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Limited Warranty
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documentation are free from defects in materials and workmanship during
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will replace defective media or documentation or correct substantial pro-
gram errors at no charge, provided you return the item with dated proof
of purchase to Addison-Wesley within 90 days of the date of original pur-
chase. If Addison-Wesley is unable to replace defective media or docu-
mentation or correct substantial program errors, your license fee will be
refunded. These are your sole remedies for any breach of warranty.

Except as specifically provided above, Addison-Wesley makes no war-
ranty or representation, either express or implied, with respect to
this program, documentation or media, including their quality, per-
formance, merchantability, or fitness for a particular purpose. Lotus
makes no warranty or representation, either express or implied, with
respect to this program, documentation or media, including their qual-
ity, performance, merchantability or fitness for a particular purpose.

Because programs are inherently complex and may not be completely free
of errors, you are advised to verify your work. In no event will Addison-
Wesley or Lotus be liable for direct, indirect, special, incidental, or
consequential damages arising out of the use of or inability to use
the program, documentation or media, even if advised of the possibility
of such damages. Specifically, neither Addison-Wesley nor Lotus is respon-
sible for any costs including, but not limited to, those incurred as result of
lost profits or revenue (in any case, the program must be used only for
educational purposes, as required by your license), loss of use of the com-
puter program, loss of data, the costs of recovering such programs or
data, the cost of any substitute program, claims by third parties, or for
other similar-costs. In no case shall the liability of Addison-Wesley exceed
the amount of the license fee and in no case shall Lotus have any liability.

The warranty and remedies set forth above are exclusive and in lieu
of all others, oral or written, express or implied. No Addison-Wesley
dealer, distributor, agent, or employee is authorized to make any modifi-
cation or addition to this warranty.

Some statutes do not allow the exclusion of implied warranties; if any
implied warranties are found to exist, they are hereby limited in duration
to the 90-day life of the express warranties given above. Some states do
not allow the exclusion or limitation of incidental or consequential
damages, nor any limitation on how long implied warranties last, so these
limitations may not apply to you. This warranty gives you specific legal
rights and you may also have other rights which vary from state to state.

To obtain performance of this warranty, return the item with dated proof
of purchase within 90 days of the purchase date to: Addison-Wesley Pub-
lishing Company, Inc., Educational Software Division, Jacob Way, Reading,
MA 01867.
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Between the
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Version

Preface

Lotus 1-2-3 is one of the most widely used and most powerful
software products on the market today. It combines a superior
spreadsheet with excellent graphics and an efficient database.
Its power and flexibility have made it an industry standard.
Therefore, it is not surprising that the educational version of
Lotus 1-2-3 has become the spreadsheet of choice for educa-
tion. It is used in the educational setting in microcomputing

applications ranging from engineering and biology to account-
ing and finance.

The new Lotus 1-2-3 Release 2.2 has built upon and expanded
Release 2.01 to offer you more speed and analytical power. It
is a high-performance spreadsheet for analyzing, managing,
and presenting information. And now the Student Edition of
Lotus 1-2-3 Release 2.2 lets students keep up with the latest
version of this industry standard, preparing them to step right
into the business world.

The Student Edition of Lotus 1-2-3 Release 2.2 continues to be
fully file compatible with the professional version. It also reads
any files that are 1-2-3 compatible and its files can be easily
imported into other programs, such as most popular word
processing programs.

The Student Edition is fully functioning and identical to the
professional version of Release 2.2, except:

e The Translate utility has been removed

e Allways has been removed

e A header, ‘‘The Student Edition of Lotus 1-2-3’" and the
student’s name, automatically prints at the top of all
printed worksheets




""""""" The Student Edition of Lotus 1-2-3 Release 2.2 has a full-size

New Features spreadsheet (256 columns by 8192 rows), and includes the
Access system. All of the printer and graphics drivers provided
in Lotus 1-2-3 are included in this package. The hands-on inter-
active labs have been revised and expanded to demonstrate
many of the new Release 2.2 features, such as file linking, Undo,
minimal recalculation, and a macro LEARN mode. It also has
an expanded reference section.

" . The Student Edition of Lotus 1-2-3 Release 2.2 is designed to
Objectives

introduce students to the powerful capabilities of the most
popular electronic spreadsheet available. The primary objec-
tives of this book are:

e To provide a complete educational environment for learn-
ing 1-2-3

e To provide a powerful and flexible tool for teachers and
students

e To teach the fundamentals of spreadsheets, graphics, and
databases

e To establish good problem-solving techniques

To accomplish these objectives, this book has the following
features:

e One resource. The material contained in two separate 1-2-3
manuals has been combined into one complete text, includ-
ing initializing and installing 1-2-3, tutorial lab exercises,
and reference.

e Interactive labs. A comprehensive Overview and nine topic-
specific hands-on labs have been developed to teach 1-2-3
concepts, commands, and applications in a problem-solving
environment.

e Cross-references. Extensive cross-referencing between the
Reference section and the interactive labs supports the
expansion and clarification of key concepts and commands.

e Teaching aids. Numerous teaching aids throughout the book
reinforce important concepts, build a powerful vocabulary,
and promote the development of critical problem-solving
skills.

e Logical design. The organization of the text allows students
to master complex ideas in small, easily assimilated steps.
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Organization

e Flexible design. The text has been developed in modular
fashion to allow students at various levels of computer
expertise to learn 1-2-3 efficiently. This design also allows
instructors to develop courses using all or selected parts of
the manual.

The Student Edition of Lotus 1-2-3 Release 2.2 presents the
fundamentals of 1-2-3 in clear, simple language that encourages
learning. Each topic is developed systematically, with the
assumption that the student’s total knowledge of a subject area
is based on the reading of a previous section.

The manual is divided into three sections.

Section 1, “‘Getting Started,”” introduces 1-2-3 by explaining the
basic skills required to install, start, run, and end the program.

The section begins by detailing the contents of the Student
Edition package. The student is then provided with a concise
explanation of the conventions used throughout the manual.
The fundamentals of working with the computer and the soft-
ware are discussed in detail. Next, complete, easy-to-follow
instructions for initializing 1-2-3, formatting disks, backing up
the original disks, copying 1-2-3 to a hard disk, and starting,
using, and exiting the Install program are provided.

This section then provides step-by-step instructions on how to
start 1-2-3 from a two-disk or hard-disk system, how to change
the default directory for 1-2-3, and how to start 1-2-3 from the
Access system. Finally, it provides a comprehensive chapter on
starting, setting up, and leaving the PrintGraph program, as
well as a chapter on 1-2-3’s Help facility.

Section 2, ‘“An Overview to 1-2-3 and Lab Activities,”’ starts
with the Overview, a hands-on interactive lab designed to
familiarize the student with the power and scope of the 1-2-3
program. The Overview introduces students to the spreadsheet
and use of the keyboard in the worksheet, to the graphics and
database capabilities, and to the macro features of 1-2-3. This
broad presentation demonstrates the total 1-2-3 program in a
nonthreatening environment; it provides a meaningful founda-
tion upon which to build.

The nine interactive lab activitiés follow. Through the use of
carefully developed case studies supported by numerous data
files, students learn 1-2-3 by solving problems.

Preface vii



Each lab begins with a list of objectives, followed by a brief
description of the case study used throughout the lab. The case
studies present real-world problems and situations across a
variety of settihgs. The student becomes involved in the case
itself as well as the application of 1-2-3 commands.

The student follows the case study while completing the activi-
ties in each lab. As the student performs each step in the lab,
a screen print is presented in the manual to keep the student
on track and to reinforce key concepts. At the end of the lab,
a list of key terms and definitions is presented along with
several practice problems.

Each lab requires approximately 45 minutes to complete (not
including practice problems). The actual time to complete any
one lab will vary somewhat from lab to lab, student to student,
and instructor to instructor.

The labs have been designed in a modular fashion, to allow
instructors the greatest flexibility in course development. After
students have mastered the basic spreadsheet commands in
Labs 1 and 2, they may proceed directly to graphics, database,
macros, or advanced spreadsheet labs. The numerous alterna-
tive paths that are available are detailed in the Instructor’s
Manual.

Labs 1 and 2 have one continuing case study and should be
presented as a unit. Labs 3 and 4 introduce the graphics capa-
bility of 1-2-3. Labs 5 and 6 introduce advanced spreadsheet
techniques such as linking files, freezing titles, creating win-
dows, hiding columns, and naming ranges. Labs 5 and 6 have a
continuing case study and should be presented as a unit. Lab 7
introduces creating and using databases, and explores the search
and replace feature. Lab 8 presents advanced database con-
cepts, such as extracting information, creating a frequency dis-
tribution, and using a data table. Lab 9 presents an introduction
to macros, including the use of the STEP and LEARN modes.

Students completing all nine labs will be able to organize and
analyze information in a spreadsheet effectively and efficiently.
In addition, they will be able to display information in charts
and graphs, enter and extract information from databases, and
create and use macros.

)

Section 3, ‘‘Reference,’’ contains comprehensive descriptions
of the 1-2-3 commands, menus, and functions. The main areas
of this section include basic spreadsheet skills, commands,
macros, @functions, and the PrintGraph program. This section
is extensively cross-referenced to the Lab Activities in Section 2.

viii

Preface



Acknowledgments

The development of the Student Edition of Lotus 1-2-3 Release
2.2 has required a tremendous team effort from many indi-
viduals, and we would like to thank all those who have con-
tributed to it. Through their combined efforts, we have built
upon and improved the previous student editions of Lotus 1-2-3.

We are particularly grateful for the contributions of many peo-
ple at Addison-Wesley. In particular, we thank Alan Jacobs,
Executive Editor, and Dana Degenhardt, Senior Product
Development Manager, for their continued support of the pro-
ject. Also, thanks to Karen Wernholm for contributing to the
smooth production of this book.

For the day-to-day coordination of the development of this
book, we would like to thank Rachel Bunin, Project Manager,
for her good humor, persistence, and organizational skills. It
has been a pleasure working with her. Credit also needs to be
given to Nancy Benjamin for her conscientious editing skills
and production coordination. Without their combined efforts
and pleasant natures, this project would not have been the
success it is.

Our thanks to the staff and programmers of Lotus Development
Corporation, who provided us with their technical expertise
and created the software for this package.

We are also indebted to the reviewers for their valuable insights,
criticisms, and suggestions. Included among them are: Mark
Hale, University of Florida, Gainesville; Phillip A. Jones,
University of Richmond; and Lloyd Rosenberg, Baruch College,
City University of New York. In addition, we are grateful to
Mary Koonmen and the students at the John Jay College of
Criminal Justice for their Student Field Test, which provided
many helpful suggestions.

Timothy J. O’Leary
Linda I. O’Leary

Preface ix



Contents

One Getting Started

1 Before You Begin 3

Checking Your Package 4
Typographical Conventions 6

2 Initializing and Installing 1-2-3 8

Preliminaries 9

Initializing 1-2-3 12

Preparing Your Disks 17
Installing 1-2-3 Release 2.2 24

3 Starting and Ending 1-2-3 35

Starting 1-2-3 36

The Default Directory 38

Ending a 1-2-3 Session 41

Starting 1-2-3 from the Access System 41

4 Starting and Ending PrintGraph 43

Starting PrintGraph 44

Customizing the Hardware Setup 45

Ending a PrintGraph Session 47

Starting PrintGraph from the Access System 48

5 The Help Facility 49

Starting Help 50

Using Help 50

Speeding Access to Help 51
Leaving Help 51

Help for Error Messages 51

Xi



Two Overview and Lab Activities

An Overview to 1-2-3 55

Case Study b6

Moving Around the Worksheet 57
Exploring Graphics 59

Exploring Databases 62

Using a Macro 63

Creating a Worksheet 68

Case Study 69

Exploring 1-2-3’s Worksheet 69
Examining the Keyboard 72
Moving Around the Worksheet 73
Entering Labels 80

Examining the 1-2-3 Menus 88
Entering Values 96

Entering a Formula 97

Saving the Worksheet 99
Printing a Worksheet Screen 101
Leaving 1-2-3 101

Glossary of Key Terms 102
Practice Problems 104

Enhancing a Worksheet 110

Case Study 111

Changing Column Widths 111
Inserting and Deleting Columns 117
Inserting and Deleting Rows 118
Using the Copy Command 119
Pointing a Range 120

Copying a Formula 123

Using @Functions 125

Using an Absolute Cell Reference 129
Erasing Entries 132

Using the Undo Feature 133

Using the Worksheet 134

Saving and Replacing a File 136
Printing a File 137

Glossary of Key Terms 139
Practice Problems 140

Xii

Contents



3 Creating a Line Graph 144

Case Study 145

Previewing Graph Commands 145
Creating Line Graphs 149
Defining the X-Axis Labels 150
Defining Data Ranges 151

Adding Titles 152

Adding New Data Ranges 157
Creating and Editing Legends 159
Using Data Labels 162

Using Grids 164

Cancelling Graph Settings 165
Printing the Graph 167

Saving Current Graph Settings 167
Glossary of Key Terms 169
Practice Problems 170

4 Creating and Printing Graphs 174

Case Study 175

Using the Access System 175
Creating a Bar Graph 176

Using the Group Command 177
Saving Graphs for Printing 180
Naming Graphs 181

Changing the Graph Type 182
Creating a Pie Chart 184

Shading the Pie Chart 185

Creating an Exploded Pie Chart 188
Using What-if Graphing 189
Creating an XY Graph 191

Recalling Previously Named Graphs 195
Using PrintGraph 195

Glossary of Key Terms 200

Practice Problems 201

5 Using Worksheets 205

Case Study 206

Displaying the Filename 206

Locating a Circular Reference 208

Hiding and Unhiding Columns 211

File Linking 213

Using @Functions: @SUM, @MIN, @MAX, @AVG 217
Naming a Range 219

Contents  xiii



Setting Cell Formats 223
Creating a Backup File 229
Glossary of Key Terms 230
Practice Problems 230

6 Managing a Large Worksheet 233

Case Study 234

Freezing Titles 234

Creating and Scrolling Windows 241
Extracting and Combining Files 245
Using What-if Analysis 250
Preparing a Memo 254

Entering the Date 255

Justifying Text 256

Printing in Compressed Mode 259
Using Passwords to Restrict Access to Files 261
Glossary of Key Terms 263

Practice Problems 263

7 Creating a Database 266

Case Study 267

Creating a Database 267
Modifying a Database 274

Sorting a Database 275

Finding Records in a Database 281
Using Search and Replace 289
Glossary of Key Terms 293
Practice Problems 294

8 Using a Database 297

Case Study 298

Documenting a Database 298

Using the Database @Functions 299

Using the Data Distribution Command 306
Using the Data Query Extract Command 309
Using the Data Table Command 313
Glossary of Key Terms 321

Practice Problems 322

9 Creating and Using Macros 324

Case Study 325
Introducing Macros 325
Creating Macros 328
Executing Macros 330

xiv Contents



THREE

Debugging Macros 331

Creating Interactive Macros 333
Modifying Macros 337

Using a Repetition Factor 340
Using LEARN Mode 341

Using STEP Mode 344
Completing the Macro 347
Glossary of Key Terms 352
Practice Problems 352

Reference

Basic Skills R-3

The 1-2-3 Screen R-4

Moving Around the Worksheet R-6
Entering and Editing Data R-7
Types of Data R-9

Ranges R-12

Entering Formulas R-14

Using Cell and Range References in Formulas R-17
@Functions R-19

Indicators R-19

1-2-3 Special Keys R-21

1-2-3 Function Keys R-22

The Undo Feature R-23

The Help Facility R-25

Commands R-26

Using 1-2-3 Menus R-27
Settings Sheets R-28
Worksheet Commands R-28
Range Commands R-43
Copy Command R-51
Move Command R-52
File Commands R-53
Print Commands R-63
Graph Commands R-69
Data Commands R-79
System Command R-93
Add-In Commands R-93
Quit Command R-95

Contents

XV



3 Macros R-96

Macro Basics R-97

Using the Learn Feature to Create Macros R-103
Advanced Macro Commands R-104

Creating and Using the Macro Library Manager R-127

4 @Functions R-130

@Function Format R-131
Mathematical @Functions R-133
Logical @Functions R-136

Special @Functions R-138

String @Functions R-144

Financial @Functions R-153

Statistical @Functions R-161

Database Statistical @Functions R-164
Add-In @Functions R-165

5 The Print Graph Program R-166
PrintGraph Commands R-167

Appendix A Removing 1-2-3 Release 2.01 from Your Hard Disk R-180
Appendix B Printer and Display Drivers R-181

Index I-1

xvi Contents



Getting Started

Before You Begin

Initializing and Installing 1-2-3
Starting and Ending 1-2-3
Starting and Ending PrintGraph

TU = W N =

The Help Facility




