OsbomeMcGraw-Hil

s ==

- -2-3

| , Release 2.4

a4

" ComrLETE REFERENCE

5 o | . MARY .

g i

N i >
- v Aon " s 1
o 5o -y ; - - 5
x 3 . - . - T e .
X . ¥ e = 7 ™y P ¥
5 2 - e ot R %‘i_ >
e S - - .
: _ _d‘_ B - x - S
; 2 . H_, h * & A - . » Yo
-~ <4 Y s - - ,

A

REsoukce - IDEAL FoR EVERYUSER oF LoTus 1-2-3 RELEASES 2.01, 2.2,2.3 & 2.4

RN e 3
I T S O W



1-2-3 2.4: The Complete
Reference

Mary Campbell

Osborne McGraw-Hill

Berkeley New York St. Louis San Francisco
Auckland Bogota Hamburg London Madrid
Mexico City Milan Montreal New Delhi Panama City
Paris Sao Paulo Singapore Sydney

Tokyo Toronto



Osborne McGraw-Hill
2600 Tenth Street
Berkeley, California 94710
US.A.

For information on software, translations, or book distributors outside of the U.S.A.,
please write to Osborne McGraw-Hill at the above address.

1-2-3 2.4: The Complete Reference

Copyright © 1992 by McGraw-Hill, Inc. All rights reserved. Printed in the United
States of America. Except as permitted under the Copyright Act of 1976, no part of
this publication may be reproduced or distributed in any form or by any means, or
stored in a database or retrieval system, without the prior written permission of the
publisher, with the exception that the program listings may be entered, stored, and
executed in a computer system, but they may not be reproduced for publication.

34567890 DOC 998765432

ISBN 0-07-881853-2

Information has been obtained by Osborne McGraw-Hill from sources believed to be reliable. However,
because of the possibility of human or mechanical error by our sources, Osborne McGraw-Hill, or others,
Osborne McGraw-Hill does not guarantee the accuracy, adequacy, or completeness of any information
and is not responsible for any errors or omissions or the results obtained from use of such information.



1-2-3 2.4: The Complete
Reference



Publisher
Kenna S. Wood

Acquisitions Editor
Elizabeth Fisher

Associate Editor
Scott Rogers

Project Editor
Judy Ziajka

Technical Editor
Chris McClellan

Copy Editors
Vivian Jaquette
Jane Paulsen

Proofreader

Jeff Barash

Word Processing

Valerie Haynes Perry
Lynda Higham

Indexer

Valerie Robbins

Computer Designer
Michelle Salinaro

IMlustrators
Susie Kim
Marla Shelasky

Cover Design

Bay Graphics Design, Inc.
Mason Fong



Acknowledgments

I wish to thank the following individuals, without whom this book would not have
been possible:

 Elizabeth Reinhardt, for her help with all aspects of the book.
e Margaret Campbell, for creating the screens.

 Liz Fisher, who managed the entire process of making this a book and helped
in many ways to produce a quality product.

 Scott Rogers, for all of his help in preparing the chapters for production.

e Chris McClellan, Alene Gansemer, and all the others at Lotuswho offered their
help in so many ways.

 Judy Ziajka, Vivian Jaquette, Jane Paulsen, and Michelle Salinaro for their help
in Editorial and Production.

— Mary Campbell

XX1



Introduction

1-2-3 has become an essential tool for many business users. It is hard to conceive of
putting together budgets, sales projections, and many other financial projections
without the assistance of this package. The wide applicability of this package and its
state-of-the-art features have kept it near the top of best-selling software charts since
its introduction.

With Release 2.4, you will find that the familiar interface that handles every
Release 2.01 command hasn’t changed. In addition, you will find many exciting new
features that can extend your productivity. This book is designed to steer you in the
proper direction so that you look at new options in a logical progression and see how
to incorporate these features into your models.

About This Book

1-2-3 Release 2.4: The Complete Referenceis designed to serve the needs of both new and
experienced 1-2-3 users. Beginning users should start at the beginning of the book
and work through the first six chapters. While reading these chapters, you may want
to enter some of the examples in your system for practice. These chapters will provide
the basic skills for all model building with 1-2-3 and establish a firm foundation from
which to explore later topics. Users already familiar with 1-2-3 basics will want to
review the table of contents and focus on chapter topics with which they are less
familiar, such as data management features, keyboard alternative macros, and com-
mand macros.

Experienced 1-2-3 users will also find this volume to be a valuable reference tool,
describing all of 1-2-3’s many features in detail. You will find discussions of all the
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Release 2.01 commands as well as the latest additions for Release 2.4. You can use
this book as a source of information about either product if you are using both
releases within your organization. Each topic has working examples to go along with
the written description. Boxes in the text highlight important summary information,
and a thorough index helps you find the precise topics you are looking for.

In addition to its thorough coverage of 1-2-3’s features, this book provides
information on the Lotus Add-In Manager and the Auditor, Macro Manager, Back-
Solver, Smartlcons, Tutorial, and Wysiwyg add-ins.

How This Book Is Organized

This book is divided into four parts. Part One discusses the worksheet and the
commands you need to create efficient worksheet models. Part Two focuses on
database management and graphics. Part Three looks beyond the basic features to
explore macros and the 1-2-3 add-ins that accompany Releases 2.2, 2.3, and 2.4. Part
Four consists of four appendixes that offer supplemental information, including
installation procedures, a list of LICS codes, and a list of the SmartIcons.

e Chapter 1 provides an overview of Release 2.4’s features. If you are already a
1-2-3 user, Chapter 1 will help you focus on the new features that you want to
explore first.

» Chapter 2 discusses the Lotus Access System, display, and keyboard. You will
learn all about 1-2-3’s display in this chapter.

e Chapter 3 has you start entering data in 1-2-3’s spreadsheet cells. In this
chapter, you will learn about the types of building blocks used in creating a
model.

» Chapter 4 introduces you to formatting and the improvements it makes to
1-2-3’s spreadsheet. You will learn how to override all the default display
characteristics to create the exact display you want. You will use 1-2-3’s formats
as well as basic Wysiwyg options.

 Chapter 5 describes all of the command options pertaining to the worksheet.
You will learn how to determine the status of current settings and how to
change options to suit your needs.

* Chapter 6 provides explanations and examples for all of 1-2-3’s basic print
features as well as for Wysiwyg printing. You will learn how to print formulas,
add borders to a printed report, and use background printing to make your
work more efficient.

* Chapter 7 describes each of 1-2-3’s functions. You can read about just the ones
you are interested in or survey all of them to discover new uses for the package.



Introduction

Chapter 8 presents everything you need to know about saving and retrieving
files. You will learn how to consolidate information in several files and how to
save a portion of a worksheet.

Chapter 9 introduces you to the sort and query features that add data
management capabilities to the package. You will learn how to resequence
your data and how to extract the data that meets your needs.

Chapter 10 teaches you how to apply the data management features to the
spreadsheet environment. You will learn about automating a “what-if”’ analy-
sis, generating matrices, and sorting your formulas.

Chapter 11 teaches you how to display your data graphically in all the new
graph formats. You will learn how to use all the graph features, including how
to print a graph and how to add a graph to the spreadsheet.

Chapter 12 introduces keyboard macros and the new Learn feature that
records them. Once you learn to save command keystrokes, you can reuse
them at will.

Chapter 13 presents the powerful command language macros that allow you
to write programs to automate applications. Each macro command is de-
scribed and illustrated with an example.

Chapter 14 describes the Add-In menu and some of the 1-2-3 add-ins that
accompany Release 2.4. These add-ins include the Auditor add-in, useful for
following the effects of formulas, and the Tutorial add-in, which you can use
to help you learn 1-2-3 basics.

Chapter 15 explains the Wysiwyg add-in. You will learn how to use Wysiwyg
spreadsheet publishing features, the Backsolver add-in for working from a
result to the value needed to achieve it, and the Icon add-in for customizing
pallete 1.

Appendix A provides installation instructions.
Appendix B provides a list of the LICS codes.
Appendix C displays menu trees for 1-2-3 and Wysiwyg commands.

Appendix D provides a look at the text and graphic versions of Release 2.4’s
Smartlcons.
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