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How to Use This Book

Quick Reference summarizes Lotus® 1-2-3® for DOS keys, label prefixes, operators
and their order of precedence, and status and mode indicators. It also includes
mouse and keyboard uses, illustrations of a 1-2-3 worksheet, database, and graph,
instructions for using the Smartlecons™ add-in, and 1-2-3 and Wysiwyg menu trees.

Quick Reference is designed for people who are already familiar with 1-2-3 and need
to refresh their memory about a specific detail such as what keys to use to editan
entry or move around the worksheet.

Parts of the 1-2-3 Worksheet Screen
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The 1-2-3 worksheet is the tool for all the work you do with 1-2-3 — you develop
spreadsheets, graphs, and databases using the worksheet. The worksheet area is the
grid of 256 columns (labeled A to IV) and 8,192 rows (labeled 1 to 8192) in which you
store data. Each intersection of a row and column forms a cell. Each cell is identified
by a cell address, which consists of a column letter and row number: The cell pointer
highlights the current cell. The current cell is where you enter data.
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The control panel displays information as you enter data and use commands.

¢ The first line of the control panel displays the cell address, the contents and
settings of the current cell, and the mode indicator.

* The second line of the control panel displays data as you enter or edit it in the
current cell, or it displays the 1-2-3 menu if you press / (slash) or the Wysiwyg
menu if you press : (colon).

+ The third line of the control panel displays either submenu commands for the
highlighted command, a description of the highlighted command, or a prompt.

The status line at the bottom of the screen displays the date and time (or the file
name) and status indicators (such as UNDO),

Parts of a Graph
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You use the Graph commands to graph ranges in a worksheet. To create graphs, you
must know the following terms:

»  Axis title is text that describes an x-axis or y-axis.
« Data range is a set of values in a worksheet that you can plot in a graph.

« Graph title is text that identifies the graph. The graph title is usually located at the
top of the graph and consists of up to two lines (a first title and a second title).

+ Legend is a caption that identifies each data range in a graph.

= X-axis is a horizontal line along the bottom of a graph. (In a horizontal bar graph,
the x-axis is a vertical line.) The x-axis can be described by X labels or a numeric
scale,
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» X labels are labels that describe the data points in an x-axis scale. For XY graphs,
the X labcls describe a numeric scale,

* Y-axis is a vertical line along the left side of a graph. (In a horizontal bar graph,
the y-axis is a horizontal line.) The y-axis includes a numeric scale.

» Y labels are labels that describe the data points in a y-axis scale.

Parts of a Database
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Database

A 1-2-3 database can contain any kind of related information you want to store and
use together. For example, a typical business database might include employee
telephone numbers, names, departments, locations, and IDs. (Any collection of data
that you organize in rows and columns can be a database.)

To create a database, you must know the following terms:

» Database is any range of related data that you organize in contiguous rows and
columns in a worksheet.

» Ficld is a column in the worksheet that contains one category of information that
each record in the database has in commaon, such as telephone, last name, and first
name. The top cell of each column contains a field name that identifies the
contents of the field.

s Field name identifics the data in one column of a database table. Each field name
must be a label, not a number or formula, and each field name must be unique.

+ Record is a single row that contains information for each field in a database.
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&0 Using a Mouse

When you read instructions for using a mouse, you must know the following terms:

e Click — Press the mouse button briefly and release it. Do not hold the mouse
button down for longer than a fraction of a second. Click the left button to select
something; click the right button to cancel (equivalent to pressing ESC).

« Drag — Iold down the left mouse button and move the mouse, then release the
mouse button.

e Press — Click and hold the mouse button without moving the mouse.

Using the Keyboard

The following tables briefly describe sume of the groups of keys you can use in 1-2-3:
keys for moving around the worksheet and function keys (keys that you use to
perform specific tasks). For descriptions of all the keys you can use in 1-2-3, press

Fi (HELP) when 1-2-3 is in READY mode. The Main Help Index screen will appear,
from which vou can select the topic “1-2-3 Keys.”

Keys for Editing Data

The following table lists the keys you can use in EDIT mode to edit data.

Press To

— Move the cursor |left one character.
— Move the cursor right one character.
I

Complete editing and move the cell pointer up one raw.

S Compiete editing and move the cell pointer down one row.

ALT-F1 {COMPOSE) Create characters that aren’t available on the keyboard.

BACKSFACE Erase the character to the left of the cursor.

CTRL - — Or TAB Move the cursar right five characters.

CTEL - ¢— or SHIFT-TAB Move the cursor left five characters.

DEL Erase the current character.

END Move to the right of the last character in the entry.

ENTER Complete editing.

ESC Clear the entry from the control panel.

F2 (EDIT) Switch to VALUE or LABEL mode.

F4 (ABS) Cycle the cell or range address between relative, absolute,
and mixed.

FO{CALC) Convert a formula to its current value.

(continuad]
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Press Ta

HOME Move ta the first character in the entry.

INS Switch between inserting text by moving existing text to the
right (INS mode) and writing over existing text (OVR mode).

PG UP Complete editing and move the cell pointer up one screen.

PC DN Complete editing and move the cell pointer down one screen.

If the undo feature is on, press ALT-FA(UNDO) immediately to restore an edited entry if
vou edil an entry and then change your mind.

Keys for Moving Around the Worksheet

Moving the cell pointer changes the current cell — the cell your next action will
affect.

Press

To

=Tl

SHIFT-TAB or
CTRL -

TAB or CTRL - —

Move the cell pointer left or right ene column, or
up or down one row.

Move the cell pointer left one screen.

Move the eell pointer right one screen.

EMNIY Move the cell pointer to the intersection of a blank

END — and a nonblank cell (a blank cell contains no data

eno T and/or label prefixes).

END |

END HOME Move the cell pointer to the lower right corner of active area (the
rectangular area between cell A1 and the lowest and rightmost
nonblank cell in the worksheet),

HOME Move the cell pointer to cell A1 unless A1 contains a worksheet

PCUFP or PG DN

title. (Pressing HOME moves the cell pointer to the upper left-
most corner of the active area.)

Move the cell pointer up or down one screen.

SCROLL and then a Maove the view of the worksheet without moving the cell pointer.

pointer-movement key

F5(GOTO). Select the Move the cell pointer directly to the cell or named range

name of the range or you specify.

enter the cell address.

F& (WINDOW) Move the cell pointer between the two windows created with
Morksheet Window.
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1-2-3 and Wysiwyg Function Keys

The following illustration shows the 1-2-3 and Wysiwyg function keys and their
corresponding functions.

HELP EDIT GOTO  WINDOW  QUERY TABLE

ALT— ALT ALT— ALT ALT— HLT- ALT nu- ALT—
F2 Fa FE F? F8 FQ F1u

'DGMF'DSE RECORD AUN UNDO ADDIN

The following table lists and defines the 1-2-3 and Wysiwyg function keys.

Name Description

F1({HELP) In most 1-2-3 modes, displays a Help screen related 10 the task
you are performing, explains an error message, and/or provides
a cross-referanced Help index.
ERROR mode: Displays a Help screen that explains the error
message 1-2-3 is displaying.
HELP mode: Displays the Main Help Index screen.
MENU mode: Displays a 1-2-3 Help screen related to the task
you are performing.

F2 (EDIT) If you are using :Graph Edit, lets you select text to edit in the
graphics editing window.
EDIT mode: Switches between EDIT mode and LABEL mode.,
if entry displayed in control panel is a label, or VALUE mode, if
entry displayed in control panel is a value.
MENU mode: Activates the dialog box, if a dialog box is on
the scraen.
READY mode: Puts 1-2-3 in EDIT mode and displays con-
tents of the current cell in control panel, so you can edit it.

F3 (NAME) POINT mode: Displays a menu of named ranges.
FILES and NAMES modes: Switches between displaying a
menu of names in the third line of control panel and displaying a
full-screen menu of names.
SETTINGS mode: ({Inan active dialog box, when a range text

box is selected) Displays a popup dialog box that contains a list
of the range names in the current worksheet,

{continued)
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MName

Description

F4 (ABS)

F5(GOTO)

Fa (WINDOW)

F7 iQUERY)

F&8 (TABLE)
F9 (CALC)

F10 {GRAFH)

ALT-F1 (COMPOSE)

ALT-F2(STEP)

ALT-F3 (RUN)

ALT-F4 (UNDO)

ALT-F5 (LEARM)

ALT-F7{AFF1)

ALT-F8 (APP2)

VALUE mode: When pressed after typing +=/"{or*ina
formula), displays a menu of named ranges.

POINT and EDIT modes: Cycles a cell or range address
between relative, absoluts, and mixed.

READY mode: Switches 1-2-3 to POINT mode so you can
specify a range before you select a command.

READY mode: Moves the cell pointer directly to cell or named
range you specify.

MENU mode: Toggles the display of dialog boxes on or off.
READY mode: Moves the cell pointer between two windows.
READY mode: Repeats last /Data Query you specified.

FIND mode: Switchas 1-2-3 batween FIND mode and READY
mode.

READY mode: Repeats the most recent /Data Table operation.
READY mode: Recalculates all formulas in warkshest,

VALUE and EDIT modes: Converts a formula to its current
value,

Displays the current graph, except when you have selected
:{Graph Edit from the Wysiwyg menu.

READY, EDIT, and LABEL modes: When used in combination
with alphanumeric keys, creates international characters and
other charactars you cannot enter directly from keyboard.

Turns on STEP mode, which executes macros one step ata
time for debugging. Press ALT-F2 (STEP) again to turn off
STEP mode.

READY mode: Displays a list of range names so you can
select the name of the macro you want to run. If you press ESC
after pressing ALT-F3 (RUN), 1-2-3 switches to POINT mode so
you can highlight the first cell of the macro to run.

Cancels any changes made to the worksheet since 1-2-3 was
lastin READY mode. Press again to restore changes.

1-2-3 treats as a single operation any series of Wysiwyg
commands that you perform after you press - (colon) and before
you return 1-2-3 or Wysiwyg to READY mode. When you press
ALT-F4 (UNDO) immediately after completing the commands,
1-2-3 undoes the entire series of Wysiwyg commands.

Tumns on the learn feature and records subseguent keystrokes
in the learn range. Press ALT-F5 (LEARN) again to turn off the
learn feature,

READY mode: Activates the add-in program assigned to this
key, if any.

READY mode: Activates the add-in program assigned to this
kay, if any.

(cantinuad)
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Mame Description

ALT-F9 (APP3) READY mode: Activates the add-in program assigned to this
key, if any.

ALT-F10 (APT4) READY mode: If no add-in program is assigned to this key,

ALT-FI0 displays the Add-In menu. Otherwise, ALT-F10
activates the add-in assigned to it.

CTRL-F (BOOKMARK) The Help “bookmark” that displays the last Help screen viewad,
regardless of context.

Viewer Function Keys

The following table lists the function keys for Viewer.

Name Description

F2 (RESET) Makes the current directory in 1-2-3 the current Viewer directory.
Returns the List window highlight to the first name in the default
directory.

F3 (DATE SORT) Sorts file names in order. by date (most recently saved file first).

F6 (INAME SORT) Sorts file names in alphabetical order.

Selecting a Command

To tell 1-2-3 what you want to do, you select a series of commands from menus.
Some 1-2-3 commands such as /Worksheet Global and [/ Graph require you to select
additional options to specify a number of settings. In such cases, 1-2-3 displays a
dialog box. A dialog box helps you keep track of the choices you are making. It
shows you the current settings for all the options associated with a task. To use a
dialog box, you must first activate the dialog box by pressing F2 (EDIT) or by clicking
anywhere in the box with the mouse. The mode indicator changes to SETTINGS
when you activate the dialog box.

Use the procedures in the following table to select a command.

To Do this with the keyboard Do this with the mouse
Activate the 1-2-3 Press / (slash) or < (less- Move the mouse pointer ta the
main menuy than symbol). control panel. If Wysiwyg is

attached, click the right button to
switch menus if necessary.

Activate the Press : (colon). Move the mouse pointer to the
Wysiwyg main control panel. Click the right
menL button to switch menus if
necessary.
{cantinued)
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To

Do this with the keyboard

Do this with the mouse

Move the menu
pointer

Select a command

Respond to a
prompt by selecting
a name from a list

Accept a response
to a prompt

Enter a response to
a prompt

Specify a range

Select dialog box

options

Select an item from
a list box in a dialog
box

Press « — orthe space bar to
maove left or right, or HOME or
END to move to the first or last
command.

Move the menu pointer fo the
command and press ENTER o
choose the highlighted
command or type the first
character of the command.,

Move the menu pointer to the
name and press ENTER or type
the name and press ENTER.
{To display a full-screen list of
names in FILES mode, press
F3 (NAME).)

Press ENTER.

Type the response and press
ENTER. You may need to press
ESC one or more times to clear
& suggested response before
YOu can type a new one,

Type the address or range name
and press ENTER oruse the ar-
row keys to highlight the range
and press ENTER .

Select the menu option(s) or
press K2 (EDIT) to activate the
dialog box and then type the
highlighted character, or press
« — T 1, TAB, SHIFT-TAB,
HOME, or END to move to an
option and press space bar or
ENTER to select it

Use «— — T |, PG up, PGDN,
HOME, or ENID fo highlight an
itern and then press ENTER to
select it

Drag the menu pointer by
holding down the left mouse
button and moving the mouse
along menu selections. (If you
decide not to select the option,
move the menu pointer off the
highlighted command befors
vou release the button.)

Click the right button to switch
menus if necessary. Click the
command with the left button,

Click the name. (To display a
full-screen list of names in
FILES mode, click List in the
first line of the control panel.)

Click the control panal.

Type the response and click the
control panel.

Move the mouse pointer to the
upper left cell in the range.
Drag the cell pointer to highlight
the range.

Click the option(s).

Click the item. To scroll through
the list, click a scroll arrow in the
icon panel at the side of the list
box.

[continued)
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To Do this with the keyboard Do this with the mouse

Cancel a command  Press CTRL-BREAK. Click the right mouse button as
often as necessary to leave the
menu.

Back up one menu Press ESC. Click the right mouse button or

level click CAMCEL in a dialog box.

1-2-3 and Wysiwyg Label Prefixes

When you enter a label (text entry) in a cell, 1-2-3 inserts a label prefix to control
alignment. [ZE@Wysiwyg also uses label prefixes to control text alignment. The
following table lists both 1-2-3 and Wysiwyg label prefixes and their effects on labels.

Prefix Result

' 1-2-3 and Wysiwyg align the label with the left edge of the cell
(default alignment for labels).

= 1-2-3 and Wysiwyg align the label with the right edge of the cell.

A 1-2-3 and Wysiwyg center the label in the cell.

A 1-2-3 and Wysiwyg repeat the characters in the label to fill the cell,

" Wysiwyg aligns the label with the right edge of the cell (long labels spill to
the left edge of the cell and to the adjacent cells to the left).

A Wysiwyg centers the label in the cell (long labels spill into the adjacent cells,

both left and right).

In 1-2-3, the ' (split vertical bar) is also a label prefix, used primarily for embedded
setup strings, page breaks, and /Data Parse formal lines. If used as a label prefix for
a label that is located at the beginning of a row of data, the : tells 1-2-3 not to print
the row. If, however, the label is located elsewherc in a row (such as between other
labels), the label is left-aligned and will print.

@I Wysiwyg, the ' (apostrophe) followed by the 1 (split vertical bar) is also a
label prefix, used to align text to fill the row of the text range evenly. (The text
aligns with both sides of the cell or range, creating an even amount of white space
between words.)

If a label is longer than the cell, 1-2-3 displays it if cells lo the right are blank, or
displays what fits in the cell if the cells to the right contain data. If a value is longer
than the cell, 1-2-3 displays the value in scientific notation if the cell format is Ceneral
or displays asterisks (***) in the cell if the cell has another format. 1-2-3 stores the
entire entry in the cell, even if it cannot display the entire entry.

10 Quick Reference



Entering Values and Labels

1-2-3 recognizes two types of entries: values and labels. A value entry is any
number, or a formula or @function that returns a value. A label is a text entry. The
following table shows you how to enter values and labels in a worksheet.

To enter Do this With this result

Text Type the text (up to 239 The mode indicator says LABEL,
characters). To confirm the entry, and characters appear in the sec-
press ENTER, press a pointer- ond line of the contral panel as
movement key, orclick the you type. When you confirm the
control panel. entry, 1-2-3 inserts a label prefix,

the text appsars in the cell, and
the mode indicator changes to
READY.

A number Type a number from 10% t0 10°°,  The mode indicator says VALUE,
up to 240 characters long. To and characters appear in the sec-
confirm the entry, press ENTER, ond line of the control panel as
press a pointer-movement key, or  you type. When you confirm the
click the control panel. Do not entry, the number (or asterisks),
enter spaces, commas, or other appears in the cell, and the mode
punctuation {except for a single indicator changes to READY.
decimal separator).

A label, Type the label prefix that The mode indicator says LABEL,

adjusting its corresponds to the alignment you  and characters appear in the

position in want. Then type the text. To sacond line of the control panal
the cell confirm the entry, press ENTER, as you type. When you confirm
press a pointer-movement key, or  the entry, the text appears in the
click the control panel. cell and the mode indicator
changes to READY.
A label that Type a label prefix and the The mode indicator says LABEL,

begins with a
number or a
number as

a label

number {and any text). To
confirm the entry, press ENTER,
press a pointer-movement key,
or click the control panel.

and characters appear in the
second line of the control panel
as you type. When you confirm
the entry, the text appears in the
cell and the mode indicator
changes to READY.

{cantinued)
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To enter

Do this

With this result

A formula

An @function

A date

A time

Type + or — to start the formula
(it it will begin with a cell acdress,
range name, or file reference);
you can also enclose a formula
in parentheses. Type the first
operand or specity the cell. Type
the operator. Type the next
operand, and then type operators
and operands until the formula is
complete. To confirm the entry,
press ENTER, press a pointer-
movemeant key, or click the
control panel.

Enter @, the function name, (,
any arguments, and ). To confirm
the entry, press ENTER, press a
pointer-movement key, or click
the control panel.

Enter @ DATE(year,month,day).
{using the year (2-digit), month,
and day values for the day you
want) to create a date number.
Ta confirm the entry, press
ENTER, press a pointer-
movemeant key, or click the control
panel. Then use /Range Format
Date o display the date rather
than the date number.

Entar & TIME{ hour, minutas, soconds)
(using the hour, minutes, and
seconds values, in 24-hour farm,
for the time you want) to create a
time number. To confirm the
entry, press ENTER, press a
pointer-movement key, orclick
the control panel. Then use
/Ranga Format Date Time to
display the time rather than the
time number.

The mode indicator says VALUE,
and characters appear in the sec-
ond line of the control panel as
you type. When you confirm the
entry, the result, not the formula,
appears in the cell, 1-2-3 dis-
plays the formula in the first line
of the control panel. Valid
formulas include

27+1

+MNAME-27

—AT+AZ

{ACTUAL-BUDGET)
+A1-B1"CA

The result of the @ function
appears in the cell. 1-2-3
displays the @function in the first
line of the control panel.

The mode indicator says VALUE,
and characters appear in the sec-
ond line of the control panel as
you type, Whan you confirm the
entry, the date number appears in
the cell. After you use /Range
Format Date, the date appears in
the format you select. 1-2-3
displays the @function in the first
line of the control panel.

The time appears in the format
you select. 1-2-3 displays the
@ function in the first line of the
control panel.

12 Quick Reference
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To enter Do this With this result

Copies of the Enter the data once. Select The contents of the source range

same data /Copy. Specify the cell or range appear in the destination range.
to copy at the Copy what? prompt  If the source contains a formula
and press ENTER. Specify the or @function that contains relfa-

cell or range to copy to at the To tive cell addresses, the cell ad-
where? prompt and press ENTER.  dresses in the destination change
to reflect the new location.

If you want the value in a cell to be preceded by the currency symbol, you must
format the cell with /Worksheet Global Default Other International Currency.

Operators and Order of Precedence

The following table shows the arithmetic, text, and logical operalors vou can use in
formulas. Precedence numbers represent the order in which 1-2-3 performs
operations in a formula. The lower the precedence number, the earlier 1-2-3
performs the operation. Operations with the same precedence number are
performed sequentially from left to right.

Operator Operation Precedence number
M Exponentiation 1
-0or+ Identification of value as nagative
or positive

“or/ Multiplication or division 3
+0r— Addition or subtraction 4
=0r<> Equal-to or not-egual-to tests 5
< Of > Less-than or greater-than tests 5
<= Less-than-or-equal-to test 5
- = Greater-than-or-equal-to test 5
#NOT# Logical-NOT test 6
gAMND2 or #0R# Logical-AND or logical-OR tests 7
& Text concatenation (joining text together) 7

To override the order of precedence, enclose an operation in parentheses, 1-2-3
performs operations inside parentheses first. Within each set of parentheses,
precedence numbers apply. You can nest one set of parentheses inside another st
and create as many nesting levels as you wan.
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Rearranging Data

As you add information to a worksheet or develop new models, you often need to
rearrange the worksheet by copying, moving, and transposing existing data, or by
inserting or deleting columns and rows.

To

Do this

With this result

Duplicate a
single cell entry
in another cell

Duplicate data in
one cell so it fills
arange

Duplicate data
from one range
in another range

Duplicate
formulas in other
cells or ranges

Select /(Copy. Spedify the cell you want
to copy at the Gopy what? prompt.
Specify a single-cell destination for the
copy at the To where? prompt.

Select /Copy. Specify the cell you want
to copy at the Copy what? prompt.
Specify the entire destination range at
the To where? prompt.

Select /{Copy. Specify the range you

want to copy at the Copy what? prompt.

Specify the upper left corner cell of the
destination range at the To where?
prompt. If source and destination
ranges overlap, you may get
unexpected results.

Select /Copy. Specify the range

you want to copy at the Copy what?
prompt. Specify the upper left corner
cell of the destination range at the

To where? prompt.

ez 1= Cza ]

123 ] = [ 123
123

123

123 123
123 = 123
123 123

Formulas may no longer
refer to original data,
but to data in cell(s)

that occupy the same
relative position.

NOTE /Copy cannot be

usad to copy Wysiwyg
graphics.
Transter data, Selact Move. Specily the range that 125 123
range names, contains the data, formats, or graphics 123 = 123
and 1-2-3 and you want to move at the Move what? 123 123
Wysiwyg prompt. Specify the destination range
formats and at the To where? prompt (you need Formulas that use this
graphics to specify only the upper left corner cell data may change.
another area of of the destination).
the workshest
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To

Do this

With this result

Copy a column
to & row or a row
to a column, and
convert formulas
to values

Remaove one or
mare columns or
rows from the
worksheast
(closing up the
space left by the
deletion)

Insart one or
maore blank
columns or
rows in the
worksheet

Copy a range
and convert for-
mulas to values

Erase a range

Erase a single
cell

Select /Range Trans. Specify the range
whose data you want to transpose at the
Transpose what? prompt. Specify the

first cell of the destination at the To whera?
prompt. CAUTION If the CALC indicator
is on, update formulas with F9 (CALC) first.
If any of the formulas refers to data in a file
on digk, use [File Admin Link-Refresh to
update those values.

Select Worksheet Delete. Select

Column to delete one or more columns

or Row to delete one or more rows.
Specify the range of columns or rows

you want to delete. CAUTION Deleting
rows or columns in a Wysiwyg graph
range will shorten or narrow the graphic,
while objects in the graphic will be resized
proportionately. Wysiwyg graphics cannot
be completely deleted with Worksheet
Delete commands, but may be reduced

to one cel. NOTE Wysiwyg graphics can
be resized with :Graph Settings Range.

Select /Worksheet Insert. Select Column
to insert one or more columns or Row to
insert one or more rows. Specify a range
that includes at least one c2ll in each of
the columns or rows you are inserting.
CAUTION Inserting rows or columns in
a Wysiwyg graph range will heighten or
widen the graphic, while objects in the
graphic will be resized proportionately.

Select /Range Value. Specify the range

to convert at the Convert what? prompt.
Specify the first cell of the destination at
the To where? prompt. CAUTION |f the
CALC indicator appears at the bottom of
the screen, update formulas with F2 (CALC)
first. If any of the formulas refers to data
in a file on disk, use /File Admin Link-
Refresh to update those values.

Select /Range Erase. Specify the range
to erase.

Move the cell pointer to the cell.

Press 12EL.

123
123 =

123 | 123

If CALC is on and you
do not recalculate,
values may be

inaccurate,
123 Al l1=2alA
123 Bl=sliz3|B
C G
123 A 123 A
iza| B ={123 B
C C

The entries in the
destination range are
values, not formulas.

If CALC is on and you
do not recalculate,
values may be
inaccurate,

1-2-3 erases the entries
in the range.

1-2-3 erases the entry
in the current cell.
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NOTE Each cell in the destination range inherits the cell format, Wysiwyg formats
{except lines added with :Format Line), and protection status of the corresponding
cell in the source range. When you use /Move to move data from a formatted range,
1-2-3 moves the cell format with the data, and the source range reverts to the global
cell format,

CAUTION  The destination for moved, copied, or transposed data should be blank
or contain unimportant data; 1-2-3 writes over existing data when it puts data in the
range you specify. To avoid possible data loss from writing over existing data, save
the worksheet first. If vou make a mistake and you want to restore the worksheet to
its original state, immediately retrieve the file or press ALT-F4 (UNDO) if undo is on.

Mode and Status Indicators

An indicator is a highlighted word that 1-2-3 displays o provide you with
information about the program or special keys. 1-2-3 has two types of indicators:
mode and status.

Mode Indicators

During a 1-2-3 or Wysiwyg work session, a mode indicator is always visible at the far
right of the first line of the control panel. It tells vou what mode, or state, 1-2-3 or
Wysiwyg is currently in. The following table describes the 1-2-3 and Il Wysiwyg
maodes.

Mods indicator Meaning

COLOR You selected :Graph Edit Color Background or :Graph Edit Color
Inside.

CYCLE You selected :Graph Edit Select Cycle.

DRAG You selected :Graph Edit Add Rectangle, :Graph Edit Add Ellipse, or
:Graph Edit View In.

EDIT You pressed F2 (EDIT) to adit an entry or you entered a formula
incorrectly; you are entering text in a dialog box.

ERROR 1-2-3 is displaying an error message. Press F1(HELF) to display a

Help screen that describes the error; or press ESC or ENTER to clear
the error message.

FILES 1-2-3 is displaying a menu of file names in the control panel. Press
F3 (NAME) or click List to display a full-screen menu of file names.
FIND You selected /Data Query Find, or pressed F7 (QUERY) to repeat the

last /Data Query Find you specified, and 1-2-3 is highlighting a dafa-
base record that matches your criteria.

FRMT You selected /Data Parse Format-Line Edit to edit a format line.
HELP You pressed F1 (HELF) and 1-2-3 is displaying a Help screen.
LABEL You are entering a label.
{continued)
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Mode Indicator

Meaning

MENU

NAMES

PAN
POINT

READY
SELECT

SETTINGS
SIZE
STAT

TEXT
VALUE
WAIT
WYSIWYG

You pressed / (slash) or < (less-than symbol) and 1-2-3 is displaying a
manu of commands.

1-2-3 iz displaying a menu of range namas, graph names, or attached
add-in names.

You selected :Graph Edit View Pan.

1-2-3 is prompting you to specify a range, or you are creating a
farmula by highlighting a range or you selected one of the following
Wysiwyg commands: :Graph Edit Add Arrow, :Graph Edit Add
Freehand, :Graph Edit Add Line, :Graph Edit Add Polygon.

1-2-3 is ready for you to enter data or select a command.

You selected :Format Font [1-8] Replace Other, :Print Config Printer;
or you selected :Graph Edit, then pressed F2 (EDIT) to select taxt
to edit.

You activated a dialog box.
You selected :Graph Edit Transform.

You selected Worksheet Status or /‘Worksheet Global Default Status
and 1-2-3 is displaying the corresponding status screen.

You selected :Text Edit.

You are entering a value (a number or formula).

1-2-3 is completing a comrmand or process.

You pressed : (colon) and 1-2-3 is displaying a Wysiwyg menu.

Status Indicators

Status indicators appear in the status line at the bottom of your screen. They appear
when you use certain 1-2-3 keys and when a particular program condition exists.
The following table describes the 1-2-3 and IZ@Wysiwyg status indicators.

Status indicator

Meaning

CALC
CAPS
CIRC

CMD
END
LEARN

Formulas in the workshest need to be recalculated; press F(CALC).
The CAPS LOCK key is on.

The worksheet contains a formula that refers to itself (occurs only
when the recalculation order is Natural, the default setting). You can
use MWorksheet Status or Auditor to get information about the
circular reference,

1-2-3 is running a macro,

The END key is on.

You pressed ALT-F5 (LEARN) to turn on the leam feature, and 1-2-3 is
recording your keystrokes in the learn range.

(comtinuad)
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Status indicator Meaning

MEM The ameount of computer memory available for entering new data has
fallen below a minimum number of bytes. If you continue to enter data
without first increasing the amount of available memaory, you may get
a ‘Memory full’ error.

MUM The NUM LOCK key is on.

OVR The INS key is on. Instead of inserting the character you type to the
left of the cursor, 1-2-3 replaces the character at the cursor with the
character you type (called overstriking when the INS key is off).

RO The worksheet has read-only status, which means you cannot save
any changes you make unless you get the file reservation or you save
the workshest with a new file name. The RO indicator appears when
you are using 1-2-3 on a network and do not have the reservation for
the current shared worksheet file.

SCROLL The SCROLL LOCK key is on. Using the pointer-movement keys
scrolls the worksheet in the direction indicated, instead of moving the
cell pointer.

55T A macro being executed in single-step mods is waiting for user input.

STEP Single-step mode has been turned on; once invoked, macros are
processed one step at a time.

LUNDO The undo feature is on; you can press ALT-F4 (UNDO) to cancel any

changes made to the worksheet since 1-2-3 was last in READY mode.

Using Smarticons

The Smartlcons add-in provides vou with icons that give vou easy access to 1-2-3 and
Wysiwyg features. You can perform commands and run macros simply by selecling
icoms. For example, instead of using /Range Format Currency to format a range, you
can highlight a range and click the icon for Currency format with your mouse or
select the icon using vour keyboard. 1-2-3 will immediately display the highlighted
data using Currency format.

NOTE The instructions in this secton assume the Smartlcons add-in is attached.

Smartlcons and Palettes

The Smartlcons add-in provides a total of 77 icons organized in palettes. A palette is
a column of icons that appears to the right of the worksheet. The total number of
palettes you have depends on your screen display (CGA, EGA, or VGA) and on
whether or not Wysiwyg is attached.

The first palette (Palette 1) is the custom palette because you can modify it to display
the icons you use most frequently. The custom palette is identified by the «1— that
appears at the bottom of the column of icons.
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The icons on the remaining palettes are fixed. You can copy them to the custom
palette, but vou cannot move or delete them.

The last palette contains the icons U1 through U12. These are customizable icons
(called user icons) to which you can assign macros for 1-2-3 to run. You can also
assign descriptions to these icons,

Using Smarticons

& To use an icon, select it with your mouse or the keyboard. In most cases, if the icon
you want to use is onc that operates on a range of data, vou must highlight the range
before you select the icon.

Highlighting a Range
The following table describes how to use the mouse or the keyboard to highlight a
range before you select an icon.

Use these Or do this with the
To highlight keyboard procedures mouse
A single cell Move the cell pointer to the call you want the Click the cell.

icon to act on by pressing an armow key (+— —
xL and T} or PG UP, PG DN, TAE, SHIFT-TAB,
HOME, or END.

A range Move the cell pointer to the first cell in the Crrag the cell pointer to
range you want to highlight, press F4, highlight highlight the range.
the range with the pointer-movement keys,
and prass ENTER.

Selecting an Icon with a Mouse
Follow these instructions to use the mouse Lo selecl an icon.

1. 1f the icon vou want to use is not on the current palette, click the arrow on either
side of the palette number to scroll backward or forward to the correct palette.

2. Click the icon you want to use.
Selecting an Icon with the Keyboard
Follow these instructions to use the keyvboard Lo select an icon.
1. Press ALT-F7 or the key you assigned to Smartlcons when you attached it.
1-2-3 highlights the first icon in the current palette.

2. Move the highlight to the icon you want to use.

Press To
— Move the highlight to the previous icon palette,
» Move the highlight to the next icon palette.

(cantinued)
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Press To

Move the highlight up to the previcus icon.

1 Mave the highlight down to the next icon.
END Move the highlight to the last icon on the current palette.
HOME Move the highlight to the first icon on the current palette.

3. Press ENTER to select the highlighled icon,

Getting Help

To display a brief description of the function of an icon if vou are using the keyboard,
press ALT-F7 (or the key yvou assigned to Smartlcons when you attached it) and
highlight the icon. If you are using the mouse, move the highlight to that icon and
hold down the right mouse button (or the left mouse button, if you specified the right
mouse button as the selection button during installation).

If the highlighted icon is a user icon, 1-2-3 displays the description you entered when
you assigned a macro to the icon.

Customizing Smarticons
You can customize the Smartlcons add-in in two ways:

« By modifving the custom palette (Palette 1) to display the icons you use most
frequently

s By assigning vour own 1-2-3 macros to user icons 1 through U12
To Add an Icon to Your Custom Palette
Follow this procedure to add an icon to your custom palette,

1. Select Add lcon.

1-2-3 highlights the first icom on the current palette and displays a message that
explains how to select an icon for the custom paletle.

2. Select the icon you want te add to your custom palette.

1-2-3 inserts a copy of the icon at the bottom of the custom palette and displays
the custom palette on the screen. If the custom palette was full before you added
the new icon to it, 1-2-3 removes the bottom icon to make room for the new icon.

To Remove an Icon from Your Custom Palette
Follow this procedure to remove an icon from your custom palette.
1. Select Del (Delele) lcon.
1-2-3 displays your custom palette.
2. Select the icon you want to remove from your custom palette.

1-2-3 removes the icon from the custom palelle,
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To Move an Icon on Your Custom Palette

Follow this procedure to rearrange the icons on your custom palette. For example,
yvou might want to position the File Retrieve and File Save icons at the top of the
custom palette or group the Bold, Italic, and Underline icons together.

1. Select Move Icon,
1-2-3 displays vour custom palette,
2. 5Select the icon you want to move,
1-2-3 replaces the icon with a blank icon.
3. Select the icon at the location where you want the icon you are moving to appear.

The icon you selected in step 2 appears in the new location, and 1-2-3 repositions
the other icons to make room for the icon you moved. If you moved an icon to a
pusition below its original position, the icons above the new location move up
one slot to make room for the repositioned icon. If you moved anicon toa
position above ils original position, the icons below the new location move down
one slot to make room for the repositioned icon.

To Assign a Macro to a User Icon
Follow this procedure lo assign a macro to a user icon and create a description for the
user icon.

1. Mowve to the next to last palette and select User Teon.

The User Icom Descriptions dialog box appears.
2. Select the user icon to which vou want to assign a macro.
3. Select Assign Macro to Tcon.

The User-Defined Icon dialog box appears.

4. In the lcon Description text box, type a description of the macro using as many as
72 characters.
1-2-3 uses this text for the description that appears in the control panel when you

highlight the icon and for the description that appears in the User Icon
Descriptions dialog box.

5. In the Macro Text text box, type the macro instructions using as many as 24{
characters.
A macro can include the following: keystrokes that represent keyboard
characters; keystroke sequences that represent 1-2-3, Wysiwyg, and add-in
commands; the {BRANCH} command; and macro keywords thal correspond to
the standard keyboard keys and the 1-2-3 function keys, for example, [DOWN],

6. (Optional) If vou want ko usc an existing set of macro instructions in the current
worksheet as the text for the macro, do the following:
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* In the Source Range text box, specify the range in the current worksheet that
contains the macro instructions you want to use or type the name of an
existing 1-2-3 macro. For example, if you have already created a macro named
\P in the current worksheet, you can assign that macro to the user icon by
typing A in the Source Range text box.

» Sclect Gel Macro From Sheet. 1-2-3 displays the macro instructions from the
range or the named macro in the Macro Text text box. You can then edit the
instructions in the Macro Text text box.

7. Select one of the following:

Cancsl Cancels all the changes you made in the User-Defined Icon dialog box and
displays the User lcon Descriptions dialog box.

Reset This Remaoves the information from the lcon Description, Icon Macro Text, and

lcon Range text boxes. Use this option if you made a mistake in any of these taxt
boxes and want to re-anter the information.

OK Assigns the macro to the icon you selected and displays the User lcon

Descriptions dialog box.

B. (Optional) Repeat steps 2 through 7 to assign a macro to another user icon,

9. Select one of the following:

Cancel Cancels the changes you made in the User Icon Descriptions dialog box and
returns 1-2-3 to READY mode.

Reset All Clears all icon descriptions and macro assignments.

lcons

OK Saves the changes you made in the User lcon Deseriptions dialog box and

returns 1-2-3 to READY mode,

You can run a macro assigned to a user icon by selecting the user icon, just as you
would select any other icon. For example, if you assign a macro that enters your
company name in a cell to user icon U2 and then select U2, 1-2-3 enters the company
name in the current cell.

To Modify a User Icon
1. Move lo the next to last palette and select Uscer [con,
2. Select the user icon you want to modify.
3. Select Assign Macro to Toon,
4. Edit the contents of the Icon Description and/or Icon Macro Text text boxes.
5. Select OK.
The User lcon Descriptions dialog box appears.
. Select OK.

o
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To Debug a Macro Assigned to a User Ilcon
1. Move to the next to last palette and select User lcon.

2. Select the user icon assigned to the macro you want to debug,
3. Select Copv Macro to Sheet.

4. Specify the range to which you want 1-2-3 to copy the macro.
5. Select OK,

Once you have completed this procedure, you can debug the macro in the worksheet
using STEP mode.

Descriptions of the Smarticons

This section describes the function of each icon. The icons in the first column are
listed in the order in which they appear on the screen if you have an EGA or VGA
screen display and Wysiwyg is attached. If you have a CGA screen display, the order
of the icons is slightly different. The list begins with the icons on Palette 2.

The icons in the second column are the icons as they appear when Wysiwyg is either
not attached or is set to :Display Mode Text. These icons arc not listed in the order in
which they appear on the screen.

Some icons work only when Wysiwyg is attached. These icons are indicated by | T B

To display an icon’s description, follow the procedure in “Getting Help” on page 20.

I | Saves the current worksheet file to a disk.
=Ll

u

_U_ ] Adds a single underline to dala in a range or
e removes a single underline.

—

—U 1] Adds a double underline to data in a range or
removes a double underline.

$ Formats values in a range with 2 decimal places, the
default currency symbol, and the default thousands
scparator or restores the global format in the range.

$

0,0 Formats values in a range with the default thousands
separator and no decimal places or restores the global
format in the range.

8

Formats values in a range as % (percent) with 2 decimal
places or restores the global format in the range.

®
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Displays data in the highlighted range in the next
available type stvle and / or point size.

A Displays data in the highlighted range in the next
available color.

Displays the background of the highlighted range in
the next available color.

B Draws an outline around a range and draws a drop
shadow below and to the right of the range or removes an
existing drop shadow and outline.

Draws a single-line, double-line, or wide outline
around a range or clears the outline, dep{-ndi.ng on the
current type of outline,

K& Adds light, dark, or solid shading to a range or
removes the solid shading, depending on the current type
of shading in the range.

Left-aligns labels in a range.
Centers labels in a range.
Right-aligns labels in a range.

Centers text in a text range, aligns text evenly at
both the left and right of a text range, right-aligns text,
left-aligns text, or clears the alignment settings for a Tange,
depending on the current alignment setting.

Inserts one or more rows above the highlighted range.

Inserts one or more columns to the left of the highlighted
range.

Deletes all rows in the highlighted range.
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STEP

Deletes all columns in the highlighted range.

Inserts a page break in the Tow that contains the cell
pointer.

Inserts a page break in the column that contains the
cell pointer.

Sorts a database in ascending order (A through 7 and
smallest to largest values), using the selected column as
the sort key.

Sorts a database in descending order (Z through A and
largest to smallest values), using the sclected columns as
the sort key.

Fills the highlighted range with a sequence of values.
Recalculates all formulas in the worksheet.

Enters a number that corresponds to the current date and
time in the current cell. If the cell is formatted with a date
format, the date appears in the cell in that format. If the
cell is not formatted with a date formal, the date appears
in the cell in the default date format. Tf the cell is
formatted with a time format, the time appears in the cell
in that format.

Circles the data in the highlighted range. 1-2-3
creates the circle by adding a graphic to the highlighted
range.

@ Enlarges the size of displaved cells and their
contents to 125% or 150% of their normal size; reduces the
size of displayed cells to 63% or 87% of their normal size;
or displays cells at their normal size, depending on the
current display size setting.

Turns on STEP mode, which executes macros one step at a
time for debugging.
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Quick Reference

Lets you select and run a macro.

Mowes the cell pointer left one cell.

Mowves the cell pointer right one cell.

Moves the cell pointer up one cell.

Moves the cell pointer down one cell.

Starts the 1-2-3 Help system in EEADY mode.

Moves the cell pointer to cell Al. Equivalent to pressing
HOME.

Moves the cell pointer to the lower right corner of the
active area (the rectangular area between cell Al and the
lowest and rightmost nonblank cell in the worksheet).

Maoves the cell pointer down to the intersection of a blank
and a nonblank cell. Equivalent to pressing END L.

Moves the cell pointer up to the intersection of a blank
and a nonblank cell. Equivalent to pressing END T.

Mowes the cell pointer right to the intersection of a blank
and a nonblank cell. Equivalent lo pressing END —.

Moves the cell pointer left to the intersection of a blank
and a nonblank cell. Equivalent to pressing END «.

Lets you move the cell pointer to a specified cell or range.

Lets you find or replace specified characters in labels and
formulas in a range.

Cancels your previous action or command if the undo
feature is on.

T
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VIEW
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COPY

MOVE

COPY
FRMT

Erases the highlighted range.
Lets vou retrieve an existing worksheet file from a disk.

Sums values in the highlighted range, if you include
empty cells below or to the right of the range; or, if the
highlighted range is blank, sums values in the nearest area
of data and places the results in the highlizhted range,

Graphs the contents of the highlighted range or the data
immediately adjacent to or surrounding the cell pointer.
This icon displays the QuickGraph dialog box, which lets
you change the settings for graph type, orientation, colors,
and 3-D effect and lets you graph data in columns or
rows. If the cell pointer is not currently in an arca that
contains data, this icon lets you make changes to the
current graph settings and displays the current graph.

Adds the current graph to the highlighted range in
the worksheet.

Displays the current graph. Equivalent to pressing
F10 (GRATH).

Lets you enter or edit text in a text range.

Prints the range you specified with :Print Range or /Print
Printer Range; or, if a range is highlighted, prints the
highlighted range.

EZA Displays a preview of the range you specified with
:Print Range or /Print Printer Range; or, if a range is
highlighted, displays a preview of the highlighted range.

Lets vou specify a range to copy the highlighted range to.
Lets you specify a range to move the highlighted range to.
Applies the Wysiwyg formats of the highlighted

range to a range you specify.
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Copies the contents of the current cell of the highlighted
range in all other cells in the range.

Displays data in a range in bold or clears bold from
a previously formatted range.

Displays data in a range in italic or clears ifalic from
a previously formatted range.

Clears all Wysiwyg formatting from a range and
restores the default font.

Adds an icon to your custom palette.

Removes an icon from your custom palette.
Mowves an icon to another location on your custom palette.

Displays descriptions of user icons Ul through U12, lets
you assign one or more macros and descriptions to one or
more user icons, and lets you copy the text of one or more
mactos to the worksheet so you can debug the macros.

Runs the macro you assigned to user icon Ul. The
Smartlcons add-in includes 12 user icons, labeled U1, U2,
and so on through U2,




1-2-3 Menu Trees

The following pages provide graphic representations of the 1-2-3 commands and the
add-in commands available in the programs that come with your 1-2-3 package:
Auditor, Backsolver, Macro Library Manager, PrintGraph, Viewer, and Wysiwyg.

NOTE [ 'he Wysiwyg menu trees are arranged in their own section on page 36.

Add-In Commands

|_'|.'|'nrhsheet Range Copy Mova File Print Graph Dafa System Add-in Quit

L.n.nm:h Detach lnvoke Clear Quit
IE-KEY 78910

Data Commands

| Warksheet Range Copy Move Fdo Print Graph Data System Add-In Ourtj

| Fill Table SortQuery Distribution Matrix Regression Parse
|
| Invert Multiph-‘| | Format-Line Input-Column Output-Range Reset Go OQuit |

Create Edtt

| | X-Range Y-Range Output-Range Inl:e.me-m Rezet Go CQuit |
| [G-;-ﬂpute ZD{D"_I

| Inp Criteria Output Find Extract Unique Delete Reset Quﬂ

Datz-Range Primary-Key Secondary-Key Resel Go Quit | Canpgd  Delete |
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File Commands

Warksheet Rangs Copy Move File Print Graph Data System Add-in Cuit

Retrieve Save Combine Xtract Erase List  Impont  Dereclony Admin View*
) ‘r'us] T;::t Numbers Retrievs Link Brywse
iﬂamalﬁﬂplamﬂachn WmtsheetPrthawhOlhethkedl No Yes

rCupj' A Subtracl—l Worksheet Print Graph Othar Reservation Table [JfHILFthI'Eﬂ

| [ 1 | [ [ | E
Enfira-File Mamed/Speciiec-Range Mo Yes | Get Heleﬂ

Formulas Values Worksheaet Print Graph Other Linked

Cancel Replace Backup

*When Viewer is attached, you can select the View command to activate the Viewer
menia.
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Graph Commands

‘Wiorkshest Range Cooy Miove Fie Prinl Graph Dala Sysiem Sdd-In Clu1|

|15-::-a XABGDEF Fsest View Save Ogiors Name  Gimup Dur_!

Carcel Replace
lamh XABCDEF Ringee Dplions 0wl | GColumrwiza  Fowniss
L !
B - |
Line Ber XY Stcefor Fie HLGO Mome |=m|um| [ e Creste ool e Tﬂale|

| Varbea! Horiromtad Shacked Frame 30-Effect Cult |

oo | [

Al Laft Fight Top Botiom None Zero-Line Margis Ot | Lagend  Fomat Thee Grd Sk Coor BAW Dealsbes Gut |
| .  ——
|‘r-.m31—.ﬂ::s| |HBCDEFFBI@EI'| |?5;1BK-5|:3¢ Shp | [A BEGCDODEF Grop Quil |
| 1

ez N [Grph aBCDEFOW | | Coumntes Pru——
1 I o e ot

| Linez Symibcls Both Medher .ﬁ.rw| |_-."‘..a1m Lefi Abowe Righl  Below

[ﬁr-:. Second X-Auis Y-ais | [J-I-Turnm Manusl Lowsr Uppe Fomal  Indcalor Display ot

Horporéial Viorfical Both Clear e Mo

Fiod SoiCumency , Ganeral +— Percen! Dele Texl Hiddon | | L Fught 2o u.m]
l
[ -
DDA} 2I-MMM) SOMMMETY} 41Long InkiT] SShor k) Time
|

| HHH-MRESE AWM 2HHMM AWPM) 3(Long intnT) G{E-u‘.lul-'l'[li
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Print Commands

| Worksheet Range Copy Move File Print Graph Data System Add-in Quit ‘

| Printer Fé¢ Encodad Background |

Cancal Beplace

| Ranga Line Page Options Claar

Go m]

‘ ange Borders Format

LHaadar Footer Margins Borders Selup Pg-Length Other Cudt l

|\Lefl Right Top Batiom Nune| Euﬁmns H{ms|

| As-Displayed Cef-Formulas Formatted Unformatied ‘

Range Commands

Worksheet Rangs Copy Move Fie Print Graph Data System Add-In I'.]u'rt—|

[Fum‘;af Label Erase Name Justify Prot Unprot Input Value Trans Search

Heam Defete Labels Reset Ta:ie]

.

Formudas Labels BcrmJ

i Right Down Left Up |

]
Ledt Right Center |

- I
Find Replace

Mext Quit

Replace AN Next Cuit

1
| Fixed Sei Currency , General +- Parcent Dale Text Hidden Fiasaj

l 1{DD-MMM-YY) 2{D0-MMM) 3MMM-YY) 4{Long Intn'l) 5{Short intaT) Time

[]

|

1{HHMM-SS AN/PM) 2(HH:MM AWPM) 3{Long Intn'l) 4{Shodt Intn)
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Worksheet Commands

‘hprksnect Range Copy Mive File Frinl Graph Data Sysism Add-In |1II.IT|

Gktel Isat  Dekie Colmn Eease Ties  Window Sahis  Page Lr:a'|1|

Goiumn Fow o Yes [’E.I'.QB Cancsl Emss

Coumn Pos | Horizontal Vertical Sync Ureyng Clesr | | o es |

i | Bat Horzomsl Varticd Clasr

| secmon Resstwian e Display Caurm-Rangs J'

-

Sel-Widh  Reses-Widh

Forval  LabebPrafy  Cohmn-Width  Recalkeuiation Pagtection  Delauht Zeroy |

I I

y 1
| Enatia Disable | | | Mo ¥es Laba
| | T
|

Left Right Cenler | |_Pr'n13' Dractory  States Upcale Other  Aultessc L'l.:l:|

Mahmal Colustniwize Aowwies Auomate Manual lmr-'m' Yo Mo |

| irfsmational  Help  Clodk Unda  Besp Add-in Espa.'-:ledﬂa"-:w|

Fowed Sci Cumency , Genersl +- Porcamt Date Ted  Hidden I
ol

| [ [
Ty e
1{D0-MMAEYY] 2(D0-MWM HMMA-YY| 4Long lnn') §iShord intnT) Time | | Instant Pﬁmana| Yes Mo I |_S:u-|la-|l Ertfianied
— L =
| AHEHMMSS AMPM) 2HHAM AMPM] 3|Loesg kvl 405hod inn) l&na-:ia [Js;u;l_ Sat Cancel Cut
r
| Iiertace Auolf Ledt Right Top Bollom Pg-lengh Wal Setup Mame Delay Cut I 1234568748 |
12345875 IP‘I.In:I.ua!uu Cumercy Dste  Time Megatie  Chit !

| &0 B Gy O Bl ) FL | G2 HL J Pamntheses Sign| | Standand Inematonsl Mons Chck Filsname

| AMMDOY) BOOMYTY) C{ODMM. ) DROY-M-D0) |

EIH'W:SE:- B[HH.MMLEE) CIHAMM,ES| D{HHhMMmESE)
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Auditor Menu Tree

Precedents Dependents Formilas Recalo-List Gircs Opions Quir|

Highlight Lst Trace Audit-Range Fasst Quit |
; ]
i~ il i
Forward Backward Quiq Highiight Optiong |

Backsolver Menu Tree

.
| Formula-Cell Valua Adjustable Solve Quit |
| Bk

Macro Library Manager Tree

Load Save Edit Remaove Name-List Quit |

:. - 5
No Yes I mcre {)I.-ErwriteJ
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PrintGraph Menu Tree

Image-Select Ssttings Go Align Page Exit

| Image Hardware Acton Save Reset Quit |

! |
| Size Font Range-Colors Cuit l Pause Eject Quit
1 JEE= T
i2 |
I | Yas No
‘ | Graphs-Directory Fonts-Dirsctory Intedace Printer Size-Paper Quit |
Full Haff Manual Duij | XABCDEF Qui 12345678 Iiangm Width Quit
lTnp Left Width Height Rotation Cuit | 123456789

Viewer Menu Tree

Retrieve  Link Browss

No Yes
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Wysiwyg Menu Trees

The following pages provide graphic representations of the Wysiwye commands.

Display Commands

| Worksheet Format Graph Print Display Special Texd Mamed-Style Ouit

‘ Mode ZFoom Colors Options Font-Directory Rows Default Quit ‘

| ]

Graphics Text B&W Color Restore Lpdate

[TII'I}‘ Small Mormal Large Huge Manual ] Frame Grid Page-Breaks Cell-Pointer Intensity Adapter Cuit |

Mo Yes Solid Outline | Auto 1234567389 Blink |

oh Yes Mo

|‘f’esNa| |NurmaIH'

1-2-3 Enhanced Relisf Special Mons

] Charagters Inches Melric Points/Picas

Background Text Umprot Cell-Pointer Grid Frame Meg Lines Shadow Replace Cuit |

Black White Red Green Dark-Blug Cyan Yellow Magenia
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Format Commands

| ‘Wakehest Fomat Geeoh Prinl Display Special Text Named-Stye Quit |

| Fomi Bold hafcs Undedine

L

Color Lines Shade Resal Quit |

St Clear

1
Lignt Dark Soild Clear

——

Single Double 'Wide Clear | Dufine Lel Righl Top Botiom AN Double Wide Clear Q-:thCM—|

12345678 Raplcs Defaut Libary Gt |

12345678 U..n“

| Rédrigve Save Erass |

| Teaxt Background Megatva Raversa Qut | Sat Chear
Horma Fed

|HMWELI|:IN.I.E | | C.;lncnIFlnpm|

| Qufing Lat Fight Top Batiom A1 |

|
LSM:: Dudch Courier Xzymbol Crher|

I
| Wormal Fed Green Dork-Bue Cyan Yelow Magenta

[
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Graph Commands

[ Worksnest Fomat Grasis Pt Diiay Specal Text NameoStis uﬂ

Add Resove Goto Satings Mowe Zoom Gompuss iew Eiﬂr.'un|

| l

[ Fnge 5 Dy Opacus Qut| |

— -
Curment Mamad PIC Metfile Blan | | L\ngb | PIG Mataile
- |

faz Mo e o
1

Add Seler Edit Colar Transtom Feamange Vew Oplions Quit I

D'i:wwl'-wu.m

E@

lFthme-:#-DMLm%t|

|MEWMWMUHWFMMI

| 5ea Rotate Cearer-Tum X-Fip Y-Fip Hedzonlsl Verice! Gisar |

IlLM:ImHE-TH: Map mnqrmm:lm.ﬂ|

| i 123456789 Oul

|Blact“+ﬂeﬂtdﬁmnﬂﬂ.¢-ﬂm@m?’alﬂwmmakidﬂ

|_"u| Ganfring Forl  Lire-Styla .&:rwmdssmm|

|
| Lef Certar Fight

el U e G R et

‘l__{};mmmlm':ﬁbmﬂm!

| Teoel Line Pofygon Amow Rectangle Elipse Freshand
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Named-Style Commands

ul'ﬂrk:shuet Format Graph Print Display Special Text Named-Syle Cudt I

|
| 12345675 Define
1

123453678

Print Commands

| Workghes! Format Graph Print Dispizy Spectsl Text Mamed-Seyle Quil

[ Go File Baciground Range ConSg Sefings Leyout Praview Imio Qeit |

| Sal Cagr [F‘:ga—&i:a Warngrs Tilaz Eaorders Compmssnn  Cefaull Library Gl |

: [ |
| fancel Replacs Lok Right Top Botiom Quit | | Top Lett Gisar Qui Retrimm Zave Erase

l
FLI’!T.\Cf | | Top Leit Al | | Rastorg Lpsta |

A4 |
| 3: Bl . | I

&gt | rE &} |J [ Mong Manus Aumate | Carcel Fepkes |
| | 5 egura | Hens pofer Clear £ .2 cplce |

5. Lagal | |

785 |
| Custom | Header Footer Both

Beyin Erd Stat-Mumber Copies Wail Grid Frame Resel ']JI—|

Ho o=

|_F'-'rler Imeriace tet-Gart #nd-Gar Orienabion Bin L'I.r1|

l
|;2]:'.4|5-3?3 ! | ot Landscape | |

L1 23456788 | I Fiesst Singie-Shest Manual Lipper-Try Lower Tray
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Special Commands

| Worksheat Format Graph Print Display Special Test Mamed-Styla Quit

T
Copy Move Import Expaﬂ

Cancel Heplace I

All Mamed-Stylas Fonts Graphs

Text Commands

| Worksheet Format Graph Print Display Special Text Named-Style Quit

Edit Align Reformar Sat Clear |

Left Right Center Even l

Worksheet Commands

| Waorksheet Format Graph Print Display Special Text Named-Style Quit

LOﬂIurrf- Row  Page

| =
| SatWidih Reset-Width Row Colurmn Delete Quit

Ser-Height Auto
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