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Welcome, Fortune System User

This package contains everything you need to learn how to use
Multiplan. Before you begin, use the checklist below to determine
if your package is complete.

[J & plastic template strip (slipped between the binder rings)

[[] An Operator's Guide to Multiplan

[] Multiplan Reference Guide

[0 Multiplan reference card (available soon)

In the back of the binder is a plastic sheet with three pockets that
contain:

[] Master disk
(] Training disk
[(] Fortune Systems software registration card

If any item is missing from your binder, contact your Fortune
Systems dealer for a replacement before you proceed with your
training.
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Introducing Multiplan

Before you begin your training, you need to know more about
Multiplan and how to use your Fortune 32:16. Some of the procedures
covered in this part are ones that you'll use frequently.

In the following pages, you'll learn these things about
Multiplan:

o The capabilities and advantages of Multiplan

e How Multiplan is organized

e What training involves

e How the keyboard is arranged and what keys you'll be using

® How to start up your Fortune 32:16, get to Multiplan, and
leave it

e What makes up a worksheet
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1 An Overview of Multiplan

Many tasks in business involve the use of paper, pencil, a
typewriter, and frequently a calculator. You may use these tools
every day to prepare information for your business -- a budget in
the form of a spreadsheet, for example. A spreadsheet shows
information in rows and columns. The check register in your
checkbook is a type of spreadsheet since it lists the checks and
deposits across in rows and the amounts down in columns.

For many people, the term spreadsheet implies recording
financial information. In Multiplan you can do much more than
prepare financial information, so the term worksheet is used.

Instead of working with paper and pencil, you work with the
Fortune 32:16 display and keyboard. You'll see your information
immediately on the screen, and you can print it out easily. Instead
of using a calculator for computations, you decide what needs to be
added and Multiplan does the rest -- on the screen as you're
watching.

WHAT MULTIPLAN CAN DO

Multiplan is versatile. Besides directing Multiplan to perform some
routine calculations, you can set up complex and detailed
comparisons and bring information from outside worksheets into the

one you're using. For instance:

e Office managers can create and manage record keeping tools such
as short mailing lists, and office furniture and equipment
records.

e Accountants can consolidate financial statements.

e Corporate finance officers can evaluate performance by creating
statements to analyze financial ratios.

e Sales managers can track commissions owed and paid.

e Advertising managers can monitor costs of advertising campaigns.

e Production managers can schedule production and forecast sales
and inventory shortages.

e Corporate planners can project income, cash, receivables,

inventory, and staff requirements.
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The Multiplan Cycle

The cycle for using Multiplan in your business is similar to the
cycle many people use to plan, prepare, and complete handwritten
information. This cycle is easier with Multiplan because you can
make changes, review the results, decide if you want your revisionms,
and even change your mind at the last minute without using erasers
or correction fluid and recalculating.

The cycle shown below illustrates what you do when you start on
a new worksheet. To speed your training, you'll skip the first step
because the worksheets are provided for you. The last part of this
guide is a review of the cycle with detailed information of planning
a worksheet, including creating a model.

The Multiplan Cycle

1. Plan the worksheet,
including handwritten
model.

4

2. Enter the worksheet
on one or more
screens.

L

3.Print the first version
of the worksheet.

{

4.Review and edit the
worksheet.

¢

5. Print the final version
of the worksheet.

You'll follow the Multiplan cycle during your training.
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2 Your Multiplan Training

As you proceed through this guide there will be times when you need
to stop and begin again later. It's important to complete the
chapter you're working on. Then you can return later to continue
your training.

In learning how to use Multiplan, you'll need to purchase some
supplies, and learn about the training disk and its use, how to use
the keyboard and correct mistakes, and how to follow the procedure
charts that show you how to use Multiplan. You'll also learn some

new terms like cell, edit cursor, and window.
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Supplies You Will Need

If you already have some supplies for your computer, check the list
below to make sure you have the right things for each step of your

training. The list identifies the items you need and suggests how

much to buy. )

Printer paper. Check your printer manual to determine what kind
of paper you can use in your printer. You will probably want to
use continuous forms paper. Since each sheet is attached to the
next one along the bottom edge, you can print page after page
without changing the paper. Most continuous paper comes in a
carton with a specified number of sheets, usually 3,000. You

should purchase at least enough paper to complete the training,
about 500 sheets.

Printer ribbons. Your printer manual will identify the type of

printer ribbons you need. Buy several.

Flexible disks. You will need some blank 5 1/4" flexible disks,
one to duplicate your training disk, another one to save
information on, and the others to use for your future work.
Purchase at least five flexible disks.

e Disk labels. You'll need to label each disk you use to identify

what it contains. Many stationery stores carry labels
especially made for flexible disks. You may also be able to buy
the labels where you buy the disks. If you can't find this
type, any 1" x 2" labels will do. Purchase enough labels for
twice as many disks as you buy.
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Using and Backing Up the Training Disk

Your training disk includes some sample worksheets for you to use
throughtout this guide. These worksheets include familiar things
like: an invoice, balance due log, cash flow projections, and
profit/loss projections.

Making backups is the process of preserving a copy of

information on a flexible disk. This is analagous to keeping copies
of your financial statements. The benefit of this procedure is that
you can return to all your previous work, if you need to, to use
worksheets over again without figuring them out another time.

For this training you will back up your training disk before you
copy it onto your system, which assures that the disk will be
complete and unused for someone else later. You will learn to do
this in the next chapter of this guide.

1-6



The Keyboard

The keyboard on your Fortune 32:16 looks similar to a typewriter.
But, you can do many more things with it because it has special keys
to use with Multiplan's unique capabilties.

The following illustration shows the Fortune 32:16 keyboard with
the template in place.
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FUNCTION KEYS

The function keys are located on the top row of your keyboard above
the template. The first five keys move the edit cursor, the bright
rectangle at the bottom of the Multiplan screen. The edit cursor is
used on the command lines, the third and fourth lines from the
bottom of the screen. The last nine keys control ‘the cell pointer,
the bright rectangle on the upper part of the screen. (The sixth
key, which is blank on the template, has no use in Multiplan.)

lﬂﬂl ﬂ ﬂ l
END HOME l
J

CHANGE NEXT
nsw nem cE»y;n‘I Qun T DELETE | REFER RECALC | oo UNLKD ,,5( rms ’m‘

Key Description
Moves the edit cursor backward on the command lines,
;Eaé highlighting one set of characters, or field, at a
EDIT time without changing or erasing anything or adding
— spaces.
FIELD
EDIT

Moves the edit cursor forward a field at a time.
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Key Description

) Moves the edit cursor backward a character at a time
CHAR without changing anything.
EDIT
—p
CHAR Moves the edit cursor forward one character at a time
kED” y without changing anything.
MY
DELETE
— Deletes whatever character or field on the command line
. ) that is covered by the edit cursor.
REFER :
" Changes a relative reference to an absolute reference
and can be used to put named cells into a formula.
RECALC
—’ Manually recalculates all formulas on a worksheet.
)
CHANGE
WINDOW Moves the pointer from one window on the screen to
the next.
)
NEXT
UNLKD Moves the pointer to the next cell that hasn't been
S :
locked.
END

Moves the pointer to the last active cell on the

Tamm worksheet.

HOME
Moves the pointer to the cell in the top left corner
SR of the worksheet =-- home position.
<
PAGE

Scrolls the screen to the left an entire page.

Scrolls the screen upward an entire page.

Scrolls the screen downward by a page.

Scrolls the screen to the right a page at a time.



OTHER KEYS YOU CAN USE

@E

CANCEL
DEL

BACK
SPACE

RETURN

PACE B

:

2>

R

H

DEC
TAB

CEMG
)
OEEEL

g

l

Description
Gives you information about any command you select.

Stops whatever function you are doing
and returns you to the command line.

Indicates that you want a certain command to be
performed.

Moves the edit cursor to the left. Used to correct
typos before the Execute key is pressed.

Moves the edit cursor over the command lines and
between the fields (options) of a particular command.

Moves the edit cursor through choices on the command
line. Also adds spaces in text.

Performs the same functions as (RETURN).

Arrow keys, also called direction or cursor
keys, control the movement of the cell
pointer: up, down, left, or right.

The numeric keypad duplicates a calculator
keypad, making it convenient to type
numbers. Cémma, hyphen, and period keys are
also located here.
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Using Procedure Charts

Procedure charts outline the sequence of steps you follow to learn
Multiplan. No matter what Multiplan feature you use, the charts
will always be written in the same format.

To use a procedure chart, begin at step 1 and read the Screen
Says column, as shown in the illustration. If nothing important has
changed on the screen, this column may be blank.

1
.

:Step! Screen Says

! 1 ! COMMAND: Alpha... !

Then read the text in the You Type column. This shows which
keys to press or what text to type. Keys are enclosed like this:
(EXECUTE) . Here's a guide to the way keys are indicated and how to

use them.
You Type instuctions What you do
gr 5 (EXECUTE) Type the characters '"gr5'" and then

press (EXECUTE).

(4) Press thekey four times. A number

in parentheses before a key indicates
the number of times you should press
the key.

The Comments column explains what has happened. Comments will
appear only when they are necessary for better understanding.

For step 2, return to the Screen Says column, where you'll see
the results of your actions. It may show you a screen message such
as Press Y to confirm, other information, or it may remain the same
when the screen does not change betyeenzsteps.

IMPORTANT THINGS TO REMEMBER

Each procedure chart builds on what you learned in the preceding
one. Be sure to follow the procedure chart exactly. Press the keys
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and type what's shown, including any spaces in the text to avoid
errors. Always use numerals for numbers, never spell them out (44,
not forty-four). If the chart shows capital letters, type them that
way rather than lower case.

Certain letters may be typed lower or upper case. These are (R)
for row, (C) for column, command names and function names. You will
learn more about each of these later.

Spacing is also variable, except in some formulas where spaces
are necessary. Again, follow the example in the procedure chart to
ensure success.

Start here
‘Step. Screen Says H You Type : Comments :
: B .
! 1! GLOBAL MENU P 3 )

TRAINING/EDUCAT ION =P (RETURN)
T3 Operator Training . . begins here.——)

Training always

- o= o= o= o=

[
'

! OPERATOR TRAINING »(2) [{]
: . 1. Business
)

o= o=

Applications .

C____.}lu . 3. Multiplan p (RETURN)

You've selected

)
. Multiplan from the
. list.

1

% om tm om 0w o= o= om om 6= sm om 6= sm o= om o= o=

Follow this path when using a procedure chart.
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3 Getting Started

Now that you know some of the capabilties of Multiplan, you're
probably eager to learn the specific procedures that will allow you
to take advantage of the system's features. This chapter will
familiarize you with how to use your Fortune 32:16, move to
Multiplan, and back out again.
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Starting up Your Fortune 32:16

Begin with the obvious: plug in the system. Do this with the power
on/off switch in the off position. For your safety, and the
protection of the system, use a three-pronged electrical outlet that
fits the connector.

Nouw push in the white dot on the switch to set the power switch
to on. Test the airflow with your hand to make sure that the fan is
operating. _

First, you'll see the cursor blinking on the screen. Then the
message ''Fortune Systems 32:16 Please Wait,'" with the ''Please Wait"
blinking, appears and the numbers 1 through 9 show below that. When
you see "Please set the current date and time, then press (RETGRM)"
the system is ready for you to begin.

This beginning process is called logging onto the system. When
you do this, you set the current date and time and establish your
account. Use the following procedure to log onto your system.

tStep! Screen Savs

You Type Comments

Please set the cur- Notice how the

rent date and time,

the press

cursor moves as
you type, and
skips over the
Today's date is ... (The date-in
mm/dd/yy format)

(RETURN

slashes.

Current time is ... (Current time)

The cursor moves

skips over the
colon. You must
type an A or a P
for am or pm.

Date set to ... The time is dis-

Is this correct (y/n)! y @®ETEREXD ! played in the 12-

hour notation.

- te 6m om 8w 0w 0w, lm @ sm. 0w ow 0= oo S« o= o= o=

cwe om $®m 0= 0w om 6® 0w 0= BSwe 0w Om 0w S= $° Sw o= 0= s= o
e om o@m 0m Sm om 0w om 0= @ 6w 0w 0= o= o= oo o=

If you type n
RETURN), you can

return to step 1

6m o= o= t@ t=
em osw 6= 8w o=

tw o@ o=

\]
1]
L]
1
1
L]
1
]
1]
1
1]

as you type, and .
1
1
1]
L]
1
1
1]
1
L]
Al
]
1

and begin again.
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Screen Savs You Tvpe Comments

Checking your . The dots blink
. while the system

+ checks the files.

files . . .

File check
successful...

If any other
message appears,
get help.

Type in your name

and press

Type in '"manager"

manager for your name so
that you can go

on to the.next

after Multiplan
and the training

log in with your
own name.

__% of the available This message is
space is in use.
FORTUNE SYSTEMS
GLOBAL MENU

very important.
Keep your disk no

to avoid any

G@ 0w 0w 0w 3w 0w 0w 0w 0w 0w om Sw 0@ 0@ sw Om tw 9w Ow 0= 0w 0w 0w Om Om G- o=

e 8= 0= 6w sw sm Sw sw® om tw 0w OV sm 0w Oew O

problems.

procedure. Later,

disk are installed
and copied, you'll

more than 80% full

DISK SPACE

The available disk space message you saw in the previous procedure
is an important number to keep track of. During the training in
this guide, unless you have other applications on your Fortune
systen or other people using it, your disk usage probably won't
exceed 90%. However, if you DO have other applications on your
systenm that others are using, you need to check this message each
time you see it. Later in this guide you'll learn how to remove
documents from your disk and save them on flexible disks to make

more room.



BEING THE MANAGER

One thing you did in the preceding pages was to log in as manager.
The manager is the only account name that allows you to use the

Product Maintenance selection on the global menu. The system

manager is responsible for keeping track of account names and

administering the space usage of a Fortune systen. For further

information on account names and system management, consult
Understand Your Fortune Svsten.




The Global Menu

Now that you have logged in, you can see the global menu which is
the first full screen display you'll see each time you log in. The
global menu is the menu for the entire Fortune system and a copy of
it is shown below. It lists all the application software and
utilities available for the Fortune system.

Examine the global menu for a minute. Notice that it is divided
into six areas. Each area contains a list for a category of
applications available for use on your Fortune system. Multiplan is
in the PROFESSIONAL TOOLS category in the upper middle section. In
the following pages you'll be using selections from the SYSTEM TOOLS
and TRAINING/EDUCATION areas.

When you add an application to your Fortune system, that name
becomes bright on the global menu. You'll see this happen in the
next few pages when you copy Multiplan onto your system.

HOW TO USE THE GLOBAL MENU

To the left of each selection on the global menu is a code that
identifies the selection. To make a selection, type the code, which
consists of a letter and a numeral, and press (RETURN). If the
selection is available on your system, you may see a list of choices
on the screen.

~ B

FORTUNE SYSTEMS GLOBAL MENU

BUSINESS APPLICATIONS PROFESSIONAL TOOLS ELECTRONIC OFFICE TOOLS

B1 Business Systems Pl Multiplan E1 FOR:WORD—=

' ) ' '
: : : i
: ' ' '
; ; : :
! B2 Business Surveys : P2 Color Graphics H £2 Record Processing :
¢ B3 Business Graphics : P3 : €3 Automated Calendar :
t B topd tEe :
. Bs H [&] H 3] H
¢ 86 L Ps €6 H
: : . :
: : : :
: : 1 H
COMMUNTCATIONS H TRAINTNG/EDUCATION H SYSTEM TOOLS B
—_— ' : :
C1 Async : Tl Topic Introduction ! S1 System Utilities :
i ' .

' :

o
~

Bisync 12 Amusements S2 System Management
C3 Local Metwork T3 Operator Training S3 Languages H
€4 .25 . T4 C.A.L1. Training H S4 100L H
CS  SNA/SOLC M T5 Demonstrations H S5 Product Maintenance
c6 : 6 : s6 H
Store name ana prone Press (HELP) fer assistance

Enter selection and press (RETURN) : j

The global menu lists your ava..uwae applications.




Installing Multiplan

after starting up your Fortune 32:16 and logging onto the computer,

you are at the Fortune Systens Global Menu. Now you are ready to

put Multiplan into the computer. Later, you'll put the Multiplan
training information in, also.

Before you begin this procedure, locate the Master Disk in the
plastic pocket in the back of the binder and remove it with its
envelope. Then use the procedure below.

Disk and press

‘Step. Screen Savs 5 You Tvpe . Comments .
L] L] 1 1] 1
! 1 ! FORTUNE SYSTEMS 'S5 RETURD) ! To install an J
: ! GLOBAL MENU : ! application, use !
: . : ! s5 from the globall
. : ! ! menu. !
L} 1 1] : :
: ! Product Maintenance ! : !
L] L [ : :
. 2 . PRODUCT MAINTENANCE ! i : .
: . SELECTION: ! : .
1] 1] o 1] : :
: : Install a product : ! This selection is !
: . : . highlighted on :
. . : ! the menu. :
L] 1] ] : :
o3 . RETURN) ! :
L] A 1] 1) 1]
! ! Fortune Systems ! - ! :
! ! Corporation Product ! ! :
: ! Maintenance : . :
: : : : :
' 4 ! Please insert ! (RETURN) : Open the flexible :
: . flexible disk : ! disk drive door, .
: . volume 1. Press : ! insert the Master

1] 1] L] 1]

L] 1 :
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Step.

Screen Savs

You Tvpe

Comments

wv

o

tm sm 0m d@m 0w 0w 4w 0@ 0w 0w 0w om VYw Sm 0m Sm 0w ¢w 0@ Om O= 9w 0w 0w = 0@ 0w d@m 0@ Yo O0m ow = 6o 6w o= o= o= |oaw

.

Ve Sm om tm Gm Gw 6o Sm Sm BSm 0= 6w Sw fm Sw 0w S oW sw OSw O0m Sw Om Om Sw o= o= =

This flexible disk
is labelled:
Multiplan
1000772-01

Volume 1

(date)

Proceed with

installation? (y/n)

Copy phase of

Multiplan installa-
tion in progress...

Menu update phase of
Multiplan installa-

tion in progress....

Multiplan installa-

tion successfully ~

completed.

Press (RETURN) for
menu selection or

select ahead

PRODUCT MAINTENANCE

SELECTION:

4w 0w S@ 2w Bw 6w 0@ 0= Sw om 0m Sw Om Om Sw 0w o= dm e S= 9=

e s Bw sm 0w o=

RETURN) .

This message tell
you what the disk .
contains. If you
inserted the
training disk by
mistake, take it !
out now and put .
it in the Master
Disk.

This process :
brightens the :
Multiplan selec- !
tion on the global!

menu.

Multiplan is now
installed on your
hard disk.
to the next pro-

Go on

cedure to install
the training

documents.
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Installing the Multiplan Training Disk

To help you learn about Multiplan, we've included a training disk
with worksheets on it. We'll be reférring to them in the procedure
charts and you'll work with them throughout this guide. Through the
training, you can become comfortable with the keyboard, learn where
the special keys are, and learn how to communicate with Multiplan
through commands. Each worksheet is designed so you can perform
particular actions on it that will help you build upon your skills.
Don't worry about making mistakes; that's part of the training
process. The documents on the training disk will not be seen by
anyone other than you. ) v

Once you are familiar with how Multiplan works, you'll be using
all the features and functions on your own worksheets.

Now you are ready to install the training disk. Locate the
Training Disk in the plastic pocket in the back of the binder and

remove it with its envelope. Be logged in as manager, then use the
procedure below.

Corporation
Product Maintenance

.Step: Screen Savys . You Type : Comments .
. 1 1] 1]
! 1 ' FORTUNE SYSTEMS ~ ! s5 (RETUEN) ! To install an
: ! GLOBAL MENU : . application, use
. . ! ! s5 from the global
: : , ! ! menu.
L] L ’ L :
: ¢ Product Maintenance ! .
1 1] 1] :
! 2 ! PRODUCT MAINTENANCE ! i :
. { SELECTION: : :
L 1] : :
! 3 ! Install a product ! This selection is
. : ! highlighted on
: : ! the menu.
L 1 :
. 4 . Fortune Systems RETURD .
1] 1
1]

e s@ o@ sw Sm 0w 0w Sw o=

Please insert Open the flexible

flexible disk . . disk drive door
volume 1. Press

and insert the
. Master Disk.

e 0.
ew o=




tStep!

Screen Savs

You Tvpe

Comments

- e
w

- - e osw 0w oa o
6m 0w sw 0w owm Bw 0w Sm 0w 0w 0w s® 0@ Om 9w 0w 6w 0w Po 0@ 0w O S= 0= 0= 5O fw = 0w 0@ Sw o= o= O . .

This flexible disk
is labelled:
Multiplan

Training Files
1000772-01

Volume 1

(date)

Proceed with
installation? (y/n)

Copy phase of
Multiplan Training

‘Files in progress....

Menu update phase of

Multiplan Training

Files in progress....

Multiplan Training
Files installation
successfully
completed.

Press (RETURN) for
menu selection or
select ahead

PRODUCT MAINTENANCE
SELECTION:

ew 6w 0w 0@ 0@ Sw Om Sw 8@ 6w 0w em s@ 0w 0= 0w 0w 6@ 0w Om em om Om 0w o= 0o o

Se 8w 8@ 0w 6m 0@ 0w Om om o=

RETURN

e o . . be 0@ 06w 6®m 8w 6w om om Bw 0w 6= 0m om 6w 6@ 9w 0m 0= o= 0= 0w 0= o= 0= O® 4w = 0= ¢ ¢° 6= o= o= 0= o=
- - -

This message tells
you what the disk
contains.

This process
brightens the
training selection
on the global
menu.

The training doc-
documents are now
Go on
to the next pro-

in place.

cedure tc make
copies of both
Multiplan and the
training files.

e 8w 6= 8= 0w 0@ 0®m 0w 0% ¢w 0w 0w 0@ $m 8= o 0w 9=

6@ o= 0w O0m o= 6= omwm vm 0w 0= Gw ow o= O
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Copying Your Disks

Make a copy of your application software and training information
from your hard disk now. You should always have a backup copy of

your master disk and training disk in case of an operator or machine
error.

You still need to be logged with the manager account name. At
the end of this procedure you'll log out, and log back in again with
your own account name.

Get out two blank disks and a disk label for each one. The
disks must be formatted before you begin backup.

Fortune System or use the procedure in Preparing an Archive Disk in
part 6 of this guide.

Refer to Meet Your

:Step. Screen Savs ! You Tvpe ' Comments

FORTUNE SYSTEMS
GLOBAL MENU
SYSTEM TOOLS

S5 Product
Maintenance

s5 RETURD

PRODUCT MAINTENANCE
Backup existing
product

b RETURN

PRODUCT SELECTION
MENU

Enter selection and
press :

L
.
L
.
L
.
L
-
L}
.
1
.
L}
.
L]
.
L
.
'
-
'
.
1
.
[}
.

Multiplan pl RETURN Selects Multiplan
from the list of

Fortune Systems applications.

Corporation Product

Maintenance

- “ tw 0= oa
e o= sw 0= 0% 6m 0w Om ¢= s=m 0= Sm o= 0= 0= ta 0= o= O o= @

4 | Do you want to back~-
up Multiplan? (y/n): !y

te o= 0= so o= 3% 0= 6= %e o= s= = 0= 0= o= o= 0= 09 o= 4o 0@ om o= o= o=
w 8w 6= 8w s 0w sw Sw s® o= 0= 0= o= = 4= o= G 09 e sm 0w 0w o= 0w o=

1
.
L
.
.
.
v
.
'
.
1)
.
1
.
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Screen Says

You Tvne

Comments

.-

1-22

em 0® 8w 8@ 0= 0@ 6w 0w o= 0= om o= Sm 4% tw 0w 0= 0w 0= ¢= 6= 0= 0= oo o=

t= o= o= 8= sam

Please label a blank
flexible disk:
Multiplan

1000772-01

Volume 1

(date)

Insert the disk into
drive #0. Press
RETURN) :

Flexible disk being
formatted.

Flexible disk file
system being
installed.

Copy phase....
Multiplan backup is
successfully
completed. Press
for menu or

select ahead.

FORTUNE SYSTEMS
GLOBAL MENU

te oo 6@ 0= e o= om o= 8w om sm em sw s= sw 8= e® 0w 0w sw 0= 0= s= s= Om = 6= 0@ Ga = = = 0= = 4= 0o 4= S 0= 0= 02 e 0=

RETURN

6@ o= s= o=

Put this infor-
mation on a disk
label with the
word "backup" and
attach it to

the disk. This
identifies the
disk for you.

Open the disk
drive door and
put in the disk.
Be sure to use
an empty disk.

Messages report
to you about the
copy process.

Go back to step 1
of this procedure
and do the same
thing for the
training disk.
This time, type in
P1T when you are
asked "Enter
Selection & Press

RETURN) . "

= 0w e t= o=

te te 6@ 8= 0@ sw Sw 0w 8w 0= e 6= ¢= s= s= ¢° 6= €= sa = = 0= s o= o= o=

e 0= 0w ®a 8w 6= OS= 0w 0w Om o= o=



Screen Savs

Comments

10

11

12

13

14

em 6w 6w Gwm 6= sm s 6w 0w om sm 0= 0w O 6= 0= S 4@ Sm 0w o= 6= 0= o= sm = 0m 0= f= o= = 0= 0. 02 ea oS

Type in your name

and press

Type in your new

account name and

press

Do you want a

password (y/n)?

Your new account

has been created.

Press to

try it out.

Type in your name

and press

__ % of the

available space

is in use.

GLOBAL

MENU

o= o om o tm e Sm 0w om 0= 6= Gw Se 0= em sm G ¢m G=w o= Om sw o= = C= W L= @ = Lo e = = C= 0= 4= = 9= o= 4o oS
ow - -

You Tvpe
CANCEL
newuser

(account name)

(account name)

tm o= 0= 6= sa Sw o= 0m o= 0= sm 9w gw fw 6= O= o= 0= e o= 0= = o= o= o= 0= 0o e® se o=

Now vou need t
move out of th
global menu to
log in again w

your own name.

Type '"newuser"
for your name
give yourself
account name.

Use any accoun
name you want,
your last name

a good choice.

Don't use a

password now."

Now you'll go
back to the
beginning and
in with your
account name.

You must type
account name
exactly as you
in step 10.

Notice that yo
see this messa
each time you
in.

Now you're rea

to go on and do

your training.

e]
e

ith

to
an

t

is

log

the
did

u

ge

log

dy

ew 6= 6= 8@ 8= sw fe %e o= o= V= 0= o= = 0= e o= e tm o= =

S 9w sw Pm Sw S@ sm 0w 0@ 0w Im 6@ ¢m Gw Om ot= S@ otm o= 0= |o=
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Selecting Multiplan for Training

Now you're ready to move from the global menu to Multiplan to do
your training. The procedure below will show you how to choose
operator training. The process of choosing operator training also
allows you to use the worksheets you copied from the training disk.

Step. Screen Says . You Tvpe . Comments .
! !
1 GLOBAL MENU 1 t3 :
1 L]
2 ! TRAINING/EDUCATION : (RETURY) ! Training always
A

T3 Operator Training begins here.

tw sm om em e 0w sa o= |o

]
'
]
;
! !
: ! :
3 ! OPERATOR TRAINING ! @[]
! 1. Business : :
: Applications ! : :
: : ! :
4 1 3. Multiplan : (RETURY) ! You've selected .
. : . Multiplan from the:
H : ! list. :
: : : :
. Fortune Systems : ! This is the :
. Multiplan . ! Multiplan menu. :
. Run Multiplan : :
‘ '
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The Multiplan Menu Screen

The Multiplan menu is the first screen displayed after the glob=l

nenu. Everything you want to do in Multiplan begins here. The menu

lists activities you can choose from to perform Multiplan functions.
Different activities are available to use depending on whether

you want to work on the Multiplan screen or perform some maintenance
activities.

Brings up e ' \

Multiplan screen
P \ [Forture Svystems Multieplan |

Please select next activity:

Lists worksheets
you have created — : [Run Multieian]

\"—" Index

/———> Filing
S Supervisory Functions
tores, copies, ——~

dekﬂGS,ONd Creation library is/usr/training
renames
worksheets

Changes libraries —/

~ (N : /

Multiplan offers a variety of activities.

Multiplan offers a variety of activities.
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The Cursor

Notice that on the Multiplan menu screen the line for Rum Multiplan
has a bright rectangle around it. This is called a cursor. The
letters inside it are displayed dark on a light background instead
of light on a dark background, like the other characters on the
screen. This is called reverse video. The activity you want is

marked by the cursor. You can move the cursor to the any selection
on the menu in a number of ways. Try moving the cursor from
activity to activity with each one of the following keys to find the
nost comfortable one for you to use.

Key you press What it does
PACLE BAR Moves the cursor from the top to the

bottom of the list, one item at a time.
It junps back to the top again after
reaching the bottom of the list.

Does the same thing as the space bar.

[I] Moves the cursor up one choice at a
time.

Moves the cursor down one choice at a
time.

R Run Multiplan Moves the cursor to the activity that

I Index starts with, same letter. You can type

F Filing the letters in either capitals or lower

S Supervisory case.

Functions

The Execute key is another important key when using the
Multiplan menu. Once you have positioned the cursor over the
activity you want, press to move to the appropriate screen.
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Screens Get You to Work

Multiplan's screens allow you to progress from one activity to
another giving choices of activities. Move from one to another
until vou reach the screen where you want to work.

Take a quick look at some screens.

'Step. Screen Savs ! You Tvpe ' Comments N
: : [ 1 )
+ 1 . Fortune Systems . (SPACE _BAR) . Moves the cursor .
. : Multiplan : . down. :
: . Run Multiplan . : :
\] 1] 1] L] 1
1] A ] L 1]
¢ 2 ! Index : XECUTE): This is the index .
. : : ! menu screen. :
] 1] L 1 .
' 3 ! INDEX MENU ! - (CANCEL) ' Returns to the !
: : : : Multiplan menu. :
L 1 1 L] \]
! 4 ! Fortune Systems s ! Moves the cursor. .
. . Multiplan : ! to another menu .
: . Run Multiplan : . selection. .
L Ll 1 L] :
! 5 ! Supervisory Functions. (EXECUTE) . This is the super-.
. . . ! visory functions
: : : ! menu. H
1] 1] L] L] :
: 6 . SUPERVISORY FUNCTIONS: (CANCED) ! Returns to the :
. . : ! Multiplan menu. H
(] ] [ : :
t 7 ! Fortune Systems ! (EXECUTD) ! Brings up the !
H : Multiplan : ! Multiplan screen. .
. ¢ Run Multiplan : ! You'll see this .
: : : ! more later. :

Now that you see the Multiplan screen, spend some time looking
at it. The upper portion, nunbered along the left side and the top,
is where you will see your worksheet as you build it. The lower
portion, the last four lines on the screen, shows you the Multiplan

commands, messages from Multiplan, and information about the current
status of your work.
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3

il
I
K

X
v

INDEX MENU

Fortune Systems Multiplian

Run Multieplan
Index
Filing
Supervisory Functions

N J

JTC

FILING MENU

G _J

N\
//;UPERUISGRY FUNCTIONS MENU

Multiplan's screens get you to work.
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Exit and Return

Besides moving into Multiplan you need to know hou to leave and

return. This is a process that you'll be doing regularly as you use

the application.

LEAVING MULTIPLAN

Follow the steps below to leave Multiplan training.

Multiplan
Run Multiplan

]
3 ! GLOBAL MENU

‘Step! Screen Savs ! You Type . Comments !
1 ] ] L
+ 1 ! (Multiplan screen) . qy Chooses QUIT com- !
. : : mand and yes to !
: : : confirm it. Re- !
. : . turns to the Mul- !
: . : tiplan menu. :
L] L 1] 1
+ 2 ! Fortune Systems : !
1 1 1 A
! ! : .
L] ] L]
: ! !
! : :

tm Sm 0m Sw® Sw om 8@ @ Gw 0w em s= ew

- - - - - . = - " e - - - > . - - - - - - > e - = e . G . - - - - - . -

RETURNING TO MULTIPLAN

When you want to return to your training, folldw these steps.

Step. Screen Savs You Type Comments

GLOBAL MENU t3

(=
s sm sw o=

Chooses training.

T3 Operator Training

)[]

’

1]

1

:
TRAINING/EDUCATION : R RN

1

L]

:

1. Business :

1]

3 ! OPERATOR TRAINING
: Applications



'!Step. Screen Savs ! You Tvpe ! Comments .
[ v [ ' f
« 4 ! 3. Multiplan . RETURN) ! You have chosen !
. . . . the Multiplan :
: : H - . menu. :
[ ' : : '
: .« Fortune Systems : . '
: : Multiplan : : '
. ¢ Run Multiplan . . '
] ] ) : '
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Deleting the Training Information

After you have completed your operator training, remove the training
niodels from your Fortune 32:16. Since you no longer need this
information, it can be deleted from your computer, making room for
your day-to-day operating files.

Conplete the procedure below to delete the training models.
nust be logged in as '"manager' to do this procedure.

You

Step! Screen Savs You Tvype : Comments .

FORTUNE SYSTEMS
GLOBAL MENU
S5 Product

- t@ om o= o=

To delete your
s5 (RETURN) ! training database,

Maintenance

begin by selecting:
s5 from the global.

o 6@ 6w 0w few 8w 0w 0@ 6= 6© 0w
0w 6w oo 06w 6w om o6m ew o=@ 0@ 0= o= jecw

1

'

!

'

;

. :

: .

: ! menu. !
. : :
. PRODUCT MAINTENANCE : .
. 2 ! Delete existing d (RETURN) . !
: . product : :
: : : : :
: . PRODUCT SELECTION : . :
: : MENU _ : ! :
. 3 . Enter selection and . : :
. . press ! plt (RETURN) ! Type plt to indi- .
. : : ! cate Multiplan :
: : : ! Training Files. :
. : : : :
! ! Do you want to delete! : :
. ¢ Multiplan Training : : :
: ! Files (y/n) : ! :
: : : ! :
.4 ty (RETURN) . Press n if you .
. ! File removal : . have made a .
. ! phase..... : ! mistake. When .
. ! Menu update . . this step is .
. ! successful . . finished, you will!
: : . ! no longer be able .
: : . ! to use the train- *
. . . ! ing documents .
: : . ! :
: t GLOBAL MENU . : .




Selecting Multiplan Afcter Training

Unce you have completed your Multiplan training you'll be ready to
develop worksheets of your oun.

procedure to enter Multiplan.

At that time use the following

The training models will remain
accessible to new users who should enter Multiplan through training,
as you learned earlier.

Multiplan
Run Multiplan

plan menu.

:Step. Screen Savs ' You Tvpe . Comments '
1] 1] 1] ] L
! 1 ! GLOBAL MENU ! pl EXECUTD) ! Selects Multiplan !
: . : . from the Profes- !
: : : ! sional Tools cate-!
: : : ! gory. :
1 L] T ) :
! 2 ! Fortune Systems : ! This is the Multi-!
L] 1 1 1

1 1 :

- sw
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Turning Off Your Fortune 32:16

When you have completed your day's work, you may want to turn off
your Fortune 32:16 completely. DO NOT just turn it off. You must
follow a procedure called shutdown to do it correctly and avoid
damage to your Fortune systen or to your documents. This is
especially important if you have a multiuser system. Use this
procedure to shutdown your system. .

»Step! Screen Savs ! You Tvpe : Comments .
: : . : :
! 1 ! FORTUNE SYSTEMS P s2 (RETURN) . Chooses System .
: . GLOBAL MENU . . Management, .
: : H : !
! 2 ! SYSTEM MANAGEMENT 130 (RETURN) ! Use the Shutdown !
: . . . computer !
: : . ! selection. :
! : : : :
: ! Fortune Systems 32:16. . The screen warns .
: . Shut Down (takes . . you that any other.
. ! about 30 seconds) .... ! people using your .
! : ool ! system concur- :
: : . ! rently will also .
. . : ¢ be shutdown. .
: : : : :
! 3 ! Do you want to ! yes (RETURN) ! Enter yes if you .
: ¢ continue? . ! want to shutdown. .
: : : : :
! ! Software shut down ! B .
: ! starting, please wait: . :
: ! Software shut down : : :
: ! complete . : .
. ! Hardware shut down : . :
. ! starting, please wait. : :
! ! Hardware shut down . : .
: . complete : : :
: ! Please turn the . ! You can now turn
: . Fortune 32:16 off : ! the switch to off..
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4 A Multiplan Sampler

Before you begin your training take a sneak preview of some of
Multiplan's capabilities. In this section you'll look at a sample
vorksheet and use HELP, Multiplan's built-in tutor. You'll
manipulate the sample worksheet to see what some of Multiplan's
features can do.
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Looking at a Worksheet

You can design worksheets in a format that best fits your needs. If
you are working with inventory lists, for example, a long, narrow
worksheet might be desirable. A journal of monthly expenses may
require a wide format including a column for each month.

In the procedure below you'll see a worksheet designed to
calculate and display sales information for an automobile dealer.

Later you will learn the details of bringing a worksheet to the
screen.

tStep! Screen Savs You Type Comments !

COMMAND: Alpha... tl ! Notice that the

Select option or . command line

type command letter. . where the cursor
is located has
more options.
The characters
you typed were
for the TRANSFER

LOAD command.

eds

eds'" is the name

filename:

you will see.

TRANSFER LOAD

filename: eds

This brings the
worksheet to the
screen and the
command line is
ready for another

command.

T

.

1

T

1

L]

®

L

L

L

L

2 ! TRANSFER LOAD

]

1

)

1

L

L}

*

®

! COMMAND: Alpha...
]

1]
1]
1]
1]
1]
1
L
~+ of the worksheet
1]
1 ]
Al
1]
1]
1
1]
1]
1
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When You Need Help

Your training disk contains descriptions of all Multiplan commands,
or directions. You can display this information on the screen by
pressing the help key which is located at the upper left corner of
the keyboard.

To view information about a command on the screen, simply select
the command and press (HELP). If you are already using a command,
you can still get help by pressing (HELP). After viewing the
command description, press R for Resume or to go back to
your work.

The bottom portion of the HELP screen has a new set of commands

or choices. These are used only with the HELP command and work as
follows:

Press For Explanation
a Application Lists common problems and solutions.
c Commands Explains the use of Multiplan commands.
e Editing Explains the use of editing keys.
f Formulas Lists Multiplan functions and their uses.
d Keyboard Explains key functions on other keyboards.
n Next Goes to the next page of HELP.
p Previous Goes to the previous page of HELP.
T Resume Returns to the worksheet
s Start Goes to the first page of HELP.

Try this procedure, while you have the "eds'" worksheet on your
screen. You'll look at the descriptions of a few commands. Domn't
hesitate to experiment with the Help key. Read the help information
on all the commands. Notice how you can cancel a command at any
time by pressing (CANCED), which is.located to the right of the
upper row of keys.

tSteo. Screen Savs You Tvpe

Comments

COMMAND: Alpha... Typing c chooses

the COPY command.

em 09w o= o=
o= sw s= o=
ta om o o=
sw o= o= o=
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'Sten! Screen Savs

You Tvpe Comments

COPY: Right Down
From

(HELP) ! This screen gives
you information
about the HELP
command.

HELP: Resume Start... Typing s for start
moves you to the
first screen of

help information.

brings you back
to where you were
in "eds".

COPY: Right down
From

The command line
is back again.

o 0w Gm 6w 0w sm 6m w f@ 0@ O0m 6w 0w 0= = 0= se fm o= = O

cw 8w 0@ 9m 0m 0@ o 0w 6w Om sw= 0= 0w o= oa 6w 0w o= o
- - - - o
tw 9@ 8w 0m om @ 6w Om om ew O0m O0m 0w o= o= o em o . .

COMMAND: Alpha...

b ow Bw 0% 6w Ow @ 0w Owm 0w G® Om O oW e 0w 6w 0 oo 0= o= jor

1]
L
L]
1]
1
L]
L]
L
L}

T + R for Resume
?
L
1]
L}
1]
1]
9
1]
.
1]
:

- o o - - o D W > > W > = S we = D e W e - = S G G O AR e N W B G G e e W W dn D e o
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Tailoring a Worksheet

In this guide you'll learn to use many Multiplan features to tailor
a worksheet to fit your requirements. The formatting features, for
example, allow you to create clear, legible, and graphically
pleasing results.

To see some examples of Multiplan's features, use the procedure
below. You'll use some commands to do this. Later you'll learn
more about the commands. Be sure to follow this procedure exactly.
Hotice how the changes you make show the information more clearly.

# of rows: 6 divides into 4

# of columns: 1 enclosed sections.

. Screen Savs ! You Tvpe ' Comments
1] L] : L]
! 1 ! COMMAND: Alpha ... . cd ! You've chosen the
: : . ! COPY DOWN command.
A % : 1]
! 2 ! COPY DOWN number of ! 11 EXCCUTE) . See how the
: . cells: Starting . . average sales for
: ! at: R7CS : ! each month is
. ! : ! shown in column 5.
1 1] 1 T
- 3 ! COMMAND: alpha... o (3) Z Moves the cell
: ! : ! pointer, the
. : : ! bright rectangle, !
! : : ! to the left. !
1 1 1 1] ]
o4 ¢t whb ! Now you're using
: : . ! the WINDOW BORDER !
: : : ! command. :
? . L} ? :
! 5 ! WINDOW change border ! EXECUTE). A line is drawn .
: ! in window number: 1 ! + around the :
! : : . worksheet. :
T 1] L] 1] :
! 6 ! COMMAND: Alpha ... . wst ! You've selected :
. : : ¢ the WINDOW SPLIT !
: . . ! TITLES command. :
L] L L L] :
' 7 ! WINDOW SPLIT TITLES: . EXECUTE '.' The worksheet :
L] 1 ]
1 L
1] 1]

om o= o=



‘Step: Screen Savs . You Tvpe . Comments :
L : L] . ?
! 8 ! COMMAND: Alpha... ! (8) [{]: The information !
: : . . for September !
: . : . moves onto the !
. : . . screen. Press :
. . . ! the down arrow .
: : : . several times to !
: : : . see this happen !
. . : . again. :
t 1. 1 ? L]
' 9 . COMMAND: Alpha... T q : . . Leave the work- :
. : : . sheet. :
¢ 10 ! QuUIT : : :
: ! Enter Y to confirm [y : .
1] 1] L] 1] :
: ! Fortune Systems : : :
H . Multiplan : : .
: ! Run Multiplan : . :
' ] ] ! M

- o o - - - - - . = oS B . = v Gm s e . e v - " - M G T S WD T e W e W ew AR TS OD Gm om Cn Ge W e o
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The Basics

When you use Multiplan, you'll want to create worksheets that
successfully tackle the record keeping problems you need to solve.
To do this, you first need a solid understanding of designing
models, commands, and other tools provided by the application.

In Part 2, you'll learn to build worksheets that fit your needs
and to perform the most basic Multiplan operations, using the
worksheets provided on the training disk. You'll learn

¢ About modeling concepts

® About Muliplan's screen

® How to load a worksheet

® How to use the cell pointer

® About the command lines and the information they contain
® How to enter characters and numbers on the screen

® How to use the edit cursor

e How to add and recalculate figur<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>