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Introduction This manual walks you through some of the more powerful features of
Ensemble'. Before you venture forward, you should be familiar with the
fundamentals of using your Macintosh and have taken the Ensemble
“Guided Tour’ (disk enclosed). In addition you will get more out of this
tutorial if you have already mastered the basics of using Ensemble, such as
opening files, starting a new file, defining fields on a form, and moving
between Ensemble applications.

Section | of this manual takes you through the development of a simple
budget tracking system. In the process, you will be exposed to many of
Ensemble’s more useful features—how they work and what they do.

Section Il explains the Mail/Merge function.

Section lll identifies and explains the calculation templates provided on
the enclosed EXAMPLES disk.

We strongly recommend that you make a back-up copy of your EXAMPLES
disk using the procedure for disk copying outlined in your Macintosh
User’s Manual. In the event you destroy any data or fields during a practice
session, you will be able to restore yourself to the original state using the
back-up files.

NOTE: While Ensemble has been designed to operate in 128K, there
are limitations in terms of the size of records that can be processed.
Users of 128K Macintosh computers may have difficulty with the
templates discussed in Section III given the large space requirement
of the calculations.




Learning More | Nearly every business, large or small, authorizes and controls expendi-

About tures via the Purchase Order document. Each Purchase Order amount is

Ensemble via accumulated against an expense budget, which is set on a quarterly basis.

Erhe ?(ydget As Invoices are received, they must be matched to the relevant Purchase

Sract 'ng Order before a check can be cut. The Purchase Order and expense Budget
el are then updated by the matched Invoice.

il Building e From the Ensemble Desktop, select OPEN from the FILE menu and
The Purchase retrieve the Purchase Order file, entitled PO, from your Examples
Order File disk.

Creating e Select DESIGN from the FILE menu in order to move to the Design
the Form wWindow. You will note that the PO file form has been defined with
the following fields:
Field Name Description
Alphanumeric Fields: pPo-po# PO Number
po-budget Budget Account
po-product Product Name
po-vendor Vendor Name
po-descrip Description
po-origdate Date of PO Creation
po-update Date of Update
Numeric Fields: po-amount PO Amount
po-invoice Invoiced To Date
po-remain Money Remaining
® File Edit Help Area S$iyie Shapes Pen Pallera A
| PO _
Ll ld i i lddssldlelldss’ i{}
Field name
[ . )
access key

O no key O ket O key2 @ key3

Type

@ Alphanumeric O Number () date
Format

O fined O Fioat dec.Nb

() shars O tong O abbrew.

po-descrip

EREN

2



Setting Up
Calculations

Entering Data

Calculations can be performed on numeric but not on alphanumeric
fields. Numeric fields suppress leading zeros and store the data according
to the numerical format you indicate. Select “‘date’” type for dates.

You can practice moving and changing the different fields, but remember
to return the form to its original state. You will need to retain the original
format for future operations.

The Purchase Order form has been designed to automatically generate the
“Money Remaining’’ field (po-remain) from the inputs of the PO amount
(po-amount) and invoiced amount (po-invoice).

You must complete the design by clicking the COMPUTE |77 icon,
which will cause you to move to the Computations Window. There you
can define a COMPUTE statement, following the example you see below.

" & File Edit Help
ED@ PO

ICOMPUTE [po-remain) = [po-amount] - [po-invoice]

® PO
po-po* @sin i
— po-budget @cos
1 po-product @tan
po-amount @arctan
po-invoice @log
po-descrip @1n
i po-remain @exp
~| po-origdate ’ @sqrt
fields functions

® Click the close box (LJ) to return to the Design Window.

®* Then select ENTER from the FILE Menu to move to the Entry
Window.

® You will be prompted to save your changes. Do so.

v



Data is entered via keystrokes. Allow the system to guide you through the
input fields by hitting the Macintosh Enter key after each entry, or select
specific fields by positioning and clicking the mouse.

After the data is entered, you perform the computation you have previ-

ously specified by selecting DO COMPUTATION from the OPTIONS
menu.

" & File Edit Help LD

En = Computation on _5
=Computation off /,/,/,, ////,,/// O
; 3o Computation 9 ////// ////////
TTTTTT 77T 7T o} PMydget Acct: Ad Media
@Druduct Name ‘ (L LLLLLLLLLLLLLL LY,
sr00000022/2)= 0N at a time
Read all . Amount 5000.00
o | Read and Save
Vendor B0S Momrerrewe
SR Invoiced |
Description: To Dita
One quarter page ad in the Travel
aRctian. Remaining 5000.00
Last
Origination Date:  5/1/85 Invoice: | o
0

¢ : \ l?_l

If you were doing this with “live’” data you could then save the completed
record to disk via the SAVE @] icon. However, since this would

update the PO file, which contains data that will be used in future
examples, we suggest you “‘trash’” each screen record you create by click-
ing the CLEAR icon.



B Generating
a Report

How to
Specify

After you have created many records in a file, you may want to view
selected data in a report. The PO file provided on the Examples disk con-
tains a number of records that can be used for this purpose.

Let’s generate a report that:

¢ Shows all PO amounts for the second quarter of the calendar year
(April-June).

¢ Provides a report total for all PO amounts.

¢ Lists the data sorted by vendor:

Click the SPECIFY |11 icon from the Entry Window of the PO file.
In the Specifications Window (see example below) specify:

¢ Asortonvendor (po-vendor) and purchase order number (po-po#)
® Select only those records that were originated in the second quarter

¢ Send vendor name, budget account, the purchase order number and
amount to the REPORT.

The report will be printed with the selected field names as column
headings.

" & File Edit Help !

1

ISORT [po-vendor]ipo-po*)

ISELECT [po-origdate] > = 4/1/85 AND [po-origdate] < 7/1/85
IREPORT [po-vendor](po-budget](po-po*][po-amount] I|
| o)

@ PO _.
U1 po-amount @sin &
po-invoice @cos

24 po-descrip @tan

po-remain @arctan

§ | po-origdate @log
§ | po-origdate @1n

9 po-update @exp
5] Ro-vencor 838838 _ =] e O]

Note that the number 1, when typed after the 'REPORT command, tells
the system to print a grand total for all numeric fields.



Report
Output

¢ Click the close box and return to the Entry Window of the PO file.

specifications and print the Report...

po-vendor

ABL

GBaker and Jones

Boston alobe
Group Twao
Katz

Lucas Film
Farng

Rogers Assor
Stone Cutters
Lmglobe

wornan's Day

po-budget

Ad Media
Collatersl

Ad Media
Collatersl

Ad Media

Ad Meda

Ad Production
Ad Productian
Collatersl
Collateral

FR

Ad Froduction
TandE

Ad Media

== 1 =

po-po* po-amount
1008 220000 00
4650 1000.00
1560 S000.00
3400 350000
1989 25000 .00
2645 25000 N0
2400 2000000
1478 SOO0 G0
3232 1300.00
4441 S00.00
1150 1900000
2566 10000.00
1477 1000.00
2643 20000 00

392300 00




B Updating the As invoices come in you can update the PO file with the Invoice data. You
Purchase can also create an Invoice record that will be saved in an Invoice file.

il
Order File Open both the PO file and Invoice file (like the PO file, the Invoice file has

With Invoice ' _ |
been created for you and is available on your Examples disk). Here is what

Data .
they look like on the Ensemble Desktop:

Open Two " & File tdit Help 3

Files on the ENSEMBLE™

Ensemble

Desktop




Match Files The first invoice to be entered into the system contains a PO reference

With Quick number of 1008. You will use this information to retrieve the appropriate
Retrieval purchase order.
Feature * From the Entry Window of the PO file, click the SEARCH icon.

* Type 1008 into the po-po# key space (po-po# was set up as a quick
access key during the file creation phase)

® Then click SEARCH.

r .
& File Edit Help Options

3 PB <
,.-'//’a'?lf;‘/f/f‘l.f?;'/!.c',.-‘/.l’;'i,-'j.-'/.f/f'l/.-'/;/ f',/;\", ‘l} .
| PURCHASE ORDER FILE E/F'.D. = /,7//% "

]

H £

po-product

po-po# 1008

po-vendor

| Search A | | Cancel |
Origination Date: | Invaice: | =t

0 B & @) (b

W — —

oy — —
3 "o
y — —

1.7~
=[]

An appropriate purchase order record will appear.

Data Flow e Return to the Ensemble Desktop and move to the Design Window of
Between Files the Invoice file.

e (Click the COMPUTE icon.

¢ In the Computations Window we will specify certain functions be
performed 'AFTER the Invoice record is saved to disk.




The functions are:

¢ Check to see if PO numbers match between the new Invoice file and
the retrieved PO file. This precludes an unwanted update.

* [f PO numbers match, update the invoiced amount field on the PO

record with the new invoice charges and move the invoice date to the
PO record.

" & File Edit Help

| AFTER

4 !IF [inv-ponum] = [po-po*]

{ 'THEN [po-invoice] = [po-invoice] + [inv-amount]
{ !IF [inv-ponum] = [po-po*]

§ ITHEN [po-update] = [inv-date]

@® Invoice ) O PO

[ W e e Y [oor
{ | inv-num | | e | oS
inv-vendor  § |rommmmm L - UH) PR | etan
inv-ponum | Gl | @arctan
inv-descrip R |mmmew ST | @log
inv-amount  § [l L # " J§ |en
UL iy s | @exp
: @sqrt
fields “functions

e Return to the Design Window by clicking the close box.
e Select ENTER from the FILE menu.

* You will be prompted to save your changes. Do so.

9



® In the Entry Window, fill in the Invoice form with the appropriate
information (use the example you see below).

Updating and " & File Edit Help Options )
Saving Invoice
Records | mvocere e I
i e :
g\}eﬁaae """" apc j
Lpscription Amount: 100000 00
Bill for week one of media buy.
Date:  5/15/85 ?

—
St
—
—
)

Then save the Invoice record to disk using the SAVE icon. This
action will also trigger the calculations that move the data from the
Invoice to the PO file.

10



* Now return to the Entry Window of the PO file (to do this you will
have to pass through the Ensemble Desktop). You will note that the
update has taken place.

* But one final step remains...the calculation for the money remaining
(the difference between the PO amount and the new Invoiced-To-
Date amount) needs to be made. Select DO COMPUTATION to exe-
cute the calculation.

% File Edit Help Options X
0 ——————— PO
| T 77777777777 777777 ok
FURCHASE DRDER FILE PO * /é/moa //”’,"f
ILLIIALIL11 1171717 o
V T T FTITITEITETTTTTFTTTT /E“Jdget Acct: Ad Media i
_:'F'T'Enj uct Marme Banshee E LLLLLLLLLLLLLLLLLLLL L L,
NS A __ A '.-.L:-IIJI-I'II',../ A el i, '/'1"(1"/
P.O. Amount 250000.00
Vendar ARLC
e . Invoiced 10000000
Cescription To Date
Metwork Television time. ‘
Remaining 150000.00
k
Last
Origination Date:  4/5/85 Invoice:  S/15/85 ys
— =
9 £ =] [0 - f\] =
]m [1=[] X

Now you can save the fully updated PO record to disk using the SAVE
icon.

11



B Generating
the Synthesis
Report

With Ensemble it is easy to glean summary information from your files.
You simply need to set up a specific report file that will be sent summary
information.

Open the Synthesis and PO files available on your Examples disk.

" & File idit Help

ENSEMBLE™

synthesis $5573

12



The Report
3 SFileﬁ'!

How to
Specity

The Synthesis file will act as the output or report file, and the PO file will
provide the input. The Synthesis file is in fact a very simple form contain-
ing three fields:

a) rep-commit: A field that will accumulate PO amounts from
selected records.

b) rep-invoice: A field that will accumulate invoiced-to-date amounts
from selected records.

c) rep-remain: A field that will accumulate the “‘remaining monies™
from selected records.

SEENLUD NUARTER HEDIA EBOMMITHEIS

bt B

g

ﬂnmlllllllllllllllllq RELRLIRERRRREARALENELLS

Comimitments IS0 0

.Hllllllllllllllllllllli! HENHUHIT

1“11:1;]_; 1

IR,

'-i
‘5 :'__ !lii

'tuumlmummmuJ muummuuuuul

‘-_

You can custom design your synthesis form to suit your needs—just as you
would any Ensemble form.

When preparing a synthesis report, all specifications and even computations
are made within the Specifications Window of the input file.

In this example the PO file is the input file. You will generate a report that
selects from the PO file:

e All expense commitments (i.e. PO amounts) for advertising media in
the second quarter.

* Only those PO’s generated in the second quarter.

13



As PO file records are read by the Ensemble system, values will be accumu-
lated in the Synthesis file, via \COMPUTE statements. The Synthesis file
remains as one open record on the Ensemble Desktop.

& File Edit Help
qge——————a = 3§l

ISELECT [po-origdate] > = 4/1/85 AND [po-origdate] < 7/1/85
ISELECT [po-budget] = "Ad Media”

ICOMPUTE [rep-commit] = [rep-commit] + [po-amount]
ICOMPUTE [rep-invoice] = [rep-invoice] + [po-invoice]
ICOMPUTE [rep-remain] = [rep-remain] + [po-remain]

O PO O ® Synthesis

T T e k

rep-remain § | @sin il
rep-”'wmce e 0994999999 980000000 : @Ccog

ren-~ommit @tan

: _ @arctan
\ |t St b | @l0g
. : @In
;gi:-:-;.;.;.;‘;.;.;‘;‘;.;.; : H @BXD
; : @sqrt

fields T ) T functions

Note that the '\COMPUTE command must be typed — since it is not availa-
ble as a menu item. Keep in mind that all Computation Window com-
mands are available for your use in the Specifications Window. But, they
must be typed.



Using
“Read All”’

In order to instruct Ensemble to read through an entire file continuously:

e Select READ ALL then click the PERFORM icon.

€ File Edit Help QUKD
Computationon EIEBE——— |
= Enmputﬂtlnn off T 5T GG T TAD ‘Cf _
Do Computation %K [/~ Y
i ProduLt Name . L4000 TTTTTTTTZTTL.
. s 0017 0Ne at a time
HE dU d t
~Amount
: Read and Save ! I 2
Vendor : :
- Invoiced | ;
escription:
Description To Date :
Remaining 00
Last
Qrigination Date: | Invoice: | =
=

K2| i

T
[y o

-

Ensemble will read through all the records of the PO file without filling
the on-screen form. As it does so, it will perform your indicated specifica-
tions for each record. Thus a specification such as...

'COMPUTE [rep-commit] =[rep-commit] +|po-amount]

takes the PO amount (po-amount) of each selected PO record and adds it
to the previous value of the commitments field (rep-commit) on the Syn-
thesis file. In this manner, rep-commit acts as an accumulator for all PO

amounts.

15



The
Synthesis
Report

The Synthesis file will contain updated values when the PERFORM icon is
no longer highlighted. You can then print the Synthesis file, using the
PRINT command available in the FILE menu on the Ensemble Desktop.

HEEOHYN OUARTER HEDID GOHMITHELS

-"Illllllllllllllllllllll ALERRRERLIAEREREAREREES

Lomrmitments | IR0 00

.IIIIIIIIIIIIIIIIIIIIIIH! HHUHIHUTH

Invaiced: P00 T

L

Femaiting: 2TE000 00

Wit oo

In addition, you can save the Synthesis record by clicking the SAVE icon.

16



B Update the
Budget File
With the
Purchase
Order File

Match Files
With Quick
Retrieval

You have seen how invoice data can be used to update the PO file. Simi-
larly, at any time, the PO file can update the Budget file.

Open the PO file and Budget file provided on your Examples disk.

" & File f¢it Help

Budget

Late)

You must first decide which Budget record you want to update. In this
example, you will update the Collateral record in the Budget file.

¢ Click the SEARCH icon from the Entry Window of PO file.

17



* A dialog box appears asking you to input the search criteria. (Note
that bud-acct has already been set up as an access key field).

¢ Input the account name, Collateral.

r

& File Edit Help Options
Budget

m

Collateral

Cancel

The screen fills with the retrieved Collateral Budget record. ..

& File Edit Help Options

=0 Budget
7
BUDGET FILE
7777777777777 7777
EBudget: “Collateral :g
(L L L L LS LTI LS L L L L L LS
1st Quarter 2nd Quarter  3rd Quarter 4th Quart
Budget 40000 10000. 30000. 20@
Committed 36500 1 | '
* Remaining 1500 10000, 30000. 20Ck
Invoiced 36500 0.0 |

18



How to
Specify and
Establish
Data Flow

Making the
Update

e Click the close box to return to the Ensemble Desktop.

e Now move to the Entry Window of PO file, and click the SPECIFY
icon to proceed to the Specifications Window.

In the Specifications Window you will make the Specifications that pro-
vide the guidelines for updating the Collateral record, which you have left
open on the Desktop. The specifications are:

e Select only those PO records that reference the Collateral budget
account and that were originated in the second quarter.

e Accumulate all PO amounts into the »2¢2 field, which is the second
quarter commitments field on the Budget record.

e Accumulate all PO invoice amounts into the r4c2 field, which is the
second quarter invoiced-to-date field on the Budget record.

" & File Edit Help ’
E =VF—————————P0
>
§ ISELECT [po-budget] = "Collateral”
4 1SELECT [po-origdate] » = 4/1/85 AND [po-origdate] < 7/1/65
4 ICOMPUTE [r2e2) = [r2c2] + [po-amount]
§ \COMPUTE [rdc2) = [rdc2) + [po-invoice]
Ly
4 @ PO O () Budget
DD-—pD* "r ................. "" .............. f— "" l@c-‘]n G
| po-tudget ' @COS
$ | po-product { ' ’ @tan
po-amount T er : . £ | @arctan
po-invoice N et S et | @10
po-descrip 1> < | # |en
=1 po-vendar j, STEEA et b @sqrt =
OB Bt o 4
fields functions

Once the specifications are made:
¢ Click the close box to return to the Entry Window.
e Select READ ALL from the OPTIONS menu.
®* Then click the PERFORM icon.

The Budget file will be updated when the PERFORM icon is no longer
highlighted.

19



Move to the Entry Window of the Budget file to confirm the update was
made. Select DO COMPUTATION to execute the calculation for the fields
defined as ‘‘Remaining’’. At your option, you can insert the current date
into the record to mark the update activity.

& File Edit Help A
Computation on
=Computation off 7
BUDGET FILE Do Computatio :
e WS (7 (7 (T T A T TG T TG
. ZCollateral /
=0ne at a time T IYYYYYY Yy
Read all
Read and Save

st Quarter . 2nd Quarter  3rd Quarter  4th Quar

Eiudoet 40000, 10000, 30000 20
Carnrmtted 3ES00 6300 j

> Eemaining 1300, 3700 0000, 20
frivoiced Za500 010 I ‘r}

Save the updated Budget record by clicking the SAVE icon.

20



B Using the
Desktop
Report Icon

Ensemble allows you to print reports from the Desktop. When you
double-click the REPORT icon, a dialog box appears that asks you to
specify a File (input) and a Report (output).

" & File 4t Help b
| " ENSEMBLE™
—

(PO
The File is (@ Budget
O

O PO
The Report is @ Budget

cancel

Report Label Mailing

The input and output files can be one and the same. If they are to be differ
ent files, you must first create the output file using the Ensemble Design
Window. Details on how to customize a multi-media report — with
headers, footers, title page, and summary page — are discussed in the
Ensemble User Manual in the section entitled, “Creating and Printing
Reports™.

21



Use the Ensemble Desktop REPORT icon when you want to print out file
records in a different or decorative format, with calculations that trans-
form data before it is printed (such as printing an invoice from a customer
order), or with input from a single record of a third file that is open on the
Desktop.

If you want to sort, make selections, or perform calculations that transfer
data between the input file and the output file, these instructions must be
indicated in the Specifications Window of the Input File.

The Collateral Budget record is shown below as it would be printed using
the Ensemble REPORT icon. To do this yourselt:

e Simply issue a \SELECT [bud-acct] = "Collateral” statement in the
Specifications Window of the Budget file.

®* Then, using the Desktop REPORT icon, make sure you specify the
Budget file as both input and output.

BUDGET FILE
7777777777 7777777777777777
EBud et. “Collateral j
////////5////////////////
1st Quarter 2nd Quarter 3rd Quarter 4th Quarter Year Total
Budget 40000 10000 30000. 20000 100000
Cammitied 36500. 6300, 44800
* Remaining 1500. 3700 20000 20000 55200
Invoiced 38500. 00 38500,
* Remaining 00 6300 00 0.0 6300

Date of Update 5/20/85

22



B Graphing
Budget
Information

How to
Specity

It is very easy to cull information from a file and send it to the graph. From
the Specifications Window of the Budget file select \GRAPH along with
the fields you wish to see graphed.

" & File Edit Help

ISELECT NOT( [bud-acct] = “"Ad Media" )
IGRAPH [bud-acct]lrict)iric2)iric3liricd)

@sin
@cog
@tan
@arctan
@loq
@ln
@exXp

In this example, we suggest that you issue a !SELECT command to pass
over the Ad Media budget record, but access the entire remaining file. The
Ad Media budget is so much greater that the other expense budgets that it
will visually overpower the others in a graph or chart.

The first field specified after the \GRAPH command is an alphanumeric
field that will define the row titles of the graph table. The next four fields
(and you can specify up to four) should be numeric. These numeric fields
represent the data to be graphed. In the example above, you are retrieving
the quarterly budget figures (ricl, ric2, ric3, ric4) for each Budget record.

¢ (Click the close box to move to the Entry Window of the Budget file.

e (Click the PERFORM icon.
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Ensemble will automatically transfer you to the Graph Window where a
table will be constructed based on your previously made specifications.

The Graph
Table

rict
PR 25000
Trade 75000
Ad 100000
Collateral 40000
TandE 20000

Before you generate graphs, you will want to edit the row titles and
column headings of the graph table to take on greater meaning. By clicking
the mouse on the left side of a table entry, you can type in new descrip-
tions, as shown below:

& ¢ Edit Help Options Style Size Arrows

[ 85 BUDGET 0l
i PR 25000
#| Trade Adv 75000
§| AdProd 100000
Collateral 40000

:
i
:
¢
:
3
:
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The Graph Now you can select from the graph icons to the right of the Graph Win-
dow to generate your charts and graphs. In this example, 3D was selected
from the OPTIONS menu and a bar chart icon was clicked that shows the
relative size of the budget categories by quarter.

r

® iz Edit Help Options Style Size RArrows

= = graph

l 85 BUDGET
K 0 02 03
$10] Trade Adv
[ Ad Prod ¢ 4L

Collateral |
FRELLE:

,4ﬁ§§§§xv~ﬁll
‘-{.._" T SR L S ﬁ 4{ !
¥ LA

25



B Integrating
Text and
Graphics

Copying the
Graph

Ensemble allows you to transfer graphs, lists, forms, documents, as well as
MacWrite and MacPaint images via the EDIT menu. The graph generated
above can be integrated into a memo or letter by using one of two
techniques:

® One choice is to pass the graph into the clipboard by selecting COPY
from the EDIT menu.

® Since you may want to use the clipboard for some other purpose
before you have a chance to PASTE the graph into your text docu-
ment, you can store the graph in the SCRAPBOOK.

In this example, you will use the SCRAPBOOK.

®* From the Graph Window with the Graph image formed, select COPY
from the EDIT menu.

* Open the SCRAPBOOK in the APPLE menu.
* Using the mouse, click the pointer in the SCRAPBOOK window.
e Select PASTE from the EDIT menu.

¢ v WTNM Help Options Style Size Arrows ?
............................ CODU %( ____________________________________________________________________________ RRRRARRRRRRAR
b Scrapbook B"irteae0——F———=
i Clear
Saia b R | W us
5'. PR ?(,ii,z { R :ﬁf%
31 Lopy Pagy ®E
Trade TTTOUO . c 4~
4|l Ad Prod Mlateral [y

${[] Conateral |}l nq ¢
§|@ Tand E

The SCRAPBOOK will fill with the image of the graph. Click the close box
on the SCRAPBOOK to complete the process.
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Creating the You have several choices in creating memos and letters with Ensemble.
Memo You can use Ensemble’s on-board word processor, you can pass in a docu-
ment from MacWrite, or use both.

In this example you will use both...
Using MacWrite, create a letter that looks something like this:

¢ File Edit Search Format Font Style

5| | ==—————= mac memo

ICrEROFFICE HEHODALDDUR

L

DATE. 6/25/85 ’[

| TD: RT. Smith cc: C. Fisk
FROM: . R. Hitchings M

1 RE: 1985 Budgets

| The marketing budget for 1985 stands at $3,650,000. Medis is by far the
' largest portion of this budget, representing 82% of total expenditures for
the year. Of this, one-third will be spent in the fourth quarter in order to
{ optirmize our business during the peak consurmer buying period.

<ok

| The remaining 16% of the budget is comprised of Public Relations, Trade
| Advarticing Ad Praduction Collataral and Traval and Entartaionmant
v

The text represents roughly a half-page of information.
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Pasting the
Graph

With MacWrite

¢ Using the COPY command from the MacWrite EDIT menu, save the
text to the clipboard.

¢ Then QUIT MacWrite and eject the disk (while leaving the MacWrite
disk icon on the Macintosh Desktop).

With Ensemble:

* Boot up Ensemble and create a NEW file defined as US Letter size.

* In the Design Window create a static text area covering the top-half of
the page.

* Insequence, click the PASTE-UP [ icon, the static text area
you created, and select PASTE from the EDIT menu.

Your MacWrite text is automatically inserted into your new Ensemble
form. The MacWrite fonts will be changed to the Ensemble font. You can
now re-edit the text as needed using the Ensemble word processor.

Underneath the text, define a static picture field to receive the graph image
that you will next pass in.

With the static picture field defined, take the following steps:
* Openthe SCRAPBOOK in the APPLE menu.
¢ Select COPY from the EDIT menu.
¢ (Click the SCRAPBOOK close box.
¢ (Click the PASTE-UP icon and then select PASTE from the EDIT menu.

The Budget graph will appear in the static picture area.
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A Finishing Underneath the graph image, add a static text field wherein you will type a
Touch closing message.

® File Edit Help #iea Style Shapes Pon Pattors

UnTitled

[4 Trade Hdu
Ad Prod

-1 Collateral
T and E
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Return to the Ensemble Desktop where you can print out the memo using
the PRINT command in the FILE menu.

INTEROFFICE MEMORANDUM

DATE: 6/25/85

T10: R.T. Smith cc: C. Fisk
FROM:  J. R. Hitchings M. Marino
RE: 1985 Budgets

The marketing budget for 1985 stands at $3,650,000. Media is by far the largest
portion of this budget, representing 82% of total expenditures for the year. 0f this,

one-third will be spent in the fourth quarter in order to optimize our business during
the peak consumer buying period.

The remaining 18% of the budget is comprised of Public Relations, Trade Advertising, Ad
Production, Collateral, and Travel and Entertainment espenses. The spending for these

categories skews to the first quarter, which is when most of the preparation of ad and
collateral materials will occur.

The chart below shows the quarteriy spending pattern for all expenses except Media:

[ 25 BUDGET }

B PR

f4 Trade Adu
() Ad Prod
Collateral
% T amd E

| 4 Q3 o4

b=

IT you should have any questions, please call.

30



The Ensemble makes it easy to conduct a mail merge.

Mallmerge From the Ensemble Desktop open the file called Address and the file called
Letter that are provided on your Examples disk.

The Address Move to the Design Window of the Address file. Note the names of the var-

File ious fields.

’
% File Edit Help fsea Sigle Shapes Pon Patien

._ =————————————— fAddress

Name

Mr/Mrs/Ms
First Name
Last Narme

Address
Title
Company company
Street address
City

Telephone telephone

R

k] _ o |

HEE wmm - =1
4 - —7] i e R 1 i
HLE -  ® | X\ K BN

These field names will be used to send information to the letter.

The Letter File| Now move to the Design Window of the Letter file. Click the FIELD |&
icon to see that different static text and picture areas have been set up.

Some of these fields have been set up to receive MacPaint images (this is
the case with the Hayden Software logo) while others are set up as word
processing areas. In fact, the body of the letter was prepared using Ensem-
ble’s word processor — which features word wrap, cut, copy and paste,
insert and delete, and style changes.




Note that the address and name static text areas include information con-
tained in brackets ([ ]). The brackets contain the field names from the
Address file that will be merged into the Letter during printing. You simply
type field names inside brackets to establish the data flow between files.

® File Edit Help flies Style shapes ¥Pep Pallers ?

= |etter

January 2, 1985

[mr] [first name] [1ast name]

[title)

[street)

[address)

[city], [state] [zip) I

Dear [mr] [1ast name]:

It 1s with great pleasure that we introduce Ensemble™ to you, an integrate
for the Macintosh. Unlike the competition, Ensemble will run in both 128K g:if

Ca =+ > 3
H © P

‘

Performing the Return to the Ensemble Desktop and click the MAILING icon. A dialog box
Mail Merge will appear. The File (input) is Address and the document (output) is Letter.

" @ Flle fdie Hep A

" ENSEMBLE™

|

O Letter
The File is ® Address

o

@ Letter
The document is () Address

Q

cancel




The Address file will feed data to the Letter file. And your form letter will

be automatically generated.
HAYDEN

SOFTHARRE

January 2, 1985

Mr John Mcintyre

Chief Financial Officer
Liptan Tea Company

32 5ylvan Avenue
Englewnod. NJ  0Z356

Cear Mr Mcintyre
It 15 with great pleasure that we introduce Ensemble™ to you, an integrated productivity package
for the Macintosh Unlike the competition, Ensemblie will runin both 128K and S128 It will,

however, operate faster and handle rnuch larger file s1ze< in 512K

Flease let us know how you think 1t compares to other integrated packages you have used.

Sincerely yours,

BO0 Suffolk Street Lowell, Massachusetis 1854

As with the REPORT feature in Ensemble, you can specify what records are
sent to the MAIL MERGE by using the !SORT AND !SELECT commands in
the Specifications Window of the Input File.



Templates for To facilitate numerical analyses and provide additional examples of
Calculations Ensemble’s capabilities, four templates have been provided on your Exam-
ples disk. They are:

Title File Name
1. Pro Forma Profit and Loss PandL
2. Sales Analysis Sales Analysis
3. Personal Net Worth Net Worth
4. Budget Spreadsheet Budget Sheet
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M Pro Forma The P and L template is set up on two pages. Page 1 is the input page and
Profitand Loss | page 2 provides the calculations by line item and by quarter.

NOTE: For your reference in making or changing calculations, the
field names are shown in reverse type.

Page - 1 -
PRO FORMA PROFIT AND LOSS
INPUT PAGE
MANUFACTURING
ASSUMPTIONS COSTS RATES (.XX)
PRICE (0 1 Item 1 RETURNS

Item 2 WARRANTY
Item 3 INVENTORY
Item 4 COMMISS.
Item S COOP ADV
Item 6 ROYALTY

DISCOUNT

First Querter Second Quarter Third Quarter Fourth Quarter

saes RIS DI DN CETE
ADV/ A P D .
PROMO
PRO FORMA PROFIT AND LDSS Pege - 2 -
( PEXMECTTNN YRR
First Second Third Fourth Year
Quarter Quarter Quarter Quarter Total % Of Net
Sales - Units r | r r
Sales @ List r2el r: r
Dealer Disc rici r r
Gross Revenue racl I r<
Retums ryel re rt
Net Revenue rie | r r
Royelty ricl ro r
Commiasions rite 1
Warranty rOc |
Manufacturing r10c]
Total Costs riilcl

Contribution

Coop adv

Adv/Promotion
Inventory
Total Expenses

Profit
& of Net

To use the P and L template as constructed you will open the P and L file
and input into page 1:

List Price

Cost of Goods (by material item)

Discount and Expense Rates (expressed as decimals)
Quarterly Sales in Units

Quarterly Advertising and Promotion Expenses
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How to
Customize

Then select DO COMPUTATION from the OPTIONS menu. On page 1,
Total Cost of Goods, Total Sales, and Total Advertising/Promotion will be
calculated.

On page 2 the following operations will happen automatically:

Sales Units will be inserted.

Sales @ List will equal Price times Sales Units.

Dealer Discount will equal Sales @ List times Discount rate.
Gross Revenue will equal Sales @ List minus Dealer Discount.
Returns will equal Gross Revenue times Returns rate.

Net Revenue will equal Gross Revenue minus Returns.

Royalty will equal Net Revenue times Royalty rate.
Commissions will equal Net Revenue times Commission rate.
Warranty will equal Net Revenue times Warranty rate.

Cost of Goods will equal Total Cost of Goods times Sales Units.

Total Costs will equal the sum of Royalty, Commissions, Warranty,
and Cost of Goods.

Contribution will equal Net Revenue minus 1otal Costs.

Coop Advertising will equal Net Revenue times Coop Adv rate.
Aduv/Promotion will be inserted.

Inventory will equal Net Revenue times Inventory rate.

1otal Expenses will equal the sum of Coop Advertising, Adv/
Promotion, and Inventory.

Profit will equal Contribution minus Total Expenses.

% of Net will equal Profit's per-cent of Net Revenue

You may change any title names or even field names as you desire within
the Design Window of the P and L file. The computations that are made
can be altered via the Computation Window, which is accessed from the
Design Window via the COMPUTE icon.
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B Sales Analysis | The Sales Analysis template is set up to allow you to examine sales perform-
ance by product within region. Planned, Actual, and % of Planned sales
figures are provided on a current month and Year-To-Date basis.

CURRENT MONTH YEAR-TOD-DATE

[PE’UDUCT ] PLANNED ACTUAL % ACH PLANNED ACTUAL X ACH.

TOTAL - REGION |

TOTAL - REGION 1)

TOTAL - REGIGN 111

TOTAL - REGION v

COMPANY TOTAL

To use this template simply move to the Design Window, input your
product names within title fields along the left-hand margin, and redefine
your sales region names. Then move to the Entry Window and input the
Planned and Actual sales data. The per-cent achieved (% ACH), sub-totals,
and totals, will be automatically generated when you select DO COMPU-
TATION from the OPTIONS menu.

o
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M Personal The Personal Net Worth template is designed to weigh your assets against
Net Worth your liabilities to generate your Personal Net Worth.

From the Entry Window, simply input data into the individual asset and
liability accounts and the template will take care of the calculations when
.~ you select DO COMPUTATION.

PERGONAL NET WORTH DATE

i CURRENT % LAST YEAR x CHANGE

| ASSETS
I Cash on Hand CH-P1 JCOH-L CH-P2 [BY CHG- 1
| Checking Account Balance(s) CB-P1 CAB-L CB-P2 BBy CHG-2
§ Savings Account Balance(s) AB-P1 SAB-L AB-P2 BBy CHG-3
; Stocks and Bonds SB-P1 SB-L SB-P2 IRy CHG-4
' Certificate(s) of Deposit - Ch-PI CoD-1 CD-P2 ERY CHG -5
Cash-Value of Life Insurance LI P1 CLI-L LI-P2 43 CHG-6
Cash-Value of Pension CP-P1 CP-1 CP-P2 BRI CHG-7
| Home (Market Value) H PI1 H-L H-P2 (Y CHG-8
i Rental Property (Mkt Value) RP-P1 RP-1 RP-P? 1§ CHG-9
' Vacation Prop (Mkt Value) VP-PI VP -1 VP-P2 BRY CHG-10
'. Autorobile(s) All-P1 Bl AU-| Al P? R CHG- 11
| Personsl Property PPl PP-] FpP-P2 Y CHG-12
! Other = U-rli -1 n-r2 (Y CHG-13
TOTAL ASSETS JiaJraei fva Jra-eo EYCHA-14
| CURRENT % LAST YEAR % CHANGE
LIABILITIES
Horme Mortgage(s) 1§ CHG- 15
Other Real Est. Mortgage(s) 1Y CHG- 16
Automobile Loan Balance(s) ‘Y CHG- 17
Personsl Loan Balance(s) 'Y CHG- 18
‘i Credit Card Balance(s) 44 CHG- 19
' Promissory Note Balance(s) 1§ CHG-20
, Other Debts 1Y CHG-2 1
| TOTAL LIABILITIES JTL-c WP BRTL-L Y CHG-22
NET WORTH MINET C M NCT L Y CHG 23
ASSETS A-C Al CHG-24
LIABILITIES L C Ll CHG 25
. THIS YEAR LAST YEAR
NETWORTH
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B Budget
Spreadsheet

The quarterly budget spreadsheet template allows you to track actual
expenditures versus budget across four fiscal or calendar quarters.

BUDGET SPREADSHEET DATE

1ST QUARTER 2ND QUARTER 3RD QUARTER 4TH QUARTER YEAR TOTAL
BUDGET ACTUAL % BUDGET ACTUAL % BUDGET ACTUAL % BUDGET ACTUAL % BUDGET ACTUAL R

1B 1 g e SB ‘ . 4B YB
B2 Py P ' VL. BardE Gl . ‘ 372 gaB 2 { ¢ @Y ¢
18 . 5 ; ‘B S WA S S JA 5. B 34 ‘ S YB3
IB B ‘h e ’ SH ‘ S5 1B 4 Yb

IB 3 o by 4 i ZA Pl A8 O SA A 1H ! ‘ : 15 BYB O
B i (Hh WA ( P | S8 . H S 48 o ( B 6
1B g e e S8 . d 48 7 Y
1B { N K ‘ a8 . 4H © ! YH
18-° : /B ¢ CA P S8 ¢ A A 448 9 ! ‘ Yy ¢
1IB10 ‘ SB10 4B10 YBI10

0T XN EEYEN DXXN ECIXN EXYIN XN ECIEN EZSEN XN EXINN CZYON KXEN ECT0N EZ3EN NN

Budget and Actual expenditure figures are input. The total and per-cent of
budget (% )are automatically calculated when vou select DO COMPUTATION
from the OPTIONS menu.

[nsert your own expense item titles, via the Design Window, as required.
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600 Suffolk Street
' l Lowell, MA 01854
i1 ‘ x (800) 343-1218

- SO FTWARE (617) 937-0200
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