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1. Page ii, Transferring 1-2-3 Files to a Hard Disk — Before transferring
1-2-3 files to a hard disk system, make sure that you have formatted
the hard disk following the instructions in the MS-DOS Commands
Reference Manual.

2. Page v, Establishing 1-2-3’s Standard Procedures — The first
paragraph in number 2 should read:

o Hard Disk System After the 1-2-3 startup screen appears, and
Qj after you press any key to clear it, a “Disk error’” message ap-
pears. Make sure that the 1-2-3 System Disk is in the diskette
drive. Press [ENTER] or [ESC] to clear the error message and
proceed. Later you will need to change the startup current
directory setting. Details are provided at the end of this
section.

3. Page vi, Establishing 1-2-3’s Standard Procedures — in the section on
selecting Default Printer Settings,

/- [ENTER| Selects the Quit command from
the main menu.

4. Page vi, Hard Disk System: To specify a startup current directory —
the standard location in which 1-2-3 should store data files — com-
plete these steps:

Be sure you are at the /Worksheet Global Default menu, then:

( o — [ENTER] Selects “Directory”.
[ESC] Erases the default setting, B:\.
Directory-name [ENTER| Enter the name of the (sub)direc-

tory in which 1-2-3 should store
data files (e.g., C:\ 123FILES).

— — [ENTER] Selects Update and stores the
revised directory setting in the
configuration file.



10.

Page vii, Preparing Data Disks — Do not put the write-protect tabs
on the disks until after you have copied them as directed on
page viii.

Page viii, Copying Other Lotus Disks — should read:
2. Be sure the MS-DOS A> prompt is displayed.
Two Diskette System: Type:

DISKCOPY A: B: [ENTER|

Insert the disk to be copied in Drive A {source drive), and close
the drive door. Insert a formatted disk in Drive B (target drive),
close the drive door, and press any key.

Hard Disk System: Type:
DISKCOPY [ENTER|

Insert the disk to be copied in Drive A and close the drive
door. Press any key. You will be prompted to remove the disk
from Drive A and insert a formatted disk.

The paragraph after step 4 should read:

After you have finished copying your Lotus disks, be sure to
label the copies correctly, and put one of the small gummed
tabs provided with the disks {called write-protect tabs) over
the small notch to the left of the label. These tabs prevent
disks from being inadvertently altered when they are in the
computer.

Page 16-11, Pie Charts — Since a pie chart represents only the A
range (and a range can only have one color), a pie chart is displayed
in only the color associated with the A range.

Page 20-2, Changing PrintGraph’s Default Configuration — In using
PrintGraph, if you change the location of the Fonts Directory in the
option Configure Files, be sure to re-enter the Font setting using
Options.

Page 20-4, Interface Option — When choosing an Interface option for
either the HP 7470A or the HP 7475A plotter, choose the Second
Serial port, Option 4. Also, use the following parameters with your
HP plotters: one stop bit and no parity. If problems occur running an
HP plotter at a high baud rate, choose a slower baud rate.

Page 21-5, Translate — When translating files from WKS to DBF for-
mat, be sure that the data being translated has a heading for each
column, does not contain blank lines or blank cells, and matches
the structure of the database which will use it.




Differences between 1-2-3™ by Lotus
on the Tandy® 2000 and other Microcomputers

If you are familiar with 1-2-3’s operation on other microcomputers, you will want to
note how 1-2-3’s operation differs on the Tandy 2000.

1. The inherent speed of the Tandy 2000 allows faster computations and data sorting
in Lotus 1-2-3 than most other microcomputers.

2. 1-2-3 takes full advanatge of the Tandy 2000’s ability to display graphics in a higher
resolution (640 x 400) than on most microcomputers.

3. The Tandy 2000 version of 1-2-3 gives you the added convenience of being ready to
use. You do not need to install MS-DOS or drivers on the 1-2-3 disks.

4. The Disk Manager Utility, available in other microcomputer versions of 1-2-3, is
not included in the Tandy version. Thus, DISKCOPY.COM, COMPDUPE.COM,
CHKDSK.COM, and FORMAT.COM are available scparately on the 1-2-3 Disks. Re-
fer to the MS-DOS Reference Manual for operational instructions.






READ ME FIRST

All computer software is subject to change, correction, or improvement as the
manufacturer receives customer comments and experiences. Radio Shack has
established a system to keep you immediately informed of any reported prob-
lems with this software, and the solutions. We have a customer service net-
work including representatives in many Radio Shack Computer Centers, and a
large group in Fort Worth, Texas, to help with any specific errors you may find
in your use of the programs. We will also furnish information on any im-
provements or changes that are ‘‘cut in’’ on later production versions.

To take advantage of these services, you must do three things:

(1) Send in the postage-paid software registration card included in this manual
immediately. (Postage must be affixed in Canada.)

(2) If you change your address, you must send us a change of address card
(enclosed), listing your old address exactly as it is currently on file with us.

(3) As we furnish updates or ‘‘patches,”” and you update your software, you
must keep an accurate record of the current version numbers on the logs
below. (The version number will be furnished with each update.)

Keep this card in your manual at all times, and refer to the current version
numbers when requesting information or help from us. Thank you.

APPLICATIONS SOFTWARE OP. SYSTEM
VERSION LOG VERSION LOG

01.00.00
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Getting Started

This introductory section describes several procedures that you must follow in order to
use 1-2-3 on your Tandy® Model 2000. These are followed by some suggestions for
how to begin using 1-2-3. However, we suggest that you first familiarize yourself
with the computer, the Tandy documentation, and the Tandy-supplied software.

Here is an outline of the tasks that you will be doing:
. Checking the 1-2-3 package for completeness.
. Filling out the registration cards.
. Transferring 1-2-3 files to a hard disk.

. Establishing a set of standard operating procedures for 1-2-3 to use.

. Making backup copies of the 1-2-3 Tutorial Disk, Utility Disk, and PrintGraph

1
2
3
4
5. Preparing disks for storing data created during 1-2-3 sessions.
6
Disk.

Be sure 1o complete these sieps in the prescribed order. Each siep depends on performance
of the preceding ones.

1. Checking for Completeness

The 1-2-3 package, as delivered to you by your dealer, contains several parts. Use the
following checklist to make sure that your package has been assembled correctly.

v 1-2-3 User’s Manual. A loose-leaf binder in a cardboard slipcase. Flip through the
manual, checking it against the Table of Contents, to make sure you have all of the
pages.

v Disks. A set of five disks makes up the 1-2-3 software package. These are provided in
a heavy envelope, labeled “Lotus License Agreement”, at the back of the binder:
1-2-3 System Disk
1-2-3 System Disk (backup copy)
1-2-3 PrintGraph Disk
1-2-3 Utility Disk
1-2-3 Tutorial Disk

Operning this envelope constinues your acceptance of the License Agreement. Please read
the explanation on the owtside of the envelope before you open it.



v Quick Reference. A booklet that summarizes 1-2-3 operating procedures and
commands.

v Legend Cards. Three legend cards that fit in the slots above the keyboard’s func-
tion keys to remind you of their meaning during a 1-2-3 session. They will be in a card
pocket on the front of the manual.

» Customer Support. A page at the front of the binder that discusses customer
support and how to obtain replacement disks for 1-2-3.

2. Filling Out the Registration Cards
Included in your 1-2-3 package are the following items to fill out:

® The Tandy Applications Software Version Log
® The Tandy Software Registration Card

® The Tandy Change of Address Card

® The Lotus Purchaser Registration Card

The Software Registration Card and the Lotus Purchaser Registration Card are found
at the front of the manual. Fill out all the cards to make you eligible for customer
support.

3. Transferring 1-2-3 Files to a Hard Disk

For a hard disk system, this procedure transfers files to the hard disk. If you have a
hard disk system, follow these instructions carefully before using 1-2-3 for the first
time.

1. After reading the Tandy and Lotus License Agreements, take all five 1-2-3 disks from
the sealed envelope in which they were shipped.

2. Turn on the computer, place the 1-2-3 System Disk in Drive A (on the bottom) and
close the drive door.

Press the black Reset Switch, which is under the red Power Switch to restart the
computer.

After a short time, during which the system tests itself, you’ll be prompted to enter
the current date and time. Here’s what you would type at 4:23 on June 16, 1985,

Current date is Tue 1-01-1980:
Enter new date: 6-16-85 [ENTER]
Current time is 0:00:07.68

Enter new time: 16:23 [ENTER]

Use the [ENTER] key to finish each entry. Separate the three parts of the date with
hyphens. Separate the two or three parts of the time with colons—both the minutes
and seconds are optional.



The MS™-DOS prompt appears:
A>

3. Make the hard disk the default drive—the drive where 1-2-3 and the operating sys-
tem look first for a file. For instance, if the hard disk is Drive C, typing the following
drive specifier will make Drive C the default drive:

C: [ENTER]

Note. If you wish to have the 1-2-3 program files reside in a subdivision (subdirectory)
of the hard disk, create the subdirectory and make it the current directory. For instance,
to create a subdirectory called “123FILES” in the root directory and make it the cur-
rent directory, issue these commands:

MKDIR \123FILES [ENTER]

CHDIR \123FILES [ENTER]

For a more detailed explanation of creating and using subdirectories, see the Tandy
MS-DOS Manual.

4. Place the 1-2-3 System Disk in the diskette drive and close the drive door.
5. Type the following to copy the 1-2-3 files to the hard disk:

A:HDMOVE [ENTER]
6. Repeat steps 4 and 5 for these other disks in the 1-2-3 package:

1-2-3 PrintGraph Disk

1-2-3 Utility Disk

1-2-3 Tutorial Disk (optional)

A Note to Hard Disk Users

Once you have transferred Lotus programs on your hard disk, it effectively becomes
your 1-2-3 System Disk. You should interpret most references in Lotus documen-
tation to the 1-2-3 System Disk as referring to the hard disk. However, there are two
important exceptions:

1. When the 1-2-3 program begins execution, the 1-2-3 System Disk must be in the
diskette drive (usually designated Drive A).

2. Your hard disk is capable of starting or resetting the computer, if Drive A does
not contain a disk. After you have started the computer, insert the 1-2-3 System Disk
in Drive A before executing any 1-2-3 program.
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4. Establishing 1-2-3’s Standard Procedures
(Configuration)

1-2-3 often follows certain standard (default) procedures—in particular, procedures
for sending data to the printer and for transferring data to and from disk storage.

Collectively, these standard procedures are called the default configuration. Lotus
has supplied 1-2-3 with a default configuration, but you can change these *“factory-
installed” settings to fit your own needs and equipment.

A}

For your first expericnce using 1-2-3, we're going to guide you thorough the steps
necessary to make a slight change to the default configuration. This is only an exam-
ple of how you can change 1-2-3’s configuration. You may enter other default values
than the ones used here or you may go through this procedure without actually sav-
ing the changes (do not select Update). (For complete details on the default configu-
ration sce Appendix A, “Configuring 1-2-3.”)

1. Start your system. If you have a hard disk, make sure you have prepared it accord-
ing to the instructions in “Transferring 1-2-3 Files to a Hard Disk”.

Two-Diskette System: Turn on the computer. Place the System Disk in Drive A
and press the black Reset Switch. The computer automatically passes control to the
Lotus Access System. You will be prompted to enter the current date and time.

If your computer is already on, insert the 1-2-3 System Disk in Drive A. If necessary,
issue a MS-DOS command to make the prompt read A>. Then type:

LOTUS [ENTER]

Hard Disk System: Make the hard disk or the (sub)directory into which you
copied the 1-2-3 files, the current directory. Place the 1-2-3 System Disk in the disk-
ctte drive. Even if you have loaded the 1-2-3 files on the hard disk, the System Disk
must be in the diskette drive when 1-2-3 begins execution. At the MS-DOS prompt,
issue the command “LOTUS”. For instance, if the 1-2-3 files are stored in subdirec-
tory “123FILES” on Drive C, then type the following:

C: [ENTER]
CHDIR \123FILES {ENTER]
LOTUS (ENTER]
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As its name implies, this program gives you access to 1-2-3 itself. (Seec Chapter 21 for
more information on the Access System.)

The first few lines are a series of choices called a menu. The menu pointer, a color
or reverse video highlight, is pointing to one of the options on the menu: “1-2-37.
That is the one we want to sclect.

Lotus Access System V. 1A (C)1983 Lotus Development Corp. [:::]
1-2~3 File-Manager PrintGraph Translate Exit
Enter 1-2-3 -- Lotus Spreadsheet/Graphics/Database program

Figure A. Lotus Access System Menu

2. Press [ENTER] to start 1-2-3. When the 1-2-3 startup screen appears, press any key
to clear it.

Hard Disk System. An “Insert diskette for drive B:” message appears. Make
sure the 1-2-3 System Disk is in the diskette drive, then press any key to pro-
ceed. Later you will need to change the startup current directory setting.
Details arc provided at the end of the section.

Now, you will issue a series of 1-2-3 commands that will change the default config-
uration. We list the instructions in table form: keystrokes on the left, explanations
on the right.

Keyboard Preview. You will be using the {ENTER] key quite a bit. You'll
also be using the — and — arrow keys, which are located next to the
numeric keypad at the far right of your keyboard. The slash (/) key, which
you will also need to use, is located at the lower right corner of the typewriter
section on the same key as the guestion mark.

You can enter numbers using either the numeric keypad at the far right of the key-
board, or using the row of keys at the top of the typewriter section.

3. Update 1-2-3's default configuration:

Keys to Press Meaning
/ Makes the 1-2-3 command menu appear at
pp
the top of the screen
[ENTER] Selects “Worksheet™.
[ENTER] Selects “Global™.
— — — — — [ENTER] Selects *“Default™.
[ENTER] Selects *“Printer™.
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The screen should look like this now:

Al:

Interface Auto-LF Left Right Top Bottom Page-Length Wait Setup Quit

Specify printer interface

A 8 C

0 E F G G|

’
2

Figure B. Default Printer Settings

We will adjust the left margin and right margin settings.

A formatted disk must be in Drive B when you issue the Update command,

— — [ENTER]
0 [ENTER]

— [ENTER]
150 [ENTER]

— — — — — — [ENTER]

- — — [ENTER]
— [ENTER]

/— [ENTER]
— [ENTER]

Selects “‘Left”.

Changes the left margin setting from 4 to 0
(i.¢., no left margin).

Selects “Right”.

Changes the right margin setting from 76 to
150.

“Quit” returns to the previous menu.

Watch Drive A. Selecting “Update” has 1-2-3
store the revised settings in its configuration file.

“Quit” ends the /Worksheet Global Default
command.

Selects the Quit command.

Selects “Yes” to confirm the command to end
the 1-2-3 session.

The Lotus Access System menu returns. If you wish, perform this procedure again to
return the margin settings to 4 and 76, or to any other values between 0 and 240.
1-2-3 will use these margin settings during print operations unless you override

them.

Hard Disk System: To specify a startup current directory—the standard location in
which 1-2-3 should store data filess—complete these steps:

— [ENTER]
[ESC]

Directory-name [ENTER]

vi

Selects “Directory”.
Erases the default setting, B:\.

Enter the name of the (sub)directory in
which 1-2-3 should store data files. (e.g.,
C:\123FILES)
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Although we don’t include instructions here, you should also change the Configure
Files sctting in the PrintGraph program. Initially, PrintGraph assumes that Pictures
are stored in the root directory of Drive B and that Fonts are stored in the root direc-
tory of Drive A. See Chapter 20 for details.

5. Preparing Data Disks

You store your 1-2-3 work on data disks—not on the 1-2-3 System Disk. Storing
your work on the System Disk may result in loss of data. Before you begin working
with 1-2-3 in earnest, be surc you have an adequate supply of data disks (at least six).
However, just purchasing the disks isn’t quitc enough. You must prepare (formar) a
disk before you can use it.

You can prepare new disks if you have a two-diskette system, or if you have a hard
disk system with a diskette drive that serves as Drives A and B using the following
steps:

1. At the end of the last section, you were at the Access System menu.
If you are not at this menu now, restart the computer.

Select Exit from the Access System Menu and confirm your choice by typing “Y” in
response to the confirmation prompt. You will be returned to the MS-DOS prompt:

A>.

2. Type:
FORMAT B: [ENTER]
3. The message:

Insert new diskette for Drive B:
and strike any key when ready

appears on the screen. Put 2 blank disk in Drive B, close the door, and press any key.
4. Control passes to an MS-DOS program named FORMAT.COM.

5. When the “Format complete” message appears and the light on Drive B has gone
off, press “Y" and insert another diskette, or press “N”’ to return to the MS-DOS
prompt. You can format as many disks as you like in this way.

6. When you’ve returned to the MS-DOS prompt, remove the diskettes from their
drives. Before returning the disks to their protective sleeves, put the small gummed
tabs provided with the disks (called write-protect tabs) over the small notch located to the
left of the label. The write-protect tab prevents a disk from being inadvertently altered
when it is in the computer.

vii
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6. Copying Other Lotus Disks

While disks have a long lifespan under normal use, they arc susceptible to damage
through inadvertent mishandling, dust, etc. For this reason, Lotus provides two
copies of the 1-2-3 System Disk. These two disks cannot be copied. Copies you try
to make with the MS-DOS DISKCOPY command will not function properly.
Should either copy of the 1-2-3 System Disk become damaged, Customer Support
provides a means of acquiring replacement disks.

Lotus recommends that you use the 1-2-3 System Disk arid store the backup copy in
a safe place.

The other three 1-2-3 disks can be copied using the procedure outlined below. We
urge you to make at least one copy of each disk and keep it in a safe place.

You can copy disks using MS-DOS if you have a two-diskette system, or if you have
a hard disk system with a diskette drive that serves as Drives A and B.

1. At the end of the last section, you formatted some blank diskettes using the MS-
DOS FORMAT command.

2. With the MS-DOS A > prompt displayed, type the following MS-DOS command:
DISKCOPY A: B: [ENTER]
Control passes to the MS-DOS program DISKCOPY.COM

Two-Diskette System: Insert the disk to be copied in Drive A (source drive)
and close the drive door. Insert a formatted disk in Drive B (target drive), and
press any key.

Hard Disk System: Insert the disk to be copied in Drive A and close the
drive door. Press any key. You will be prompted to remove the disk from
Drive A and insert a formatted disk.

3. The DISKCOPY program will copy the contents of the disk in Drive A to the
disk in Drive B. When the process is complete, the message:

Copy another (Y/N)?
will be displayed.

4. Repeat the copying process for the 1-2-3 Utility Disk, the Tutorial Disk, and the
PrintGraph Disk, by typing “Y”. To end the copying process, type “N” and the
MS-DOS prompt will be redisplayed.

Be sure to label the copies correctly and return both the originals and the copies to
their protective sleeves.

The 1-2-3 Electronic Tutorial

With any new program, it is useful and cncouraging to have a helping hand. To
meet this need, you have an electronic teacher. Tutor is a program that knows the
ins and outs of 1-2-3 and knows how to teach them. Tutor guides you every step of
the way.

viii
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Do I Really Need to Be Tutored?

We feel that there is something for everyone in these Tutor lessons. If you are an ex-
perienced spreadsheet user, you will probably want to browse quickly through
Lesson A, which introduces the spreadsheet concept to those unfamiliar with it. (By
the way, with 1-2-3 it’s called a worksheet.) You’ll also want to read the “Note to
Experienced Electronic Spreadshect Users” section, which begins on page xv.

Don’t skip Lessons B through D, though. They go over material that is unique to
1-2-3. In addition, these lessons cover areas in which 1-2-3"s approach differs from
that of other spreadsheet programs.

Lessons E and F introduce information management and graphing, two areas in
which 1-2-3 has pioneered all-in-one integration with worksheet analysis.

A topic-by-topic outline of these lessons appears in “Tutor Lessons”.

Starting the Tutorial

Turn on your computer.

Two-Diskette System:

1. Insert the Tutorial Disk in Drive A and press the Reset Switch. Enter the time and
date.

2. Make sure the Tutorial Disk has not been write-protected and issue the following
command at the MS-DOS prompt:

TUTOR [ENTER]

Hard Disk System
1. At the MS-DOS prompt, enter the time and date.

2. If you have copied the Tutorial onto your hard disk: make sure that the hard disk is the
default drive. You may nced to issue a MS-DOS command:

x [ENTER] (x = the hard disk)

Note. If appropriate, issue a MS-DOS command to make the (sub)directory
into which you transferred the 1-2-3 programs the current directory (e.g.,
CHDIR\123FILES).

If you did not copy the Tutorial onto your hard disk: Make the diskette drive the default

drive. Make sure the Tutorial Disk has not been write-protected, and then place the
disk in the drive.

3. Issue the following command at the MS-DOS prompt:
TUTOR [ENTER]

Do not remove the 1-2-3 Tutorial Disk during a tutorial session.



The Tutor Menu

Tutor begins by displaying a menu of lessons:

® To select a lesson from the menu, type the corresponding letter.
® To end the Tutor session, press the [ESC] key.

Tutor returns to this menu whenever a lesson ends, either on its own or by your
command.

How Tutor Works

A Tutor lesson is a 1-2-3 work session—not a simulation, not a demonstration.

Tutor tells you exactly what keys to press and it makes sure that you press them. If
you press a wrong key at any time, Tutor simply beeps—you cannot proceed unless
you do exactly as prompted (Exception: Sce “Speed Typing”). If you press the right
key, you sec the effect immediately on the screen. This means that you must focus
your attention in several places during a Tutor session:

® The bottom part of the screen: To read Tutor’s instructions.
® The keyboard: To press the right keys.

® The top part of the screen: To view the effects of your keystrokes on 1-2-3. These
effects show up both in the worksheet and in the control panel.

It may take a little while to get used to dividing your attention like this. However,
Tutor is infinitely patient and will help you through the lessons as many times as you
wish.

Speed Typing

One of the goals of the Tutor lessons is to have you get the feel of using the keyboard
with 1-2-3. For that reason, we hope you will go through the lessons keystroke by
keystroke.

However, if you want to pass quickly through a lesson, here is a convenient way to
do it:

No matter what key Tutor is telling you to press, pressing [SPACE] (the space bar)
has the same effect as pressing that key.

Moving Page by Page

Each lesson is divided into pages (screens). At the end of each page, Tutor displays
this highlighted prompt:

[SPACE] = Continue [PG DN] = Page ahead [PG UP] = Page back [ESC] = Quit
At this point you have several choices:

® Press [SPACE] to proceed to the beginning of the next page.
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® Press [PG DN] to jump forward to the end of the next page. In effect, Tutor auto-
matically presses the keys for you on the next page.

® Press [PG UP] to jump backward to the end of the previous page. This may take a
few moments, since Tutor must retrace all its steps.

® Press [ESC] to end the lesson. The lesson menu returns. You can choose another
lesson or press [ESC] again to end the Tutor session.

The Tutor Lessons

This section presents an outline of the topics presented in cach of the Tutor lessons.
You will find this section a useful reference as you learn 1-2-3 skills. For instance, if
you've grown a bit “rusty” after a long layoff, you might use the outline to decide
which lessons to review.

In many cases, you’ll find the same topics listed more than once. Tutor repeatedly
emphasizes and reinforces the aspects of 1-2-3 that are most important and most
commonly used.

Lesson A: Getting Started

¢ The Keyboard: [ENTER], [ESC], pointer-movement keys, [BACKSPACE],
(DELETE], [CAPS).

® The 1-2-3 Worksheet: window, cells, cell pointer, control panel, mode indicators.
® Moving the cell pointer.

® Typing cell entries: numbers and labels.

Label alignments.
® Fixing typing errors with [BACKSPACE] and [ESC].

Numeric formats, label formats, column-widths.
¢ Formulas: entered by typing and by pointing.

¢ Automatic recalculation of formulas.

® Saving a worksheet with a 1-2-3 command.
Lesson B: The Loan-Analysis Worksheet I

® Formula recalculation.

® Correcting entries: Edit Mode, [BACKSPACE], [DELETE].

Using the on-line Help facility.
® Setting column-widths, individually and globally.

Formulas and @ functions.

Global numeric display formats, numeric formats for individual cells.

Saving and retrieving worksheets from disk storage.

xi
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Lesson C: The Loan-Analysis Worksheet II

® Entering formulas: Relative and absolute cell addresses.

® Making many copies at once with the /Copy command.
® Copying formulas with the /Copy command. g

® Storing worksheets on disk.

Lesson D: The Loan-Analysis Worksheet 11

® Using the /Move command to transfer cell entries.

® Using the /Worksheet Insert and Delete commands to add and eliminate rows.
® Entering repeating labels.

® Making copies of ranges (labels and formulas).

® Using the /Data Fill command to enter a series of numbers.

* Using the @SUM function.

® Titles and Split Screen (the /Worksheet Titles and /Worksheet Window
commands).

¢ Building a table of results with the /Data Table command.

Lesson E: Using a 1-2-3 Database

® Records, ficlds, and field names.

¢ The [PG UP], [PG DN] and [END] keys.

¢ The /Data Sort command: Primary and Secondary sort keys.
® The /Print File command.

® The /Data Query command.

® Input range, Criterion range, Output range.

® Defining selection criteria: exact matches, approximate matches, numeric compar-
isons, compound conditions (AND, OR).

® The Find and Extract operations.

Lesson F: 1-2-3 Graphing

® Graph types: Bar, Stacked-Bar, Pie, Line, XY.

® Data ranges; multiple ranges in one graph; resetting (cancelling) ranges.

¢ Using the X-range as axis labels and pie-slice labels.
® Titles and legends. -
® Printing graphs.

® Graph names.

xil
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The 1-2-3 User’s Manual

This manual is a reference tool, designed to be used in conjunction with the 1-2-3
Electronic Tutorial and the on-line Help facility. We recommend that you do not try
to read it all in one sitting. After going through the Tutorial, read the sections of
particular interest to you. (For some, the “Note to Experienced Spreadsheet Users™
on page xv is a logical place to start.)

When you have a problem or want to learn more about some aspect of 1-2-3, there
are a variety of ways to find the information you want in the manual:

1. Skim the Table of Contents. This is a good way to get a quick overview of the
content and structure of the manual.

2. The Index, at the back of the manual, provides a listing of page references for
cach topic.

3. The Functional Index, preceding the Index, indicates the 1-2-3 command that
performs the most common worksheet operations.

4. The Glossary lists the meaning of the special terms used in this manual.
5. Most of 1-2-3's Help screens include page cross-references to this manual.

6. Use the 1-2-3 Quick Reference for a quick reminder of a particular 1-2-3
procedure.

The 1-2-3 User’s Manual contains several major sections:
The World of 1-2-3 introduces you to 1-2-3 concepts and terminology.

Basic Skills teaches the fundamental tasks to be mastered in using 1-2-3: how to
enter information, how to use menus, how to get help, and how to issue commands,
and more.

The Command Skills chapters describe the 1-2-3 commands in detail. Each chapter
includes a narrative overview and a command-by-command how-to-do-it section.

The Function Reference describes the use of 1-2-3’s rich set of @ functions, which
provide computational power and convenience.

Printing Graphs cxplains how to produce printed copies of the graphs you define
with 1-2-3.

The Lotus Access System chapter explains the use of the “switchboard” program
included with 1-2-3. This program allows you to perform your data processing and
housekeeping chores in a consistent, simple manner.

The Appendices provide additional information in several areas: configuring 1-2-3;
issuing printer-control codes; and an error message reference.

Scveral Indexes provide fast access to important 1-2-3 information.

xiii
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Typographical Conventions
A few simple typographical conventions are used in the 1-2-3’s User’s Manual:

® When a glossary term is introduced, it is printed in boldface. When the glossary
term is used subsequently or when other special terms are used, they are often italicized.

This symbol means “Caution”. It is used to indicate that making a mistake at
this particular point could cause a significant data loss.

AThis symbol is used to call your attention to other important points.

A Note to Experienced Electronic Spreadsheet Users

If you are used to other spreadsheet programs (e.g., VisiCalc), you’ll find that 1-2-3
not only significantly expands the spreadsheet capability you’re already familiar
with, but it adds graphing and information management facilities.

Other sections of this manual describe all the features and capabilities of 1-2-3. In this
section, we provide a glance at some of the major features that differentiate 1-2-3
from other programs.

Major Differences

When a 1-2-3 session begins, the screen will probably look familiar, but the
resemblance ends there. When you type the slash (/) key to begin a command, 1-2-3
displays a menu of command keywords, not just a series of single letters. You can
select any command by pointing the highlight at your choice—using — and + to
move the highlight and then pressing [ENTER] to make your selection. Or you can
just type the first letter of the command keyword.

A short description of each command is displayed on the line below the menu. Some
of the commands that directly affect worksheet operation may have familiar names,
but their implementation differs. 1-2-3 distinguishes between global operations af-
fecting the entire worksheet and range operations affecting a single cell or group of
cells.

1-2-3 Commands

Operations involving deletion or insertion of columns or rows, erasing the work-
sheet, setting column widths, etc., are grouped under the /Worksheet command.
Operations that affect an individual cell or range of cells are grouped under the
/Range command.

The /Copy command allows you to copy a single cell or range of cells to a target cell
or range of cells. /Copy replaces the Replicate function found in many spreadsheet
programs. In other programs, replication typically requires formula references to
cells to be specified as relative or “no change” at the time of replication. In 1-2-3,
this information is specified in the formula itself, rather than at the time of copying.
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Copying is not restricted to a single row or column, and 1-2-3’s expandable pointer
lets you “highlight” the area of the worksheet you are defining for the copy.

The /Move command is fundamentally different. It lets you “pick up” a group of
cell entries in the worksheet and *“put it down” at another location. All formulas are
automatically adjusted. And because of expandable pointer highlighting, you can sec
the block of entries you are moving.

The table below shows the major VisiCale commands and their 1-2-3 equivalents.
See page I-1 for a complete 1-2-3 command list.

VisiCalc 1-2-3

/B Blank cell /RE Erase a range of cells

/C Clear spreadsheet /WE Erase worksheet

/D Delete row or column /WD Delete one or more rows
or columns

/E Edit cell entry [F2/EDIT)| Edit cell entry

/GF Global format /WGF Global numeric format

/F Format a cell /RF Format one or more cells

/G Set global parameters /WG Set global parameters

/1 Insert row or column /W1 Insert one or more rows or
columns

/M Move a column or row /M Move a range of cells
(not directly equivalent)

/P Print to printer /P Print to printer or file

/R Replicate one or more cells /C Copy one or more cells

/S Storage commands /F File commands

/T Titles /WT Titles

/v Program version Displayed at startup only

/W Split screen /WW Split screen

/- Repeating label Label-prefix character “\”

Additional 1-2-3 Features

Graphing Facilities. 1-2-3 allows you to make line, bar, XY, pie, stacked-bar, and
scatter charts using data from the worksheet. The graph data and formats are saved
along with the worksheet. Graph images are stored as scparate graph files. New
graphs can be redrawn each time you change the worksheet by using the
[F10/GRAPH] function key.

Database Facilities. From within the worksheet, data records are entered using the
familiar column-row format. (1-2-3 allows up to 2047 records and 256 ficlds, subject
to the limitations of main memory.) There are commands to manipulate records, in-
cluding the ability to search for and extract records that meet your defined criteria.
In addition, you may sort, build data tables, calculate distributions, and perform
other statistical analyses of the records in the database. Data contained in the database
can be used in worksheet calculations, in graphing, or both.

Xv



Speed of Execution. 1-2-3 is the fastest spreadsheet program currently available for
the Model 2000.

Natural Recalculation Order. Automatically eliminates all forward references.

On-line Help Facility. 1-2-3 gives you assistance when you need it most. If you
can’t remember what a command does, if you are not sure what to do next, or if you
simply don’t like reading reference manuals, you can press the (FI/HELP] function
key, and receive instant help on the current problem. Help can be invoked at virtually
any time, even during data entry. Not only do you get help on the current com-
mand, but you can access related topics and even an index of all Help topics by point-
ing at the name of the item you need help with.

Dedicated Function Keys. Frequently used 1-2-3 operations (Graph, Calc, GoTo,
etc.) can be executed with a single keystroke. Three legend cards, which fit in the
slots above the function keys, show these special functions.

Extended Mathematical Functions. 1-2-3 extends the mathematical capability
usually found in spreadsheet programs. Besides the familiar array of mathematical
and logical operators, 1-2-3 provides additional functions such as future value, pay-
ment, and date functions. Statistical functions such as standard deviation and variance
are also included. A complete summary of these functions will be found in Chapter
19, “1-2-3 Function Reference”.

Printer Control. 1-2-3 allows extensive formatting of a worksheet before it goes to
the printer. You may print selected portions of a worksheet and add headings, foot-
ings, margins, borders, titles, and even the date and page numbers to make your
printed worksheet into a final report.

Macro Capability. 1-2-3 further extends your ability to manipulate the worksheet
by allowing you to create command macros using the Typing Alternative. This
powerful feature allows you to *“‘attach” a series of frequently used keystrokes to a
letter key. 1-2-3 will save the macro along with the worksheet so that it is ready to
use the next time you need it.

Importing and Exporting Files. 1-2-3 can import and export standard ASCII text
files, making it casy to cxchange data with other programs.

We have barely scratched the surface of 1-2-3’s capabilities. Since you are already an
experienced spreadshect user, you might want to jump right in and get started, but
we hope you will also use the 1-2-3 Electronic Tutorial.

xvi
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