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0. INTRODUCTION

I =ne soring 1984, a oroject was defined by UNIDO in consort witn
t*e Barbacos Industrial Develooment Corporation to strengnten the
canarilaities of the RIDC staff in the devzlopoment and use of micro-
comouters. The use of the micro—computer: 1s 1ntended to supbort tne
overall oblective of imbroving management erficiency and tne
effoctiveness of the BIDC tectinical assistance orovided to the
Barbados industrial cevelooment orocess. UNIDO ultimately aareea to
fund a small project to help the BIDC agesign a combuter—-basea
maragement information system and define a comouter training
orogramme for the BIDC staff,

I. GENERAL

The consultants to co this oroject were Ffer Boncesson anag Lars
Eergwik from Turn-Key System AB, Stockholm, Swegen. Tne scheduie for
tve orojiect was firom November 1zZth to Decemper Zitn 1984.

Trne accomodations were acequate. The BIDC employees were very
£r1enaly. To provide for transoortations, trhne consultants were given
a car.

Thz aroject was cdefined by UNIDO i1n consort with tne BIDC to
Trengthen the capabillities of the BIDC stafi i1n the cevelooment ana
use of microcomputers. The use of microcomputers is intencea to
supoort the overall obsiective of i1imbroving management effici2ncy and
«~2 effectiveness of the BIDC technical assistance orovided to tne
Barpacos industrial develooment process.

Tne soecific otjectives of the project that were accompblisrea
incliace:d

1) reviewinc and analysing the information neeas of t@ne EBIDC

11) revising the Management System Plan (MSP) outlined Dy

UNIDO staff
112" desigring of system comoonents
iv) tmsiementing of system comdonents
v) coarcucting training sessions

-2 -aeview of tmne BIDC information neecs consisteac of meetings with
;1 /1% :0n and deoartment managers. ATter peing i1nforwmed ana naving
.scussed their needs 1n general terms, we procosed and discussed
i:fferent software solutions for the different system areas
2

.0, uoreadsheet, catabase, cowmercial software). Rs a resulit of
2 neet:ngs, the system descriptions in tne MSP were prepared.
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T-2 M5F was original.y outiined by UNIDO staff to serve as a
grigdeliine, and orecared 1n current daraftform by the consultants.
THe ¥SP oincludes:®

1) management Summary UNIDO
:1) system gescriotions UNIDO/consultants
t11) soviware/narcware evaluation UNIDO
cr.teria
iv) 1mdlementation work programme UNIDO/consultants

v) training orogramme consultants
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Jres.ems:

#Ae Taceo some general oroblems guring tne oroject. Initial cates
given oy NCR wnen the computer, the software, and the manuals
would arrive were not met. Rescneduling introduced gifficultias to
our worsnplan. Some of the manuals did, in fact, not arr;ve at all
during our stay, which meant we were unable to perform some of tne
ariginal worksteps.

The eroloyees we interviewed and worked with were mostly department
mavacers. Meetings and training sessions were often i1nterruntad =)%
telensione calls or by secretaries andg collegues. Thus, our scn2dule
had to be flex:ble to work around their work scheaules. The KIDC was
also in the obrccess of moving to new coroorate offices.

The remaining work inciuces:
i) Setting tne NCR Tower fully installead.
1i) Conduct training session in UNIX,

Ingres and
Wordmarc.

(9]
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Imolement tne following systems:

- Client profile catabase (Ingres)

- Company profile datavase (Ingres)

- Project profile database (Inares)

— Aoplication orofile gatavase (Ingres).

- Set up communication tine between 1DC and
overseas offices.

1v) Design and imolement tne following systems:
— Capital resource database (Ingres)
- Hangicraft market analysis mocel (Multiplan, unNnIX)
— Handicraft oroduction planning ‘Multipoian, UNIX)
- Financial planning moogel (multiolan, UNIX)
- Cash ma»nagement model (Muitiolan, UNIX)
- Budget cevelooment model (Multioian, UNIX).

vy Tinding and installing cemmercial software packages:
— Cost control eystem 1n tne construction & estazes genartment
— Order/entry and inventory system to manage the materiais
management and retail sales recording in the nandicraft
department
- Payroll system incorporated in tne financial accounting
system,




II. HARDWARE

We were informed that the main computer, the NCR Tower, should have
preen installed upon our arrival in Barbados, November 14 1984.
However this was not the case. According to BIDC, the installation
was rescheduled for November 26 1384. Meetings with NCR confirmed
that there could be problems with the shioping schedules, and the
installation could be further delayed. During the meetings we
ceveloped a fairly good contact with the NCR staff.

The computer arrived in Rarbados December 3 1984. After having
problems with the Customs and the operating system 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 the computer at a time. This has not,
at the time of writing, been settled. A UNIX expert from NCR have
been working on the NCR Taower & couple of hours every day from the
day of installation until now, mainly trying to get th= ogerating
system UNIX and the printer to function propoerly and to install
softwares.

One of the terminals to the NCR Tower is a NCR £C4, which also

can be used as a stand-alone micro-comouter using the ooerating
system DOS. It will be used 1n the research and planning delartment.
All systems i1mplementation and training sessions were held on the
NCR PC4, while waiting for the MNCR Tower tc be prooerly installead.

Whwen implementing systems on an NCR PC4, a large number of cdiskettes
for programs, files, and backups are required. We had some problems
convincing the BIDC to buy an adequate number of diskettes. In
Barbados diskettes are expensive and the BIDC has a tight budget.
However, after several training sessions the BIDC staff had a

hetter understanding of the storage requirements and the need for
bacxup procedures.

I111. SOFTWARES

Cne of our work.tens was to help the BIDC select and buy appruvoriate
software packages. However, the BIDC had already acauired the DOS-
versions of the soreadsheet program Multiplan and Lotus 1-2-3, tne
database manager oBASE II, and the wordprocessor Wordstar, with the
intention to run these under UNIX. The BIDC did not 1nitially
ungerstand that these versions co not run under UNIX, The oackages,
however, were aple to run on the NCR PC4.

The only commercial software packages available for UNIX on the NCR
Tower are the sporeadsneet prooram Multiplan, the datapase manager
program Ingres, and the wordprocessor program Woramarc. NCR assureo
the EIDC that it was adeguate for their requirements.

This 'eft us with only one software seiection: Multiplan or Lotus
1-2-2 as spreadsheat program for the NCR PC4 with tne DOS ooerating
system. The BIDC chose to use Frcpospin (a general purpose anaiysis
micel develooed by UNIDO) for the feasibility analysis function.
Since Propspin runs under Multiolan, and the only spreadsneet orogram
running under UNIX on the NCR Tower is Multiplan, the BIDC electeo

to use Multiplan rather than Lotus 1-2-3. This means that the BIDC
wili not nave to learn two gifferent soreadsneet programs.




The UNIX operating system 15 currently installed with only a single-
user option. The manual has not yel arrived. The database manager
software Inares and the wordprocessor program Wordmarc were
installed on UNIX December 14 1984. Neither of these manuals had
heen delivered which means that we were unable to implement tne
Ingres system, to conduct Ingres training sessions, or to conduct
Wordmarc training sessions.

The financial accounting system, wnich will run on the NCR Tower,
was decided to be a commercial software package. The Open Systems
packace, recommended by UNIDO, seemed to be very adeaquate according
to the chief accountant. We were told the UNIX version was no longer
supoortec by the supplier. Another financial accounting package that
we considered was the Realworld System, but upon reguest 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
1s now installed. Unfortunately, the user manual is not easily
understood by the first time user.

IV. DESIGNS AND IMPLEMENTATIONS
Designs:

The design of the system components included:
i) determine software (e.qg., spreadsheet, database
manager, _ommercial software)
1i) determine multiuser/stand-alone micro—comouter system
ii1) determine record format
1v) determine inout forms
v) determine report forms

The design did not include detail program design as the time
schedule did not allow i1t. The following system comoonents were
cesigred but not implementea:

- company profile database Ingres
- client orofile database Ingres
- application processing database Ingres
- library cataloging system Ingres

- estates and tenants database Inares




Implementations:
The systems that were designed anag imblementea were all i1mplemented
an the NCR PC4 micro computer (used as one of the terminals on the
Tower system) rumming under the DOS operating system. The systems
inclade:
— Feasibility anailysis models. Froospin Multinolan
was used and modified to meet BIDC
requlrements.

- Statistical analysis models. Implemented Multaiplan
as part of the soreadsheet training session.
- Client profile database. Implerented as part dBRSE 11

of the dBASE Il training session. The cata-
base will eventually he converted to Ingres.

- Persormel administration database. dBASE Il

- Salary/wages model. Input data is generated Multiolan
from the personnel administration database.

- Accounting system for cverseas offices. Multiplan

The only system that is installed and functioning ungcer UNIX on the
NCR Tower, is the financial accounting system. It was irstallea by
NCR. The user manual 1s deficient as, 1t merely tells what the
system can do but not how to do 1t. :fowever, the BIDC are now
fam:liar with the menus and screens.

V. TRAINING SESSIONS

There was a great deal of time soent in training sessions. We
conducted training session for i1wmolemented systems, the ooerating
system DOS, tne spreadsheet proagram Multiplan, the database manaager
dBASE II, and the wordorocessing orogram Wordstar. These sessions
were conducted on the NCR PC4. The sessions for the financial
accounting system and the operating system UNIX were conducted on
the NCR Tower.

The BIDC staff were at all times very eager to learn. The training
sessions were conducted at different levels. Some embDloyees were
taugnt only the general functions of the different softwares, wnile
otners were taught in detail how to use them. The objectives of the
detailed training sessions were to teach the employees to maintain
the 1mplementations made by the consultants, and to teach thewm to
imslement new functions and systems on their own.

On—-line tutorials were used i1n the DOS-, 1n the dBASE II-, and 1in
the Worcstar training sessions, as well as explanations by the
consultants,

The Client profile database was 1mDlementec on OBRSE II as oart of
tne gBASE II training session. The Statistical analysis mocel was
implemented as part of the Multiplan training session.

The Wordstar training sessions for secretaries were quite suncessfull.
As a part of the training they wrote various parts of t..e MSP.

The training sessions for the financial accounting system consisted
of guiding the staff thru the menus and screens. For the operating
system UNIX we taught simple UNIX commancs; to log in, tu load
Multiplan, Ingres and Wordmarc, s print, to change user attributes,
to acd a user and to change passwords.




VII. CONCLUSION

The BIDC staff know.edge of computers and their use was rather
little at the beginming of tne project. Durinag the project, where we
worked close to the staff and had many training sessions, they came
to learn more ard more ; e.g. the difference petween micro-computer
single—user and multi-user systems, the difference between various
software packages, that a difference exists between two operatirna
systems, etc.

Thanks to the implementations, the training sessions and tne
training materials (tutorials, viceos, magazines, etc.), the BIDC
has rnow a good foundation for achieving tneir EDP objectives.

The database manager system Ingres will be one of the main keys to
succes. Most of the remaining systems are desioned to be imblemented

on the Ingres. This cemands that someone at the PIDC agets the time

and possibilities to learn the Ingres in detail. The knowledage of Ingres
should then not stay in just one departmeint, bu* must be shared amona
the others. Local consultancies can be availaole from the NCR, if
obstacles arise when learning the Ingres.
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VII. MANAGEMENT SUMMARY, MSP

In the soriva 1984, a prolect was aefinea by UNIDO in consort
with the Barbados Industrial Develooment Carporation to strencthen
the canabilities of the RIDC staff in tne development and use of
micro—computers. The use of the micro—computers 1s intended to
supoort the overall objective of i1impDroving management efficiency anc
the effectiveness of the BIDC ‘echnical assistance provided to the
Barbados industrial development process. UNIDO ultimately aggreed to
fund a small progject to help the BIDC design a comouter-based
management 1nformation system and define a combuter training
orocgramme for the BIDC staff.

The UNIDO sectien responsible for backstoopoing the project
(Factory Establisthment and Management) elected to use headquarters’
staff personnel to oerform some of the early project activities,
thereby realizing considevable cost savinas and maximizing tne use
of projects funds for consultants. Such an aooroach wi1ll enapie the
porolect to go tCeyond the systems design stage and actually i1mplement
some of the systems. The specific revised objectives of the project
include:

(1) Review and analyze tne information needs of the

BIDC.

(ii) Prepare a Management Plan for i1molementing
computerbased systems. Tne Plan will 1nclude
conceptual design of system components, work
orogrammes for imolementing the systems,
hardware/sottware evaluation criteria, and a
training orogramme for BICC stafr.

(i1i1) Design and implementation of several system
compunents. (The use of commercially available
software 1is to be used as much as possible).

(iv) Conduct seceral training sessions outlined 1n the
Management Plan.

The Management Plan is intended to serve as a
gu:de/reference for the BIDC and i1n no way is assumed to be
a static document. The BIDC should, accordinagly, review and
revise the plan to include new i1nformation as it arises, and
reflec: changing management priorities as well as tne
resource constraints of the organisation.




- 10 -

Woirk Ferrormance

The work performance by UNIDD heaaquarters’

the following major steps:

» WORK STEP

1) Review existing
business functions.

11) Determine information
reaui rements.

Determine mechanization
requirements.

111)

iv) Develop systzm/function
area profi.es.

v) Document hardware/software
evaliuation criteria.

vi) Develoo work plans for
implementing systems.

vii) Prepare management system

plan document.

staff consistec of

PUREOSE
To determine the basic i1nformation
used and the oblectives of each
business function.

To document additional reaguired
information not reacily availabnle.

To prioritize business areas for
use of mechanized systems.

To identify key inouts, outouts
processing features, information
flows.

To select aoproporiate software/
hardware configuration.

To utilize work programmes for
systems implementation and as
terms of reference for
consultants.

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

- Work involved extensive interviews with potential users of

systems, devartment heads,

staff and management at the BIDC.

There is a fiundamental commitment on the part of tne BIDC
Yanagement to provide BIDC personnel with exoerience i1n systems
design, computer hardware/software selection and installation, andg
increasing the effectiveness of the organisation through the use of

Management Information System (MIS).

Well cesigned svstems snould

increase overall management efficiency and foster sharing of
information among the three (I) main divisions of tne organization.

However,

it must alse be recognised that the BIDC has limited

resources in terms of available expenditures for systems anug
availability of man—-power to 1molement them.




-11 -

Clearly, not all systems applications posses tne same Ooriority. In
adcit:on, introducing management systems and office automatic tools
for the first time in an organisation will not doubt carry with 1t
some confusion and frustration. Desianing and installing systems to
the first-time user should not be overly ambitiogus. System
reculirements snould be prioritized and introduced carefully. The
BIDC will need to rely on the skills and experience of its existing
staff to a great extent, as 1t is assumed creation of an EDP staff
is to be avoided. Therefore, it 1s imperative that a phased
approach be utilized in conjunction with a sound training programme.

MIS AFEROACH AND

TRATEGY FOR BIDC

Six (E) major business functions at the BIDC were icentifiec
cduring the preliminary review work performed by UNIDO headquarters’
staff that could substantially benefit from mecnanized systems.

Tnese functions are:

Inves*ment Fromotion )
Research and Flanninrg ) Investment Promotion Division

Estates Management
Handicraft ) Commercial OGoerations Division

Corporate Services
Finance and Accounting ) Corporate Services Division
)

There are four (4) types of systems that each functional area
could utilize: Strategic Planning, Operations FPlanning, Control

St =828 At =as O —— s s e > . e o - ———

Reporting, and Tramsaction. An information schematic refiecting
the management information requirements of tnhe BIDC is presented at
Exhibit 1. The schematic shows tiie {ype of system for each business
area and the integration of some of the system components. Each
system component is subsegquently described in greater dgetail 1n

Section II of the Management Plan.
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Given the fact that the BIDC does not wisn to establisn an EDP
function through the hiring of aaditional personnel, existing staff
will need to enhance tneir computer skills in order to develoo and
use the mechanized systems. Recent i1nnovations in comouter software
w1ll enable BIDC staff to focus attention on computer usage 1ssues
rather than technical detail computer orogramming. Nevertheless,
there will be & need for a few selected staff tc become familar witn
acaqulred computer software.

A suggested strategy would be for BIDC to use commerc:ial
software, user friendly data base systems, powerful “"spreadsheet"”
orogrammes. Exhibit 1 illustrates tne systems that could be
develoned using such tools. Such an aporoach would enable BIDC
staff to develoo their own systems, hence minimizing the need for
expensive consultants. Realisticaliy, however, some outside
assistance will be necessary from time to time, but the use of
software packages will substantially reduce EDP expenditures.

Hardware

There are a variety of alternatives available to EIDC 1n twe
harcware area. Recent develooments 1n the micro—compouter area nave
enadbled very sophisticated configurations to be assempiec, tihat were
only possible using mini—-computers several years ago. In fact, the
difference between microc and mini is becoming somewhat "bdDlurred”.
Ore distinctive difference 1s "price". Another aifference 1s the
level of technical background of the staff who opberate the systems.

txhibit II presents a sample configuration that would be
aooropriate for the BIDC. Such a configuration makes use of
centralised processing as well as cecentralized orocessing. There
are variations, of course, such as decreasing the number of storace
devices, installing each work statiocn in a ohased aoproach over
tiwe, 1ncreasing the storage capacity as the need arises in the
future, increasing the orocessing cabpacity of the computers
themselves, and expanding the staff levels of the organisation.
Cost must be balanced with the information regquirements anc *tne
expected use of the systewm.




Section V of tne Management Plan outlines sugcestec training
for the BIDC staff. Training sessions and sem:nars should be geared
to the level of responsibility of each individual in tne
grganization.

Key management personnel snould attenc executive seminars
perioccically to keep abreast of cevelopwentis 1n corporate systems
and data bases. 2IDC staff should beccowme conversant with managament
+ools such as spread-sheets and cata base systems. Most comwmercial
packages include tutorials and guidelines for use oF teir pracucts
which for the mnsi part are self-exnlanatory. Occasioval warkshods
or cocmmercially availadle video taoe curses are alsc r2comvwerced.
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The introduction of mechanizecd sivstems to an crgarisat:on
recuires careful slanming ard cao-ordinated execution. Senier
management of an orgar:saticn must affirm commaitment ta tae syzTew
cevelopment efforts in orvcer for thewm to succzec. Folicy i1szues
must also be resolved among the various busiriess dejartwents.
the BIDC, the following key :‘=suss =nou.d Se acdressec as the
systewns develooment efforis get uncer way.

l. Tne Finance and Accounting Desartwent 1s tie most cezirable
department to monitor and centrol the Zevelooment,
installation, and oaeration of t#ne systewms. Strong i1nternal
control of processing aznd Zata security are of parawount
importance.

2. Computerization for its own sake siHould be aveided. “riorit:iz
should be established by BIDC Managevent and a time-orasec
approach for implementation should be utilized. Given * e
nature of the neec for systems and the charter of *+-2 BIDC,
establishing strong financial control of its coerat.ore acdears

to be the top prioraity.

3. Creating an EDP Department would recuire tne hiring of
additional personnel., Develecping anc concucting a training
asrogramme to strengthen tne sxills of exiceting emIloy=2es %0
ooerate the newly imolemented systewmz is the most cesirxblg and
cost effective aonnroach. I+t sinould be recognised, Howaver,
that some restructuring of job funciions will De neceszavy.
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Standardization of hardware anc sofiware shiou.d De 9Dursue.
There w:ll be sianificant berefit to tne organisation 1f tue
came word procassors, spreacsheets, and data base «ystems are
used i1n each densartment. Communication and co-operation amo:-Q
employees 1s likely to imorove as ewnloyees assist each asther
1n resolving technical ebstacles. There is also substant:ai
cost benefits using stancard hardware anZ software.

A computer literacy campaign at the BIDC should be acopted as
part of the overall trainring anc comouter awareness effortis. A
small library of books, pericdicals, and computer magazines
should be mace readily available to emoloyees. Once systems
are developed and in place, employees will need to stay curvart
in the rapidly changing EDF field.
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VIII. SYSTEM DESCRIPTIONS, MSP

A. FINANCE AND ACCOUNTING DEPARTMENT

This model provides a tocl for calculating the financial imblications
of varying assumptions regarding future eventr. The financial
serformance of the BIDC can be forecastec in terms of projected
overating revenues and casts. The mooel provides the capapilities
which supoort?

- Plamning the acquisition of new ecuipment or develooment of
industr~ial facilities.

-~ 2lanning manpower requirements basea ubon demand and availability
of funds.

- FProjecting grant recuirements.

- Presenting an anticioatory management oosture ratther than a
reactionary 1maqge to short term chances.

Trien main illustrative i1nmputs to the wmocel incluce:

- _ease revenue and other revenue forecasts.

— Capital ogutlay reaguirements.

- Estates management maintenance forecastes.

- Operating cost pro_ections.

- Deoreciation schedules for BIDC assets.

— External economic factors (:nflation, wage increases, etc.).

Typical illustrative outputs of the mncdel include:
- Canital equioment acquisition schedules.

- Industrial facility exoansion schedules.
- Financial reqguirements analysis (revanue, grants).

———— T —_———em

Tnis system is a mechanism for collecting and analysing information

apout anticipated sources and uses of cash. The :nformati:omn 13 uses to
olan and control cash transactions within interim gevriocds o€ the

sucget cycie. This system enables a short term financial zslamning
capasility whicn supports:

- Determining ana monitoring cash flow,

- Determining the amounts and timing of disbursements.

- Anticipated short term borrowing reculrements.

- Determining investment strategy for investing excess cash in
marketable secur.ties.

Typical illustrative 1vouts to tne system incluce:

- Actual ang accrued liabilities/Dayadles.
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- Accounts recievable, cash receiots anc credits.
- Bucget levels per period (from bucget ceveloomert).
- Interest rates for borrowing/i1nvestina.

Typical illustrative outputs of this system irnclude:

Cash flow reports.

Cash requirements listings.

Cash flow analysis worksheets. .
Eorrowing/investment interest costs/returns.

Budget development

The budget develooment system provices a means for ccllecting,
accumulating and adjusting financial and ooerating tarcet cata. The
most basic function is to collect preliminary bucget est imates,
summarize the data by categories and facilitate simulaticn based udon
alternative assumptions. The system provices capabilities whicn
suppots

- Building budget worksheets with historical cata by l:ine-item far
cost centres, organizational gepartwent or Clvisior.

- Analysing budaet changes at tne cetail level and analysing the
overall imoact at tne summary level.

- Formatting budget data for review by c:fferent organizational or
business functions.

The main illustrative inputs to the system 1nclude:

- preliminary revenue estimates (operaticns, grants).

- Inflation factors.

- Historical information such as orior budget vs. actua. cata, year-—
to-date performance data, projected revenues from leacses ard
handicrafts.

- Inventory levels and changes in net assets.

Tyoical illustrative outduts of the system incluce the following?

- Arnnual and multi-year budget summaries.

- Cost centre, cepartment anc divisional budgets.

- Net current asset/cash flow budcets.

- "What if" analysis.

- Interface to general ledger, cash managevent system.
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The system provides a mechanism for accumulating summary financial
+ransactions. The system orovides management with reports concerning
financial condition and financial poerating results. The system
maintains a general ledger, transaction detai.s and sabsidiavy ledgers
for such areas as prooerty recorcs. cost accounting and inventory.

system’s potential features include the capacity ta suaport:

Tie

- Frocessing and maintaining general ledger accomting transactions
and balances (including encumbrance accounting if reguirec).

- Maintaining work—-in-porogress accounts far individual orcjects

imciudirg construction activities.

- freparing actual versus planned cost accounting resorts for

manufacturing—-tyoe activities.

- freparing actual versus plarmed costs and outout weasures resorts

2y organizational eiement.

- FPreparing sumwmary financial statements (e.g., incoma and exoense,

palance sheet, source and aoolication of fuwnds?.

The main illustrative inouts to the system would come from other

svstems as well as direct entries as folilows:

- Budget develooment information (e.g., oSudget expenses by category).

- Construction and maintenance exoerses.

- FProperty accounting information (e.g., cepreciation).
- Payroll expense Summary information.

- Revenue and accounts receivadble summary informat:ion.
- purchasing/receiving/accounts payable information.

- Inventory valuation summaries.

Il1lustrative outout reoorts include:

- Financial reports such as +rial balances, bhalance snhee-s
statevents, source and use of funds.

- General ledger account listings.

- Detail transaction lists.

- Financial summaries by organization unit.

- Cost accounting summaries.

income




Payroll

This system provides a mechanism for comouting and recordivng pay,
aistributing the related exoenses, ard maintaining oersonnel
information on employees. The system —onsists of two inter—relatec
comporents. The payroll component collects payroll data, calculates
pay bonus, gross pay, net pay anc emdloyer benefit/tax expenses. The
personnel component maintains employee data and change-of-status
transactions. The system performs the following functions:

- Computing pay bonus, gross pay and net pay for hourly and oDiece
workers.

— Computing gross pay and net pay for salaried workers.
- Preparing payroll checks, check registers and fayvroll summaries.
- Determining employer portion of tax and bHerefit costs.

- Creating and maintaining incivicual employee nayroll/zersome.
files.

The main 1llustrative inputs to the system incluce:

Emoloyee name, numbder, codes, etc.

- Time operiod data, hours worked, attencance cata.
Emoloyee wage rates, overtime rates, piece rates.
- Tax rate schedules.

Eenefits/deductiaons information.,

Typical illustrative outounts of this system incluce:

- Payroll cherks and earnings statements.

- Payroll registers.

- Labor cistribution reoarts.

- Transactions to general ledger (payroll exsenxe, etc.)




Tni1s system accounts for ali
The revenue and accounts receivabl!e transactions are accumulated
rental oroperty owned by tne BIDC, sales of handicraft to reta:il
establishments, and cirect sales of i1tems from EIDC autle:s.
system would orovice the capabd:i:lities which supnort:

the revenues and receivadles of the

The

Maintaining an information fiie on zsast and current customers.
Invoilcing customers and maintairning an coen invoice file.
Reconciling cast rece:cts anc accounts receivable.

“redaring accounts receivable control reporis.

The main 1ilustrative inputs to the system include:

Customer information.

Rental receiots and accrued receivasles for leased oroperty.

Fiilling information such as amount due, terwms, Jate due, etc.
Revenue and accrued receiva>les for saleszs of handicraf:
oroaucts to third party establishments.

Revenue from sales of tandicraft orocucts from BIDC retaarl
sales ocutlets.

Accounts receivadle write offs.

Tyo:ical illustrative outnuts of the system i1ncluce the folliowing:

Onen 1nvoice listing.

Journals of cash receipts.

Aged accounts receivaple trial bnalance.
Customer 1nformation listing.
Delinguent payments summary.

BIDC.
for
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This system orovides a mechanism for executing and controlling
orcers, receipnts and payments for goocds and services.
Acco-divaly, 1t provides capadiiit:i:es whichk support:

Selecting a suoolier for a given purchase reguilrement.

Negotiating a procurement contract convering the reguired
material or service.

Following up with suppliers on outstancding orders, exzeciting
ang monitoring status.

Receiving and inspecting materials and services s.oalied by
vendars.

Paying vendors for materials and services purchased.
Interface with ceneral ledger system.
The main illustrative inputs to the system incluce:

Request for procurement of mater:ials and services, for
inventory and for direct usage.

Vendor information such as availan:lity, orice, terms and
delivery time.

Frocurement policies regarding bidcira reauirements, internati
aoorovals.

Executed purchase orders.

Receiving and inspection documentation.

Vendor invoices.

Tyoical illustrative outputs of the system incluce the follow:ing:

Frocurement activity summaries.
Vendor summaries and listing.

Ooen ourchase order status summaries.
Receiving activity summaries.
Accounts payable listings.

Invoices paid listings.

Check reg:isters.

Interface to general lecger.
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B. PERSONNEL AND OFFICE MANAGEMENT DEPARTMENT

Salary/wages model

This model has the capability to suzport analiysis of tne wages,
salaries and associated benefits costs of the organization. The
model allows for extensive "wwat if" analysis under varying
assumptions such as inflation rate, salary increasement, tax
increasement and benefit costs increasements. The model will
serve as an analysis tool to supoort unign negotiations and tne
annual costs to the RIDC of payroll ooerations.

Then main illustrative i1nouts to thne mocel incluce:

Saiary increase rate by salary scale.
Al:owancies increase rate by saliary scale.
Inflation rate.

Tax increase rate.

Typical 1llustrative outputs of the model incluce:
"wnat 1f" analysis

new total costs by salxry scale
new total oersonnel costs

This system provides a mechaniswm for collecting, maintairing anc
analvse oersonnel i1nformation anc histaries.

The main illustrative inouts to the system i1nclude:

Emoloyee name, address, department, codes, etoc.
Salary information.

Position, training and qualificat:an.

Vacation information.

Typical illustrative outputs of teh system incluce:

Vacation report.
fension scheve report.
Age ranges redsort.
Sa.ary scale reoort.




Wordprocessor document s

A number of file management documnents, where the wo~rdoirocessors
vgearch" function 1S apolicable. Each fiie manacemnent cocument
containing all files witihin a soecific fila number range. Due to
the i1nternal memory of the microcomduter, a s:ngie fi.e management
document is not possible. The focllowinag information is keot for
every file in a fiie management cocument:?

File number.

Reference number.

Number of velumes and physical location.
Date of volume.

Contents of file.

Title of file.

Yo wtam and when the volume was given.

A document containing the history of IDC, inclucing ail wenaers
of the board for each year.

A mailing list document contain.ng clients name and accress anc
which information they will recieve; general regort, christmas
card, general information, etc.
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c. INVESTMENT AND PROMOTION DIVISION

Feasibility anglysis model

This model nas the capability to support management decislion—raxking 1in
1investment simulations, facility investment aiternatives and financiai
serformance analysis. The model allows for variations of assumotions
to enable powerful “"what if" analysis. The system features include:

-~ Analysis of capital structure alternatives for industrial
faci1lities, including depriciation rates.

- Simulation of operation anralysis i1ncluding raw materials, labour,
energy costs and inflation rate.

- Unit cost analysis of the variable cost components in the
production process.

- Palance sheet and income statement.
The main illustrative i1npus to the system include:?

- Inflation rate.

— Salary 1ncrease rate.

- Sales price i1ncreases.

~ Capacity utilization of the facility.
— Rated capacity of the facility.

- Raw material costs.

- Manpower costs.

— Energy consumotion rates.

- Overhead costs.

- 3ales and administrative expenses.

Typical illustrative outputs of the system include:

— Capital structure.

- Depreciation analysis.

- Operations analys.s.

— Balance sheet.

- Income statement.

- Financial performance indicators.
- Variable unit cost analys:s.
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Clients profile database

This system orovides a mechanism for processing a client prafile
catabase, to maintain and analyze interesting/interested clients.

The main 1nouts to the system include:

- Name and address of client.
- Products that the client 1is interested of.

Tvoical outputs of the system imcluge: .

- Clients listed by products.

This system provides a mechanism for srocesszing a ccwxdany arafile
catabase, to maintain and ana.y:ze interesting/:nteres-a2c coimzanies.

The main inputs to the system incluces

- Name and address of comdany.

- Current procucts.

— products of 1nterest in the future.
- Toint venture/Sub contracting.

Tyasical outputs of tne system incluce:

- Companies listed by products.
- Companies listed by joint venture/sut contracting.

e e S el i - — = e . e o = —

This system provides a mechanism for processing a project profile
gatapase, to maintain anc ana.yze projlects.

The main inputs to the system include:
- Areas.

- Froducts.

- Machines.

- Companies.

Typical outouts of the system ivicluce:

- Feasability report.
- Crojects listed by area/procucts.




Library cataloging system

This system pDrovices a mechanism for maintaining and acminissar DOooOks,
texts, Deriodicals, ljourrals, rewsoaper, reoorts, etc. A number of
keywords (tooics) will be createc for =ach publication to produce a
fast and easy search of a specifi:c dacument.

The main 1nputs to the system incluce:

- Catalogue number, ISBN number.

- Author and ti%xle of publication.

- Classification coce.

- Usage ccde.

- ~resent status coce.

- Information of borrower and date due.

Tvpical outputs of the system incluce:

Books on loan.
Books overcua.
vValue of publications by tyoe and classification ccode.
Number of publications by tyoe and classification coce.
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D. RESERRCH AND PLANNING DEPARTMENT

Statistical ana.ysis model

This model has the caoability to maintain and analyse statistical
information on the whole manufacture marxet.

The main inputs to the system incluce:?
- Statistical economy information. .

Tyoical outputs of the system 1ncluae:

Direction of trade, imports/exoorts.
Estimates of Gross Domestic Frocuct.
Commercial bank loans/credits.
Composition of domestic exports.

Application processing database

SEm - ——— o — — o —a

This database provides a mechanism for maintaining and analysing
anplications requiring fiscal i1ncent:ves and factory soace.

The main inouts to the system include:

Name and location of company.

Dates for analication/reaonraxsel/aoproval/regection.
- ™Main product (incustry agroun) and suboracucts.
Various statist:cal information.

Typical outouts of the system include:

- Number of aoplications recieved/aoproved/rejectec by f:scal
incentive and factory space.

- Companies aporoved by industrygroud.

- Applications for factory soace by indushry gGrouo.

- Pppolications for fiscal incentive by industry group.

Application form in the wordprocessor

A standard form for apolications shou.c be orocucec as a Worcorocessor
document. wWhen writing out tne application, tne secretary will coudy
the stansard format, fill 1n the information and orint the
apolication.
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E. CONSTRUCTION AND ESTATES MANAGEMENT DEPARTMENT

Cost control

This system orovides a means for controlling the cost saent in a
project to mainta:n orofitadility. In orger to achieve this trne syvstem
must get timely information on exasenditures from the financial
accounting system.

The main 1nputs to t4ve system include:

- Material and labour costs per prcject and period.
- Labour hours per project and period.

Tvpical outouts of the system include:

- Project cost report.
- Froject orofitability report.

This system will provide a mechanism for Dlamming the oruects in a
critical path network methoag.

Capital resource analysis

This system provides a mechanism for estimating and calculating t.e
costs of a mew building. Following uo of actual costs given by thne
finmancial accounting system will pe done in order £o anorove
estimations.

The main inouts to the system include:

- Material costs.

- Labour costs.
Consultant costs.
Capital costs.

Typical outouts of the system include:

- Estimated total cost.



- 28 -

Estates and tenants database
This system provides a mechanism for collecting, maintaining
arnaivsing i1nformation about buildings and temnants.

The main inputs to the system i1nclude:

— Ectates 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 thei1r status.

- Tenants with notice.
— What has been repaired on each building.

and



~
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. HANDICRAFT DEPARTMENT

Market analysis model

This model has the capability to support tne analys:is of the market
for hangdicraft products. The model serves as a collector of historical
data for products and groubns of products, relatec revenue i1nftormat:on
and cost i1nformation. Tne model has the capabiiity to oerform
statistical analysis to formulate trends and forecasts. The wmodel also
ore i1des the means to collect results and summarize survey data.

The main inouts to the system i1nclude:d

- Historical sales.

- Market projections.

— Customer survey agata.

- Historical effects of advertising, oramntion and sales
— Procuct cost and revenue data.

1]
ﬁ
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Tyoical outputs of tne system i1nclude:

— Survey result summaries.

- Product/product groun forecast.
- Statistical analysis reports.

- Customer reaction suammaries.

- Trend analysis.
- Customer incuiry ancd follow reoorts.

Tnis system orovides a mechanism for ooerating tne oroduction nianning
anc scheduling and the recqu:rements plarmming for hancicraft oroducts.

In order to achieve this, i1nformation will be orovided from materials

management system and the reta:l sales recorcing system.

Tne main inputs to the system include:
~ nistorical information.

- Sales recorts.

— Forecasts.
Tvoical outputs of the system include:®
— Proguct mix by section,

- Production schedules.
- Requirements based on the product mix and schedu.es.




Material smanagement

This system provides a mechanism for raw material control and

inventory control of raw material. Each raw material must be given a

unique 1tem number. The system wenld provice the canabilities whicn

support:

— Maintaining an inventory file of raw materials.
- Handling order points (reguisition points).

- weep track of raw material movements.
The main i1nputs to the system i1nclude:

- Purchases of raw material.

- Qutlets of raw materials.

- Miacellanecus debit/crecit of raw materials.

Tvoical outputs of the system 1nclude:

Requisition renart.

Inventory balance report.

furchase reoort of raw material.
Miscellaneous debit/credit entry report.

|

This system provides a meckanism for recording sale of
gooas. The information 1is used to control an 1nventory
finnished goods. Each item must tven be given a uniqgue

finnishea
file of
item-number.

The system would orovide the capabiilities which support:

- Maintaining an inventory file of finnished glods.
- neep 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 shop.
- Stock level report.
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IX. SOFTWARE AND HARDWARE EVALUATION CRITERIAR, MSP

SOF TWARE EVALUATION CRITERIA

Custom develooment of computer orcarammes is exoensive, time-—consuming
anc requires considerable skill. The continued suooort of a custom
system requires an on-going, 1n-house cata orocessing function wmch
1s aiso expensive. Today’s availability of commercially availablie anag
public domain software makes tte custom approach less desirable,
except in unusual circumstances. The use of oresared software offers
consicerable time and cost advantage.

Installation of software, nowever, coes recuire careful plamming or
serious errors can be made therbpy ersdina the benefits from a package
aporoacn. All software packages have a "learming curve"”, and often
t:mes, finding the perfect solution is just not possible. Some changes
to the software may be necessary, and certainly future growth
recuirements of the organization must be built into the scftware
seiection process.

A software package chould be evaluated against soecific criteria. Tne
bus:iness and user reacuirements must be used i1n conjunctior with other
general criteria. General criteria includes:®

- Reauired hardware

- Software requisition costs

~ Quality of software documentations
- Vendor support

- Othner users experiences

An application soecific criteria checklist s+would be preparec and usec
for the evaluation. A number of general criteria will apply to all
areas, while there w:ll also be un:igue cons:icerations for each
individual application. General items incluce:

- Vendor name

- Original development year

~ Year (manth) of latest revision
- Number of users

- Minimum hardware regulrements

- Minlxum storage reqguirements

- Prograwming language

- ~evel of docuwentation

- Cost

Soecific i1tems (for example, used in selecting a general account:ing
system) might include:

- Provision for accumulating original bSudget, revised bucget and
actual costs.

- Z~rovision for period and year to cate i1nformation.

- Flexible account descriot:ions (versus pre-coded).

- Frovision for year to year comparisons.

- Detail to summary reporting for ta.ance sneet, 1ncome staterc.t anc
cash flow.




- 32 -

HARDWARE EVALURTION CRITERIR

There are several hundred different vendors of micro-computer harcwars
ang assoc:ated peripherals. There apoears to be in the mar«et today
four major orice ranges for micro—-computers:

1. less than $US 2000

2. $US 2000 - 5000

3. $US S000 - 10000

4. more than 10000

Most micro—-comoputer vendors offer ootions that increase the basliC

orice. Specifically defining cne’s requirements 1S essential to avoid
constantly "adding on" components and features. The combination of the
nasic cowmputer, printers, disk storage devices, screen monitors and so
forth must be included in the hardware analysis.

Maior technical factors to consider in the evaluation incluce:

1. Random Access MeaorTy (RAM) — The amount of internal storage
capacity of the machine.

2. Operating systea — The main language of the machine for orocessing
and communicating.

3z. Video screen (CRT) - The tyoe and size of the display screen.

4. Disk drive capacities - The available storage capability of tne
machine for data files and apolication programmes.

5. Printer interface - The method of transmitting information to
orinter devices.

6. Network — The availability to have a multiuser micro-computer
system.
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X. IMPLEMENTATION WORK PROGRAMME, MSP

The 1molementation work proaramme is baseg on tne system descriatilons.
The following schedule shows the systems Dy ceogartment. tyce of
software to use (commercial, database manager,
prioritization 1n form of requested implementation oeriod and date

for 1mclementation completed.

Finance & accounting dept:?

Financial accountina system
- G/L, A/R, A/P, Payroll etc.
Cash management
Budget cevelooment
fFinancial planning model

Account. system for overseas offices

Communication overseas offices
Persoannel & office sanag. dept:

fersonnel administration database
Saiary/wages mogel
worgorocessor document s

Handicraft dept:

Materials management and retail
sales recording (order/entry and
inventory system)

Frocuction olanning

Market analysis

Constr. & estates sanag. dept:

Cost control and construc*ion and
maimntenance control

Capital resource catabase
Estates and tenants catadase

Research & planming dept:

Application processing datapase
Statistical analysis catabase

Investment & promotion div:

Feasibility analysis models
Cl:ent profile database
Customer profile database
Project orofile database
LiDrary cataloging system

Commerc.

Soreadsh.
Spreagsh.
Soreadsn.
Spreadsh.
Commerc.

Datapbase
Spreadsh.
wordoaroc.

Commerc.

Spreadsh.
Spreacsh.

Commerc.

Datapbase
Database

Database
Soreaash.

Soreadsh.
Database
Datanase
Database
Datajsase

spreacsneet),

84—-12

84-01
84-01

84-12
84-12

84-12
84-12

84-12

84—
84—

o
t.y

-
b

84-12

05

-0

-03
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XI. TRAINING PROGRAMME, MSP
Tne training programme consists of:

a computer literacy camoaign

how to use implemented systems

how to madify existing systems and i1mplement new systems
In the computer literacy campaign the emoloyees will learn to
uncerstand how computer works and how to use a computer. A small
liorary of books, periodicals and computer magazines will be made
available. Once the comduter systems are installed and training
sessi1ons been held, employees reed to stay current in tne ranidly
crianging EDP field.

The emplovees can be divided into four categories of users:

Endusers who iearn to use tne systems ceveiopec, soreacsheet
systems, datapase manager systems and commercial software systems.

Secretaries who will learn to use the worcorocessor to write
letters, memos, reports etc.

System developers who will learn to use soreacdsiheet models and
database manager systems to modify e«isting and implement new
systems.

System administrators who will learn now the ooerating systems
Wworks, 1n order to allow new users, passwords, security
restrictions and software packages.

Training sessions Category of users

1. General information about computers. All.

Z. Implemented systems for the finance & Endusers 1n the
accounting department. department.

Z. Implemented systems for the personnel & Endusers 1n the
office department. decartment.

4. Implemented systems for the research & Endusers 1n tne
planmming department. department.

S. Implemented systems for the investment & Endusers in the
promotion division. division.

€. Implemented systems for tne construction Encucsers 1n the
& estate manacement deoartment. department.

7. Implemented systems for the handicraft Engusers in the

department. department.




10.

11.

14,

wordorocessor Wordstar (DO
- disk tutorial session

- training guide session, .<5S0ns 1 -

Woraporocessor Worcmarc (UNIX).

Spreadsheet program Multiplan.
-~ teacher guided sessions

Database manager system dBASE 11

-~ on disk tutorial session
- dGEN instruction session

Dat abase manager system Ingres (UNIX).

Operating system
- exploring the
- NCR-DOS tutor

Operating system

(DOS).
IBM PC session
session

(UNIX).

(DOS).

Secretaries.

Secretaries.

Soreadsheet
develooers.

Database
developers.
Database
developers.
Systems

adgminlistrator.

Systems
administrator.



- 39 -

DOCUMENTATION AND MANUALS

SROCEDURE ™MANUAL. SERSONNEL ADMIMISTRATION DATABASE. c caen -
~ROGRAM DEVELOFMENT mMANUAL. PERSCNNEL ADMINISTRATION DBE....
DIFFERENCE IN USE OF FROFSFIN.cecsseccncncnsnconancnscnces:
MANUAL FOR SALARY-WAGES MODEL. ..ccascneccrcrccmnnenceccons
SHORT MANUAL ON HOW TO USE TheE MULTIFLAN COMMANDS. ..
WwCRDSTAR, START uUF AND PRUGRAM DISKETTES.ceecoccan-s cessase
SCREEN~- AND REPORT LAYOUTS. LIBRARY SYSTEMisenecnccocnnaes
SCREEN~ AND REFPORT LAYOUTS, COMEPANY SROF.-E DB SYSTEM.....
SCREEN- AND REFUR:T “AYOUTS. s  ICATION PRICESSING DB ...
SCREEN— AND REPORT LAYDOUTS, ESTATES AND TENANTS DATABASE..
»ANURL FOR SummARY OF ACCOUNTS-mODEL IN MULTIPLAN. s e caveee
TLAN FOR COmMMUNICATION BARBADOS - N.Y., BARB — BRUSSELS...

nANCAL ON HOW TO TRANSFER FILES uSING SMARTCOM Il...ccveee

PAGE

40
47
53
55
56
57
59

64
66

70
77
78

79

a0k TO USE muU TIFLAN-MmODELS IN N.Y., ERUSSELS AND BARBADOS.. 81

o



I.

PROCEDURE MANUAL, PERSONNEL ADMINISTRATION DATABASE

Caontents

Start up and DACKUD CODYesseoesae-s 4l
Main menu - Select function........ 4l
View employees. .. cecacseees P ¥4
Add employeeS..c.cesacccssonsacnsce 43
Edit embDloyeeS..cccecsasenvsnsenece 44
Fack the databas®..cccecsacnsecsssss 45
Vacation revort..ccececsscccsssses 45
Fension scheme report..ccescecscese 45
Age ranges reoort..cccececcescaces 46
Salary scaie reoorteccesssccccscee 46

Emoloyee report..ccecccensccsscccee 46

Fage



(&

- 41 -

1. START UP AND BACKUP COPY

Sut the ciskette "dBASE II. Em—-main” in drive A. and the diskette
"cBASE 1I. Persommel file" in arive B.

After given todays date, enter tne followina in boldface:

A’ DBASE (return)

.DO EM-MRIN

Thne persomnel main menu 15 now disniaved. Now enter your choice.
To exi1t enter select :0 anoc .GUIT. If anything goes wrong ovr

you missoeli a command, use the key Esc andg start over agailn.

Important! When yvou’ve finished with .QUIT you w1ll se tne A) oromot.
you must now take a backup copy of the datepase file. Do as follows:

Take out the aiskette from drive A. fut 1n the diskette "OBASE II,
~cerscrnmel file, Backup" 1n drive A. Enter the command:

A DBCOPY

2. SELECT FUNCTION

When the main menu 1s disolayed, you can select tne foliowing
functions:

0. exit

1. view emplovees

2. acd employees

3. edit employees

4. pack the catabase

5. orint vacarion reoort

€. orint oension scheme report
7. orint age ranges reoort

8. print salary scaie reoort

9., print employee report

To seiect Just key one of thne numbers.
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3. VIEW EMPLOYEES

dn this screen you will be able to view employee information. You
will not however be aliowed to change any 1nformation.

Jn tne bottom rows you will fina the commang line. wnich tells you
wtiat vou are allowed to go. Just oress the letter within the
narantnesis to perform the command.

D - Display. Allows you to view more than one recerd at a time
basec on the _ocate exoression. Enter {_ocate exoression, faor
examole SALSCALE=12 . Next enter Display string, for
example SURNAME+POSITION .

F - Find. Enter text of keyword (SURNAME) for desired emdlovee.
For example SMITH .

L - Locate. Enter Locate expression., ror e-amole CRATEGORY=1
or DIVCODE=2 .AND. BIRTHDATE)&21213 which will display tne
first emplovee (i1n alphabetic order) that satisfties the
exoression. This 1s the basis for Display and Continue.

C - Continue. Go to tne next embloyee tnat satifies tre last
Locate expression. If no Locate expression was given,
Continue skhibos to the next empiloyee in the database. At end
of file, press (return) to get back to the command oromot.

S — Skip. Skio to the next employee. The database fi.e 1s sorted
in SURNAME ordger (kevword), which means that thne ewoloyees
will be displiayed 1n alohanetic orcer when using Skhio. At
end of file, press (return) to get back to tne commanc
promot.

To exit to the main menu, press thne two heys Ctrl and W
at cne same time.

wnen using iLocate and Disolay commands, only database names are
aliowed. For example you must enter DEPTCODE=31, which 15 the name
(catabase fieida name) that trne comouter uses for references, anc not
DEFARTMENT CODE=31. See chapter 4. Add employees for information on
valigc catapase field names.




[$ AP

- 43 -

4. ADD EMPLOYEES

On this screen you will be abple to acd an employee to tne databdbase

file. Fi1ll 1w the information for each fiela,

and press (return).

Each time you enter all information for an employee, a new screen
aopears for thne next emplovee. When you finish, oress the two keys
Ctrl and W at the same time to get back to the main menu.
The i1nout field are as follows:

dan field name

SURNAME
FIRSTNAME
EmeL0yeENO
ADDR1
ADDRZ
BDDR3I
TELEFRONE
BIRTHDARTE
sSeX

DIVCUDE

DEF TCUDE

ExELDATE
SALSCALE
SHLARY
SALTYRE

CATEGORY

AL OWANCEL
AL_CWANCEZ
ALLOWANCES
~USITION
FREVFOS
NAT INSNO

Employees surname.

Emoloyees firstname and immitiais.
Emoloyee number.

Home acaress of employee. Street.
Home aaddress of emdoloyee. Town.

Home adcress of empioyee. Parish.
Emoloyvees nome teleonone numper.
Emolovees birthcate. Year/month/cay.
Sex of employee. F or M.

Division coce. !=General manacement.
Z=Investment oromotion.
3I=Commercial operations.
4=Corporate services.

Department code.

11=Genera. manacement.
Z1=North America.
ZZ=Europe.

Z3=rocal ooerations.
zZ4=Research and bplanning.
Ii=Handicraft.

I =Construction and estates management.

ZZ=Commercial services.
41=Finance and accounts.
4z=Persommel and office mariagement.

Employment date. Year/month/cay.

Saiary scale.

Salary or wage 1n $BDS.

Tyoe of salary/wage. M=Monthly.
F=Fortnigntly.
wW=Weekly.
P=Piece worker.

Coce for category of employment.

1=None estabplisnec
2=Clerical
3=Secretarial
4=Executive
S=Management

characters

15
15

=
~

15

15

N

-y m

Entertainment allowance oer SALTYPE. $EDS. 4

Travel allowance per SALTYFE. S$EBEDS.
Teleaohone allowance per SALTYPE. $BDS.
Current oosition heid 1n deoartment.
Previous positions held.

National i1nsurance number.

4
4
20
€8
6

numneric

numeric
nuneric

numeric

nuweric

nunmeric
Nnunerlc
numeric

nuvieric

numneric
numerlic
numeric

numeric
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ga fieid name description Char
NATREG1L National register number, part 1. 6
NATREGD National register number, part 2. 4
NEXTOFKIN Emoloyees mext of kin and relationshino. 20
TRAINING Training mage at IDC. 148
SURALIFIC Emoioyees qualifications. €8
VACATENTIT Days of vacation entitlec per year. 2
VACATRICUM Remaining accumulated davs of vacation. 2
VACAT1 Apporovea vacation period, from date. &

In form year/month/agav. Exampie 830503.
VACATZ Approved vacation period, to date. 6

In form year/montn/cay. Examvie 850519.
SICnLEAVE Numder of sickdays, year to date. 3
S. EDIT EMPLOYEES

"On this screen you will pe abple to cnanoe employee information.

However you carmot ada a new emoloyee.
fing tne command line,
oress the

E

letter within

Edit.
the (return;

the parenthesis to perform the command.

Lets you correct any information for an emoloyee.

to position tne cursor on the screen.

Delete.
scree header.

database file,
Undelete.

Cont 1nue.

Message

cgrases tne

If you didn’t E£dit,
emdbloyee currently cisplayeaq,

"DELETED"” aoaears left of the date in

To erase the celeteo employee from the
see chapter &. Pack the database.

"DELETED" messace. .

Delete or Undelete the
Continue brings uc tne

employee i1n SURNAME order,

Position.
screen,

Brings up the second command line for Eaat
see below.

Tne seconc commang line for the Eagit screen is as follows:

D - Disolay.

F - Fand.

example
examole

For examole

Enter text of keyword
SMITH .

Enter Locate exoress:
Next enter Display string, for

(SURNAME) for desirec emp

L - Locate.
or

Continue.
LOCate expression.

Enter Locate expression.

Continue skios to the next employee 1n the dcatavase.

of fale,

acters

numeric
numeric

numeric
numeriyc
numeric

numeric

numeric

On the bottom rows you will
wnicn tells you what you are ailoec to deo.

Just

Use

key anag backsoace key (above the (return) key)

tne

next

ARllows you to view more than one record at a time
based on the Locate expression.
SALSCALE=12 .
SURNAME+POSITION .

on, for

loyee.

For example CATEGORY=1

DIVCODE=2 .AND. BIRTHDATE)©621213 wnich will disolay tnhe
first employee (1n alopnabetic order)
expression,

tnat satisfies the
This 13 the basis for Disolay and Continue,

Go to the next emoloyee that sati1fies the last
{f no Locate exoression was given,

At end

press (return) to get back to tne commanc promot.
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S - Sxkip. Skip to tne next emdloyee. The catapase file 1s sortec
1n SURNAME orger (keyword), which neans that tne emoloyees
will be disolayed in alphabetic orcer when using Skin. At
end of file, oress (return) to get back to tne commana
promot.

To bring uo the first command line, press the two keys Ctrl ana W
at the same time.

when using Locate and Disolay commanas. only database names are
a..owec. For exampie you must enter DEPTCODE=31, which 1s the name
(catasase field name) that thne comouter uses for references, and not
DESARTMENT CODE=31. See chnaoter 4. Acd employees for i1nformation on
valid acatabase fielc names.

6. PACK THE DATABASE

On this screen you can vack the gatapase file. That means tnat all
emplovees tnat are deleted i1n the edit screen are now erased from the
database file.

7. VACATION REPORT

The vacation report will orint surname, firstname, position and
aporovea vacation period. Selection criterias are 1) ail employees or
employees 1n a given department and ) with an existing asoroved
vacation periog after a given date.

To select a specific department, enter tne deoartment coge as

11 for General management

21 for Nortn America

22 for Europe

23 for Local ooerations

24 for Research anc nlammino

31 for Handaicraft

32 for Construction and estates maragement
33 for Commercial services

41 for Finance and accounts

42 for Personnel and office management

or O for all employees. If a non existing code is given, tne reoort
will be emoty.

8. PENSION SCHEME REPORT

Tne ocension scheme reoort will orint surname, firstname, b:rthcase andg
position for all emoloyees over 20O years of age.
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9. AGE RANGES REPORT

The age ranges report will calculate ana print the total numper of
employees with an aga of ( 20 years, 20 - 25 years, 25 - 30 years,

30 - IS5 years, 35 - 40 years, 40 - 45 years, 45 - 50 years, 50 - 55
vears, 55 - 60 years and ) 60 years. This will be orinted by categorvy
group where

None establisned

1 =

2 = Clerical

3 = Secretarial

4 = Executive

S = Management

6 = Miscellaneous

10. SALARY SCALE REPORT

Tne salary scale reoort will calculate and orint yearly salary in
$EDS, yearly allowancies 1n $BDS, yearly national insurance oaid by
employer 1n $EDS and number of employees. The printout will be by
salary scale. The reoort 1s to be used as input to the salary/wages
soreadsheet model.

Selection criterias: By denartment or all departments.
Piece workers are not 1ncluaced (salary tyoe = P).
Only employees with salary tyoe = M, F or W are
i1ncluded.

If salary tyoe
If salary type
If salary type

M, the salary and allowancies are multionlied by 12.
F, the salary and allowancies are multiolied by Z2Z6€.
W, the salary and allowancies are multiolied by 52,

Tne national i1nsurance are calculated as:
8 *x of the mont*ly salary, not over $BDS 208, multiplied by 12
8 # of tne fortnmnanhtly salary, not over $BDS 104, multioiied by 26
8 % of the weekly wage, not over $BDS 48. multipolied nhy SZ2

11. EMPLOYEE REPORT
The employre report will list all employees 1n one soecific
ceoartment, or all cepartments 1f none 1s given, by surname or

employee numder. The report contains the following fielcs:

name, Emoloyee number, Department coce, Category coce, Fosition
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1. DATABASE AND START UP

Tne gatapase usea for the personnel administration is the dBASE (1
version =.4l. Far further information on dBASE 11, se ¢BASE II on-disk
tutorial ana aBASE II user manual.

To start up the system pgut the praogram and dataoase diskette "cBASE II,
Za-main® 1n drive A anc tne personmel file ciskette "dBASE 11,
personnel file" in draive B.

Enter the following:

A?» DBASE (return) (GcBASE II will be started)

.DO EM-MAIN <(return) (The persommel database main menu is shown)

Now enter vour choice. To exit to tne ooerating system (tne A) oromat)
enter O and when a . 1S disnlayea, enter qQuit.

2. CREATE THE DATABASE

For further detail see OBASE II user manual, red section 1, page 1li.
The creation of the personnel catabase 1s described oelow. The
boloface characters are the input. The narentnesis are authors
commentaries. Fress (return) after each 1nput.

'nsert the diskettes,

agrive A: cBASE II aiskette
arive B: empty formatted ogiskette

A) DBASE
.CRERTE
ENTER FILENAME :Bi1EMPLOYEE (The opersonnel file 15 named EMPLOYEE

ENTER RECORD STRUCTURE RS FOLLOWS: ang stored on diskette in arive B)
FIELD NAME, TYPE, WIDTH, DECIMARL PLACES

001 SURNAME, C, 15
00z FIRSTNAME,C, 15
03 ADDR1,C, 15

06 ADDR2,C, 15

005 ADDRS, C, 15

006 TELEPHONE,N, 7
007 BIRTHDATE,N, 6
008 SEX,C, 1

903 DIVCODE, N, 1
010 DEPTCODE, N, 2
011 EMPLDATE, N, 6
012 SALSCALE, N, 2
013 SALARY, N, S

014 SALTYPE,C, 1
015 CATEGORY, N, 1
016 ALLOWANCES, N, &
017 ALLOWANCEZ, N, 4
018 ALLOWANCES, N, &4
019 POSITION, C, 20
0Z0 PREVPOS, C, 68
021 NATINSNO, N, 6
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Uz NATREG1,N, 6

L A NATREG2,N, &
0za NEXTOFKIN, C, 20
azS TRAINING, C, 148
L =S QUALIFIC,C,6e8
U7 EMPLOYEENO, N, 6
O VACATENTIT, N, 2
aZz3 VARCATACCUM, N, 2
w30 VACATLI, N, 6

031 VRCAT2,N, 6

03z SICKLERVE,N, 3 (No more than 32 fields are allowec.)

iNPUT DATA NOW? N

. USE B:EMPLOYEE

- INDEX ON SURNAME TO B:EMPLINDX (Ingex twe file EMPLOYEE own SURNAME
«QUIT giving indgexfile EmMPLINDX.)

(2} (Now you’ re pback i1n DJS!')

3. PROGRAM GENERATOR

Tne cBASE 11 orograms were created by the orogram generator dGEN. See
oBASE Il user manuai, CGEN page 1 - 26. The steos taken are Gescribecd
oeiow. Thne bpoldface craracters are the inout. Tne squarebrackets are

authers commentaries. Fress (return) after each 1nout.

Insert the giskettes,

crive A: CHBRSE I] diskette
drive B: the diskette with the file EMFLOYSE

R DBRASE

. DO DGEN (The CGEN main menu 1s disolayed, choose function
no 2z, FILE generator.)
seiect :2:

Enter DRATABFASE filename:BIEMPLOYEE

Enter INDEX filename:B:EMPLINDX

Enter index keyfieid:SURNAME

INDEX FILE DDES NOT EXiIST. Create 1t? (Y/N) Y

Creating incex file...
5etting fielo nawmes...

(The following dBASE II programs are generated or drive A and
cispiayed on the screen:

EM-MAIN. FRG
EM-FRAME. FRG
EM-GETS. PRG
EM-SOME. FRG
EM-EDIT. FRG
EM-PACK. FRG
EM--POSN. FRG
EM~-LOCAT. FRG)

LQUIT
A (You are now back i1n DOS!')
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All oprograms have been mod:i:fiea accoraing to speci1fications. Tnis has
been cone with the woraoraocessor kWorcstar.

4. REPORT GENERATOR

The gBASE 11 report programs were created by tnhe program generavtor
CGEN. See dBASE II user manual, JGEN oage 1 - 26. The steds taken

to generate one of the reoorts are cescrined belaow. The boldface
cnaracters are the input. Tne scguaretrackets are authars commentaries.
sress {(return) after eacn inout.

Insert the diskettes,

drive A: dBASE II diskette
crive B: the diskette with the Tile EMPLOYES

A) DBASE

. DO DGEN (The dGEN main menu is disolayed, choose function
no I, REPORT FORM generator.)
select :3:

Er ter DATABASE filename:B:EMPLOYEE (The file EmMFL_OYEE 15 on drive B.)
“nter REFORT FORM filename:EMPLREPS

ENTER OFTIONS:
—eft Margin... (1)>:1
Lines/Fage... (5€) :56
Fage Wigth... (80) :80

Enter Fage Headina. :PERSONNEL DATABRSE - SALARY SCALE REPORT
Are Totals Reauired? (Y/N):Y
Subtotals 1n Report? (Y/N):Y
Enter suptotal fielo:SALSCALE (A subtotal of salaries by salary
scale.)
ENTER COLUMN DESCRIFPTORS:
1. Wicth.Contents. : 5, SALSCALE
Heaoing........ :SALARY SCALE
Totals? (Y/N):N
Subtotals? (Y/N):N

2. wigtn, Contents. :9, SALARY
Heading........ :SALARIES
Totals? (Y/N):Y
Subtotals? (Y/N):Y

Z. Width,Contents,. :6, ALLOWANCE1
Heading........ :ALOWANCIES
Totals? (Y/N):Y
Subtotals? (Y/N):Y

4., Width,Contents. : (return)
The program EMPLREFG.PRG 18 now generated and displayed on the screen.

Strike any key to continue... (return)
The dGEN main menu will now be d:i:solayed.

select :0: (Exit from the menu.)
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-QUIT (Exit from oBASE II to the DOS.)
A

The program EMPLREP4.FRG was then modified using Wordstar. For the
program to function oroperly, the catabase EMPLOYEE was sorted in
salary scale order. The national i1nsurance was aacded and calculated.
Thne national i1nsurance 1s 8X of the saliary, but not move than $ 208
per month. Only the subtotals needed to be printed, so tne printing of
trie cetail lines was erased. For more getails see the orogram listing.

Tne orogram was then run and tested i1n cBRSE II:
A> DBASE

. DO EMPLREPS

S. PROGRAMS

The orograms incluaged in the persomnmel administration database system
nave all been generated by dGEN and modified with Wordstar. The
orogram listings are attached to tne orogram documentation.

Screen programs:s

EM-MAIN. PRG - Handles the empbloyee main menu and callis the
suborogram that matches the selection.
selection calls
1 DD EMO-FRAME
2 DO EM-GETS
3 DO EmM-POSN
EM-FRAMZE.PRG - Writes the leading text for all input fielas on tihe
screens.
SM-GETS. 7RG - Is used to outout tne field values of tne current

catapase record on the v:ew— and acd embloyee screens.

=mM-S0OmME. FRG - Is uvsed to outout tne field values of tne current
catabase record on the ed:t e~~loyvyee screen.

EM-EDiT. PRE - Is used to eait emoloyee-records and calling EM-FOSN
on tne edit employee screen.

Zm-FACNn. FRG - Is used to pack the employee database file. Tnis will
erase all deletec employee-recoras.

£M-FUSN. PRG — Is useo to get the agesired emwoloyee-record upon the
screern and call EM-LOCAT on tne view- and ec:it
employee screens.

=M-_0OCART.FRG - Is used for the Disolay and Locate commands on tnhe
view- and edit emoioyee screen.

=m-CCDE. FRG

Is useg to translate codes on tne view- and eodit
embloyee screens. (Not ceneratec by aBGEN.)
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EMPLREPL.PRG - Vacation reoort.
EMPLREFZ2,.FRG - Pension scheme report.
EMFLREFI. PRG — Age ranges reoort.
EMPL_REF4.FPRG — Salary scale report.

EMPFLRESS. PRG - Embdloyee report.
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I11. DIFFERENCE IN USE OF PROPSPIN

ccag DJS 1n tne Cersonal Computer’s arive A wnen starting uo.
Frepare a blank, formatted diskett in arive BE.

- use the 00S-cemmana A)FORMAT B: (return)

“ut the diskette with modified CTROFSFIN-modules in drive A
anc make a copy of all mocoules anto the tlanmk ciskette 1n B,

— use tne DOS-command A)COPY A:#.# B! (return)

Store tne FROPSFIN master 1n safe place. t'se it ownly for cooying
tne wmocules onto waorkingdiskette.

Now out MULTIFLAN-Ciskette 1nto drive A and tvoe mp after
tne A) orompt. (return)
Now vou snould have the blank worksheet.

—oad the INVEST—-mocule.
- use (T)ransfer, (L)oad and type Bzinvest (return)
Note!: Use (O)ption Yo set recalc to no
Input tne gata neeced, see manual, ang save it on diskette FE.
- use (T)ransfer, (S)ave and tyoe Biinvestxx (return}

Load the OFERAN—moaule.

- use (Mransfer, (L)oad and tyoe Bioperan (return)

This wi1ll give a message "Enter Y to retry access to invest”.
Answer N to tnhis message.

This will save time as i1nformation will not be cooied from tne
p.ank INVEST onto OFERRAN.
Now cooy information from E:investxx ontoe B:i:ooeran.

- use (X)ternal, (U)se and tyoe Btinvestxx instead of: i1nvest.
- use (O)ptions to set recalculation to no.
Now 1nout tne cata needed. Refer to manual.
See i1nputaescriotion for LVA next page.

- (Trransfer, (8)ave and type B:operanxx {(return)

Now load tne INCOME-module.

Tnis time vyou will get tne "...retry..."-message two tiwes.
finswer N botn times.
Now link INCOME to Bi:investxx and Biooeranxx.

- (X)yternai, (U)se anag tyoe Blinvestxx i1nsteaad of: invest.

- (X)ternai, (U)se and tyoe Bsoperanxx instead of: operan
Wwnen saving Bi:aincomexx there might be another “,,.retrv..."-
message. Answer N 1f tnere is.

Now you can take printouts of a.l three mocules, or only the one
your interested i1n., VYou will get orintout of module that 1is
ioacea.
~ use (P)rint, (Margins and set left:0 tob:d print widtn
to 132 (returm), (O)otions and set area:R1:i{89 (income)
anc setup!0 (return) and oress (P)rint. Check to see that
orinter 1s RERDY., If not, oress ON LINE.
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INFUT - VA Local Soreign Totai
—abour I
Materials I
Deoreciation 1
Interest A
uncistributed Profit I
Jter Costs I

- Dr~DD

Total Costs A A

I
A

has to be i1nputtec
automatically comouted

Fefore entering any data, coress F8 for recaiculation. Tnie wiil
orovice Labour—- and Materialtotals which you then will cnly have
to distripute to Local. Foreign will be cependent on wnat you out
in for Local on tnese two.

For Deoreciation, uUndistributed Frofit and Other Costs you will
have to i1nput both Local and Foreign.

Interest is fully calcul~ted wnen linking OPERAN to Investxx.

After 1nput:®: oress F8 once again.
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Iv. MANUAL FOR SALARY-WAGES MODEL

Load DOS i1n the Fersonal Comouter’s orive A when starting uo.

=ut SALARY-WAGES MODEL-d:shette 1n drive A and tyse mp atter tne
R)> oromnt

Now vou snould have the blank worksheet.
road SALARY-WAGES MODEL.
- use (T)ransfer, (L)oad and tvoe SALWAGE (return)

Set recalculation ootion to No.
- use (Q)otions, press spacebar once and oress (return)

Fieics to 1nout are:

unce oper reoort

1) Date A_LFHA —use (A) lona
Z) Department (cept) VALJE —use (K) lona
) Inflation rate VALUE —-use (A)lcha

Fer eacn Saiary Scale

4) Salary Range ALFHA —use (A)lona

S) # of emnloyees VRALUE -use (V)alue

€ Salary BDS s VALUE -—use "

7) Allowancies VALUE --use "

8) nNational Insurance VALUE -use "

3 Increase Salary rate VALUE -use " (a S %2 1nc-
10) Increase rate Allowancies VALUE -use " rease, in-—

put 1i,0%5)
Fress F8 to see results. This can pe done at any time.

Save tne report with new name.

- use (T)ransfer, (S)ave and tyoe XXXXXXXX <(return)
(use any nane you warit rnot more tham 8 letters. It shold be
sometning tnat will stow wnat it is, e.g. SWREFOOQL. You can
use thne same odiskette for storing adifferent resorts.
SWREFUO1 to SWREFSI9,)

Tane out tne reoort.

- use (P)rinter
(M)argins to set print width to 132
press (return)
(O)potions to set print area to R1:45
and press (return) twice.

N. B, Trese things might alreacy be set. The orintarea might be
specified differently. If so, press P ana (return) to s<tart
tne orintout.
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V. SHORT MANUAL ON HOW TO USe THE MULTIPLAN COMMANDS

Unce vyou have tne blank worksheet you are ready to wuse tne
comnmants 1n trne commanamenu below the wor-sheet.
Tne ornes you will use for tihis oberation are;

Aigna - this command 1s used to enter alphahbet:cs 1in cells that
no caomputing will be done on.
nmelrs - this will aive you the helo function.™Mere you can chcose
helo on different things, such as Commands and formulas.
Frint - here you get into a2 submenu saying:
Frinter Fri1le Maraing Jptions
Printer - starts the printout
Fiie — if you want output to a file for orinting
at a later time.
Margins — here you set left- and toomargins, drintwitch,

orintliength and bpage iengtin.
Use twe TAE-key to move between tne aifferent
inputs., Press (return? when you are fimsned
setting margins.
Uotions — Here vou set recaiculation to no.
duiat - used to exit from Multipnlan
Trarster—- here you get 1nto a submenu sayinag;
' oad Save Clear Delete Uotions Rename

road - uys2d to load Multiolan-modgules from diskette
Save - " " save " " to "
Ciear - useg to ciear screen to get a blank worksheet

Tnis can be usec 1f yvyou want to disregard wnat
you've aone so far ana start again withh the
original mocule

Delete - uced to delete no good renorts ovr wmodulies.
Ootions— refer to manual. Shouldn’t re usec.
Remame - used to give a saved redjort or wmodule anotrer
name.
value -used to 1nput values tnat 1s beina computed on.

To choose a cowmand, tyoe the first letter in that command.

If you gon’t want to carry out a commanc. press (Esc)

withnin a submeny, type the first letter in the cowmand you

want to use.

WlTnNin a command reauliring more than one input, use the (Tab)
t0 move petween the 1nputfielas anc oress return when fin.srec.
{Zsc) always give you tne main Commana meny and leave tne
covmana witnout carrying i1t out.

“ress ? at any time to get helo on what you’'re involved in at
the moment.

~ress T8 at any time to see results if you’ ve set recalculate to
10.

Anen you’ve 1nputted 1n a cell using Alpha or Value and use any
cirection—key to move to another cell Multipolan will wa:t auto-
matically for either alpnabetics or digits. Deocending on wnat
vo. szart with, 1t wiil choose what 1s acprooriate. If you want
to 1nout a date as aliophabetics, wmake sure you’ve cnoosen Alpha.
if vou 1nput B84-10-10 as & value tne result will pbe €4.
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WORDSTAR, START UP AND PROGRAM DISKETTES

HOW TO START UP WORDSTAR

10,

11.

Fut a Wordstar diskette in drive A.

Turn on the computer.

Enter todays cate, montn—day-yvear.

SKkiD the time, Jjust press (return.

You will now see the DUS-oromot A)

2ut 1n your personnel Worcstar-cocument-dis«ette in grive BE.
enter WS to start Worcstar.

You wiil now see the wordstar Coening Menu.

Cnange tne logged disk orive from A: to B: by oressing L
and then entering B:

To open a document, Dress D

Snter the name of tne document. If it doesn’t exist it will
be created.

Now you will see the Main Menu. and you can start eciting the
cgocument.

Save and exit tne document being ecitec by pressing ~K and D
Exit from Wordstar by oressing X

You will now see the DOS-prompt B:

Take out the diskettes carefully ang turn off tne computer.

Or, to start Worastar again enter A! ana you wiil see the
A: oromot. Now enter WS

To 1nsert a new soace line walle eciting, put the cursor at tne
ieft at col 1. Make sure that you nave INSERT ON, oress (return)
and a new space line is created.
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TO MAKE WORDSTAR-PROGRAM SYSTEM DISKETTES (A-DRIVE).

Put tne NCR-DOS ocisxette i1in arive A3

Fut a new emoty diskette 1n arive B:

Turn on the comouter. When you see the A} prowmdt, enter

A) FORMAT B:/S )

After complete formatting, out the Orig:i1nal Installed
wordstar diskette i1n crive A.

Enter the command to copy the contents of diskette in drive R
to the diskette 1n aorave B:

A)COPY A:w.= B:

After cooyina, store the Original Installed Worastar disketrte
in a safe olace.

Tne diskette in drive B is now a Wordstar Frogram diskette.
which will be out in drive A when using Wordstar.

TO MAKE WORDSTRR-PROGRAM DISKETTES (R-DRIVE).

1.

La

Fut the NCR-DOS diskette in drive As
Put a new emoty diskette 1n drive bt

Turn on the computer. Wnen you see the R) oromot, enter

R)FORMAT B3

The diskette 1n drive B is now a Wordstar Document diskette,
which will pe out in drive B when using worcstar. Thre
documents will be stored on tnis diskette.
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YII. SCREEN- AND FEFORT LAYOUTS, LIBRARY SYSTEM

INLUSTRImL CEVELCFNENT CCRPCRATION

FESERRI4 3 FLARNINE LI8PREr 3r3TEN KL
PIlERSIOP RO D | Tope o publication @ RN
Kusber = pages : 133N :

CIRCCLATICH FETORD

Frazect statss

Uea2 of Gorromer @
Cepartaznt

Zete tavrimwed
cate dee o

EELII eSS Ot USRS aRass Rt e NSt R B uRRCasRssLRRRsItIRNIRISIISRLILLLILLS
Foard Liazate  !Sikwp @it

MEZCABES HERE .2.g. [nTwBaSE EMFTY)

FIEE  SECRITION CHAEACTERS
=CIRE niCessian nuster, [DC-defined 8
TieE Tepe of publication; F = Fericdicsl, N = Monograph

s = lournal, N = Hewspaper, B = Report l
LIE 125h-nuaber i3
] 12SN-ruaber 12
FeiEs Ruaber of pages 3 RUMEFIC
~LTHCR nuthGrs nide i)
TILE Title of pebiization 70
SSTITLE  Sopt:itle i
SnTERED Tate rezer.ed & nukrig
CRTECRD Gate ordered 5 numer:c
CLra3l00  Classpfacat:ion coder Standardcode 19
U3ELATE Usage cude; R = Reference, 3 = Short ters loan,

L = Leng *ers loan, 2 = O.ernight, !
CUBLISH Putlister A
3441 Or:ginél price of publication S runeric
EREPLEL fear of publication § nuperiz
PLACEPUR Flace of publication 25
S2£32ThT  Present status code; OL = Cr ioan, R = under repale,

v = lost, | = 1n iibrar, 2
YnPC20RE  Name 37 borrower Pt
bl 14 Tepartoent 14
IAt2a3FR Late borriwed 3 ruseric
TaTELLE Late Jue for return 6 "




- 60 -

~-— REFORT 1 -——-
TERLIEERL RS sa st et aeuR s atateREr eIy s taeea R e SRR CasRsEsaAsIRRILILILIILIG

erills INCUSTRIRL GEVELGPPENT ZORPCSATION

REFSRT ot BlJF2 N LR

duk
e Lidd G T BEor rianze
el Litr iieria 2 Frooesentl o stalas - Do

-—-— REFORT 2 ———
CSCEER I LRt TSRS C RSO TR RsIRTRt IR TuRBIER st SRS RERBASRRLLIRNILLLLILE

£3:l27 IRCUSTRIAL DEVELDPMENT CoRPIRRTICN

REF3RT I: 300Kz CueRdut

Title D#rs
.t Jver
Zated Sue  Jue Borrower
T ¢ Dhaie
; cotm taber b oz o el st gt s = T

PIRTS IR S ER VTS STy Teowa,dal e
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-—- REFORT 3 ---
ITEELEATIESNEIEeseEEITSEITITiCasatEnantaatatIINaLIILITACILNACILILALIBITILLL

Y INIUSTRIAL DESELOFMENT CIRFIRRTION

REFCET 33 welu€ OF FUBLICRTIONS - PUELICRTIONT-ES

utleLs T ' 3
“vs- 8T - .V -
L e N jao]
e e cam a ea=
NEWSR3, e POV ey

e~ a e, =

257,08 iy
. e - LR s
':;uft: arze ¥ 125e

CRL A S Fu!;';‘. ALk
TR R T T Y S p.--.:L';n-:i..;-._‘:x:-‘..p-.'.

——— REFORT 4 —--
lHHlllllllllllllllllllll!"l"llﬂllll!lllllllllllllllIIHNIHIIHI!HII!“I

=2 I [NEUaThinl DEVELCFMENT CoRFORRTION

FEPOFT 4: VALLE OF SuBLITATIONS - TL33ITICaTION CGDES

riassifioation vaiue 3ds$ Xuaber
LITa8sTa a0 -3
STaTLTEE 291 Ted
s mimea- - -
LmI3 2% e Ead TN -

Ul
)
-4

-t [ ETT szt i ablane vt Firwl =l t;li'._‘l'. w

- -1 .
. L)

R B L R AN 122 T R
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-—— REFORT S -——-

ll!l:lllllll!lllllllll!llllll!“lllltlllllllllll!"llllllltlllllllllllll""“l

831235 INCUSTRIAL CEVELOFMENT COREORATION

EZZIRT S: BUBLIZITIONS IN 300 LIBRARY COLLECTIN

$8 Subtotal for Classificationcode 339355339 18 76

13 Subtotal for classificationocde 255979999 88 508

mee L] oty 2 Clozmi floation wade aod Tiile
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» --- REFORT & ==-
STSISEBRLR SOt ReR RN R NSRRI s e s UTIRSILRCLAISSIRSLIRIRIRARSRIRSRILIALINLSL

R T SREUSTE IR SEVELOPMENT CGRPORATICN

EEFCRT &: FCBLICATIONS IN DT LiBRARY TOLLECTION

L 4
AETY

1 Subtatal for Classificetisnosde 396333533 13 °R
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YIll. SCREEN- AND REFORT LAYOUTS, COMFANY FROFILE DATABASE

INCUSTRIAL TECELIFNENT CORFORRTION 84;278

rodrses Fhore @ -

P3oiging directir ¢t

- ¢.’l_':n0 A aysve »
- - weww -
2 7,

S _ S 8

L R LI
|
INTERZZT IN FUTLRE FROMUCTS
{: 2
Jzist vzatere ¢ Sub-contract o irdustr, grows @ __ tatus

TOSESTSEEReEaBsEaR T T IR ese BTSNt st LIt Ess Rt eRLIIRLRRTCRILLILEILLLILLLY
-Fiird and Jther functions specified
PESIR3EZ MERE €.g. DAThDniE EMFTT:

e CEICRICTION CARRSCTERS
TIRENRME  Nase of coepany 25
ZIlaEss Address of Codpany 3¢
SYINE Phane 8
b Nanzging director 25
Eideiod Currert producte N
FRoLl * " e
341} ’ * 2%
FRILS : ’ %
FEILE ) . pit
230 . . 20
PROCT ’ ’ 20
77308 ' ’ 20
FRSeS ' " 2
PRI . . 2
HTEE0L Fraguct of interest an the fulure P ~
’“?,:"'33"‘ . . - " e . ',‘0
INTFRSLe ’ * ' 't * o9
JEINVENT  Check for interest of Joiat-venture H °
SUBCONTR c ' * Sub-Contracting i
DIRIROUF Industrygroup 2 fudElly
B MH Statuscoce; APl = appraved, &I[ = approvad act i7e3,

A1 = approved act 1369, wF = approved

for Fiscal Incerti.es, Na = not appro.ed¢ 3
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ESRTIBESALRCLRRRRRRLRCSATETLASARCRILLALLSILRRCILEARLRLALICALACALILIRALALALLY
INDUSTEIAL DEVELOFWENT CORFCRATION

FEPORT i: (OMFAN:-INTEREST

il
JUINT YENTURE

o N Rapaging 2:rector Phone Fraducts of interest
Tin el e 0 U iesdustr v oupe”
ot T oowr Tribeer iAoz Indasble, aroup, Jotob Yenture, Sub-Coils «nb

Derpeernditeg Of whalt Todustry group and U,pe of interest
i cparl will give difforent reporis.

--— REFORT 2 -—-
CRILTTCRSRBUS IR s saRuLRassaRErsIotsRnssstassissrstssatssasatisnstinsess

INTUZTRIM EYELCPPENT CORFIRATION

FEFCET Z: DIFZCTORY LISTING OF COMFARIZS

THEMIZAL

Coageny Menzging Directar  Current Products Phone  Status
FLasTICs

To6pan, Managing Cirector Current Products Phone  Status
zzzzz3233223 3323 3= 3333338 3SISSSI2SEITSSSISBIT ISSSEIIT SIS3Rs
Footed e o "Teddusble oG o™

b baens L ther a3 diosewr

;:
\

you specify, t
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IX. SCREEN- AND REFORT LAYOUTS, APFLICATION FROLCESSING DB SYSTEM

IKEUSTRIAL DEVELOPMENT CGRFCRATION
APPLICATICK FRCCESZING GATABRSE 3VSTER

spplicatics 1B e ____  Cospany

Locatiaw @ -
B3 mpplazetice spproval
Froguct.Gh o . Reappraisal . ______ '
Brlection ______ Cospiated resppraisals @
wpprased status Ingustey group @ __ Subindustry group @ __
VIT3L 3TATISTICS Factery space t______ sgs [IDC: _ Other : _
tnitial in.esteent @ ________ 5dss
wnitial egquity t _______ bdss
Teitial loan s _______biss
initial eaployeent @ ____ persons

CWERSHIF Barbadian ¢ ___ T Other : ___ % Caricon: ___ T Foreiga: ___ X
eRalis ¢
TETIEEEELECELERERTLEEALIERAROROEIBELUREIEELEEELCIsIRRISILERIRIRALLLLIAILLILILY
‘F.isd snd other comsands specified here

FEZSRSES HERE

FIELL  DEZIRIFY
FFLIS  ppircation B 1531 ! denoting Fiscal incestives,
5001 € dencting Factory space

§
:
3

CLPPURBE Company nase
CCNFLIC Coapany Lacation
SFFLLSTE Application date 6 nuseric
~FFFEATE mppro.al date

7ROSDATE Production date

REMFOnTE Feappraise: date dus
rEJESnTE Rejection date

RERFCFLY Reappraisal cospletion dite !
FERPLFLZ * ° * 2
PERFCPLY * d * 3
APFR3TAT Spproved status

INDGR  Industry group

SUEIND6R Subindustry group

FACSPACE Factory space

SEACEIDC Factory space 1OC

SPACECTH Factory space Other

INITING  Snatial anvestsent

IKITES  Initial equity

INITLOAN Initial ioan

INTTEWPL [nitial esployeent

Juv805  Cwnership Barbadian

ONNCARIC Ownership sther Caricos
JWNFOR  Canership foreign

PERRLS Pesarks

o gg.

nuseric

vai““.ﬂﬂ‘lﬂ~.~hl~h)°~"ﬂ‘°‘0'.‘.'

o
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~-— REFORT 1 —---
LA R iR TR iR i i eaiatadttqtqtntliteditefattoeiiedrieeditisttdiatedtitttes

INGUSTEIAL DEVELOPMENT CORFORATION
REPORT 1: WUMBZR OF APFLICATIONS

Perigs @ - Uate @ 841208

Recsived 2 ___
Pprosed 2 ___
Sejected & _

FTTIRY ZPACE

Rece: vied
wEproved
Fejected

Letation criteria @ oapplication ID, Gpplicaticn date, Approval
Fzjeclion date

--— REPORT 2 ---
(43 ERiRaREdtadiiRstitidseiteisiasadtesteiegseitelieqtiqsteitieieidtsdttsiedity

HGUSTRIAL DEVELOPMENT CORPORATION
FEFCET 2@ CCMPRMIES AFPROVED BY INDUSTRYSROUP, FACTORY SPACE

Date : 841208

inggre  Coapany Initial inv  Subindgrp

2o Lad on

: "Indusbry group”
Dolection writeria ¢ Cate approved
Opplication 1D

. —
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lllltllllI!ll!lllllltll!llllllllllllltllllttlltlll!tllllllllltlllllltllllltllll

INBUSTRE. DEVELOPYENT CORPIRATION
_FEFGET I: APPLICATIGNS F3R FACTORY SPACE BY INSUSTRY GROUH
Cate : 681208

Ixdyp  Iaapany Isitial :n:  Subindgrp

S od on : "Industry group”
Tejecliowt critarie @ Date of applicatiun

appltcation IO

-—— REPORT 4 ———
ltllllllllllllllllllt!ltt!llllllllll!llllll!Itlllllltltllllll!ltlltlllll‘ltllll

INRUSTRIN. DEVELOFMENT CORPCRATICN
BEPOPT $: CONFABIES AFPRIVED By INDUSTRYGRDUP, Fiscat INCENTIVES
Bate ; EA2208

trdgrp  Caapany Init:al iny  Subindgrp

=zzz32 zssssITIess szz=sszzs

"Industry ygroup”
Dale of approval
Gy plicatioc ID

Do Yewd o

D 4
Sed anblich writaria
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-—— REFORT § --—
SERRRTTRRCRLALRTITATLLLILARALARLLACEACESLILALLTLARLRARCACLALLICLRSLORARAILALALNLS
ISDUSTRIAL JEVELOPMENT CORFIRATION
REPOR” S: SPELICATIONS FOR FIGCA INCENTIVES BV INDUSTRY GROUF

Date : 331208

z tazgrp  Libpany Initial inv  Subindgrp
L Lad an : "Industry group”
Bolaction Lriberia @ Date of application
Opplicaticre ID
E ‘ --- REPORT & ——-
SEETLURSIEESORREREaEsRRLesRaTERsOsRbRtIRItIs TR ERRIsRRItILINLILILLILILISILINE
INDUSTRIAL PEVELOPHENT CCRPORATE
REFJRY 5: CONFANIES JUE FOR REAPFRRISAL
Pericé ¢ __-__ gste 3 24208
T 1ZaR wPPRAISALS
R HIM ] Caapany Production date  Reapprassel date
Production date Feapprarsal date
. T YEnF SPERR]SALS
ropl 12 Cospany Preduction Jete  Reappraissl date
‘ s53338s  sz3sss $33353 sz232323338 333223323833355  SLES2SS2I333353
[RTRIBR NS SRR Y t "Clanprarg
Sodobivae a3t s 2 T odenn bt el
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X.- SCREEN- AND REPORT LAYOUTS, ESTATES AND TENANTS DATABASE

IRCUSTRIAL CEVELOPNENT CORFCRATION

L H ESTATES AMD TENANT DmTRBaSE - ESTR!
Estate @ __
Eztate @ .

S AR TRt ai it qRiiitadedtstisfeqtesiiaadeitiogitidateittiegtyd
(Frind a8 sther commands specified here
¥IIIaZED SERE

FILE: Estates

FIELD  TESCRIFTION CHAERCTERS

ESTATE  Hane of estate &0
ESTHTENC Estate number, § - 10 2 nuseric
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TNCUSTRINL DEVELCPMENT CORFORATION

2 g ESTATES WD TEWANT DRIABRSE - LGOI

wate o
’ craa of ragd reserve :o_____ Sq- ft. _______sQ. a
ore: o Yuilding land @ ______5q. ft. ____ 5Q. 8.

SEESSSANSILEEESELSERRiNERRSRSEEORERTLERRREEROSLRRRIRELISLINORLIBEISELILINAL
Fiind @l other osazrds specified here
YEIIa323 FERE

FILE: Lsts

FIELD  SERCRIFTION CHRRACTERS
ESTHD  Estate cusher 2 nuseric
WCTRE Lot susber 2 ruseric
FORESFY Ares of road reserve in squere feet b nueric
FDRESK  Arss of roed reser.e in squire seters 7 nuséric
BLOFESFT fres o building reserve in squire Fest b ruseric

LIRESM ar2a of building reserve is square seters 7 numeric




e
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INSUSTRIAL DECELDPMENT CORFIRATI

gl ESTATE: AND TERSRT DATABASE - BUILCINGS

Builling neater @ __ Estatew: _ lLte:

iz H sq. ft. sq. 8 .
) Femts : sq. . sq. 6.

Vizaat : sq. ft. sq. 8.

Euiil year Buiiding tspe @

a[Eexras ¢

tmnmmmummummmnmmm:mmmnmmmumumuu
Frind and other comsands specified here
NEEZAEET KESE

FILE: Buiidings

FiELr  SESCRIFTION EHRRACTERS
SUILORG Wusber of building 7 nuseric
ESTRTENG Estate rusber 2 nemeric
LSTNC  Cot nuaber 2 nuseric
FLOJRFT Floor ares in square fest & nuseric
FLEORM  Floor ares in squire eeters T nuseric
REXTEDFT Floor areas rented 1n square feet & nuseric
FEXTEIN Floor area rented in squire aeters 7 nuseric
YaCFT Flcor ares .acant in square feet & nuseric
SLARTY Sloar ares vacant in square seters 7 nuaeric
BUTLIYE Build vear 4 nuseric
PUILITIF Burlding type L)
BEXReFS Fesarks 80




e
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INQUSTRIAL DEVELGPMENT CORFIRATION

FL e ESTATES AND TENANT DATABASE - TENANIS

Tetatew: __ Lot @ __ Buildisg auader = __

Terant

w2gress

Telephone & ___

Cons ob
24 ottt § 1

Rent .__Bds 8 ! aonth
sq. ft.

T.o€ af rental
wrea rented

“gnznt start

______ Teaant espiration @ ______

Redarks o _

Pt T R e Rt (A Tia iR ifetiaitietitdgicefiaditotiiqtioeaitiitniss]
iFind and sther cossinds specified here
MEZSA3ES HERE

FiLE: Tenants

FIELD  DESCRIFTION cHARRCTERS
E3THD  Estate nuaber o nUBErIC
LGt Lot nusber 2 nuseric
sUlL Building nusber 2 nuseric
TENANT  Tenint nane 40
#LERESS TYenant address i
TELEFH  Telephone nuaber B

PACOUCT  Fraducts &
PERTIYPE T pe of rental; L= ledse, P= rental and S= sold 3
FERTMNTH naount of rent paid per asnth 7 nuseric
#FERRTFT re;: rented in squire feet 8 numEric
nRESRTE ares ~ented 1a squire aeters 7 nuberit
TENETAPT Terancy start date § nuseric
TIRENY  Tenency end date & suderic

REPARIS Remarks 70




g
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INSUSTRIAL DEVELUPMENT CORPORATION

1] e | ESTATES AN VEKANV DATABASE - COMPLAINTS

Estate s : __ Lot : __  Bulding nusber 3

T

Eespanse @

kescacse date @

wpount cpent @ .

remenw® cam

ISSTRERSEERRSRESEABEBEROREAERIRasIIREIEATLASTOLSELILULINEILILLREILILIRARILILIS

{Fiind and cther cossands specified here
WESSAOES HERE

CILE: Zoaplaints

FIEL)  BESTRIFTICw

ESTNG  Estate nvaber
6T Lot rosher
S3u0N0  Building ausber
COMPLAIN Cosplaint
FECPONSE Resposse to ccaplaiat
RESPIATE Response date
~MIEFERT ceount spant to respand tc csaplaint

CHARRCTERS
2 naseric

2 nuseric

2 nuderic

&0
0

6 naneric
8 auseric
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——— REPORT 1 -—-
t!lltllliltlltlIlllltlltltlllll!llllllllllllll!llllllltllllllllllltllll!lttllll

E4123) INICSTRIAL GEVELOPMENT CORPGRAYION

SEPORT i: LEASES / RENTALT DUE FOR ECPIRATION

Teaant Estate Date
L 4
Zor Led Gt : Tenant
Seleclione: tteria @ TEHAKTEND < todeys dJdate + & months

~—— REPORT 2 ——-
llllli!llllllllllll!lllllllllll!!llllllll(lllllll(lllltl!llllllllllllllllllli‘l

Byl INDUSTRIAL TEVELOPMENT CORPORRYION
REPORT C: ESTAIES REPORT
£3TATE: Harbour Industrier Park

Lot ~ctares
tilée, Euiidares Building type

Led on s Estale
: s Hone
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--- REPORT 3 ——-
SRRSRRRERARASRRIRSRRLRRLRSARLEOENATSALANLALIRILAALLEALILALASAALANLLLANNILS

831200 INPUSTRIRL SEVELUPMENT CORFORRTION

BEPORT T: ARJUNT SPENT ON BUILGINGS
naGunt
tetate Lot Build spent gof cospl.

..... SIS SSSSS SEEI==Xs I=z=aSSssss A

Sarted o+ Estete
Soleclion crileria @ none

-—- REPORT 4 ——-
TESRRassauRateasRtanssatssssasasssassussesenssrssosesesssasasisssssssssisstigg

841223 INGUSTRIAL DEELOFMENT CORFORATION
'REPORT §: AREA RENTED

Estate

Tengnt Lot Build Are:  FRentast

.
— cvon’as

saorted on @ Estate
Selwctioneritoria ;@ Estete, lob or building
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XI. MANUAL FOR SUMMARY OF ACCOUNTS-MODEL IN MULTIPLAN

Put DUOS-diskette in the PC crive A when starting up to
lcad DOS into memory. Then remove the DOS-diskette.
Put SUMMARY OF ACCOUNTS-MODEL-diskette in draive A and type mp
after the A) prompt.
Now you should have the blank worksheet.
Load the model.
- use (T)ransfer, (L)oad and tyoe SUMACC (return)
. Set recalculation ootion to Neo.
- use (0)otions, oress spacebar once and oress (return)

Fieics to input are:

1) month

=) cneck cate

Z) Cescription (name of payee etc)

4) voucher no

) check no

€) chech amount

7) Jistributed amounts., account 101 to 797 plus not numbered

accounts.
sress FB8 to see results. This can de done at any time.

Save the report with new name.
- use (T ransfer, (S)ave and type SUMRCCO1 (return)
(the two last digits dernoting the month)
Tawe out the reoport.
- use (P)rainter
(M)argins to set print width to 132
orass (return)
(O)>otions to set print arec to R1:53C1:4%5
and press (returm) twice.

- If you run out of space you can use the Insert commano to insert
tne number of rows you need.
- use {I)nsert (R)ow and tvoe in no of rows.
Be sure two place cursor on the row you want to insert before.
This will be the ==s==azx= — row.
Then *ormat the new rows you inserted to nave all amounts disp-
layec as fixecd point numbers with two cecima’s.
- wse (Frormat (C)ells
Soecify cells:RXCX:RYCY (place cursor in upper left corner of
area ;ust inserted and tyoe 3 and tnen use cirectionkevs
to move to lower right corner of the area inserted.)
Specify format code:Fix (cress (TAB)-~key twice to get to input
fieid for format coce and tyve F to select Fix,
Specify no of cecimals:Z (Press (TRB)-key once more to get to
indutfield for no of decimals.
Now press (return) to tell Multiplan that tnis is tne complete
formatspecification for this "range” of cells.
Mane sure that when you taxe a printout the wnole worksheet 1s
seing cefined in the (P)rint (O)otions orint area.




F

- 78 -

XII. PLAN FOR COMMUNICATION BARBADOS — NEW YORK AND BARBADOS — BRUSSELS

1984-12-13
1. SENERAL DESCRIPTION

R cgmmunication line using telepnone lines will pe estaniished
oetween IBM PC in New Yaork and NCR TOWER in Barbados. The IBM ~C
BT w1il then function exactly as TOWER-terminal using hardware
for emulating.

Cozmunication software will bSe neecec for tne IEM &0,

The TIWER neec no software Tor communication as 1t wiil se the

Ie» °C as a remate teraminal.

cma.atingsoftware for the PC wirll be supdli:ed witnh tne nardware for
emusativig.

ZARDWARE
Zmulatingharcdware for the IBM PC. Thais should be purchased in the
‘-‘. S.

Two modems will be needed.
One should De surcnased on Barbacos anag one i1n NY.

Z. PROCEDURE

—“RCFLAMNING

A accounting package should be develooed on Multiplan on tne

TOW=R., Trie NY-office will use this wnien inoutting data and the
TOWwZR-operator can tien access the files createa bv NY-office.

Tie ztaff of tne NY-office will tnen be traineg on how to use tne
macem and how to use the Muitiolan package and how the 1BM PC
wri. function as a TOWER-terminal.
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XIII. MANUAL OIN HOW TO TRANSFER FILES USING SMARTCOM II

1. NEW-YORK AND BRUSSELS

Comblete the multiplanmodels, SUMRCC, GENJOU and BRNKRE.

Make sure they are saved on the harddisk.

Jse tne name of the original model SUMACC and add two numbers
for the month so tha:t the completed Summary of accounts for
Jarnuary wi1ll be called SUMACCOL.

Mever save a model for a specific month using the same name
as tne original model.

Start up Smartcom II. Tvoing (SCOM) after tne C)-oromt will start
it up. (anything within ( and > snall be tyoeo by you)

Make your computer available for AUTO ANSWER and REMOTE ACCESS.
Choose (1) for pegin communication and (R) for answering a call.
Choose (0) as the label telling the Smartcom which communication-
zzt you will be using.

Now you should have a screen that says;

AUTO ANSWER
REMOTE RCCESS

Now yvour computer is set up so that Heag Office can access your
computer and tawxe out files from your haradisk.

2. BARBADOS

Make sure the aoove steos have been completeo in N.Y. and
Erussels.

Start up Smartcom II, typing (SCOMm.

Now Sec:n communication tyoing (1), originate a call <O and
choose lanel O for communication with New York or lapel P for
Brussels. Make sure that you use the rignt number.

N.Y. 18 1 (212) €8235496.

Ince you have establisned conpection, you know this is so wnen 1t
cays either NEW YORK or BRUSSELS in the lower rignht corner of the
screen, If the asterisk in front of menu-selections for sending
anc receiving files are still tnere, press F1 to replace them by
a4 and a S. Now you are on-line.

Now choose menuselection 8 for remote access. -

It will take a few minutes for you to go into remote access mooe.
Wnen the toggleswitch after selection 8. Remote access (toggle-
switch) says ON, you’re ready to receive files from tne remote
computers in N.Y. or Brussels.
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Make sure your'e logged onts the harddisk C of the remote comput-

er. If not so, oress (C). This will also take some time since

t-p directory is guite big. Have a discette ready in drive a witn

erough scace for the SUMACC-model (3000¢ bytes).

“low chcose menuselection 4 Receive file.

Ssecify the filename, 2.4. SUMACCO1 1f you want to receive the

Summary of Accounts for January. Answer {Y)> to the auestion if

rémote filename is the same. .
_ 9ress return and the transfer will begin.

waen the transfer 1s complete, end tne commuriication (Q). .
If vou want N.Y. or Erussels to send thear files to Barbados.

Jjust do the reverse,

N.Y. and Brussels will use the Send-ootion in Smartcom II.

Start ud multiplan.

- put multiolan in draive a and type (mp) after the A) -oromDt.
~ put diskette with received fiie 1n drive a.
t aac the model.

- Use (T)ransfer, (L)oad and type SUMACCXX. (XX = month )

Print the model.
- Use (&)rint and press (return).
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XIV. HOW TO USE MULTIPLAN-MODELS IN N.Y., BRUSSELS AND BARBADOS
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1- MULTIF‘LRN.-.......'.-......I.'.....-‘--I.aa

2. SUMMARY OF ACCOUNTS...ccceccsenscassssnas4B

S. BENERAL JOURNAL. .saneeersanesessscsnsesssid

4. BANK RECONCILIATION. .cccecvccessessnscssea

5. RECEIVING FILES USING SMARTCOM II........S51

Lars Bergwik Jarmary 12, 1985
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Pyt multinlandiskette in drive A or if you have multiplan on tne
nardisk, make sure you have the C)-oromot.
Type (mp) ana oress return.

move cursorkeys and oiher keys used
A
romekey
This sey takes you to upoer left corner of the worksneet. .

Fg Uo andg Pa Dn
These take you 20 rows ud/down on tnhe worksneet.
The worssweet is 255 rows iong and 65 columns wige.
We use only aoprowimately 90 rows ana 45 columns for tne SuMmACC—
model. which leaves blank soace on the rest of the worksheet.

Zndrey

This *takes you to the end of the model. Nct tne end of the work-
sheet.

Escapekey (Esc)

This key takes you to the main command-menu.
Used also when you don’t want to carry out a chosen command.

Fa

F8 nakes Multiplan calculate all totals at any time when you
press this key.

Tabkey

Located directly under Escapexkey. Used for moving the cursor
witnin a command where more than one inoput 1s neeaeac.

zommand nenu
Yain menu

Alpna Blank "spy Delete Edit Format Goto Helo Insert Lock rove
Namwe Optior » Print Quit Sort Transfer Value Wincow Xternal

Select commana

Press spacebar to move cursor between gifferent covwmand and Oress

recurn on the command you want,

or -
Sress the first letter in the command.

Sometimes this will take you into a sub menu.
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Sub menu

e.g. GOTD: Name Row-cel Wincow

Use soacebar or first letter e.g. pbress R 1f you want to soecify
a cell by ta2lling multiplan the row and column.

Taen you get into where you shall ao the actual i1nput,

GOT2: row: 54 column: 15

The row will be the current cell you’'re 1n. You can use this
rowszecification or tyoe 1n a different one.

“her you want to soecify the column to goto. FPress TAB-key once
ta9 92 %o the inoutfieid for column. The column will be the
current cell.

sten vyou have done youi selecion press return and the cellooint-
er wiil move to that cell. When you have tne main menu gisoiayed
at the bottom you mow it’s ready.

Some usefu: commangs

loha

This commano is used for indDutting alphapetic cnaracters.
fress Alona wnen you have the main menu at the bottom. You are
now ready to i1nput into a cell.

To actually inout what you tyoe in, oress return.

Jo till tren what you type in will be displayea where tnhe main
menu used to be. E.a. RliphatRental of Computer.

Atien you press return, "Rental of Computer” will be i1inputed in
the cell where the celloointer is at, and tne main menu will
be disnlayed at the bottom again.

Blank

‘Jeed ta blank cells of tneir content.

Eresc B Tor blank. This will cive you something looking like
tnis at tne bottom of the screen,

BLANKS cells:R1C1

Maltiolan will give you tine current cell of tne cellpointer as
& oreset vizlue. You can type 1n your own cnoice or Just oress
return for blanking tne current cell.

Yo can also blank out a range of cells. The format i1ooks like
<n.s,

B_ANKE: cellg:RICIIRECTS

R1C1 soez:fies upper left corner of area to be blanked.

REZS specifies lower rignt cormer of area to be bdlanked.

Maie cure $to0 separate tve snecifications by colon (2).

Tnis 1s tne procecure to specify a range (area) in any of the
multiplan-commancs. :
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Goto

“ress G for Goto when you have the main menu.
oress R for Row—-cal in the sub menu.
yow specify cell to goto.

Heils

You can press H for helo at any time you have tne main menu.
1f you have choosen a command e.ag. Alpha, you can oress ?
ana you will get the help for tnat soecific command

Jotions

Use this when you want to set Recalculation to No.

Every time you 1nput anything in a cell, MiUltiolan calculates
avery formula as tne whole model. As this taxes to much time,
oraess O for Options when ycu have the main menu.

‘rece press N for No recalcualtion ang Dress return.

Print

Use t=nis to print out a moael.

fress P fcr orint.

This will take you into a submenu saying,
PRINT: Printer File Margins Options.

Printer — begins printing

Files - store printout on giskfile

warging - sets margins to be used on trne printed outdut.
Ootions — controls part of worksheet to be orintec ana controilis

some orinter setups.

Sress M for margins to set the print width to 80 or 132.

80 -s normal orinting ard 132 1s compressed orinting.

Lse "RBkey to move Detween different input-fields ang press
~eturn when ready. This will take you back into the submenu.
Now oress Options.

area - the area to be printed. You can orint part of modeils.
BPrinter — other orinter than usual, seldom usec.

Tormuilas — gives a printout with formulas 1s set to yes.
row-201 =— gives a orintout with row and columnnumpers 1f Yes
Make sure the area you want printed 1s Soeciftied and that
formulas 15 set to no and row-col set to no as well.

rrass return and P for Print to start printout.

Q1%

Used to quit Multiplan. (make sure you’ ve savea any model you’ve
be2r working on.)

Press 7 for Cuit when you nave the main menu and answer Y to tne
cuestion Enter Y to confirm message at the bottom.

Answer N 1f you pressed @ Dy mistake.
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Trans¥er

Press 7 for Transfer. This takes you into a submenu saying,
TROGNSFER: Load Save Clear Delete Ootions Rename

~oac - lcacs model from disk into memory (onto screen)

3ave - Saves mocdel from screen onto diskette. The moael stays

on the screewn tnough. A copy is saved to ciskette (disx)
Z.ear — clears the screen. Clears whatever 15 on the screen.
Anything done from last Save will be lost.
De.ete- deletes files
Astion— used to save in different format, never used.
Rerave- renames files.
You are going to use Save ana Load.
~ress o for Load and specify the filename you weant to loaa.
If the file is on different diskette tnan Multinliandiskette.
scecify €rive e.qg. B:SUMACC. Press return.
Sre235 S for Save and specify wnat file-name you want the mocel
toc »nave on tne diskette or harddiske.
n. B. Never save models you have 1noutteo on using tne same file-
rame as the original.

Value

ysee to inout vaiues.

You will use this when inputting into cells tnat are going to
be incuced in any total. Multiolan cannot co any calculations
an cells that have been inputtea as Aiphaortic characters.
fress V for Value when you have the main menu.
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2. SUMMARY OF ACCOUNTS

Start up multiolan

~ type (mp)> after tne c)-prompt (a)-prompt 1f you use agirsketite.
Now you shouid have the blank worksheet.
-03d the moael.

- use (T)ransfer, ((L>oad anao type SUMACC (return)
Set recalculation oboticen to No.

- use (O)ptions, press spacabar once and oress (return)

Tie.ds to input are:

1) month, use (A)lona (type (R) on tne main command—-menu.)
) check aate, use (A)ioha

) descriotion, use (A)lpha

4) Fayee, use (A)lpha

S voucher ., use (A)lpha

&) cneck », use {(A)ioha

7} check amount, use (Value

8) Sistributed amounts, account 101 to 737 plus not numberea

accounts, use (V)alue
Press F8 to see totals. This can be done at any time.

Save the report with new name.
- use (T ransfer, (S)ave and tyoe SUMACCI9 (return)
(the two last digits denoting the monthn)
Teke out the report.
- use (P)rinter
(M>argins to set print wiagth to 132
press (return)
{(DOotions to set print area to whole moael.
and press {(return) twice.

rake sure that when you take a orintout tne whole worksheet 1s
being defined 1n the (P>rint <O)ptions print area.
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3. . GENERAL JOURNAL

Start up multiplan
- type (mp) after the c)-prompot (a)-oromot if you use diskette.
Now you should have the blank worksheet.
Load t»he model.
- use (Mransfer, (L)cad and type GENJOU (return)
Set recalculation ootion to No.
- use (D)ptions, press spacebar once and OTess {return)

Fields to input are:

1) month, use (A)ipha (type <(A) on the main command-menu. )
2) date, use (A)lpha

3 cescriptien, use ‘A)lonha

4) Account name, use (A)lpha

9) Cash debit, use (V)alue

€) Cash credit, use {(V)alue

7) Other debit, use (Vialue

8) Dther credit, use (V)alue

Press F8 to see totals. This can be done at any time.

Save the report with new name.
- use (T ransfer, (S)ave and type GENJOU99 (return)
{the two last digits denoting the month)
Take out the repart.
- use (P)rinter
(M)argins to set print width to 132
press {(return)
(OYptions to set print area to whole model.
and press (return) twaice.
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4., BANK RECONCILIATION

Start up multiolan

- type (mp) after the c)-promot (a)-prompt if you use disxkette.
Now you should have the blank worksheet.

~cad tne model.

- use (Mransfer, (L)oad and tyoe BANKRE (rsturn)

Set recalculation ootion to No.

— use (O)ptions, oress soacebar once and oress {return)

Fields to inp ¢ ared

1) Date, use (V)alue

2) Opening book balance, use (Vyalue
) Check disbursements, use (V)alue
L) Credit acjustments, use (Value
S Cash received, use (V)alue

€) Debit adjustments, use (V)alue

7 Ooening bank balance, use (Value
8) Outstanding checks, use (V)alue

3) Debit adjustments, use (V)alue
:0) Outstanding deposits, use (VYalue
:1) Cregit adjustments, use (V)alue

fress F8 to see totals. This can pe done at any time.

Save the report with new name.
- use (T)ransfer, (S)ave and tyoe BANKREF9 (return)
(the two last digits denoting the month)
Take out the report.
- use (P)rinter
(M)argins to set orint width to 132
press (return)
(O)otions to set print area to wnole mouel.
and press (return) twice.
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5. RECEIVING FILES USING SMARTCOM 11

Comoletion and saving multiolanmooels

Comaoiete the multiplanmodels, SUMACC, GENJOU ana BANKRE.

Mmaxe sure they are saved on the harddisk.

sse the name of the original model SUMACC and aad two numbers
for the month so that the comoleted Summary of accounts for
Javuary will be called SUMACCOl.

Never save a model for a specific month using the same name
as tne original model.

Getting ready for transferring of files

Start up Smartcom II. Tyoing (SCOM) after the C)-oromt will start
1t uD. (anything within ( and > shall be typed by you)

make your computer available for ALTO ANSWER ana REMOTE ACLCESS.
Choose (1) for begin communication and (R) for answering a caiil.
Tnoose (0) as the lapel telling the Smartcom wnich communicaticn=—
set you will be using.

Now you snoule have a screen that says:

AUTO ANSKER
REMOTE ACCESS

Now your computer is set uD Sso that Head Office can access your
~omputer a.2? take out files from your harddisk.

Setting ready to receive files from N.Y. and Brussels

make sure the above steos have been completed in N.Y. ana
Brussels.

Start up Smartcom I1, typing (SCOM).

Now begin communication typing (1), originate a call (0) ano
~hoose label © for communication With New York or laoel @ for
EZrussels. Make sure that you use the right number.

Crce you have establisned conmnection, you Know tnis 1 S0 wnen 1t
says either NEW YORK or BRUSSELS 1n the lower right corner of the
screen. If the asterisk i1n front of menu-selections for sending
anc receiving files are still tnere, press Fi to reolace them by
a 4 and a O

Now —hoose wenuselection 8 for remote access.

[t wili tare & few minutes for you to go i1nto remote ACCESS moce.
When tne toggleswitcn after selection 8. Remote access (toggle—-
switch) says ON, you’'re ready ¢to receive filaes from the remote
comzuters in N.Y. or Brussels.
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Rece:1ving files

Make sure your'e loggeg onto the haradisk C of the remotm cOomDut-—
er. 1f not so, oress ().

Jave a ociskette reacdy in drive A with enouch room for the files
you’il receive. 100000 bytes should be sufficient.

Now Cheose menuselection 4 Receive file.

Soecify the filenase, e€.Q. SUMACCO1 if you want to receive the
Summary of Accounts for January.

Arswer yes to auestion if remote file-name 15 the same.

> -ess return and the transfer will begin.

when the transfer 1s comolete you can end the communication Dy
aressing (0) for end communication.






