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1. Retrieve ZENGLAND.WK1.

2. Select Jfflange [Jame [Freate, type GGEEIIREY, then press | <Enter> |
Type ILVXMEEEY, then press [Rataed-

3. Move the cell pointer to cell B9.

P[5l ©@VLOOKUP(BS,$PRODUCTS, 1) RUTLEIEEY <Enter> |

Copy the formula in cell B9 to cells C9 through ES9. ’

4. Select [[[Jange [Jame [Jreate, type [XEEIT, then press | <Enter> |
B0 B16..E16 JUEINIEEY <Enter> |

5. Move the cell pointer to cell B18.

Type JCIISINIEESY then press RGeS
Press type [EXUTIIESITEY, then press | <Enter> | ;
LY <Down> MW @AVG(INCOME) RUSIEIENS <Enter> | {
6. Select J[Jange Jearch, type [[YMET], then press | <Enter> | _ i
Type w, then press [t i
Select [Mabels [Jeptace, type [ Space Aliens JIIEES | <Enter> RUEHIERENY A 111

7. Select [filJorksheet [Jlobal, then activate the Global Seitings dialog box.

frmem

]
'

Select [fecalculation [[Jutomatic, press B2 select OK, then press

<Ctri Brealc> §

8. Move the cell pointer to cell B7, type EREGLELY. then press .,

Press (<F9>).
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9. Select [fffJorksheet [E)iobal, then activate the Global Settings dialog box.

Select [Jecaiculation [[Jutomatic, press BEIERY select OK, then press

<Ctrl Break> § '
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1. Move the cell pointer to any celi in row 12.

Select [fffJorksheet [[ffindow [fJorizontat.

2. Press (<F6>), then move the cell pointer to cell B32.
Type BT, then press EiCea

3. Select JlfJorksheet [findow [Jear.

4. Select J[fJorksheet [Jiobal.

Activate the Global Settings dialog box, select Eefault Settings..., then select
[nternational....

Select megative Earentheses, then select OK three times.
5. Activate the Global Settings dialog box.
Select ﬁrotection, press , then select OK.

Return to the worksheet.

Select [f[Jange [nprot, type [EMEY. then press RIS
Select [[ffJange [nprot, type EXLEZLY then press BEiacd:
6. Press RULLISS-

Select [[fJange Pnput.

press I, press IR, thon press RIS

Enter the information displayed in Figure 11 - 2, pressing £43i:]11=38 after each entry
and B3 G el to complete the input.
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7. Setect lidile Bave.

JEEN <Space> RS P RUEMEIEES) <Enter> |
Type |IINLIF then press EIGE-
Type LYY press RETaed: then select [[Jepiace.

8. Erase the worksheet.
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10.

1.

Retrieve ZENGLAND. WK1, type ILUINX\1J{e}. then press .

Select [lidile Eave, press [y then press | <Enter> |

Select [fJeplace, then erase the worksheet.

Retrieve ZWORLD.WK1.

Select [Jgile [Jombine Y dd Bntire-File, type FZIIENNPY, then press

<Enier>]

Repeat step 4 to add ZMIDWEST.WK1 and ZPACIFIC.WK1 to ZWORLD.WK1.

Move the cell pointer to cell B47.

B8] +<<ZENGLAND>>INCOME RUELRIEES <Down> |
13%E) +<<ZMIDWEST>>INCOME Rz Re L .
B[S +<<ZPACIFIC>>INCOME RUCREJECH <Enter> |

Copy the formulas in cells B47 through B49 to cells C47 through E49.
Select [JfJraph.

Activate the Graph Settings dialog box, select ype Ear, then select E-D bars.

Press , then select OK.

Select Group, type JEXIMEITY, then press [N

Select Columnwise.

Activate the Graph Settings dialog box, then select [legends & Titles....

Select [Hegends Y. type JEZE]. then press | <Enter> 1

Repeat the above step, specilying cells C45, D45, and E45 for the B, C, and D data
ranges. :
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12. Select itles Eirst, jsx4 Monster Creations Toy Company RuCUNeCES

Select fjfitles [Jecond, type [[IIICLETIRELTN then press | <Enter> |
Select Jyitles | axis, type ERIIEIEER then press  <Enter> |

Select OK twice.

13. Select [[Jame [Freate, type EELGY, then press .

14. Display the graph.

B 15. Retumn to the Graph Settings dialog box, select Jave, type [l press
L. BEEs) then select Quit.

16. Save ZWORLD.WK1, then quit 1-2-3.

17.  Select [frintGraph.

Select [Jettings [fJardware [Jraphs-Directory.

L Type FeRVEEZPENA ) .YV then press 311N,
L yp ZEEH] <Enter> |

. Select ﬂrinter.

‘i Highlight the correct printer, press , then press 3= 4

‘[ Select Euit ﬂuit.

Select []mage-select.

- Highlight ZINCOME, press BTy then press I
Select ulign Eo.

After the graph prints, select Eage.

18. Select [Fxit Kfes.

Type @
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The Viewer is an add-in program with which you can view files before retrieving them. You
can also retrieve and link worksheet files with the Viewer. In this appendix, you will use
the Viewer. :

Attaching the Viewer

Before you can use the Viewer, you must attach it to 1-2-3. In this exercise, you will
attach the Viewer.

1.
2.

Load 1-2-3 from the 1-2-3 Access menu.
Select §f/:Ydd-in.

Displays the Add-In menu.

Select ﬂtlach.

Enter add-in to attach: C:\123R24\*.ADN
Displays the names of available add-in programs.
Select VIEWER.ADN.

Displays the Attach menu.

You can use this menu to attach the Viewer to 1-2-3 with or without a function
key combination. If you select a function key combination (F7 through F10),
pressing that combination will attach the add-in. If you select No-Key, you can
attach the add-in from the Add-In menu.

Select 10.

Attaches the Viewer to the <Alt F10> key combination and returns to the Add-In
menu. '

Select Euit.

Exits the Add-In menu.

Invoking the Viewer

In this exercise, you will invoke the Viewer.

1.

Press P \idal.

Invokes the Viewer and displays the Viewer menu.

This menu contains commands for retrieving files, linking cells to the current
worksheet, and browsing the contents of files without actually retrieving them.
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Viewing Files
You can use the Viewer to view the contents of any file. 1-2-3 worksheet files display

exactly as they appear on the 1-2-3 screen, but other file types only display as text. In
this exercise, you will use the Viewer to view the contents of files.

1. Select Erowse.

Displays the Viewer, shown in Figure B - 1.

Lotus Magellan Viewer Press ENTER to return 1~2-3 to READY mode LIST
.MM Directory: C:5\123R24NCPDATAZN>.»
<BU> H

[ <TRASHSAV>
[ FOURPAY . UK
HALTFAX. WK1 2
! INCOME . WK1 3 Sales Cost Expenses

LINKAPP .UK1

LINKTEN.UK1

1,800

1,170

306

MORTGAGE . WK1 6 4,140 2,691 704
PHOENIX.WK1 ‘ 5.460 3,519 928
PROTECT . WK1 5,530 3,595 940
RECALC . WK1

REPORT. WK1 16,93¢ 11,005 z,878
SALES.MK1 |11 =====memsmses m===

SUMMARY . WK1
THREEPAY . WK1
THOPAY.UK1
ZEIGHT.UK1
ZELEVEH . UR1
ZENGLAND .UK1

2-08-93 10:49a 2,486 Bytes
F1 F2 F3 F4 F5 [Fbl F? F8 F9 Fi¢
Help | Reset Bate Sort | Name Sort

Figure B - 1 : The Viewer

Notice that the Viewer is divided into two windows. The left window, called the
List window, lists the names of files in the current directory. The right window,
called the View window, displays the conients of the highlighted file in the List
window. You cannot modify the contents of a file displayed in the View window.

2. Press untit you highlight LINKAPP.WK1 in the List window.
Displays the contents of LINKAPP.WK1 in the View window.

3. Press Ei[1=.

Makes the View window active.

You can use the cursor movement keys to scroll through the file in the View
window.
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4, Press .
Makes the List window active.
5. Press [
Backs up one directory to \CPDATAZ in the List window.
6. Press Sy
Backs up one directory to 1723R24 in the List window.
7. Press .
Displays the names of all disk drives. [.‘
8. Press three times. "
Returns to the CPDATA2 directory display. 3
Note: Make sure you highlight \123R24 and then \CPDATA2 before you press
<Right> each time.
9. Press [R. | : ( |
Returns to the Viewer menu. {L
Retrieving Files ;
You can also use the Viewer to f;etriéve 1-2-3 worksheet files. In this exercise, you will IS

use the Viewer to retrieve a worksheet.

1.

Select Eetrieve.

Displays the Viewer.
In the List window, highlight LINKAPP.WK1.
Displays the contents of LINKAPP.WK1 in the View window.

Press BEH3)15#1.

Retrieves LINKAPP.WK1.

T

138 -



Learning Guide Appendixes

Linking Files

You can use the Viewer to link cells in a viewed file to cells in the current worksheet.
In this exercise, you will use the Viewer to create a linking formula in ceil B6 of
LINKAPP.WK1.

1. Move the cell pointer to cell B6.
2. Select VIEWER (<Alt F10>).

Displays the Viewer menu.
3. Select [Rink.

Dispiays the Viewer.
4. In the List window, highlight PHOENIX.WK1.
Displays the contents of PHOENIX.WK1 in the View window.

5. Press E33t:[51>=0.

Makes the View window active.

6. In the View window, move the cell pointer to cell B10.

7. Press .

Links cell B10 in PHOENIX.WK1 to cell B6 in LINKAPP.WKI1.

8. Follow steps 1 through 7 to link cells C10, D10, and E10 in PHOENIX.WK1 to
cells C6, D6, and E6 in LINKAPP.WK1.

9. Save, then erase the worksheet.

Detaching the Viewer

When you finish using the Viewer, you can detach it or remove it from the computer
memory. In this exercise, you will detach the Viewer.

1. Select f:¥dd-In.
Displays the Add-In menu.

2. Select metach.

Enter add-in to detach:

3. Select VIEWER.
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4. Select ﬂuit.

izxits the Add-In menu.

5. Quit 1-2-3.
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)

Access Menu
A Lotus menu that contains options for starting 1-2-3 and several Lotus utilities, including
PrintGraph, Translate, Install, and Exit.

Absolute Reference
An unchanging cell or range reference in a formula or function. A $ (dollar sign) precedes the
column and the row reference (such as $A%4 or $iV$270).

Argument
The data used in a function to produce a value. Each function must contain at least one

argument. See Function.

Automatic Recalculation
Recalculation occurs whenever the content of a supporting cell is changed. Automatic
recalculation is the default recalculation method. .

Condition :
The first argument of the @IF function. The result of the function is based on the foliowing
condition: If the condition is met, the function will produce a result based on the condition. if the
condition is not met, the function will produce a different result. See Conditional Operator.

Conditional Operator
The operator(s) used when constructing the condition of the @IF function.

Control Panel
The top three lines of the 1-2-3 screen. The control panel displays the active cell address, cell
settings, and cell entry. The control panel also displays 1-2-3 menus, submenus, and prompts.

Current Graph
The named graph settings currently stored in memory.

Data Point
The position of each data range in a graph, relative to the Y axis. See Y Axis.

Data Range
A group of worksheet data used to create a graph. There are two types of data ranges: A- F
data ranges and X axis data ranges.

Dialog Box
A status screen that displays current settings for all options associated with a particular task,
such as printing or creating a graph.

File Consolidation
The result of two or more merged worksheets. The values in one or more worksheets can be
added, copied, or subtracted to the values in another worksheet. See Target File and
Source File.

Formula
An expression that performs a calculation on specified values in a worksheet.
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Function
A buili-in formula that performs a specific calculation.

Global Settings
Settings that affect the entire worksheet.

Graph
A visual representation of worksheet data. Types of 1-2-3 graphs include bar graphs, stacked
bar graphs, line graphs, pie graphs, and XY graphs.

Grid Lines
Evenly spaced horizontal and vertical lines that help to clarify the data pomts in a graph. See
Data Point.

Legend
A symbol with a caption that is used to clarify each data range in a graph.

Link
Data that is shared by two or more worksheets.

Linking Formula
A formula that links data from a source file into a target file at the cell pointer location. Once
you create a linking formula, any changes you make to the referenced values in the linked cells
of the source file are automatically updated in the target flle See Link, Source File, and Target
File.

List Window
Lists the names of files in the current directory.

Manual Recalculation
Recalculation occurs only when you press <Calc> (<F9>),

Nesting
Specifying one function as an argument for another function.

Non-Blank Cell
A cell that contains any data, including spaces.

PrintGraph
A utility for use in printing graphs.

Protection
Prevents changes to a range of data in the worksheet.

Range
A cell or rectangular block of adjacent cells.

Range Name
A single cell or a range of cells that you assign a name.

Range Name Table S
A table that lists all the named ranges and thelr corresponding cell addresses in the current
worksheet.
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Recalculation
See Automatic Recalculation and Manual Recalcufation.

Relative Reference
A cell or range reference mterpreted as a location relative to the current cell. For example,
when the formula +B1+B2 is entered in cell B4, the formula is interpreted as add the contents
of the cell three rows above to the contents of the celf two rows above.

Screen Titles
Rows or columns that are frozen in the worksheet. Screen titles remain in view when the

worksheet is scrolled.

String
Any series of characters that make up all or part of a label or formula.

Source File
A worksheet that supphes or is the source of, data for another worksheet. See Target File.

Synchronized Scrolling
Horizontally or vertically split screens that display parallel when the worksheet is scrolled.

Target File
A worksheet that recelves oris the target for, data from another worksheet. See also

Source File.

Three-Dimensional Effect
In graphing, a three-dimensional effect gives the illusion that the graph has depth.

Titles
A symbol that is used to explain the relation of the X and Y axes to the data ranges.

Unsynchronized Scrolling
Horizontally or vertically split screens display independent of each other when the worksheet is
scrolied.

View Window
Displays the contents of the highlighted file in the List window.

Window
A division of the screen that displays part of the current worksheet or graph.

X Axis
The horizontal line along the bottom of a graph used to numerically or textually describe the

data ranges in a graph.

Y Axis
The vertical line along the left side of a graph used to numerically describe the data ranges in a
graph.

Y Axis Title
The title used to describe the relation of the Y axis scale to the data ranges in a graph.
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@AVG function
defined, 23
-syntax, 23
@COUNT function
defined, 22
syntax, 22
@IF function
conditional operator, 19
conditions, 19
defined, 19
syntax, 19
@MAX function
defined, 22
syntax, 22
@MIN function
defined, 21
syntax, 21
@PMT function
defined, 25
interest rate, 25
principal, 25
syntax, 25
term, 25
@ ROUND function
defined, 24
syntax, 24
@ VLOOKUP Function
lookup range, 17
lookup-value, 17
offset number, 17
@VLOOKUP function
defined, 17
syniax, 17
Argument, 17
Automatic recalculation, 39, 41
Axis, 89, 91
formatting, 89
Bar graph, 81, 82
Combining files, 70—79
adding files, 73
adding named ranges, 71, 72
copying worksheet data, 74
Data, formulas, 34
Data point, 81
defined, 91
labeling, 91
Data range, 82, 84, 88, 90, 93
resetting, 90
specifying, 82
Default International Settings dialog box, 57
Default settings, 52
Default Settings dialog box, 51, 57
Dialog box :
Default International Settings 57 ‘
Default Settings, 51, 57 o
Format, 89
Global Settlngs 40, 41, 51, 55, 63
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Graph Legends & Titles, 87, 88, 92

Graph Scale Settings, 89

Graph Settings, 82, 84, 86, 88, 89, 90, 91,
93 o '

File name, 51
displaying, 51
Finding data, worksheets, 31
Format dialog box, 89
Formulas
replacing data, 34
using range names, 11
Functions, 16—29
@AVG, 23, 26
@COUNT, 22
@IF, 19, 20
@MAX, 22
@PMT, 25
@ROUND, 24, 26
@VLOOKUP, 17
arguments, 17
defined, 17 -
nesting, 26
Global Settings dlalog box 40, 41, 51, 55, 63
Graph Legends & Ttles dlalog box 87 88

Graph Scale Settlngs d;a[og box, 89
Graph Settings dlaiog box, 82, 84, 86, 88, 89,
90, 91, 93 ,

Graph tltles 87
creating a first title, 88
creating a second’ tltle 88
creating a 'Y axis title, 88

Graph types
bar, 81, 82
HLCO, 81
line, 81, 84
mixed, 81
pie, 81, 91
selecting, 81
stacked bar, 81, 84
XY, 81

Graphs
adding a three-dimensional effect, 89
adding grid lines, 92
adding legends, 87
creating, 81
creating a graph name table, 85
current, defined, 87
formatting axes, 89
labeling data points, 91
naming, 84, 90
printing, 94—100
resetting data ranges, 90 -
saving, 94
selecting types, 81
titles, 87
using color, 93
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index

viewing, 83
Grid lines, 92
HLCO graph, 81"
Horizontal windows, 47
creating, 47
scrolling in, 48
Labels, replac;ng data, 33
Legend 87
Line graph, 81, 84
Linking formula, 75
creating, 75, 76
syntax, 75
using in the Viewer, 139
Linking worksheets

creating a linking formula, 75—-79 l

listing linked files, 77

updating linked cells 76—79
Manual recalculation, 39 40 .
Mixed graph, 81 ~
Named range

combining worksheet data, 71 72__"' -

using in a function, 18
using in formulas, 1 .
Negative values, 55,57

controfling the. dlsptay of 57 o

Nest, defined, 17 - -

Nestmg functlons, 26
defined, 26

Password - protection 66, 67
using, 66, 67 :

Periodic loan Payment-zs i NS

calculating, 25
Pie graph, 81, 91
PrintGraph, 97
changing hardware settings, 96
loading, 95
printing graphs, 97
selecting graphs for printing, 96
selecting size and fonts, 96 - -
Protecting worksheet data, 62—69
assigning a password, 66
hiding columns, 65
removing a password, 67
restricting data input, 64
turning on protection, 63, 64
unprotecting cells, 64
Range
@ AVG function, 23
@ Count function, 22
@MAX function, 22
@MIN function, 21
data, 82, 84, 88, 90
input, 64
named, 71, 72
naming, 10
search, 33, 34
unprotected, 64
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Range Name Reset option, 13-
Range name tables
creating, 12
defined, 10
Range names
defined, 10
deleting, 13
Recalculation, 38—42 - T
automatic recaiculatlon 39 41 '
defined, 39 o
manual recalculation, 39, 40
Recalculation order ‘
columnwise, 40
natural, 40
rowwise, 40
Recalculation passes, 40
Replacing data
formulas, 34
labels, 33
replacement string, 34
worksheets, 32
Screen titles, 46
clearing, 45
defined, 44
freezmg horizontally, 44
freezing horizontally and vertlcally, 45
freezing vertically, 45, 46 :
Search string, 32 '
Searching for data in a worksheet search
string, 32
Smartlcons
copy, 18
display Quick-Graph Dialog box, 85
goto, 46
recalculation, 41
retrieve, 10
save, 27
search, 31
view graph, 85
Source file, 71, 73, 76
Stacked bar graph, 81
String, 34
defined, 32
replacement, 33, 34
search, 32, 33, 34
synchronized, 48
Table of files, 58
creating, 58, 59
Tables
graph name table, 85
table of files, 58, 59
Target file, 71, 73, 74, 75, 76
Unsynchronized, 48
Vertical windows, 49
creating, 49
scrolling in, 50
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Vlewer 138, 139
attachmg 136 AT e
‘defined, {36 e
detachmg, 139
linking files, 139
linking formula, 139

List window, 137, 138, 139

retrieving files, 138

View window; 137 138, 139

vigwing files, 137 .
Windows, 44

cléarm 48

creatmg horizontal wmdows 47

creating vertical windows, 49
List window, 137, 139
List window (Viewer); 138
moving between multiple, 50
scrolling in, 50 .
using multip[e 44, 47, 48, 50
View window, 137 138
View: window (Viewer), 139
Worksheet, searching for data, 33
Worksheet protection, 62—69
assigning a password, 66
hiding columns, 65
removing a password, 67
restricting data input, 64
turning on, 63, 64
unprotecting-cells, 64
Worksheets
automatic recalculation, 39
finding data, 31
formulas, 55
replacement string, 33, 34
replacing data, 32, 33 -
replacing data in a formula, 34
searching for data, 31, 34
XY graph, 81
Y axis, 91
Zero values
displaying as blanks, 55 .
displaying as labels, 56
formatting, 55—56
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EVALUATION

Lotus 1-2-3: Release 2.4, Module‘ i

LWt

Now that you have completed Lotus 1-2-3: Release 2.4, Module II, please answer the fd!lowiﬁg'
by placing a check mark in the appropriate box. Each task is followed by a lesson referencq
If you answer “Cannot perform” for any of the tasks, you can refer to the approprlate Iesson in.
the Leaming Guide to review the course information. , IO

Can you perform the following tasks? Can  Can perfqlrm_: " Cannot
perform.  with help,_ ... perform

Hide columns (Lesson 8) o -

Create graphs (Lesson 10)

Copy workshest data (Lesson 9}

Use multiple windows (L.esson 6}

Name ranges (Lesson 2)

Save graphs (Lesson 10)

Restrict data input (Lesson 8)

Format zero values (Lesson 7)

Freeze screen titles (Lesson 6)

Use manual recalculation (Lesson 5)

Print graphs (Lesson 10)

Turn on worksheet protection (Lesson 8)

Search for and replace data (Lesson 4)

Display the current file name (Lesson 6)

Enhance and modify graphs (Lesson 10)

Combine worksheet data (Lesson 9)

Use 1-2-3 functions (Lesson 3)

Control the display of negative values (Lesson 7)

Use password protection (Lesson 8)

0000000000 0000000000
N0000000000000000000
DDDDDDDDDDDQDDEQDﬁﬁQ

Link worksheet information (Lesson 9)

Name: . Date:
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