 

FEFC;.T Z: CGllFAllE; AFPRD;'ED ii I~DUSTRYORD~:P, F~CT!IR! SPACE 

&it1 : m2os 

Cc1~ir1y 
::::::::::::::::::::::s::::::: 

Initiil in• 
=========== 

:iubindqrp 

========= 

:!::• t-~:.J un 
:;;_.:~··ct1or1 ..... 11.1.?r'l"' 

"I 11u~1::i Lr· ·1 qt u1.1µ" 
(o~~te "'pprov~:i:I 

a'1p ~d • 1..: • .s L 1 ur, l D 
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--- REPORT 3 ---
1111111111111111111111111111111111111111111111111111111111111111111111111111111 

t•te : sn:oa 

============== ==== ====== 

----------------

;-_;t '-~-·J un 
·- ~ -_.c:.i ;n .:r-i.ler·\a 

"Indus tr;· 9r-oup" 
: D~le of ~pplic~t1~~ 

Applic.;.lion IC 

--- REPORT 4 ---
1111111111111111111111111111 II lllllllllllll llllll lllllll llllllllll II lllllllllll 

!r:~~rp ~~•pifl~ [!ii t!il in., 5~indtr(I 
:::::: :::::::::::::::=============== ======::=== ========= 

------------------------------

::.:·,~ ! c·d on 
5t· t .. "!'.::ti. ,:;r, c:~- i l~r i ~ 

: "I;odu5tr ·.- y1·oup" 
: D~l~ of ~~pro~~1 

,.-,1 j.'.· 1 i c a t. t \;;n 1 D 

r 

• 
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--- REPORT 5 ---
111111111111111111111111111ttllllttltltlllltllllltttlltllltt lltltltllltlltlltlll 

Ditt : m:oe 

l!utiil inv S:1bi.11dgrp 
============================== =========== ========= 

·~ _.: :._ ... · l 'i (:1' ~r t l~r· id 
"I111:lustr-; gr-oLtp" 
Ddte ~f ap~l1catiun 
t·~i:·l icC<tiL;n ID 

--- REPORT 6 ---
111111111111111111tttlltltltltlllltllltllllllllltltllllllllllllllllltllllllllll 

IHDUSTF.I.il ~E~'ELOPllENT C~R?DP.nT!:Jll 

REFQRT ~: CCllF~!EE CUE F:;F. F.EnFFF.~!S~L 

============================== =============== ================ 

::::::-: ::::::::::::::================ =============== ================ 

;.ppl ;: 
::.::::: ::::::::::::::s:s•:=::::=::::: s:::::::::::::: ss:::::::::ss::a 

~J. .. ~.: •. d "·' ' "C' .. 'H·J f .ti I/'' 

'.;i, ! •. ,. I j "i I ' 1 l b·.)t J ,;1 ~· I (JQ t I; .• t j 1;1J I d "' 1. 1:' 
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X.· SC~EEN- AND REPORT LAYOUTS, ESTATES AND TENANTS DATABASE 

------------------------------------------------------------------------------
n::usTP.IAI. ::F.JEUIPIOT C11£F:!!~TUJI 

Es~itc II: 

E~tatt ------~~~----------~-----~--~--~-~-----------~ 

11111111111111111111111111111111111111111111111111111111111111111111111111111111 
:f•&r.~ c~c ;tter '~a~ds specifttd here 
~;:~:t:: :.:£P.E 

--------------------------------------------------------------------------------

n!.E: Estatu 

F!ELD DESCPIFT[OI 

ESTArE Ailt of estitt 
ESTArENC Estitt r.~•ber, 1. 10 

C~F.~TERS 

co 
:: llllltric 

• 
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------------------------------------------------------------------------------

Eititi •: 

Lat# 

.:rH ;;' !'li!I rnene : ___ "'i· ft. ----- sq. •· 
~i: ~: ~ui~dtrij l~ : ____ sq. ft. ------- sq. •· 

llllltllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllClllllllllllll 
:F:;~; s:.d ot~er Cii111ir:ds spec•fieti bere 
r.E:;.;x; ;:cRE 

--------------------------------------------------------------------------------

HLE: ~,;ts 

EST!lll 
i.\lTJiG L:.t au~er 
F:;ESH ftr'u of r~id reurwe in s"irf fol 
r..D~ESll ~!i ;;f r:iid reser .e ir. squire •ters 
9UIP.ESFT hrti a~ li11ild1r:9 rtSErtt in i!iliif't ffft 
ett5E;ll otrci cf b~i.ldi~g rtSirte in iqlii!'t jiEtif'S 

2 IUfif'iC 

Z l!lllef'iC 

6 lililltriC 

: 11u1tric 
6 !itiltl'it 
"! 1111t11ri.c 
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--------------------------------------------------------------------~---

......... 
•!"":.-i-; 

ESTATE: a T91U! :l'T3ASE - ~llCil&S 

let.: 

: ---- ••• ft. ------ ••••• 
: __ sq. ft. ------ sq. 1. 

: ----- sq. ft. ------ sq. 1. 

i:.:i.d !Hr : --- lluii.dii'iij t;pt: ----------------

··-------------------------------------------------------------------------

...... , ........................................................................ . 
•F•ir.d ind otlltr COllilldS specified bert 
P.E~:n&E: u 
-·---------------------------· 

m:.: :lESCIUFHlll 

stm.~m lluller of 1111ildi114 
E:r;rElltl Est1tt rrilllttr 
lC':'llG lot nialber 
FLOOlifi Floar irli in Sillaif'e fHt 
FLl:CRll FlllCll' &rH in squire •lers 
P.EIITT~F~ Floor arti rillted in s~rt feet 
llUTEJft Floor i!'H rtntld in Sll'.:irt Mters 
·1~3'!'FT Flcor UH .innt i11 squart fttt 
·:;.c~T'I ~!o-Y uu Yinnt ir. squire 11ters 
iU:~:~P. Bvi~d ttir 
ruI~=!iF 9111:dint type 
~E"!~r; P.Hitrks 

7 n11Mric 
2 11U1trit 
Z nuatric 
6 n!lltrit 
1 IUlll'it 
ii nuwic 
7 llllltl'it 
6 lll&ltf'it 
7 nllMfit 
4 lhlltrit 
4~ 

BO 

·-



• 
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lat : 

Teltp111111e : --------

~,;c ~~ rent•l : . Rent -------·-- !ds S ! IOlllh 
~E• rtnted : ------ s,. ft. ------- sq. •· 

F.EA•rls : --··-------~----------------------------------~--------------~-------

•••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 
iFHnd ind ~tiler CDMillds speci hEi! here 
'!EE5.iGE5 ;£RE 

--------------------------------------------------------------------------------

FtELD ;ESIJIFTIOll 

EirND Estill nulller 
UiTll lot 11ualier 
BUILDNO Baildinv li'Jlbtr 

TEllAIT Ttn,;nl r.ut 
~~ERESS Ttninl iddress 
?El.EFH T t ~ ephofit nl!Gtr 
~CD:JCT Fr~t~'ts 
FERTTYPE T,pe of rt11lil; l= ltiSt, P.= rtntil and S= sold 
l!DTlllTH "101111t of rent paid per 1ontll 
"~E~TFT ~Ii r111ttd in squirt fut 
~E.;RT" ~H "t11litl in square 1tters 
TE\-Sr:.PT !t1i~c, Slit'l ditt 
~EliEtra T1r.tnc, end dalt 
5Er~tS R111rts 

: :'illlif'lC 

2 liilAF.iC 
2 n11111ric 
40 
40 
8 
00 

; nuatric 
o rotilf!"iC 

7 nuunc 
6 n11Mric: 
~ llultrit 
10 
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--------------------------------

!Cl:?:l EST::TES Ml malT DAT*SE - CllllUllTS 

Estiti /1 : lot : 

--------------
~i5~111151 : -----------------------------------------------------

F.cS~iJ!!Sf dilt : ------

------· --

a111111111111111111111111111111111aa111111111111111111111111111aa11111111111a111 
lFhGd ilid ether ctlMllMls specified •en 
llEis.tiiESO ----------------------

ESTIO Eititi nlllller 
tGTJIG Lot ~"911tr 
ICI~Dll:J lkildint alllbtr 
CQllPLAll C11111l•i11t 
RE:Pm ;tspoail lG cuphi1t 
llESPD"'l'E !\Kf'liil :lilt 
Mll!5FOO .;t0to11t sp111t to rK1;int1 to :a1plii11t 

: n:1111ric 
:? riUlltf'it 
2 >lillif'it 
o~ 

DO 
6 liilltf'it 
B nll9trit 

._ 



• 

• 
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--- REPORT l --
tllltlllillllllllltllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll 

m'!IF.T l: LWES i ROOA:..: D1£ F:IR E.<FtRATIOll 

Eslit1 
===============-- =====--= ====--=----===--=== == 
----------------- ------------- ----

--------------------------------------- ------------------------------ ------

--------------------------------------- --------------------------- ---
2;.)t·· L~.J oli : Ten.sol 
S•..:l:.:!t..:liui1u it.::t-i.a : TEHAUTEND < tod.o:ys dale + 6 mor1ths 

--- REPORT 2 ---
lltl llllll II ttll llllllllllllllllllll lllllllllllllllllllllllllllllllllllllllllll 

lot :.~tiru 

:~i:t. Evatjirti 
:::::: ;:::========= =========--====-==-----=====::============ 

--------- ----------------------------------------

--------- -----------------------------------------

--------- -----------------------------------------

Sr.)r l~d t.or1 : E-st.cill.t:-
;,: l .::.: '· l oo..:r i ti::r"' 1 .:. rJor se 
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--- REPORT 3 ---
1111111111a11l11111111111111111111111a11111111111111111111111111111111111111111 

P.EPOP.T !: ~T SPE!IT Ill B!JILWGS 

dow\t 
lot Build spat .r of CiilPl. 

=========================================== ==--= ===== ==--======= 

Estc-le 

--- REPORT 4 ---
II 11111111111111111111111111111111111111111111111111111111111111111111111111111 

!NGUSTF.I.11.. CE'.'ELllfllEllT CIJRF!f.A Tilll 

aEPf'..RT .J: ~~ P.EITED 
Est&tt 
ien•nt lot Build ArH Rent.al 
================================================= === ===== ====::= ======= 

----·--
----·--
----·--

:;,_.1 ~~ l t t.iln .. r· 1 t. • .::1- i a 

• 
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XI. WJAL FOR SUIMARY OF ACCOUNTs-tc>DEL IN MULTIPLAN 

Put DOS-diskette in the PC crive A Nhen starting UD to 
load DOS 1nto Memory. Then re•ove the DOS-diskette. 
Put SUMMARY OF ACCOU~TS-MODEL-diskette in drive A and type •P 
a~ter the A> oromut. 
Now you should have the blank NOrksneet • 
Load the •odel. 

- use <T>ransfery <L>oad and tyoe SUflACC <return> 
Set recalculation oution to No • 

- use tO>otions, oress soacebar once and cress <return> 

~1e!cs to 1nout are: 
l > 1Ttont h 

.::~ cnec" cate 
3> ~escriotion <name of oayee etc> 
4> vo•.1c~1er no 
5> c!iecK no 
6 > c~1eck amo•.Jnt 
7> 31Stributed aMounts. account 101 to 797 olus not nuMbered 

acco•.Jnts. 

_: .. ·ess !='8 to see results. Th1s can ~e done at any t1ME. 

Save the recort with new name. 
- use <T>ransfery <S>ave and tyDe SUMACC01 <return> 

Cthe two last digits denoting the month> 
Ta~e out the recort. 

- •Jse <P> rinter 
<M>argins to set orint width to 132 
oreas < ret•.1rn> 
CQ)otions to set orint are& to Rl:S3C1:45 
and press <return> twice. 

If yo•.1 r•.1n o•.1t of soace yo•.1 c:an •.1se the Insert coin1nanc to insert 
t"ie n'.lmber of rows you neea. 

'J5e CI>nsert <R>ow and tyoe in no of roNs. 
Be s•.1re t .. 10 ;:>lace C•.Jrsor on the row you want to ins•rt before. 
T~ts w1:1 be tne =•••==••• - row. 

!hen 1 oriY1at the new rows you inserted to nave all amounts du~o
!a,.ec: as fucec! D01nt n•.u'ftbers with two aec:1ma::..s. 
- ~se <F>ormat <C>ell• 

s~ecify cells:RXCX:RYCY Colace cursor 1n uooer left corner of 
area ~ust inserted and tyoe • and tnen use direct1onkeys 
to move to lower right corner of the area inserted.) 
Soecify format codacFix <cress <TAB>-key twice to get to inou~ 
field for format c:oce and tyoe F to select FiM. 
Soecify no of dec:imalss2 <Pr••• <TA8>-k•Y once More to 9et to 
1n~utfield for no of decimals. 
Now ?res• <ret•Jrn> to t•ll fWl•.1lt1plan that tnis is tne comclete 
formatsoec1fication for this "ran;•" of cells. 

~ake sYre that when you taKe a printovt tn• wnole worksheet is 
~e~n~ ~•fined in ~he <P>rint <O>otions or1nt area. 
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XII. PLAN FOR COl9UllICATION BARBADOS - NEW YORK AND BARBADOS - BRUSSELS 

1984-12-13 
l. GE~~~RL DESCRIPTION 

A =omn1un1cation line using teleonone lines will oe esta~iisnea 
be~ween IBM PC in New York and NCR TOWER in Bar~ados. Tne 18~ PC 
o~ ~121 then function eKactly as TOWER-terMinal using hardware 
-Fo .~ en1ulat ing. 

2. R~QU:::RE'IENTS 

C:::.11•.:.n1c:l!tion software will ::>e neeaea for tne IB~ ~·c. 

Tile :OWER tieec no software for comMun1cation as it will se the 
IF~ ~C as a remote terminal. 
~m•.1:atingsoftware for tne PC will be s1.1ool1ed witn tne nardware for 
en•u.:. at i rag. 

:;.':'l•.1!atu1gharc!ware for the IBM PC. T:us snoulCI be o•.1rc!'\ased in tne 
l:. s. 
Tw~ ~odems will be needea. 
One should oe ourcnased on BarDacos ana one 1n NY. 

PROCEDURE 

A accounting pack3ge should be oevelooed on Multiolan on tne 
TCW'.::R. Tne NV-office will 1.1se this wnen ino•.att ing data and tne 
•Ori~R-ooerator can t~en access tne files createa bv NY-office. 

rie staff of t~e NY-office will tnen be trained on how to use tne 
mocem ana how to use tne ~ult1olan oackage and how tne 18~ PC 
~~:: f~nction as a :owER-terMinal. 

• 

• 

• 

• 
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XIII. MrUllJAL ON HOW TO TRANSFER FILES USING SMARTCOM II 

1. NEW-YORK AND BRUSSELS 

Co~olete the MultiolanModels7 SUMACC, 6ENJOU and BA~KRE. 
:--take s•Jre they are saved on the narddisk. 
Jse t r1e na•e of the o rig i na l Model SUMACC and aad two nuMDe rs 
for the Month so that the co•oleted Summary of accounts for 
January will be called SUMACCOl. 
Never save a moael for a soecific month using tne saMe naMe 
as tne original model. 

Start uc SIYlartcom II. Typing <SCOM> after tne C>-oroMt will start 
it uo. <anything within < and > snall be tyoeo by you> 
Make your coMputer available for AUTO ANSWER and REMOTE ACCESS. 
Choose <1> for begin coMMUnication and <A> for answer~ng a call. 
Choose <O> as the label telling tne SMartcom which CDMmunication
~?t you will be using. 
~ow you should have a screen tnat says; 

AUTO ANSWER 
REMOTE ACCESS 

Now your comouter is set uo so tnat Heaa Office can access your 
computer and take out files from your haradisk. 

2. BARBADOS 

~ake sure tne aoove steos have Deen comoletea in N.Y. ana 
8:-•JSsels. 
Sta~t uo Smartcom II, typing <SCO~>. 
Now ~e~~n communication tyeing <1>, 
choo5e laDel 0 for communication with 

originate a call <O> 
New York or laDel P for 

Br•.tssels. :'WlaKe s1.1re that you use th• rignt n•.11Y1ber. 
N.Y. 15 1 (212) 682~496. 

and 

~nee you have establis~ed con~ection, you know this i• so wnen it 
says either NEW YORK or BRUSSELS in the lower ri9nt corner of the 
screen. If tne asteri•~ in front of Menu-selection• for sending 
anc receiving files are still tnere, gr••• F1 to replace them by 
a 4 and a 5. Now you are on-line. 

Now choose menuselection 8 for remote ace•••· 
It will take a few minutes for you to 90 into remote ace••• IYIOae. 
Wnen the to99leswitch after se1ection 8. Remote ace••• <to99le
sw1~cn> says ON, you're ready to receive fil•• from the remote 
~omcuters in N.Y. or Brussels. 



- 80 -

~ake sure your•e logged o~~e the harddisK C of the remote comout
er. If not so, cress <C>. This will also take some time since 
~~-.e directory is Quite big. Have a dis•<ette ready in drive a witn 
e.-.o•Jgh soace for the SUMACC-•odel <3000~ bytes>. 
'!vw crioose iaenuselection 4 Receive file. 
s~ecify the filenaiae, e.g. SUMACC01 if you want to receive the 
Su.a111ary of Accounts for January. Answer <V> to the auestion if 
re~ote filenaee is the SaMe. 
?ress return and tne transfer will begin. 

lol"len t~le transfer is comolete, end tne co•taunicat ion <O>. 
rz you want N.Y. or Brussels to send their files to Barbados. 
Just do ttle reverse, 
N. Y. and 8r•.1ssels will use the Send-oat ion in Staartcom I I. 

!'.!@~ 
S~3rt u~ multiolan. 

- ?Ut mul~ialan in drive a and type <•o> after the A>-oromot. 
- cut diskette with received file 1n drive a. 

L.oaC! tne iaodel. 
- Use <T>ransfer, <L>oad and type Su"ACCXX. <XX= month> 

et1n1 
Print the •odel. 

- Use <P>r1nt and press <return>. 

• 

• 

• 

• 
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l. ·MULTIPLAN 

Put ~ultioland1skette in drive A or if you have multialan on tne 
nardisk, Make sure you have tne C>-aromat. 
Type <Mp) ana aress return. 

nus "ey takes you to uaoer left corner of the worksneet. 

Pg Uo and Pg Dn 

These ta1<e yo•.t 20 rows •.H>/down on t:-ll! worksneet. 
The wor~s~eet is 255 rows long and 65 coluans wide. 
We •.ise only aoprowuaately 90 rows ana 45 columns for tne Sul"iACC
model~ which leaves blank soace on the rest of tne wor1<sneet. 

:;'.ndio<ey 

T!1is ";akes you to tne end of the tnodel. Net tne end of tne work
sheet. 

Escapekey <Esc> 

This key takes you to the main cotnmand-menu. 
~sed also when you don't want to carry out a chosen command. 

F8 

Fa ~~kes "ulticlan calculate all totals at any time wnen you 
press tins key. 

Tabkey 

Located directly unaer Es~aoeKey. usea for moving the cursor 
w::.t:-.in a command where 1nore than one ino•.1t 1s neeaea. 

:"!a1n Menu 

Alpna Blank ~Joy Delete Edit Format Goto Helo Insert Lock ~ove 
Na1T1e Opt101 , Print Quit Sort Transfer Value W1naow Xternal 

Select commana 

Pr••• spacebar to move c•Jrsor between a1fferent COITn'ft&nd and oress 
return on the command you want, 

~r••• the first letter in the command. 
Sometime• this will take you into • sub menu. 

.. 

• 

• 

• 



• 

• 
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e.g. GOTO: 
Use s~acebar or first letter e.g. oress R if you want to soecify 
a cell ~Y t2lling multiplan the row and column. 
T,-,en yo:.i get into l-rnere you sha::.l ao the actual u1put, 
GOTQ: r~w: 54 column: 15 
The row will be t~e current cell you're in. You can use tnis 
rowsoecification or tyoe 1n a oifferent on~. 

·-L-,er, you want to soecify tne coluirln to goto. Press TAB-key once 
:a g~ to the inoutfield for column. Tne column will be the 
c•..1 r rent eel l. 
,.;~1en you tlave done yo•..1r selec1on press re~•..1rn atid tne cellooint
er will move to that ceil. When you have tne main menu oisolayed 
at the bottom you now it's ready. 

A!j,.)l'-1a 

This commano is used for inoutt1ng a!onaoe~ic c~aracters. 
Press Al~na wnen you have t~e main menu a~ tne bottom. You are 
n~w ready to input into a cell. 
To actually inout wnat you tyDe in, oress return. 
·J:i till tnen w~at yo•.1 type in will be disolayed wnere tne main 
menu used to be. E.g. Alpha:Rental of Comouter. 
~hen you pr~ss return. "Rental cf Comouter" will be inputed in 
the cell where tne cellco1nter is at, and tne main menu will 
be cis~!ayed at the bottom again. 

~=ed t~ ~lank ce:ls of tne1r content. 
Pres~ B for blank. This will give you sometning looking like 
tnis a~ tne bottom of the screen. 
BLAN~: ce!ls:RlC! 
~ult1olan will give you tne current cell of tne celloointer as 
a ~reset value. You can type in your own cnoice or Just cress 
return for b!ank1ng tne current cell. 
Y~u c~n also blank out a range of cells. The format looks like 
-:•HS, 
B~q~K: ce:!s:R1C1;R5C5 
~lCl soec1fies uooer left corner of area to be blanked. 
rt5S5 spec1f1es lower right corner of area to De ~lanked. 
M~~e $Ure to seoarate t~e soec1ficat1ons by colon <:>. 
Tn1s is t"e proce~ure to specify a range <area> in any of the 
.11•..1ltiplall-c::01Y11Y1ancs. 
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Goto 

~ress G for Goto when you have the main menu. 
?ress R for Row-col in the sub me·nu. 
~ow soecify cell to Qoto. 

You can press H for helo at any time you have tne main Menu. 
If you have choosen a command e.g. Alcha, you can cress ? 
ano :;o•.1 will get the helo for tnat soec1fic co111tnand 

Ootions 

Use this when you want to set Recalculation to No. 
Every time you ino•.lt anything 1n a cell, l'IUltiolan calculates 
~v~ry formula as t~e whole model. As this t~Kes to mucn time, 
;:>ress 0 for Oot ions when you have tne Main menu. 
r-e.·e press N for No recalc•.laltion ano oress re~urn. 

Print 

Use t~is to orint out a mooel. 
Press P fer ~rint. 
This will take you into a suomenu saying, 
PRI~T: Printer File ~argins Options. 
Printer begins printing 
F~les store printout on oiskfile 
"'~'rgi·r'ls - sets 111argins to be used on tl"1e orinted o•.ltout. 
Qjt1ons controls oart of worksheet to oe or1nteo ana controls 
some ~~inter setups. 
P~ess M for Margins to set the print width to 80 or 132. 
80 :s normal orinting a~d 132 is cnmoressed orinting. 
~se -~Bkey to move oetween different input-fields and press 
return when ready. This will take you back into the suomenu. 
Now oress Ootions. 
qrea - tne area to be printed. You can orint part of models. 
Printer - other arinter tha~ usual, seldom used. 
~ormulas - gives a printout with formulas is set to yes. 
row-col - gives a orintout with row and columnnumoers if Yes 
~a~e sure tne area you want printed is soec1riea ana tnat 
formu!as 1$ set to no and row-col set to no as well. 
Press return and P for Print to start printout. 

Used to quit ~ultiplan. <"'•~•sure you've savea any Model you've 
been workin9 on.> 
,:01·ess '.l ~or Quit when you have the 1Y1ain Menu and answer V to tne 
ouestion Ent•r V to confirm message at tne bottom. 
~nswer N 1f you pressea Q ~y mist•~•· 
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P;-ess -:- for Transfer. This takes you into a suo1111enu saying, 
T~hNSFER: Load Save Clear Delete Ootions Rena1111e 
~oac - loacs 1111odel fro1111 disk into 1111e1111ory <onto screen> 
Save - Saves model fro1111 screen onto diskette. The moael stays 

on the screen tnough. A copy is saved to aiskette <a1sK> 
C~ear - clears the screen. Clears whatever is on the screen. 

Anything done fro• last Save will be lost. 
oe:ete- deletes fi!es 
a~t1on- used to save in different for1111at, never used. 
~er~a.v.e- rena«ies files. 
You .Sr'e going to use Save ana LoaCI. 
':•1'ess ~ fllr Load and soecify the filena1111e you weant to loaa. 
I¥ t~e file is on different diskette tnan ~ult1olandiskette. 
scecify crive e.g. B:SUMACC. Press return. 
~'•'o:?:is S for Sav~ and soecify wnat file-name you want tne model 
to ~ave on t~e diskette or harddisk. 
~.B. ~ever save 11110Clels you have inoutteCI on using tne same file-
na~e as t~e original. 

V3.lue 

~sec to inout values. 
You will use this when inoutting into cells tnat are going to 
be inc::•..1ced in any total. M•..1ltiolan cannot ao any calculations 
on cells that have been inouttea as Alonao2t1c characters. 
Press V for Val1..1e when you have tne w.ain Men•J. 
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2. SUMMARY OF ACCOUNTS 

Start uD multiDlan 
- type <•p> after tne c>-proMpt <a>-prOMDt if you use aiske~te. 

Now you should h•ve the blank worksheet. 
_oad the moael. 

- use <T>rans~er. <L>oad ana type SUlllACC <return> 
Set recalculation ootion to No. 

- •.ise <O> pt ions, Dress soacebar once and Dress <return> 

:-i@:ds to input are: 
t> ~onth, use <A>lona <type <A> on tne main commana-aenu.> 
2> ct·.eck oate, use <A> iotla 
~> ~escriotion, use <A>lpna 
4> Payee, •.ase <A> loha 
5> voucher .r, use <A>lpha 
6> cneck .r, •.ise <A> l ::Jha 
71 check amount, use <V>alue 
S> distributed amounts, account 101 to 797 olus not numberea 

accounts, use <V>a!ue 

Press FS to see totals. Tnis can be done at any time. 

Save the reDort with new name. 
- use <T>ransfer, <S>ave and tyoe SUMACC99 <return> 

<the two last digits denoting the month) 
T~ke out the report. 

- •.1se <P> rinter 
<M>argins to set print w1atn to 132 
press < ret •..a rn > 
<O>otions to set print area to wnole moael. 
and press <return> twice. 

~ake sure that when you take a or1ntout tne whole worksheet 1s 
bein~ defined 1n the <P>r1nt <O>otions print area. 
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3 •. GENERAL .JOURNAL 

Start up multiolan 
- type <mp> after the c>-promot <a>-oromD~ if you use diskette. 

Now yo•.J should have ttle blank worksheet. 
Load t :ie model. 

- use <T>ransfer, <L>oad and type GEN.JOU <return> 
Set recalculation ootion to No. 

- use <O>ptions, press soacebar once and oress <return> 

Fields to input are: 
1> month, use <A>lona <tyoe <A> on the Main comeand-tnenu.> 
2> date, use <A>loha 
3> descriotion, use 'A>loha 
4i Accour1t natne, •.Jse <A> lph& 
5> Cash debit, use <v>alue 
6> Cash credit, use (\l)ala.&e 
7> Other debit, use <VI alue 
8> Other credit, use <V>alue 

P~ess F8 to see totals. This can be done at any titne. 

Save the reoort with new natne. 
- •..1se <T> •·ans fer, <S> ave and type 6EN.JOU99 <return> 

<the two last digits denoting the month> 
T~ke out the report. 

- use <P>rinter 
<M>argins to set print width to 132 
o ress <return> 
<O>ptions to set print area to whole model. 
and press <return> twice. 
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4. BANK RECONCILIATION 

Start uo multiplan 
- tyae <•p> after the c>-proMDt <a>-aro•ot if you use disKette. 

Now yo~ should have the blank Norksheet. 
;...o ad t ne ,'ftode l. 

- use <T>ransfer, <L>oad and tyoe BANKRE < ... turn> 
Set recalculation ootion to No. 

- use <O>ptions, cress soacebar once and oress <return> 

Fields to inD'~' &Y'e: 
l> Date, use <V>alue 
2> Ooening book bal~!"C•, u6e <V>alue 
3> Check disbursl!Ments, use <V>alue 
~> Credit aCJustM&nts, use <V>alu• 
5> Cash received, use <V>alue 
6> Debit adJUSt•ents, use <V>alue 
7> Ooening bank balance, use <V>alue 
8> Outstanding checks, use <V>alue 
9> De~it adJust•ents, use <Y>alue 
:.o> Outstanditig deposits, use <V>alue 
:1> Credit adJustments, use <V>alue 

Press F8 to see totoals. This coan De done oat any time. 

Save the report with new na.e. 
-- use <T> ransfer, <S>oave and tyoe 8ANKRE99 <return> 

<the two last digits denotinQ the month> 
~a~e out the report. 

- •.&se <P> ri nter 
<M>arg1ns to set orint width to 132 
press < return> 
<O>otions to set print area to wnole moael. 
and press <return> twice. 

• 

.. 

• 
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5. RECEIVINS FILES USINS SMARTCOfl II 

CoMoletion and saving MultiolanMooels 

Com~iete the i'ftUltiplaruaodels, SUPIACC, GENJOU ana BANr\RE. 
~a~e sure they are saved on tne harddisk. 
,;se the na•e of the original Model SUPIACC and aad two nufftbers 
for t~le •onth so that the co•oleted Su••ary of accounts for 
Ja~uary will be called SUMACCOl. 
~ever save a Model for a specific Month using tne saMe na•e 
as tne original Model. 

Getting ready for transferring of files 

Start up Smartco• II. Typing <SCOM> after tne C>-oroi'ftt will start 
it :Jo. Cc;.nything within < and > shall De tyoed by yo•.l> 
l"la.,:e your co•outer avai lat> le for AL!TO ANSWER ana REMOTE ACCESS. 
~noose <l> for begin co••unication and <A> for answering a call. 
Choose <O> as tne laDel telling tne S•artco- wn1cn coMMun1cat1cn
set ~ou will be using. 
:\low you sn"•Jlc have a screen that says: 

AUTO ANSWER 
REl'IOTE ACCESS 

~ow your computer is set uo so that Head Office can access your 
i:o1Y10•..;ter a.~::! ta1<e out f1 les from your hardd1sk. 

5ett1ng ready to receive f1~e5 from N.Y. and Brussels 

Make s•.ire the above steos have been comcleted in N. v. ana 
Br•.1ssels. 
Start up Smartcom II, typing <SCOM>. 
Now Degin communication typing (1), originate a call <O> and 
=noose label P for coll'ftmunicat1on with New Vor~ or laoel Q for 
B .-:Jssels. :-ta~e s•.ire that you •Jse the rigtit nul'ftber. 

Cnce you ~ave eGtacl15ned connection, you know t~i• 1s so wnen i~ 
says eit~er NEW YORK or BRUSSELS 1n the lower right corner of the 
$Creen. If tne asteris~ 1n front of menu-selections for sending 
anc receiving files are still tnere. oress Fl to reclaca tnem by 
a 4 and a ~. 

~ow :noose ~enuselection 8 for remote access. 
It will ta~e a few minutes for you to go into remote ace••• moae. 
when tne to;;leswitcn after selection 8. Remote ace••• <to9gle
~w1tch> gays ON, you're ready to receive files from tne remote 
com~uters in N.Y. or Brussels. 
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Hecei.vul~ files 

:"lake s1.1re your• e logged onto tne harCldisK C of' the reaotl't coMout
er. If not so, oress <C>. 
~a~e a ais~ette ready in drive A with enou~h room for tne files 
yo•.l' ll receive. 100000 bytes should be suft'icient. 
~ow c~ioose •enuselect1on 4 Receiv2 file. 
s~ec:fy the filena•e, e.g. SUMACCOl if you want to receive the 
S•.l•n:'llary of Accounts for January. 
Ar.swe\' yes to auestion if re•ote file-naae is the saae. 
:::.>.·ess return and the transfer will begin. 
~hen the transfer is coaolete you can end the co•aunication oy 
oress1ng <O> for end co••unicat1on. 

.. 
• 

, 




