CTOS OFIS® Spreadsheet

Reference Manual

UNISYS



UNISYys CTOS®
OFIS® Spreadsheet

Reference Manual

Copyright © 1994 Unisys Corporation

All Rights Reserved

Unisys and OFIS are registered trademarks of Unisys
Corporation

CTOS is a registered trademark of Convergent
Technologies, Inc., a wholly-owned subsidiary of Unisys

Corporation
Release February 1994
OFIS Spreadsheet R2.1 Printed in USA

Priced Item 4393 4827-010



The names, places and/or events used in this publication are not intended to correspond to any
individual, group, or association existing, living, or otherwise. Any similarity or likeness of the
names, places, and/or events with the names of any individual, living or otherwise, or that of any
group or association is purely coincidental and unintended.

NO WARRANTIES OF ANY NATURE ARE EXTENDED BY THE DOCUMENT. Any product
and related material disclosed herein are only furnished pursuant and subject to the terms and
conditions of a duly executed Program Product License or Agreement to purchase or lease
equipment. The only warranties made by Unisys, if any, with respect to the products described
in this document are set forth in such License or Agreement. Unisys cannot accept any financial
or other responsibility that may be the result of your use of the information in this document or
software material, including direct, indirect, special, or consequential damages.

You should be very careful to ensure that the use of this information and/or software material
complies with the laws, rules, and regulations of the jurisdictions with respect to which itis used.

The information contained herein is subject to change without notice. Revisions may be issued
to advise of such changes and/or additions.

RESTRICTED RIGHTS LEGEND. Use, reproduction, or disclosure is subject to the restrictions
set forth in DFARS 252.227-7013 and FAR 52.227-14 for commercial computer software.

Comments or sulc:;gestions regarding this document should be submitted on a User
Communication Form (UCF) with the CLASS specified as "Documentation”, the Type specified
as "Trouble Report", and the product specified as the title and part number of the manual (for
example, 4393 4827-000).

Unisys, OFIS, and Enhanced Multiplan are registered trademarks of Unisys Corporation.

Convergent, Convergent Technologies, and CTOS are registered trademarks of Convergent
Technologies, Inc.

Art Designer, Context Manager, Context Manager/VM, CTOS/VM, Document Designer, Generic
Print System, Series 186, Series 286, Series 386, Series 286i, Series 386i, Shared Resource
Processor, and SRP are trademarks of Convergent Technologies, Inc., a wholly-owned
subsidiary of Unisys Corporation.

Lotus is a registered trademark of Lotus Development Corporation.



Page Status

Page Issue

iii through iv Update-1
v through xvi Original
xvii through xviii Update-1
xix through xxiv Original
xxv through xxvi Update-1
XXVii Original
Xxviii Blank
xxix through xxx Update-1
xxxi through xxxv Original
XXXVi Blank
1-1 through 1-11 Original
1-12 Blank
2-1 through 2-25 Original
2-26 Blank
3-1 through 3-29 Original
3-30 Blank
4-1 through 4-20 Original
5-1 through 5-17 Original
5-18 Blank
6-1 through 6-10 Original
6-11 through 6-12 Update-1
6-13 through 6-29 Original
6-30 Blank
7-1 through 7-22 Original
8-1 through 8-34 Original
9-1 through 9-87 Original
9-88 Blank
10-1 through 10-31 Original
10-32 Blank
11-1 through 11-2 Original
11-3 through 11-4 Update-1
11-5 through 11-34 Original
11-35 through 11-36C Update-1
11-36D Blank
11-37 through 11-42 Original

4393 4827-010



Page Status

Page

12-1 through 12-65
12-66

13-1 through 13-24
14-1 through 14-38
15-1 through 15-9
15-10

A-1 through A-13
A-14

B-1 through B-29
B-30

C-1 through C-6
D-1 through D-3
D-4

E-1 through E-2

Glossary-1 through 14

Index-1 through 2
Index-3 through 10
Index-11 through 12
Index-13 through 16
Index-17 through 20

Issue

Original
Blank
Original
Original
Original
Blank
Original
Blank
Original
Blank
Original
Original
Blank
Original
COriginal
Update-1
Original
Update-1
Original
Update-1

4393 4827-010



Contents

AboutThisManual.............. .. ...t XXXi

Section 1: Introducing OFIS Spreadsheet

BasicFeatures................ ... .o il 1-1
Advanced Features ........................... 1-1
Accessing OFIS Spreadsheet................... 1-2
Accessing OFIS Spreadsheet from the
Executive Command Line ................. 1-2
Accessing OFIS Spreadsheet from
ContextManage. ..............coovinnt. 1-3
Using Passwords with OFIS Spreadsheset ... ... 1-4
OFIS Spreadsheet Pop-upMenus ............... 1-4
MainPop-upMenu .............. ... .. ... 1-5
Submenus......... ... il 1-6
Selecting Options By Typing Characters ......... 1-8
TheHelpFunction . ........................... 1-9
OFIS Spreadsheet Graphics . . .................. 1-9

What’s New in this Release of
OFIS Spreadsheet........................... 1-9

4393 4827-000 v



Contents

vi

Section 2:

Getting Started

Viewing the Spreadsheet Display
The Worksheet Area .....................
Cells ...
TheCellPointer .............cvivuin...
SpreadsheetWindow .....................
Mouse lconsandCursor ..................
Pop-upMenuArea.............cccoven...
CommandPanel ...............cc.c. ...
InformationLine .........................
Function Key Display Line .................
The Keyboard
AlphanumericKeys .............. ... ...,
MovementKeys ..............cciiinna...

Pop-up Menu Movement Keys .........

Cell Pointer MovementKeys ..........

Cursor MovementKeys ..............

Dedicated FunctionKeys .............
Using the Mouse

Displaying the Pop-up Menu and

Selecting Options From It ................
Displaying the OnlineHelp .. ...............
Activating FunctionKeys ..................
Responding to a Command Prompt..........
Moving the Cell Pointer . ..................
Scrolling and Paging Through a Spreadsheet . ..
MarkingData ............. ...,
Configuringthe Mouse . .. .................

Suppressing the Mouse Icons and

CUISOr .o it i

..............................

2-1
2-2
2-3
2-3
2-3
2-3
2-4
2-5
2-6

2-7
2-14
2-14
2-14
2-15
2-18
2-18
2-21

2-21
2-22
2-22
2-22
2-22
2-23
2-24
2-25

2-25

4393 4827-000



Index

Section 3: Entering and Editing Data in a Spreadsheet

EnteringData ................ ...l 3-1
EnteringlLabels ............... ... ... ..., 33
LabelPrefixes . ............coiviiit. 3-3
LabelSize ...t 3-7
Numericlabels ............. ... ..ottt 3-8
EnteringValues ................ ... i, 3-9
NumericEntries ........... ... i, 39
NumberSize ............cociiiiiiiit. 39
EnteringFormulas. ........................... 3-10
Mathematical Operators .................... 3-11
Precedence of Mathematical Operators ... 3-11

The IntersectionOperator . .. ................ 3-12

The StringOperator .............cvvvuen.. 3-13
CellReferences ............. ..., 3-15
Relative Cell Reference................ 3-17

Absolute Cell Reference ............... 3-17

Mixed Cell Reference ................. 3-17
PointingtoCells .......... ... ... . .. ... 3-18
ErmorValues ......... ..., 3-19
EditingEntries . ... ....... ... ... .. oL 3-21
Correcting an Entry You Are Creating ......... 3-21
Correcting an Existing Entry ................. 3-21
ReplacinganEntry ................... 3-21

Correcting an Entry in EditMode......... 3-22

Moving the Cursorin EditMode .............. 3-22
Deleting Characters ....................... 3-23
Inserting Characters ....................... 3-23
UsingOvertype .........c.oiiiiiiinienann. 3-23
EnteringChanges ............. ... .. .o ot 3-24
EditingFormulas . ............................ 3-25
Recalculating a Spreadsheet After Editing . .. . . ... 3-27
Methods of Recalculation .. ................. 3-27
Selecting the Order of Recalculation .......... 3-28
NaturalOrder..................coott 3-28
ColumnwiseOrder. ................... 3-29

Rowwise .......... ..ot 3-29

Circular Reference.................... 3-29

4393 4827-000 vii



Contents

viii

Section 4:

Section 5:

Formatting Cell Data for Display

The FormatiIndicator ....................
Using the GlobalFormat .................
Default Global Format ................
Global Formatting Versus Range Formatting
FormatOptions .. .......................
+/- (Horizontal Bar Graph) .............
,(Comma) .......coviiiiiiiinenn..
CUMeNCY . oottt ie e ieeieieenanns

Date .......coviiiiiii i
Changing International Formats . . ..

Time FormatOption .............

.....

.....

Changing International Time Formats .. ..

Fixed ...t
General .........ciiii it
Hidden ...,
Percent........ccoviiiiiiiinnnn.
Reset .......coiviiiiiii ..

Text oo e
Visible. ...,
Zero Suppression ............ ...

Customizing OFIS Spreadsheet

Global Default Status Display .............
Worksheet Global Default Other Options. . ..
Using the International Option ..........
Punctuation....................

Currency ....ovvviii e

Accessing the Help Function ...........
Changing the Clock Display . ...........
Character Width ....................
Changing Column Alignment .............
Automatic Cursor Movement..............
Using FileLocking ......................
Enabling and Disabling File Locking .....
Using AutoSave ........................
Enabling and Disabling AutoSave .......
Setting the AutoSave Interval...........
ScreenColors .................cvvnnn..
Changing the ScreenColors ...........
Worksheet UpdateOption .. ..............

.....

.....

.....

4-1
4-2
4-3
4-3
4-7
4-8
4-8
4-9

4-12
4-14
4-16
4-18
4-18
4-18
4-19
4-19
4-19
4-20
4-20
4-20

5-1
5-3
5-5
5-6
5-7
5-7
5-8
5-8

5-10
5-11
5-12
5-12
5-13
5-13
5-14
5-15
5-17

4393 4827-000



Index

Section 6:

4393 4827-000

Changing a Spreadsheet’s Appearance

Changing ColumnWidth.......................
Changing the Column Width of All Columns. . ...

Changing the Column Width for a Single

Column. ....ovviiiii i i

Changing the Column Width for More

ThanOneColumn ........... .. vvvinenn.
Resetting ColumnWidths . ... ..................
HidingColumns ............. ...,

Hiding Oneor More Columns ................
Redisplaying Hidden Columns . . ................
ErasingCellContents . . .......................

Inserting Rows and Columns in the

Spreadsheet ............. ... ... ... ... ...
InsertingRows .......... ... i
InsertingColumns . ..............oovint..
Insertion Effects on Cell References...........

Deleting RowsandColumns . ..................
DeletingaRow ........... ... cooiviin.t.
DeletingaColumn ........................
Deletion Effects on Cell References .. .........

Moving SpreadsheetEntries ...................
AdvancedMove ......... .. ... ... i
Moving Effects on Cell References............

Copying Spreadsheet Entries ..................
CopyingConcepts. ........ccovvieienenn..
CopyinganEntry .......... ... ... i
Copy Combinations. . .......... ..o
Copying Effects on Cell References ...........

Special Copy Options . ........................
Copying ValuesOnly ......................
Reversing Rows and Columns While Copying .

6-3
6-4

6-5
6-6

6-9
6-11
6-11

6-13
6-14
6-15
6-15
6-16
6-16
6-17
6-17
6-18
6-19
6-21
6-21
6-22
6-24
6-26
6-26
6-27
6-27
6-28



Contents

Section7: Spreadsheet Specialized Options

ProtectingCellEntries . ....................... 7-1
Global Protection ...................oouu. 72
Range Protection ..................ccuuttn 7-2
Disabling Global Protection ................. 7-3
Disabling Range Protection . ................ 7-3

Closing the Spreadsheet ...................... 7-3

Spreadsheet Titles ........................... 7-4
FreezingTitles ...........co it 7-4
Moving intothe Title Area .................. 7-6

SpreadsheetWindows ........................ 77
Splitting the Spreadsheet Window ............ 77
SynchronizingWindows . ................... 7-9
Moving InWindows ....................... 7-9
Removingthe Split . ................. ... ... 7-9

UsingRangeNames .......................... 79
Howto Use RangeNames.................. 7-10
NamingaCellRange...................... 7-10
Modifying RangeNames ................... 7-11
DeletingRange Names .................... 7-12
Usingthe Name Key ...................... 7-13
Creating a Table of Range Names............ 7-13
Creating Range Names from Labels .......... 7-14
Using the Range Justify Option .............. 7-15
Creating Input Areas in the Spreadsheet . ...... 7-19

X 4393 4827-000



Index

Section 8: OFIS Spreadsheet Graphics

GraphBasies ................ ... ... oo il 8-1
CreatingaGraph ........... ... ... .ccivin.. 8-2
Adding Labels to the X-Axis ................. 8-6
Removing X-AxisLabels ............... 8-7
LabelingaPieGraph ...................... 8-8
LineGraph .......cciiiiiiiiiiiiiinnnennn 8-9
BarGraph ...t 8-11
XYGraph ...t 8-13
StackedBarGraph ........................ 8-16
PieGraph ..., 8-17
Viewing YourGraph .......................... 8-18
Deleting Data Range Definitions ................ 8-18
SavingtheGraph................ ... ... ..., 8-20
GraphOptions .............ccoiiiiiiiiinn, 8-20
Addinglegends ............. .. ... ..., 8-21
RemovingLegends ................... 8-22
Formattingthe Graph ...................... 8-23
AddingTitles . ..........o i 8-23
Removing Titles . ... .................. 8-26

Using the Grid or Scale Options .. ............ 8-26
Choosing Color or Black and White ........... 8-27
Using Datalabels ............. ... ... ...... 8-27
Using the Graph FileOptions ................ 8-27
Format FileOption.................... 8-29
LabelsOption . ...................... 8-29
NameOption ............cvviuvn... 8-30

Palette Option . ...................... 8-30
QuitOption . ...... ..o, 8-31

Saving Graph Specifications ........ e 8-31
Using Graph Specifications. . ................ 8-32
Deleting Graph Specifications. ............... 8-33
Exiting the Graph Pop-upMenu . ................ 8-34
PrintingtheGraph . .................. ... ... 8-34

4393 4827-000 xi



Contents

Section 9: OFIS Spreadsheet Functions

Categoriesof Functions....................... 9-2
Mathematical Functions . ...................... 9-3
@ABS ... e, 9-4
@INT . i 9-5
@MOD ... e e 9-6
@RAND . ... e 9-7
@ROUND ... 9-8
@SIGN . ... e e, o-11
@SQART ..o e 9-12
@SUM ... e 9-14
FinancialFunctions ................. ..., 9-15
@CTERM. ... . it et i 9-16
@DDB ... e 9-17
@FV . e 9-18
@IRR ... e e e 9-19
@NPV e e 9-20
@PMT e e 9-21
@PV . e 9-22
@RATE ... e 9-23
@SLN. .. e 9-24
@SYD o e 9-25
@TERM .. ... 9-26
Statistical Functions . . . ....................... 9-27
@AVG .. e 9-28
@COUNT ...t e et ei e 9-29
@MAX ........ e e e 9-30
@MIN .. 9-31
@RANK ... e 9-32
@STD i e 9-33
@VAR . e 9-34
Database Functions .......................... 9-35
@DAVG ... ... e 9-37
@DCOUNT ...t i 9-37
@DMAX .. e e 9-37
@DMIN ... i e 9-37
@DSTD .. e e 9-37
@DSUM ... . e 9-37
@DVAR ... e 9-37

xii 4393 4827-000



Index

TableFunctions....................coiie, 9-38
@CHOOSE. ...t iiii i 9-39
@COL ... i e 9-40
@COLS. ...t e 9-41
@HLOOKUP . . ... . it 9-41

LookupTables..................oout 9-42
@INDEX ...t e 9-44
@LOOKUP ... i i 9-45
@ROW .. e e 9-45
@ROWS ... . e 9-45
@SORT ..o i i e 9-46
@VLOOKUP . ... i 9-47

Logical Functions ............................ 9-48
@AND . ... e e 9-48
@FALSE. ... e 9-48
@IF o e 9-49
@ISERR . ... ... 9-51
@ISNA . 9-51
@ISNUMBER ...... ... i, 9-52
@ISSTRING ......... i 9-52
@NOT . . e 9-52
@OR ... 9-53
@TRUE. ... ... 9-53

Date and Time Functions . ..................... 9-54

Using Date Functions . ........................ 9-55
@DATE .. .ot e 9-55
@DAY . e 9-57
@MONTH . ... e 9-58
@YEAR. ... 9-58
@DATEVALUE ........ ..ot 9-59
Date Mathematics . ............ ... .. ... ..., 9-61

UsingTimeFunctions .. ....................... 9-61
@TIME ... i 9-61
@HOUR ... i it e 9-63
@MINUTE. ...... .. i 9-63
@SECOND ......coiiiiiii i 9-63
@TIMEVALUE ... .. ... .. .. .. oot 9-63
@NOW .. e 9-65

4393 4827-000 xiii



Contents

TrigonometricFunctions ...................... 9-67
@ACOS .. e e 9-67
@ASIN ... e 9-68
@ATAN . e e 9-68
@ATAN2 .. e 9-68
@COS .. e 9-69
@EXP . e 9-69
@LN .. e 9-69
@LOG ... i e 9-69
@Pl .o e e 9-70
@SIN .. e 9-70
@TAN . e 9-70

StringFunctions . ................. ... ... 9-71
@BLANK ... e 9-72
@CHAR . ... i e e 9-72
@CODE.......o i i e 9-72
@DOLLAR . ...t 9-72
@EXACT .. e 9-73
@FIND . ... e 9-74
@FIXED . ..ot e 9-75
@LEFT. ... e 9-76
@LEN. ... 9-76
@LOWER ... .. 9-76
@MID ... e 9-77
@N .. e 9-78
@PROPER ... 9-79
@REPLACE.......... ..o, 9-79
@REPT ... 9-80
@RIGHT ... i 9-81
@S . e 9-82
@STRING ... ... 9-82
@TRIM. ... 9-82
@UPPER ... . 9-83
@VALUE ...... . 9-83

Special Functions ............................ 9-83
@@ .o e e 9-84
@CELL. ... i e 9-85
@CELLPOINTER. . . ....coiiiiiii e 9-86
@ERR ... .. 9-87
@NA. . e 9-87

Xiv 4393 4827-000



Index

Section 10: File Management

4393 4827-000

Saving SpreadsheetFiles......................

Saving a Spreadsheet for the First Time .......
Saving an Existing Spreadsheet File ..........
Backup (-old)Files .................. ... ...

Retrieving a Spreadsheet ......................

Using Wildcards to Retrieve Spreadsheet Files .

Combining SpreadsheetData ..................

CombiningBasics . ...l
Using the File Combine Copy Option ..........
Using the File Combine Add Option ...........
Using the File Combine Subtract Option. .......
Using the File Combine Less-Than Option . . . ...
Using the File Combine Greater-Than Option ...
Using the File Combine Multiply Option ........
Using the File Combine Divide Option .........

Using the File XtractOption . ...................

ExtractingBasics ............... ... .. .....
Which Option Should You Select . ............

Erasing a SpreadsheetFile.....................
Listing the Names of Spreadsheet Files . .........
Importing Files into the Spreadsheet ............

The File Import Text Option .................
The File Import Numbers Option. . ............
The Multiplan-SYLK Option .................

Changing the Directory . .. .....................

Changing Directories When Executing
aFileOption..........coiiiiiiiii ..
Changing the Directory for an
OFIS Spreadsheet Session ................

10-1
10-2
10-3
10-4
10-5
10-6
10-7
10-7
10-9
10-12
10-13
10-13
10-14
10-14
10-14
10-15
10-15
10-16
10-20
10-22
10-23
10-24
10-27
10-28
10-29

10-29

10-30

xv



Contents

Section 11: Printing a Spreadsheet

Xvi

PrintingBasics ...............ccoiviiiinnnn...
PrintingaPrintRange ........................
Lineand PageOptions .. ......................

LineOption. ......ooviiiiiiiniiiiiennnnn
PageOption .........ceiiiiiiiinnnn..

PrintingOptions ................. ...t

Defining and Formatting Headers and Footers . .
Aligning Headers and Footers ..........
Numbering Spreadsheet Pages .........
Dating the Spreadsheet ...............
Deleting Headers and Footers ..........

Determining the Spreadsheet Margins.........
LeftMargin ...............oiiiatL.
RightMargin .. ......................
Top and Bottom Margins ..............

Designating PrintBorders ..................
ClearingBorders.....................

Changing Spreadsheet Page Length ..........

Changing Spreadsheet Page Width . ..........
Inserting Manual Page Breaks in
the Spreadsheet .....................

Additional Print Format Options ..............
As-Displayed. ... ....................
Cell-Formulas . .............. ... ...
Formatted . ............ ... ... ...

Designating the Number of Copies ...........
Exiting the Options Pop-upMenu ............

Clearing PrintOptions . .......................
Aligning PrinterPaper . .......................
Printing a Spreadsheet. .......................

Printing Part of a Spreadsheet...............

Using the Extended Option ....................

Orientation . ....... ...,
Font-Size ...........coiiiiiiiiiiiiaen..
Line-Spacing .......c.coviiiniiiiii.n.
Pitch . ...
Input-Bin. ...
Typeface ......... ..o,
Troubleshooting a Printed

Spreadsheet’s Appearance ...........

Exiting the Extended Option Pop-up Menu ... ..

11-3
11-4
11-4
11-5
116
11-56
11-7
11-7
11-10
11-10
11-10
11-11
11-12
11-14
11-15
11-17
11-18
11-18
11-20

11-21
11-22
11-22
11-22
11-23
11-24
11-26
11-26
11-27
11-29
11-29
11-29
11-30
11-31
11-32
11-32
11-32
11-32
11-33

11-33
11-35

4393 4827-000



Contents

Section 12:

4393 4827-010

Formatting PrintData ........... ... ...........

Printable Attributes . ................ ... . ...
Printable Attribute Descriptions. . .............
Saving Printable Attributes .. ................

SelectingaPrinter............................
Sending Datatoa PrintFile ....................

Accessing the PrintFile ....................

Exiting the Printer Pop-upMenu ................
Using the Worksheet Global Default Printer
Options . ....... ... i

Changing the Auto Line-Feed Setting..........
Pausing the Printer Between Pages . ..........
Selecting a Global Default Printer. . ...........

Using the Update Option ......................
Checking on Global Print Status ................

Managing the Database

Database Structure .. ....... ... ... ... . ...
Creatinga Database ..........................
Manipulating Database Information. . ............
Sorting the Database . . ........................

SortingBasics . ....... .. e
Defining the DataRange ...............
Designating the Primary-key ............
Designating the Secondary-key .. ........

Sortingona SingleField . ...................

Sortingon Two Fields ......................

UndoingaSort ......... ... .. ..

Resetting Sort Definitions ...................

Queryinga Database . .........................

Creating a CriterionRange . .................
Defining Criteria ......... ... ... ... .. ...
Exact Match Criterion ......................
Wildcard Criterion .. ......... ... ...,
Comparing Criterion . ..........ccoivevvnn...
Comparing TextCriteria ....................
Comparing Formulas and Functions Criteria . ...

MultipleCriteria . ........ ... ... ... . ... ...

Comparing AND and OR Comparisons ........

Special Operators ..................ccovviinnnn

#AND#Operator . ........coiiiinnniennn
#OR#Operator .........oviviviinvnennenns
#NOT#Operator . .......ccvvvevnennninnnn.

121
12-3
12-4
12-4
12-5
12-5
12-5
12-5
12-6
12-9
12-11
12-12
12-12
12-12
12-14
12-15
12-16
12-16
12-18
12-19
12-20
12-22
12-25
12-25
12-25
12-25

Xvii




Contents

Querying the Database .. .. ..................... 12-26
Definingthe Ranges....................... 12-26
Definingthe Input Range .............. 12-27

Defining the Criterion Range ........... 12-28

Defining the Output Range . . ........... 12-29
RedefiningRanges ................... 12-30

Usingthe Find Option ..................... 12-30
Using the Extract Option ................... 12-31
Using the Unique Option . .................. 12-33
Using the Delete Option . . .................. 12-34
Usingthe Query (F7)Key .................. 12-35
Using the Data FillOption ..................... 12-35
CreatingaDataTable ......................... 12-37
Creating a One Variable Data Table .......... 12-37
Creating a Two Variable Table............... 12-40
GoalSeeking .................iiiii.. 12-45
Usingthe Table (F8)Key . .................. 12-47
Frequency Distribution. . . .................. ... 12-48
Using the Data Matrix Option. .................. 12-51
MultiplyingaMatrix . ............ ... .. ..., 12-52
InvertingaMatrix .......... ... .. .. ...... 12-53
Computing Linear Regression. ... .............. 12-55
InterceptOption . .......... ... ... .. ... 12-58
ParsingData ................................ 12-59
Creating the Format Line . .................. 12-60
Editing the FormatLine .................... 12-61
ParsingtheData ......................... 12-63

xviii 4393 4827-010



Index

Section 13:

Section 14:

4393 4827-000

Creating and Using OFIS Spreadsheet Macros

CreatingaMacro ...................covvinen,
Creating a Macro Using the Advanced
Record-MacroOption................. ...,
Creating a Macroby Typing .................
NamingMacros ..............ccovuiiiinennnnn,
Naming a Macro with the Range Name Option ..
Naming an Auto-executingMacro.............
SavingaMacro ............ ..o,
TestingMacros ..............coiviveniinnnnn.
Using Step Mode to TestaMacro ............
EditingMacros............ ... ... it
ExecutingaMacro............................
StoppingaMacro ............. ... ...
DocumentingMacros .........................
Using Menu OptionsinaMacro.................
Using Range NamesinaMacro.................
InteractiveMacros . ................ ... .. ......
Options AffectingMacros . .....................
Executing Options in the Spreadsheet .........
Executing Options intheMacro ..............

Advanced Macro Options

(Beep}. ...t e e
{Blank} ... .o e
{Branch} ....... ... 0
{BreakOff} and {BreakOn} .....................
{CI0SE} .. ittt e e
{Contents} ............ ...,
{Define}..........ooiii i
{Dispatch}.......... ... .. i
{FileSize} ....... ... it
{For} i e
{ForBreak} ............ccoiiiiiiiiiiiiiiit,
{Get} ..o e e
{GetLabel} .......... ..ottt
{GetNumber} ........ ... ... i,
{GetPos} ...
L
{indicate} ........... ool
{Let} ... e

13-2

13-6

13-9
13-10
13-10
13-13
13-13
13-16
13-15
13-17
13-17
13-18
13-20
13-21
13-22
13-22
13-23
13-23
13-24

14-2
14-2
14-3
14-4
14-4
14-5
14-11
14-11
14-12
14-12
14-13
14-14
14-14
14-15
14-16
14-16
14-17
14-17
14-20

Xix



Contents

{MenuBranch}and {MenuCall} ................. 14-20
CustomPop-upMenus........................ 14-22
How to Use a Custom Pop-upMenu .......... 14-23
{OnError} ......cooiii i e 14-24
{Open} ... e 14-25
Read AccessMode ....................... 14-26
Write AccessMode ................coouut 14-26
Modify AccessMode ...................... 14-26
Append AccessMode ............. .. ..., 14-26
{PanelOff} ........... ..o, 14-27
{PanelOn}. ...t 14-27
{Put) .o 14-28
{QuUit] ... e 14-28
{Read} ........ . i 14-29
{ReadLn} .........c it 14-30
{Recalc}and {RecalcCol}...................... 14-30
{Restart}............... i 14-31
{Return} . ... . .. . 14-32
{froutine} . ....... ... .. . i 14-32
{SetPos}. ... ...t 14-33
{Wait) ... 14-33
{WindowsOff} ............... ... cciiiiian... 14-34
{WindowsOn} ............. .. .oy 14-34
{Write} . ... 14-35
{Writeln} . ... ... . 14-35
IXOptions ........... i 14-35
X o e e e 14-36
IXG e e e 14-36
S 14-36
2, 14-37
XM . e e 14-37
XN e e 14-38
2, 14-38
0, 14-38

Section 15: Linking Data From Different Spreadsheets

Dependent and Supporting Links ............... 15-3

Updating Dependent Links . . ................ 15-4
Creatingalink ...................coiiiunt, 15-5
EditingLinks ........... ... . i i, 15-6
Deleting DependentLinks ..................... 15-8
Listing DependentLinks ...................... 15-9

XX 4393 4827-000



Index

Appendix A:

Appendix B:

Appendix C:

Appendix D:

Appendix E:

4393 4827-000

Spreadsheet Comparisons ..................

Installing OFIS Spreadsheet

Memory Requirements ........................
Disk Requirements ....................ccntnn
Hardware Requirements . ......................
Mouse .. ...t e
Math Coprocessor. ........ccvviiinvnnnn..
Installing OFIS Spreadsheet on a Cluster. ... ...
Printers . ...
Graphics ..ot
Software Requirements .......................
OperatingSystems ............ .. o
Printing ...t e
ContextManager .............c.oviuinan..
Cooperating Applications ...................
Before You Install OFIS Spreadsheet ............
Installing OFIS Spreadsheet....................

Installing OFIS Spreadsheet from the

Installation Diskettes .....................
Installing OFIS Spreadsheet from the Server ...

Configuring Context Manager for Use with

OFISSpreadsheet....................... ...,
Transferring Data Between Applications .........
Configuring Context Manager . ...............
Configuring the Chaining Configuration File .. ...

The OFIS Spreadsheet Configuration File ........
Creating Your Own Configuration File .........
Configuration File Keywords and Values .......

Macro Key Representation ..................

Errors

Invalid Cell, Range Addresses, or Arguments .....
ArithmeticErrors .. ......... .. ...l
Extended OFIS Spreadsheet Boundaries .........
MacroErrors ......... ... i,

Macro OptionsforErrors. . ..................

Converting Multiplan Files

B-1

B-2
B-2
B-2
B-3
B-3
B-3

B-3
B-3
B-4
B-4
B-5
B-5

B-11
B-11
B-12
B-13
B-13
B-14

D-1
D-2
D-2
D-3
D-3

xXi



Contents

ConversionProcedure ................cc0vn... E-1
GloSSary ... e Clossary-2
[ o (= Index-1

XXii 4393 4827-000



Figures

1-1. AutoSave Recovery Prompt ....... .. ...ttt 1-3
1-2. Main Pop-upMenu . ... ... .. it i i it e 1-6
1-3. RangePop-upMenu .......... ... . ittt 1-7
2-1. The SpreadsheetDisplay ............coitiiirinininnennennns 2-2
2-2. KiKeyboard ....... .. ittt it i e 2-8
2-3. K2Keyboard .......cciiiiiiiii ittt it iieienanennann 2-9
2-4. K3 Keyboard . ........iuiiii ittt ittt innnnennans 2-10
2-5. KS Keyboard . .........citiititiiiiiii it it iiieaannnn 2-1
2-6. SG-101-KKeyboard ...........cciiiiiiiii i, 2-12
2-7. SG-102-KKeyboard .........cciiiiiiiii it iiiiiiaannn, 2-13
3-1. Spreadsheet Entry .. ... ... ittt it 3-2
3-2. Label Alignment. . ... ... . i e 3-6
3-3. Long Label Display .........c.oiiiiiiiiiin it 3-8
3-4. NumericDisplay. .........coiiii i i i i i 3-10
3-5. IntersectionOperator. . ........co it iii ittt 3-12
3-6. StringFormula. . ... ... . e e 3-14
3-7. CellReference . . ... 3-16
3-8. Error Condition. . ..o oiiit i e e e e e 3-20
3-9. Recalculation Pop-upMenu. . ........... i 3-28
4-1, Format Indicator Display ...........cciviiiiiiiiiinniannnn.. 4-2
4-2. Worksheet Status Screen ........ .. ... .. oo, 4-4
4-3. Range Format Pop-upMenu .. ...... ... .. ... .. i, 4-5
4-4, Worksheet Global Format Pop-upMenu ........................ 4-6
4-5, Date Format Pop-upMenu ......... .. ittt ieennnn. 4-10
4-6. International Date Options . .. ...ttt 4-12
4-7. Global Default Status Screen ............cciviiiiiiiennnen.. 4-14
4-8. Time Format Options . . ... ittt i i it iiaannn. 4-15
4-9. International Time Options. .. ......c.iiiiiin it iiiie e eeennnn 4-17

4393 4827-000 xxiii



Figures

5-2.
5-3.
5-4.

5-6.
5-7.

6-1.
6-2.
6-3.

6-5.
6-6.

7-1.
7-2.
7-3.

7-5.
7-6.

8-2.
8-3.
8-4.
8-5.
8-6.
8-7.

8-9.

8-10.
8-11.
8-12.
8-13.
8-14.
8-15.
8-16.

XXiv

Global Default Status Screen .. ........coviviiiiiiiiinnn, 5-2
Worksheet Global Default Other Pop-upMenu .................. 5-4
International OptioNs. . ... .. ittt it e e et 5-5
Nine-Digit Number Displayed in Scientific Notation ............... 5-9
Advanced Default Alignment Column OptionOff ................. 5-10
Worksheet Global Default Color Pop-upMenu................... 5-15
Color Choice Pop-upMenu ...........c.oiiiiiiiiiininn..n. 5-16
Spreadsheet Before Changing Column Width ................... 6-2
Spreadsheet After Changing ColumnWidth. . ................... 6-3
Spreadsheet Containing Hidden Column .. ..................... 6-7
Spreadsheet Displaying aHidden Column...................... 6-8
Columnar FROM Range After Copying to Row TORange ......... 6-23
Row FROM Range After Copying to Columnar TO Range ......... 6-24
Sample Spreadsheet . ......... ...t 7-5
Sample Spreadsheet with Frozen Titles . . . ......... ... ... ..., 7-6
Spreadsheet with Horizontal Windows . ... .......... ... ... ..., 7-8
Spreadsheet with Very Long Labels .. ............ ...ttt 7-16
Spreadsheet with Label Justifying Entire Range ................. 7-17
Spreadsheet with Input Area . ........ ... .. ... . ... 7-21
Graph Pop-upMenu ....... ...ttt 8-2
Type Pop-upMenu ... ... it e e 8-5
Graph with X-AxisLabels . ....... ... ... it 8-7
Pie GraphwithLabels. ......... ... ... i, 8-9
Line Graph UsingOneDataRange .............cccoiiinn... 8-10
Line Graph with FourDataRanges ..............c..covin... 8-10
Bar Graph withOne DataRange ...............ccoiiiviion... 8-12
Bar Graph with FourDataRanges ............. .. ..ot 8-13
‘Spreadsheet of Commercial Timeand Sales . ................... 8-14
XY Graph ..o e e e 8-15
StackedBarGraph . .......ciiiii it i e e 8-16
PieGraph .. o e e e 8-17
Graph ResetPop-upMenu. ...t 8-19
Stacked Bar Graph UsinglLegends ............ ... 8-22
Graph With Titleatthe Top. .. .....c. it 8-25
Graph Options Other Pop-upMenu ...........coviiiviint, 8-28
4393 4827-000



Figures

o-1.

9-3.
9-4.
9-5.

9-7.
9-8.

9-10.
9-11.
9-12.
9-183.
9-14.
9-15.
9-16.
9-17.
9-18.
9-19.
9-20.
9-21.
9-22.
9-23.
9-24.
9-25.
9-26.
9-27.

10-1.
10-2.
10-3.
10-4.
10-5.
10-6.
10-7.
10-8.
10-9.

@ABS FuNCtion . ... i e e e e
@INT Function . ... . i i i e e
@MODFuURction ... . i e e
@ROUND Function . . ...t i e i e i
@ROUND Function-ADDITION . . .. ... ... ... i,
@SQRT FUNCHON ... i i e et e e i e e,
@AVG FUNCHION . ..ot e e e
@COUNT FuNCtion . ... ot c e
@MAX FUNCHON ..o i e e e
@MIN FUnCtion . ... e
@RANK Function ... ... e
@STD FUNCHiON . ... e e,
@VARFUNCiON . ... e e
Sample Spreadsheet Database............... ... ... ... .....
@CHOOSE Function. .. ... ... e
@HLOOKUP Function. . ..ot i e e e e
@DATE FUNCtioN . . ... e
@YEARFunction ... ... . .
@DATEVALUE Function . . ... e e i
@TIME Function . ... ... . . e
@TIMEVALUE Function ... ..ot e e e i
@NOW Function . ... o e e e e e
@DOLLARFUNction . ... o
@FIND Function . ... i e e e e
@MID Function . ... ... e
@REPT Function. . ... .. e e e
@@ FUnction. .. ..o e

Sales Figures Spreadsheet1 . ........ ... ... ... .. .. i,
Sales Figures Spreadsheet2 . ....... ... ... ... i,
Spreadsheet after File Combine Copy...............cooviiinen.
Spreadsheet with Exported Information. ........................
ExportFile ... ... e
Text in a Word Processing Document . ..................ooatn
Text in Spreadsheet After File Import Option . ...................
File Formatted for File Import Numbers Option .. .................
Data in File After File Import Numbers Option....................

4393 4827-010

9-10
9-12
9-28
9-29
9-30
9-31
9-32
9-33
9-34
9-36
9-40
9-43
9-67
9-59
9-60
9-62
9-64
9-66
9-73
9-75
9-78
9-81
9-85

10-10
10-11
10-12
10-18
10-19
10-25
10-26
10-27
10-28

XXV



Figures

11-1.  Worksheet Global Default Printer Pop-upMenu.................. 11-2
11-2.  PrintPrinterPop-upMenu . ......... ... .. i 11-3
11-3.  Print Printer Options Pop-upMenu............. .. ... .. ..., 11-6
11-4.  Spreadsheet with a Two-SectionHeader . ...................... 11-8
11-5.  Spreadsheet with a Three-SectionHeader...................... 119
11-6.  Print Printer Options Margins Pop-upMenu..................... 11-11
11-7.  Spreadsheet Report Using Cell-Formulas Option ................ 11-23
11-8.  Spreadsheet Report Using Unformatted Option .. . ............... 11-25
11-9.  Print Printer Clear Pop-upMenu............... ... ... ... .oouh. 11-28
11-10.  Print Printer Extended Pop-upMenu .......... ... .. ... ..... 11-31
11-10A. Print Printer FormatPop-upMenu .......... ... ... ... ... .. 11-36
11-11.  Worksheet Global Default Status Screen . . ..................... 11-42
12-1. Sample Database . . .......ccviiiii i e 12-2
12-2.  Database Sortedon SingleField .......... .. ... ... . ... ... 12-8
12-3.  Database SortedonTwo Fields .............................. 12-11
12-4.  Criterion Range Field Names . . ......... ... ... ... ... ... ... 12-13
12-5. Exact Match Label Criterion ............ ... ... .. ... ... ..... 12-15
12-6. Comparing Criterion .. ....... .ot 12-18
12-7.  Sample Function Comparison .......... ... ... .. .. .. 12-19
12-8. AND COMPariSON . .. vvvt s ittt e e e e 12-21
12-9. OR Comparison .. ...ttt e e 12-23
12-10. AND and OR Comparison . ........c.couiiininannnannanan.. 12-24
12-11. DataQuery Extract . ........ ..ot 12-32
12-12. Data Query Unique Example ........ ... ... .. ... .. .. .. .. 12-34
12-13. One VariableDataTable ............... ... ... oot 12-38
12-14. One Variable Data TableRange............ ... ... ... ... .... 12-39
12-15. One Variable DataTableResults .. ................. ... ... ... 12-41
12-16. Two Variable DataTable ............ ... ... it 12-42
12-17. Two Variable TableResults . ....... ... ... ... oot 12-44
12-18. GoalSeekingTable ......... ... .. 12-45
12-19. Spreadsheet After Performing Goal Seeking .................... 12-47
12-20. BinRange . ...ttt e e 12-49
12-21. Data DistributionResults .. ......... ... ... ... ... o il 12-51
12-22. Sample Spreadsheet for Linear Regression..................... 12-56
12-23. Linear RegressionResults . ........ ... ... i i, 12-59
12-24. Spreadsheet with a Parse FormatLine ................ .. ... .. 12-61
12-25. Edited Parse FormatLline........... ... .. ..o i, 12-63
12-26. Data After Parse Option ..., 12-65
13-1.  Menu Option Macro Instructions . .. ............ooiiiiiiant, 13-8
13-2.  Naming Macro Using Range Name Labels Right Option . . ......... 13-12
13-3.  Conditions That Stop Macro Execution ............. ... .. ... ... 13-19
13-4.  Macro with ExplanatoryNotes .............. .. coiiiiintt, 13-21

xxvi 4393 4827-010



Figures

14-1.  Spreadsheet With First Quarter Income Figures . ................. 14-6
14-2.  Spreadsheet After Using the {Contents} Option .................. 14-8
14-3.  Spreadsheet Using the {Contents} Option with Optional Arguments. . . 14-10
14-4.  {Let}Option ... ..ottt i e e e 14-19
14-5. MacroUsing{MenuCall} .............ciiiiiiiiiiiiiie... 14-21
14-6. CustomPop-upMenu ..........c. ittt 14-22
156-1.  Word Processing Budget Spreadsheet ......................... 15-2

15-2.  Data Processing Budget Spreadsheet.......................... 15-3

4393 4827-000 XXvii






Tables

2-1.
2-2.

2-4.
2-5.
2-6.

2-8.
2-9
2-10

3-1.
3-2.

3-4.
3-5.

4-1.

4-2.
4-3.

10-1.
11-1.

11-1A
11-2.

4393 4827-010

Variable FunctionKeys .......... .. ... . . i ...
Pop-up Menu MovementKeys . ............... ... ........
Cell Pointer MovementKeys ................ciiivinn...
CursorMovementKeys ...... ... ...
Dedicated FunctionKeys . . ....... .. ... i,
Pop-upandHelplcons. . ...... ... .. ... .. .. ..
CellPointerlcons . ... ... i i
Paginglcons ......... . i
How to Mark Data Usingthe Mouse . .....................
Operation of the Mouse Buttons . ........................

Label Prefixes ... ... .. . i
Mathematical Operators. .. ........ ...
Absolute Cell References. .. ... ... ... .. . it
Edit Mode Cursor MovementKeys .......................
Edit Mode Data Entry Keys ....... ... ... ...,

Date Formats ... ... .
International Format Options . ......... ... i,
TimeFormats . ... ... i e
International Time FormatOptions. . ......................

PunctuationOptions . .. ........ ... . i

Copying Results for FROMand TORange .................
Copying Results for Formulas and Functions ...............

@SIGN Values. ... ..o e e
Comparison Operators . . .. .. ov. vt ittt
CellAttributes . .. ... e

File Combine Options. . . .....c. it i
Proportional Fonts .......... ...t

Attribute Descriptions . . . ....... . . L i
Auto Line-Feed Options . .. ...... .. ...,

2-7
2-15
2-16
2-18
2-19
2-21
2-22
2-23
2-24
2-25

3-3
3-11
3-17
3-22
3-24

4-11
4-13
4-16
4-17

XXiX



Tables

XXX

12-1.
12-2.
12-3.
12-4.

13-1.
13-2.

14-1.

A-1.
A-2.
A-3.
A-4.
A-5.

B-1.
B-2.
B-3.

C-1.
c-2.

C-4.
Cs.
c-6.

Wildcard Characters ............coiiiiniiiiiniinnnon.. 12-16
Comparison Operators . ...........c.oveeuiiiienennennnnn. 12-17
Special Operators . ........coitii it 12-25
Parse Special Symbols . ............... ... ..o i 12-60
Keyboard Macro Key Representations . .................... 13-4
Function Key Macro Representation....................... 13-5
FormatCodes ......... ...t 14-9
WorksheetOptions . ........ .. ..o, A-2
Range Options . ...t A-6
FileOptions (/F) ... .ot et A-8
PrintOptions (P). .. ... A-10
Graph Options (/G) . ... ov it A-12
Application Information for CTOS Context Manager .......... B-9
Configuration File Keywords and Values ................... B-14
Screen Colors . ... B-29
KeyboardMacros ......... ... .. .. .. i i C-2
MenuOptionMacros. . ........ ... . i C-3
FunctionKeyMacros ........... .. ..., C-3
ProgrammingMacros ............ ... ... ... ... . C-4
FileMacros . ... ... i C-5
ScreenDisplayMacros ......... ... ... .. i C-6
4393 4827-010



About This Manual

This manual contains procedures and reference information that enable
you to use OFIS Spreadsheet’s many features.

If you are using OFIS Spreadsheet for the first time, you should read the
CTOS OFIS Spreadsheet Training Guide first. The training guide
introduces basic spreadsheet concepts and contains exercises that
familiarize you with basic spreadsheet operations.

If you want to find out about the new features in this release of OFIS
Spreadsheet, refer to "What’s New in OFIS Spreadsheet"” in Section 1.

This reference manual is more helpful to you if:

¢ you want detailed information on OFIS Spreadsheet’s functions and
how to use them

¢  you have read the training guide and you want information on how
to perform a specific operation

Who Should Use This Manual

This document will help you learn OFIS Spreadsheet if you are a new
user of OFIS Spreadsheet or an experienced user of other electronic
spreadsheet programs such as Enhanced or Extended Multiplan, or
Lotus 1-2-3.

How to Use This Manual

You do not need to read this manual from cover-to-cover. It contains
procedural information on a wide range of features, and you may be
interested in only some of them at this time.
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About This Manual

If you are using OFIS Spreadsheet for the first time, you should read
Sections 1 and 2. They contain the basic information you need to use
OFIS Spreadsheet.

Before you start working on your spreadsheet, you may also find it
helpful to look at the table of contents and read the topics of interest to
you.

How This Manual Is Arranged

This manual is divided into sections, with related subjects grouped
together. Sections 1 and 2 describe the basic concepts involved in using
OFIS Spreadsheet. Sections 3 through 15 contain procedures for using
OFIS Spreadsheet operations in the order that a typical user might nee:
them.

Conventions

XXXii

The following conventions apply to all procedures:

When two or more keys perform the same function, only one key is
specified in the procedures. An exception is the specification of both
RETURN and GO keys to execute options.

The term character includes spaces (blanks) you enter with the
SPACEBAR.

The terms worksheet and spreadsheet are used interchangeably to refer
the electronic file you create and manipulate your data in.

Except in tables, this manual presents the following terms in boldface:
¢ keyboard key name

For example, GO is the name of a key.
* entries you type

For example, text that reads: Enter \= means that you type \= in
the place indicated.

* addresses of individual cells and ranges of cells

For example, al names the cell in the first column, first row. al..fl
names the range of cells from the first column, first row to the sixtt
column, tenth row.
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About this Manual

The following items are printed in italics:

* new terms and the names of fields and forms
For example, when the term graphic software is first mentioned, it is
italicized.

¢ volume, directory, and file names
For example, [Sys/<Spreadsheet>Budget.wkt is the name of a
spreadsheet file.

Note: Throughout this manual, figures are used to show you the
displays that appear in OFIS Spreadsheet. These figures are
examples only, not exact replicas of displayed text or screens.
Your displays may differ from them in minor details.

Terminology

The following terms appear throughout this manual:

CTOS Applies to the family of workstation and shared
resource processor operating systems, including
BTOS, CTOS, and CTOS/XE operating systems.

server Describes the workstation or shared resource
processor that controls resources within a cluster.

shared resource processor  Describes the multiprocessor, floor-model computer
(SRP) that functions as a server. It encompasses the
XE-530 and the CTOS shared resource processor.

release documentation Refers to the paper or electronic documents that
accompany the distribution media and contain various
information about OFIS Spreadsheet.
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About This Manuali

Reference Material

This manual contains appendixes with reference information, a glossary,
and an index.

For information about spreadsheet comparisons, refer to Appendix A.

For information about system requirements, installation procedures, and
the OFIS Spreadsheet configuration file, refer to Appendix B.

For information about macro key representation, refer to Appendix C.

For definitions of unfamiliar terms, refer to the glossary.

Related Product Information

XXXiv

For training exercises that teach you how to get started using OFIS
Spreadsheet, refer to the CTOS OFIS Spreadsheet Training Guide.

For additional infomormation about related products, you can refer to the
following documentation:

For detailed information about configuring system software on
workstations and shared resource processors, you can refer to the CTOS
System Administration Guide.

For information on how to install, configure, and use Context Manager,
refer to the CTOS Context /| Window Manager Installation and
Configuration Guide Volume 1: Real Mode and the CTOS

Context | Window Manager Installation and Configuration Guide
Volume 2: Protected Mode.

For information on the most commonly used CTOS Executive utilities
and commands, refer to the CTOS Executive User’s Guide. For detailed
information about all the CTOS Executive commands, refer to the CTOS
Executive Reference Manual.

For information on the CTOS Generic Print System (GPS), you can refer
to the CTOS Generic Print System Administration Guide.

For information on CTOS OFIS Graphics, you can refer to the CTOS
OFIS Graphics Operations Guide.
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About this Manual

For information on configuring the chaining configuration file for use
with BTOS OFIS Designer, you can refer to the BTOS OFIS Designer
Operations Guide, Volume 3: Advanced Operations

For information on configuring the chaining configuration file for use
with CTOS OFIS Document Designer, you can refer to the CTOS OFIS
Document Designer | OFIS Document Writer System Administration
Guide.
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Section 1
Introducing OFIS Spreadsheet

Basic Features
OFIS Spreadsheet’s basic features let you:

Enter text and numbers

Calculate formulas and functions automatically, or on demand
Format text or numerical data

Manipulate data

Print spreadsheet reports

Advanced Features

OFIS Spreadsheet also allows you to perform advanced spreadsheet
operations. For example, you can:

Manipulate database data

Automate spreadsheet functions with macros

Link data between spreadsheets

Use built-in functions to perform complicated computations

Access data from Enhanced or Extended Multiplan spreadsheets or
Lotus 1-2-3 worksheets

Interface with graphic software

Access online help
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Introducing OFIS Spreadsheet

Accessing OFIS Spreadsheet
Note: If you need to install OFIS Spreadsheet, refer to Appendix B.

You can access OFIS Spreadsheet in two ways: from the Executive
command line, or from Context Manager.

Accessing OFIS Spreadsheet from the Executive Command Line

1.

At the Executive command line, type OFIS Spreadsheet and press
RETURN.

The OFIS Spreadsheet command form displays:

OFIS Spreadsheet
[Worksheet]

If you know the name of the spreadsheet you want to create or edit,
enter it in the [Worksheet] field.

Press GO.
OFIS Spreadsheet loads and one of the following occurs:

If you entered the name of an existing spreadsheet, it appears on
your screen and you can begin entering data.

If you did not enter the name of an existing spreadsheet, a blank
spreadsheet appears on your screen. You can then begin entering
data or retrieve an existing spreadsheet.

If your last session terminated abnormally and you had AutoSave
enabled, if you select the file you were editing, OFIS Spreadsheet
prompts you to recover your lost work (refer to figure 1-1). Choose
one of the following:

* If you want to recover your lost work, select Yes.
¢ Ifyou do not want to recover your lost work, select No.

(For more information on AutoSave, refer to "Using AutoSave" in
Section 5.)
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Introducing OFIS Spreadsheet

Figure 1-1. AutoSave Recovery Prompt

at
Your last session did not complete successfully, Do you wish to recover?
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Tue 20-Apr-93 3:50 PM
[ Macro | Edit [Name| | Abs | GoTo [Window| Query | | Table | Calc | Graph |
2554.1-1

Accessing OFIS Spreadsheet from Context Manager

If, during installation, you chose to add OFIS Spreadsheet to the list of
applications you can start from Context Manager (or you added it
yourself manually), you can access OFIS Spreadsheet by either:

¢  Highlighting the OFIS Spreadsheet entry and pressing GO

*  Pressing the function key you assigned to OFIS Spreadsheet and
pressing GO

A blank spreadsheet appears on your screen. You can then begin
entering data or retrieve an existing spreadsheet.
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Introducing OFIS Spreadsheet

Using Passwords with OFIS Spreadsheet

You cannot create a password during an OFIS Spreadsheet session;
however, OFIS Spreadsheet does support system signon passwords or
those set with Executive-level commands outside of OFIS Spreadsheet.
(Refer to the CTOS System Administration Guide for more information
on assigning passwords.)

OFIS Spreadsheet Pop-up Menus

OFIS Spreadsheet offers pop-up menus that give you options to
manipulate information in the worksheet or alter the look of the
worksheet. The pop-up menus appear on the right side of your screen
and vary in size, shape, and content; the length and width of the pop-up

menus accommodate the options within the menu.

The items within the pop-up menu are in alphabetical order and
represent the options you can choose.

When you access a pop-up menu, one option is highlighted. This is the
default, or most commonly selected option. OFIS Spreadsheet displays
information about the highlighted option at the top of the spreadsheet.
This information can be:

¢ The next level of options that you can access
¢ A prompt asking you to define a range
¢ An explanation of how the highlighted option works
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Introducing OFIS Spreadsheet

You can use the Arrow keys or the mouse to move the highlight over the
options within the menus. You select menu options by one of four ways:

e  Type the first letter of the option

¢  Use the Arrow keys to move to the option; then press the RETURN
key

¢  Use the Arrow keys to move to the option; then press the GO key
¢ Move the mouse cursor over the option and click the mouse button
To exit the pop-up menus, you:

¢ Press CANCEL

¢ Press CODE-CANCEL

e Select the Quit option, if available in the currently displayed pop-up
menu, by typing Q, RETURN, or GO (The Quit option functions
differently depending on the menu you select it from).

Pressing CANCEL takes you back to the previous menu; pressing
CODE-CANCEL takes you back to the Ready mode, where OFIS
Spreadsheet displays no pop-up menus.

Main Pop-up Menu

When you first open a spreadsheet, you press the slash key (/) to access
the Main pop-up menu.

The Worksheet option is the default and appears highlighted. The next
level of Worksheet options (or submenu) appears at the top of the
spreadsheet screen. (Refer to Figure 1-2.)
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Figure 1-2. Main Pop-up Menu
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Submenus

1-6

If you select an item in the Main pop-up menu (Advanced, Copy, Data,
File, Graph, Move, Print, Quit, Range, or Worksheet), OFIS Spreadsheet
may display a pop-up submenu that offers more options.

The submenus have the same basic form as the Main menu. The options
you can choose appear in alphabetical order with one option highlighted.
If there are no further options, information about the highlighted option
appears. If the option has additional options, those options appear in
alphabetical order just above the worksheet. For example, if you select
the Range option, the submenu shown in Figure 1-3 appears.

This manual refers to each submenu as the pop-up menu for the selected
option; for example, it refers to the Range submenu as the Range pop-up

menu or the Currency submenu within the Range submenu as the Range
Currency pop-up menu.
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Figure 1-3. Range Pop-up Menu
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You make selections from submenus in the same way that you make
selections from the Main pop-up menu. You make a selection by:

*  Moving the highlight to the option you want using the Arrow keys,
then presssing RETURN or GO

*  Typing the first letter of the option

¢ Moving the mouse cursor over the option and clicking the mouse
button
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Selecting Options By Typing Characters

OFIS Spreadsheet offers several different types of options in its various
menus. You can select options within each menu by accessing the menu,
moving the highlight to the option, then pressing RETURN or GO;
however, you may prefer to type the first character only of the options to
access them.

By typing the first character of several options consecutively, you can
access options quicker than if you go through each menu to find the
correct option. For example, to fix the format for your spreadsheet, you
can access several levels of menus, selecting these options:

Worksheet, Global, Format, Fixed
Instead of accessing the menus, you can type:
/WGFF

The slash (/) brings up the Main menu, the characters after the slash are
the first letters of the options. You do not press RETURN or GO
between the characters.

As you type each character, OFIS Spreadsheet rapidly displays the
pop-up menus that each option is offered in.

Throughout this guide, whenever a string of options is presented that
take you through the various pop-up menus, the options are shown in full
with the first character in boldface, and no space between each option.
An example of this is:

/WorksheetGlobalFormatFixed
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The Help Function

OFIS Spreadsheet provides you with online Help information that you
access by pressing the HELP key.

The Help function provides information about the spreadsheet. It offers:
e  An Index

¢ A display telling you how to use the available information

*  Function keys to assist you in topic selection

If you access the Help function while a pop-up menu displays,
OFIS Spreadsheet displays a description of alphabetized options and
function keys.

To exit the Help function, you press CANCEL.

OFIS Spreadsheet Graphics

OFIS Spreadsheet uses version 2.0 or higher of OFIS Graphics for
creating and displaying graphs. Throughout this guide the term graphic
software refers to this application.

What’s New in this Release of
OFIS Spreadsheet

This release of OFIS Spreadsheet contains the following new features:
¢ File Locking

File Locking prevents other users from changing a spreadsheet you
are working on. This eliminates the possibility of two users
unknowingly editing the same spreadsheet at the same time, and
saving one on top of the other, eliminating one user’s changes. If a
spreadsheet file is locked, its name displays in reverse video on the
information line of the screen (file name display is also a new
feature in this release). For more information on File Locking, refer
to "Using File Locking" in Section 5.
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Mouse Support

You can use a mouse in OFIS Spreadsheet to:

- display the pop-up menu and select options from it
- activate function keys

- respond to a command prompt

- move the cell pointer

- scroll and page through a spreadsheet

- mark data

- display the online help

For more information on using a mouse in OFIS Spreadsheet, refer
to "Using the Mouse" in Section 2.

Selectable Printing Font

You can select a font from those available to your system from GPS,
and print a spreadsheet in that font. For more information, refer to
"Typeface" in Section 11.

Displayed Filename

OFIS Spreadsheet displays the name of the spreadsheet you are
working on in the information line of the screen. If the spreadsheet
is locked (preventing other users from accessing it), the name
displays in reverse video. For more information, refer to
"Information Line" in Section 2.

Automatic Backup (-old) File Creation

OFIS Spreadsheet automatically creates a backup version of the
spreadsheet you are working on. When you save a spreadsheet,
OFIS Spreadsheet makes a backup copy of the file as it was the
previous time it was saved. The backup has the same name as the
spreadsheet you have open, plus the suffix -old. For more
information on backup files, refer to "Backup (-old) Files" in Section
10.
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¢  Filename Paramater

The OFIS Spreadsheet command form contains an optional
parameter, [Worksheet ], which enables you to specify a worksheet
that OFIS Spreadsheet opens when you start it. The OFIS
Spreadsheet command form is:

OFIS Spreadsheet
[Worksheet]

For more information on the OFIS Spreadsheet command form, refer
to "Accessing OFIS Spreadsheet” in this Section.

¢  Configurable Display Colors

You can change the colors of the OFIS Spreadsheet display. For
more information on changing the screen colors, refer to "Screen
Colors" in Section 5.

o AutoSave

The AutoSave feature periodically saves the spreadsheet you are
working on. In the event that your system encounters an error
which causes OFIS Spreadsheet to terminate abnormally, AutoSave
protects you from losing all the changes you made to a spreadsheet.
For more information about AutoSave, refer to "Using AutoSave" in
Section 5.
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Section 2
Getting Started

Before you enter information in a spreadsheet, there are a few basic
concepts you need to know:

Names of the spreadsheet display areas
Using the keyboard keys in the spreadsheét

Moving the highlight in pop-up menus and the cursor in the
spreadsheet

This section covers these concepts.

Viewing the Spreadsheet Display

Once you start OFIS Spreadsheet, if you specified an existing
spreadsheet, it displays on your screen. Otherwise, a blank spreadsheet
appears on your screen.

The OFIS Spreadsheet display has six basic areas:

Worksheet area

Pop-up menu display area
Command panel
Information line

Function key display line

Mouse icons

Each of these areas has specific functions (refer to Figure 2-1).
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Figure 2-1. The Spreadsheet Display
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The Worksheet Area

The worksheet area is set off by a horizontal lettered bar and a vertical
numbered bar, which display in reverse video. The lettered bar
represents the spreadsheet columns; the numbered bar represents the
spreadsheet rows. The spreadsheet work area consists of 512 vertical
columns, a through sr, and 8192 horizontal rows, 1 through 8192.
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Cells

The area where a column and row intersect is called a cell. The column
letter and row number at the intersection make up the cell address. For
example, the cell address altells you that the location of the cell is in
column a, row L

The Cell Pointer

When you first access a blank spreadsheet, there is a highlighted box in
the upper left corner of the spreadsheet work area. This is the cell
pointer. The cell pointer always highlights the current cell. You enter
data into the current cell, so it is important to know where the cell
pointer is prior to entering data.

In Figure 2-1, the cell pointer (the shaded rectangle in the work area) is
at cell al.

Spreadsheet Window

The spreadsheet is much larger than what appears on your screen. The
portion of the spreadsheet you see is called a window.

Mouse Icons and Cursor

When you start OFIS Spreadsheet, the mouse icons appear in the upper-
right corner of your screen, if you have the Mouse Service installed and
have enabled the mouse. The place where the mouse cursor first appears

depends on where the mouse was on the screen of your previous
application.

You use the mouse icons together with the mouse cursor to access many
functions in OFIS Spreadsheet. You can click on mouse icons to:

¢ display the pop-up menu
* activate function keys
¢ move the cell pointer

¢  scroll and page through a spreadsheet
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By moving the mouse cursor and clicking the mouse button, you can:
*  select options from the pop-up menu

¢ activate function keys

* mark data

¢ display the online help

For more information on using the mouse, refer to "Using the Mouse" in
this Section.

Pop-up Menu Area

OFIS Spreadsheet’s pop-up menu area appears within the upper right
side of the worksheet area. Since the pop-up menus vary in size, they
may cover several rows and columns.

If you chose to display worksheet files (files from any directory), the file
display may cover most or all of the spreadsheet display. The file display
size depends upon the longest file name and the number of files in the
directory.
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Command Panel

The area at the top of the spreadsheet display is the command panel.
The command panel displays the following information:

In the top left corner, you always see the cell address of the current
cell. For that cell, you may also see the cell’s contents or information
about formatting or cell protection. When you first access a blank
spreadsheet, it contains no data, so only the cell address displays.

In the right corner is the mode indicator. This provides you with
information regarding the status of the spreadsheet. It always
displays. For example, in Figure 2-1 the mode indicator is
displaying READY. When the spreadsheet is in this mode, it is ready
to accept your entries. Other mode indicators are:

° MENU
o POINT
b EDIT
e VALUE
o LABEL
i WAIT
b ERROR

To the left of the mode indicator is the submode indicator. This
indicator displays only under certain circumstances. For example,
when you press BOUND, the submode indicator displays END. This
indicator also displays when you create or test a macro.

The entry or edit line for cell data is on the left side of the command
panel. As you enter data, the characters display under the cell
address. When you edit the cell data, the contents of the cell display
in this area.

The line just above the worksheet area displays prompts or provides
information for the highlighted options displaying in the pop-up
menu.
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Information Line

The information line is located directly below the work area. This line
displays the day, date, time, new mail notice, error messages (if they
occur), and the name of the spreadsheet you are working on.

The spreadsheet name displays as follows:

¢ If the name of the spreadsheet displays in reverse video, that
indicates that the spreadsheet is locked, and no other user can open
it until you close it or unlock it

¢ If the name of the spreadsheet is too long to fit (more than 24
characters; 22 if you are using the mouse), OFIS Spreadsheet
displays the first portion of the name, followed by ellipsis (...),
followed by the last portion of the name

¢ Ifyou have created a new spreadsheet but have not saved it yet, no
name displays.

When OFIS Spreadsheet displays an error message, the message
overlays the Information Line. To remove the error message, you press
one of the following keys:

¢ CANCEL
e GO
e RETURN

Function Key Display Line

The last line of the spreadsheet is the function key display line. This line
shows the spreadsheet functions assigned to the variable function keys
on your keyboard. You press these keys to activate the functions. For
example, to access the Edit function, you press Edit (F2). Table 2-1 lists
the variable function keys available for use in OFIS Spreadsheet.
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Table 2-1. Variable Function Keys

Key Name Function

F1 Macro Begins execution of a macro

F2 Edit Initiates Edit mode for modification of cell content
F3 Name Displays a list of range names

Fa Abs Makes cell reference absolute

F5 Go To Initiates cell pointer movement to a specific cell
F6 Window Moves cell pointer between two windows

F7 Query Repeats the most recent query operation

F8 Table Recomputes a data table

F9 Calc Recalculates spreadsheet data

F10 Graph Displays the graph associated with the current

spreadsheet

The Keyboard

Your workstation has a K1, K2, K3, K5, SG-101-K, or SG-102-K
keyboard. Figures 2-2 through 2-7 illustrate these keyboards. The
keyboard is similar to a typewriter keyboard, with the exception of a few
additional keys. The keyboard keys can be divided into three basic

groups:

4393 4827-000
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Figure 2-2. K1 Keyboard
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Figure 2-3. K2 Keyboard
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Figure 2-4. K3 Keyboard
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Figure 2-5. K5 Keyboard
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Figure 2-6. SG-101-K Keyboard
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Figure 2-7. SG-102-K Keyboard
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Alphanumeric Keys

The alphanumeric keys occupy most of the keyboard. These keys are
similar to the keys on a typewriter. They consist of letter keys, number
keys, special character keys, punctuation keys and the SPACEBAR.
You use these keys to enter text and numbers in the spreadsheet.

When you press and release an alphanumeric key, it enters a character
once. Ifyou hold the key down, the character repeats until you release
the key.

Movement Keys
You use the movement keys to:
*  Move the highlight within pop-up menus
*  Move the cell pointer within the spreadsheet

e  Move the cursor in Edit mode

Pop-up Menu Movement Keys

The highlight is always on the default option within the pop-up menus.
The pop-up menu movement keys allow you to move the highlight while
in Menu mode. Table 2-2 lists the pop-up menu movement keys available
in OFIS Spreadsheet.
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Table 2-2. Pop-up Menu Movement Keys

Key Highlight Movement in Menu
UP ARROW Moves up one option
RIGHT ARROW Moves down one option
SCROLL UP Moves up one option
SCROLL DOWN Moves down one option
CODE-UP ARROW Moves to first option

CODE-DOWN ARROW
BOUND

CANCEL
CODE-CANCEL

Moves to last option
Moves to last option

Returns to previous menu

Returns to Ready mode from any menu

Cell Pointer Movement Keys

You can move the cell pointer in a variety of ways. Some movement keys
are best for moving within a small area, while others are meant for
moving to distant parts of the spreadsheet. Table 2-3 lists the cell
pointer movement keys available in OFIS Spreadsheet.

4393 4827-000
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Table 2-3. Cell Pointer Movement Keys

Key

Function

BACKSPACE

CANCEL

BOUND, Arrow Key

TAB
CODE-TAB
NEXT PAGE
PREV PAGE
SCROLL UP
SCROLL DOWN
UP ARROW
DOWN ARROW
LEFT ARROW
RIGHT ARROW
SHIFT-UP ARROW

SHIFT-DOWN ARROW

SHIFT-RIGHT ARROW

SHIFT-LEFT ARROW

In Point mode, moves back to the original current cell and
displays the address of the original current cell after the
prompt

In Point mode, moves back to the first reference cell and
removes the ending cell address after the prompt

Moves in direction of Arrow key to border cell, if there is
one, or to the end of the row or column if there is no
border cell

Moves one window to the right
Moves one window to the left
Moves up one window

Moves down one window
Scrolls up one row

Scrolls down one row

Moves up one cell

Moves down one cell

Moves left one cell

Moves right one cell

Moves to the top row of the spreadsheet in the same
column

Moves down to the last cell in the same column of the
area you are working in

Moves to the last cell on the right side of the area you are
working in

Moves to the first column in the same row

continued
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Table 2-3. Cell Pointer Movement Keys (cont.)

Key Function

CODE-RIGHT ARROW  Performs the same function as the TAB key, moving one
window to the right

CODE-LEFT ARROW Performs the same function as the CODE-TAB key,
moving one window to the left

CODE-UP ARROW Moves to cell in first column and first row (a1)
CODE-DOWN ARROW  Moves to the lower right cell in the area you are working
in

Go To (F5)Cell Address  Moves to the specified cell
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Cursor Movement Keys

The cursor is the flashing underline that appears in the command panel.
The cursor movement keys allow you to move the cursor while in Edit
mode. Table 2-4 lists the cursor movement keys available in

OFIS Spreadsheet.

Table 2-4. Cursor Movement Keys

Key Edit Mode

LEFT ARROW Moves left one position
RIGHT ARROW Moves right one position
SHIFT-UP ARROW Moves to first position

SHIFT-DOWN ARROW  Moves immediately after the last character
CODE-RIGHT ARROW  Moves five characters to the right
CODE-LEFT ARROW Moves five characters to the left
CODE-UP ARROW Moves to the first character

Dedicated Function Keys

You use dedicated function keys to activate OFIS Spreadsheet
procedures such as canceling an unexecuted option, deleting data, and
moving data in the spreadsheet. These keys are known as dedicated
function keys because they always perform the same function.

Some dedicated function keys combine with other keys on the keyboard
to perform a variation of the main function (for example,
CODE-CANCEL). To use the dedicated function keys, you press the
key. OFIS Spreadsheet provides prompts (instructions) to assist you
with some function keys; others simply execute the function.

Table 2-5 lists the dedicated function keys available for use in
OFIS Spreadsheet.
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Table 2-5. Dedicated Function Keys

Key Function

BACKSPACE In Label, Value, or Edit mode, erases character to the left
of the highlight (or cursor)

BOUND Marks the end of a selection

CANCEL In Label or Value mode, erases cell content
In Menu mode, returns to previous menu
In Edit mode, terminates editing

CODE Combines with other keys to select and execute options

COPY Initiates the Copy option

DELETE In Edit mode, erases the character at the current cursor
position

FINISH In Menu mode, returns to previous menu or, if on Main
menu, returns to Ready mode
In OFIS Graphics, exits and returns to OFIS Spreadsheet
Prompts you to confirm exiting OFIS Spreadsheet

GO Executes an operation or selects a menu option
(interchangeable with RETURN key)

HELP Accesses an online Help function

LOCK Sets letter input in uppercase

MARK Marks the beginning of a selection

MOVE Initiates the Move option

NEXT PAGE Displays the next screen of worksheet data, Help
information, and file lists

OVERTYPE Causes characters entered to replace existing characters

in Edit mode

4393 4827-000
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Table 2-5. Dedicated Function Keys (cont.)

Key Function

PREV PAGE Displays the previous screen of worksheet data, Help
information, and file lists

RETURN Executes an operation or selects a menu option

SCROLL DOWN

SCROLL UP

SHIFT

ACTION-GO

(interchangeable with GO key)

Moves display down several lines in Help and one line in
file lists

Moves display up several lines in Help and one line in file
lists up on the screen

Allows you to type uppercase letter or symbols (on
number keys) and combines with other keys to execute
operations

Displays Context Manager if installed on your system
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Using the Mouse

You may find it convenient to use a mouse in OFIS Spreadsheet,
especially for tasks involving movement or selection. You can use a
mouse to:

¢ display the pop-up menu and select options from it
¢ activate function keys

e respond to a command prompt

¢ move the cell pointer

e scroll and page through a spreadsheet

¢ mark data

¢ display the online help

If the Mouse Service is loaded when you start OFIS Spreadsheet, the
mouse cursor and mouse icons appear automatically.

Tables 2-6 through 2-8 describe what the mouse icons do when you click
on them.

Displaying the Pop-up Menu and Selecting Options From It

To display the pop-up menu using the mouse, click on the pop-up menu
mouse icon (refer to table 2-6). To select an option from a pop-up menu,
click on the option.

Table 2-6. Pop-up and Help Icons

lcon Description
/ Displays the pop-up menu
? Displays the online help
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Displaying the Online Help

To display the online help using the mouse, click on the online help
mouse icon (refer to table 2-6).

Activating Function Keys

To activate a function key using the mouse, move the mouse cursor to the
function key and click on it.

Responding to a Command Prompt

To respond to a prompt from a command, click on the command panel.

Moving the Cell Pointer
To move the cell pointer using the mouse, you can either:

¢ click on the cell (in either window, if you have more than one open)
you want to move the cell pointer to

® click on the cell pointer mouse icon that points in the direction you
want to move the cell pointer (refer to table 2-7 for a description of
the cell pointer mouse icons)

Table 2-7. Cell Pointer Icons

lcon Description

— Moves the cell pointer one cell to the left
- Moves the cell pointer one cell to the right
T Moves the cell pointer up one cell

l Moves the cell pointer down one cell
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Scrolling and Paging Through a Spreadsheet

To scroll through a spreadsheet using the mouse, use the following
procedure:

1. Move the cell pointer to edge of the window in the direction you
want to scroll.

2. Click on the cell pointer mouse icon that points in that direction.
To page through a spreadsheet using the mouse,

* click on the previous page icon (<) to move to the previous page
* click on the next page icon (>) to move to the next page

Table 2-8. Paging Icons

fcon Description
< Moves the window to the previous page of the spreadsheet
> Moves the window to the next page of the spreadsheet
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Marking Data

Unless the data you want to mark is contained wholly within one
complete column or row, you use a technique called clicking and
dragging to mark data using the mouse. To click and drag, you do the
following:

1. Press and hold down the button on your mouse that makes
selections (on a right-handed mouse, this is the left button, on a left-
handed mouse, it is the right button).

2. Move the mouse to mark the data you want.
3. Release the selection button.

Table 2-9 describes how to mark different combinations of datain a

spreadsheet.
Table 2-9 How to Mark Data Using the Mouse

To mark ... click on the ...

arange a. cellin one corner of the range, and
drag the mouse cursor to the cell in
the opposite corner of the range and
release the mouse button

arow row label

a column column label

several rows row label and drag the mouse cursor across

the rows
several columns column label and drag the mouse cursor

across the columns
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Configuring the Mouse

You can configure a mouse for right-handed operation (referred to as a
right-handed mouse, the default) or left-handed operation. The
difference between the two is in the functioning of the mouse buttons;
table 2-10 shows the differences.

Table 2-10 Operation of the Mouse Buttons

Left Button Right Button
Left-handed mouse Functions like the CANCEL Selection button; you click
key; you click it to cancel a it to indicate your choice

selection or backtrack
through the pop-up menus

Right-handed mouse Selection button; you click Functions like the CANCEL
it to indicate your choice key; you click it to cancel a
selection or backtrack
through the pop-up menus

You can configure a mouse for right- or left-handed operation by
assigning a value to the SSMOUSEHAND keyword in your SDConfig.sys
file. Add the following entry to configure a mouse as right-handed:

: SSMOUSEHAND : RIGHT
Add the following entry to configure a mouse as left-handed:
: SSMOUSEHAND : LEFT

Suppressing the Mouse Icons and Cursor

If you want to use the mouse in other applications but not in OFIS
Spreadsheet, you can suppress display of the mouse icons and cursor by
adding the following keyword to your SDConfig.sys file:

:SSIGNOREMOUSE : YES
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Section 3
Entering and Editing Data in a
Spreadsheet

You can make three types of entries in a spreadsheet.:
¢ Labels

¢  Numbers

¢ Formulas

Labels are text entries, and numbers are numeric entries. Formulas are
entries that enable you to make computations, or join labels or strings.
Numbers and formulas are known as values.

Entering Data

OFIS Spreadsheet determines what type of entry you are making by the
first character. It interprets an entry as a value if the first character is:

1’ 27 3’ 4’ 5’ 6’ 7’ 8’ 9, 0’ ) +’ * (’ $’@

These characters are known as value characters. Whenever the first
character of an entry is not a value character, OFIS Spreadsheet
automatically interprets it as a label entry. The mode indicator displays
VALUE for value entries, and LABEL for label entries.

As you are typing the entry, the characters appear in the left of the
command panel. When you finish the entry, you transfer it, or enter it
into the spreadsheet.

You can enter data by using:
¢ RETURN
s GO

¢ Any cell pointer movement keys
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When you use any of these methods, OFIS Spreadsheet transfers the
entry from the entry line of the command panel and displays it in the
current cell. The characters in the entry line disappear and appear in
the current cell and in the top line of the command panel, next to the cell
address. Figure 3-1 shows how the spreadsheet looks after you enter cell
data.

You can save keystrokes by using the cell pointer movement keys to
enter data when making a series of entries in a row or column. These
keys position the cell pointer in the next cell, ready for your next entry.

You can cancel an entry before you enter it in the worksheet area by
pressing CANCEL. This removes all characters from the command
panel and returns the spreadsheet to Ready mode.

Figure 3-1. Spreadsheet Entry
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Entering Labels

Labels are text entries, frequently used as column headers, row labels,
titles, messages, or memos. They assist you in reading and
understanding the spreadsheet. OFIS Spreadsheet automatically
assumes that an entry is a label if a value character is not the first
character.

To enter a label, use the following procedure:

1. Position the cell pointer where you want to enter the label.
2. Type the entry.

3. Press RETURN or GO.

The label displays in the cell and next to the cell address in the command
panel preceded by a label prefix.

Label Prefixes

When you enter a label, OFIS Spreadsheet automatically precedes the
entry with a label prefix. Label prefixes specify an entry as a label and
the alignment of the label text in the cell. You have four label prefix
selections. Table 3-1 shows the symbols for each and what they do to the

label entry.
Table 3-1. Label Prefixes
Symbol Function
' (apostrophe) Align at left edge of the cell (the default)
* (double quotation mark) Align at right edge of the cell
A (caret) Center in cell

The default label prefix is left-aligned; therefore, if you enter a label
without specifying a prefix, OFIS Spreadsheet automatically aligns it to
the left edge of the cell.
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You can alter the label prefix for specific cells or for the entire
spreadsheet.

To alter the label prefix for specific cells, use the following procedure:

1.

Position the cell pointer at the cell that contains the left-aligned
label.

Type the first character of the following options:
/RangeLabel
The Label menu appears with three options: Center, Left, and Right.

Choose one of the following:

Type the first letter of your choice.

Using the Arrow keys, move the highlight to the desired
alignment option, then press RETURN or GO.

Using the mouse, move the highlight to the desired alignment
option, then click the mouse button.

The following prompt appears in the command panel: Enter range
of labels: x1..x1

Choose one of the following:

Press RETURN or GO to accept the range.

Using the Arrow keys, expand the range, then press RETURN
or GO.

Backspace over the displayed range or place the cursor over the
first cell in the displayed range, and type the first cell in the
desired range, then two periods, and the last cell of the desired
range.

Click and drag the mouse to select the range.

OFIS Spreadsheet realigns the labels.
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To alter the default label prefix for the entire spreadsheet, use the
following procedure:

1. Type the first character of the following options:
/WorksheetGlobalLabel-Prefix

The Label-Prefix menu appears with three options: Center, Left, and
Right.

2.  Choose one of the following:
¢ Type the first letter of your choice.

¢  Using the Arrow keys, move the highlight to the desired
alignment; then press RETURN or GO.

¢  Using the mouse, move the highlight to the desired alignment
option, then click the mouse button.

OFIS Spreadsheet changes the default label prefix from left aligned
to your choice.

Figure 3-2 illustrates how each type of label alignment appears in the
spreadsheet. Notice that the label prefix appears in the command panel,
but not in the spreadsheet entry.
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Figure 3-2. Label Alignment
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In Figure 3-2, cell ¢10 contains a repeating label. The first line of the
command panel shows the cell entry as \=.

You can use repeating labels when entering a total line, dividing the
spreadsheet, or underlining. When entering a repeating label you need
to type only the repeating label prefix and the characters you want to
repeat.
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To enter a total line with the character =, use the following procedure:

1. Position the cell pointer at the cell.

2. Type:\=
3. Press RETURN or GO.
The character = fills the cell.

If you change the width of a cell containing a repeating label,
OFIS Spreadsheet automatically adjusts the number of characters in the
cell to fit the new width.

Once you create a label cell, you can use the Copy option to copy it to
adjacent cells. (Refer to Section 6.)

Label Size

You can have up to 247 characters in a label. If the label is longer than
the cell width, it overlaps adjacent empty cells; however, the label
content is only in the original cell, not the adjacent cells. If the adjacent
cells have entries, OFIS Spreadsheet does not display the portion of the
label too large to fit in the cell. OFIS Spreadsheet overlaps right-justi-
fied and centered labels on the left.

In Figure 3-3, cell a2 shows how a long label appears in the spreadsheet
when the adjacent cells are empty. Cell a4 shows how a long label
appears when the adjacent cells are not empty.
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Figure 3-3. Long Label Display
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Numeric Labels

You can use numbers as labels as well as alphabetic characters; however,
since the first character signifies the type of entry you are making, you
must be careful to specify a label prefix when entering a numeric label so
OFIS Spreadsheet does not interpret it as a value. Examples of numeric
labels are zip codes, telephone numbers, or customer numbers.

To enter numeric labels, use the following procedure:
Position the cell pointer at the cell.
Enter the label prefix character (refer to Table 3-1).

=

2
3. Enter the numeric label.
4. Press RETURN or GO.
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Since some numeric labels are made up entirely of numbers (for example,
the telephone number 805-555-0321), if you do not precede it with a label
prefix, OFIS Spreadsheet interprets the entry as a value and handles it
accordingly (805 minus 555 minus 0321).

Entering Values

OFIS Spreadsheet determines that an entry is a value entry if it has one
of the following as the first character:

1: 2’ 3! 49 5, 6a 7: 8’ 9: 0, 5ty (’ $9 @’

You usually use a number, addition sign, open parenthesis, or decimal as
the first character when entering a numeric value. To designate a
negative number, you use the subtraction sign as the first character.

Numeric Entries

Numeric entries are numbers you enter directly in the spreadsheet. You
cannot have spaces, commas, or alphabetical characters in numeric
entries. However, you can use E or e to enter a number in scientific
notation, and % to designate percentage when entering numbers.

Number Size

You can enter a number up to 63 characters long. However, OFIS
Spreadsheet can display only as much of the number as the column
width allows. (To change a column width, refer to Section 6.)

Figure 3-4 shows how the entry 123456789 displays in a spreadsheet
using the default column width of 9.

In Figure 3-4, the number appears in scientific notation, but the cell
contents appear in the command panel exactly as you entered it. It is
very important to keep in mind that what appears in the spreadsheet,
and how OFIS Spreadsheet internally stores a value can be entirely
different. When performing calculations, OFIS Spreadsheet uses the
internal representation of the value.
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Figure 3-4. Numeric Display
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Entering Formulas

OFIS Spreadsheet is most efficient when it is performing calculatlons
using the functions and formulas that you create.

A formula can consist of numbers, cell references, range names, strings,
functions, or other formulas. In addition to these, a formula contains one
or more operators. OFIS Spreadsheet has three types of operators:

¢  Mathematical
¢ Intersection

e  String
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Mathematical Operators

Mathematical operators perform mathematical functions in a formula.
The mathematical operators available in OFIS Spreadsheet and the
operations they perform are listed in Table 3-2.

Table 3-2. Mathematical Operators

Character Function

+ Addition

- Subtraction; also negates a number
* Multiplication

/ Division

A Raises a number a specified power

Precedence of Mathematical Operators

When you use a mathematical operator in a formula, OFIS Spreadsheet
assigns a priority, or precedence to each operator. It then performs the
calculations in the precedence the operator sets. OFIS Spreadsheet
assigns precedence in the following order:

e A exponentiation

* -, negation

e * multiplication or /, division
e +, addition or -, subtraction

OFIS Spreadsheet assigns precedence from left to right for different
operators in the same formula.

When you are creating long, complex formulas, the order in which OFIS
Spreadsheet calculates them is critical. You can override the built-in
mathematical operator precedence by using parentheses to specify the
order of calculation. OFIS Spreadsheet calculates whatever is in the
parentheses first, regardless of the precedence of the mathematical
operator.
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The Intersection Operator

You can use ranges (groups of cells) in a formula or function, and specify
that OFIS Spreadsheet use only the values in the intersecting cells. To
set up this type of formula or function, you use the intersection operator,
which is a space.

Figure 3-5 illustrates a function using the intersection operator.

In this figure, the formula displaying in the command panel is adding
two ranges together. The space between d3 and e5 is the intersection
operator. The value resulting from the formula is shown in cell d9. This
is the result of adding the values in the intersecting cells; cell d4 and

cell d5.
Figure 3-5. Intersection Operator
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The String Operator

You can create formulas that refer to cells containing labels. This type of
formula is known as a string formula. You can join labels and strings
together by using the string operator in a string formula. Whenever you
are including literal strings in a formula, you must place them in
quotation marks.

Figure 3-6 shows an example of the string operator. The formula in cell
allis a string formula. This formula is stringing together:

*  The literal string Totals for

e A space
¢ Cell a4, R.M. Hanson
¢ A space

¢  The literal string and
¢ A space
¢ Cell a5, K.C. Jones
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Figure 3-6. String Formula
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If you try to string together any of the following, OFIS Spreadsheet
displays an error message, ERR, in the cell containing the formula:

¢  Value to label
e  Value to value

*  Label or string to an empty cell
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Cell References

You can refer to cell addresses in a formula instead of a cell value. This
links the formulas to the spreadsheet cells, making the value of the
formula dependent on the source cell’s value.

If you use a formula that references a cell address, you make the first
character a value character. OFIS Spreadsheet automatically interprets
the entry as a label since the first character of a cell address is a letter.
You can choose one of the following value characters:

As long as you do not move the formula, or insert or delete a row or
column, the cell references remain exactly the same. For example, you
can create a formula, then use the Copy option to copy the formula for a
series of entries requiring the same formula. When you copy the
formula, OFIS Spreadsheet automatically adjusts the cell references to
correspond with the new location. This is because when you copy a
formula, you are copying the relationship of the cells, not the location of
the cells.

Figure 3-7 demonstrates this concept. In this figure, the formulas in
column d are identical except for the cell references. OFIS Spreadsheet
changes the cell references to correspond to the row containing the
formula.
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Figure 3-7. Cell Reference
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OFIS Spreadsheet interprets the formula in cell d3 by adding the three
cells to the left of the current cell. It does not look at the cell’s address,
instead it looks at the location of the referenced cells relative to the
location of the cell containing the formula. So when you copy a formula,
the cell references change, but the relationship of the cells remains the
same. However, you can control this by using different cell references in

a formula.
OFIS Spreadsheet provides three types of cell references:

¢ Relative
¢ Absolute
e  Mixed
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Relative Cell Reference

When you copy a formula containing relative cell references, the
references change to reflect the new location. The formulas shown in
Figure 3-7 are examples of relative cell references. OFIS Spreadsheet
copies the relationship of the cells, not their location.

Unless you indicate otherwise, when you enter a cell address, itis a
relative cell reference.

Absolute Cell Reference

You can copy a formula and keep the cell references from changing. For
example, you may reference a total value in a different section of the
spreadsheet, copying the total formula, but keeping the cell references
the same. You do that by making the cell references absolute.

You make a cell reference absolute by placing a dollar sign ($) before the
column or row reference. Table 3-3 lists the possible combinations of
absolute cell references, and explains what happens when you copy the
cell reference.

Table 3-3. Absolute Cell References

Cell Reference Explanation

$a3 Reference to column a remains constant; reference to row 3 changes
a$3 Reference to column a changes; reference to row 3 remains constant
$a$3 Reference to column a and row 3 remain constant

Mixed Cell Reference

You can use relative and absolute cell references in the same formula.
This type of cell referencing is known as a mixed cell reference. The
formula +$a$7+b$7+c7 is an example of a mixed cell reference.
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Pointing to Cells

3-18

When you create a formula you can type each cell reference, or you can
point to the cell. You point to a cell by using the Arrow keys or the
mouse to move the cell pointer to the cell. Pointing offers the following
advantages:

* Saves time

¢ Avoids typing errors

* Lets you see the positions of the cells you are referencing

To create a formula by pointing, use the following procedure:

1. Position the cell pointer at the cell where you want the formula.
2. Type a value character.

3. Using the Arrow keys or the mouse, move the cell pointer to the
first cell you are referencing in the formula.

The mode indicator changes to POINT, and the contents of the cells
you reference display in the command panel.

4. Type the mathematical operator you want to use.

The cell pointer returns to the cell containing the formula. Continue
with steps 2 through 4 until you finish referencing all of the cells you
want to use in the formula.

5. Press RETURN or GO.

Once you have finished a formula, the mode indicator returns to READY.
The cell reference is not placed in the formula until you type a
mathematical operator, or press RETURN or GO.

While in Point mode, to make a cell reference absolute, you press
Abs (F4). You then continue pressing Abs (F4) until the cell reference
is correct.

You can use any of the cell pointer movement keys to define a range in a
formula. When you define a formula by pointing, you do not need to keep
track of the cell addresses you want to use, only their relative locations in
the spreadsheet.
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Error Values

When you create a formula, an error may display in the worksheet area.
The most common causes of this are:

* Dividing by a blank cell
¢ Dividing by a cell containing the number 0
¢ Linking a value to a label

Figure 3-8 illustrates an error condition. In this example, cell b4 is the
divisor in the formula. However, since cell b4 contains a 0, OFIS
Spreadsheet displays ERR instead of a numeric value.

Refer to Appendix D for OFIS Spreadsheet error conditions and
procedures to rectify the condition.
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Figure 3-8. Error Condition
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Editing Entries

At some point, you will have to correct an entry. This may be an existing
entry, or an entry you are creating.

Correcting an Entry You Are Creating

You can edit an entry while you are creating it, before you enter it into
the spreadsheet. Ifit is a fairly simple entry, use the BACKSPACE key
to move the cursor to the error, and retype the entry from that point. For
example, if you want to enter 1840 State Street, and instead enter 1840
Satte, press the BACKSPACE key four times to erase the error, then
complete the entry.

If the entry is a very short one, or has several mistakes in it, press
CANCEL. This deletes the entire entry so you can type it in again
correctly.

Correcting an Existing Entry

You can correct an entry already in the spreadsheet by replacing it with
a new entry, or by moving the cell pointer to the cell containing the entry,
and pressing Edit (F2) to enter Edit mode.

Replacing an Entry

You can replace an existing entry. This is the best method to correct a
short entry.

To replace an existing entry, use the following procedure:
1. Move the cell pointer to the cell you want to correct.
2. Type the new entry.

3. Press RETURN or GO.

The new entry replaces the old entry and appears in the command panel,
next to the cell address.
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Correcting an Entry in Edit Mode

To correct an entry that is long or complex, you use Edit mode. In this
mode, you can correct the erroneous portion without retyping the entire
entry.

To correct an entry using Edit mode, use the following procedure:

1.
2.

4.
5.

Move the cell pointer to the cell you want to correct.
Press Edit (F2).

The cell contents display in the command panel. The cursor is
positioned immediately to the right of the last character in the entry.

Use the LEFT ARROW key or the mouse to move the cell cursor to
the portion of the entry you want to correct.

Type the correction.
Press RETURN or GO.

The corrected entry appears in the command panel and in the
spreadsheet. The spreadsheet returns to Ready mode.

Moving the Cursor in Edit Mode

3-22

You can move the cursor in Edit mode by using the keys listed in

Table 3-4.
Table 3-4. Edit Mode Cursor Movement Keys

Key Function

LEFT ARROW Moves left one character

RIGHT ARROW Moves right one character

SHIFT-UP ARROW Moves to first character

SHIFT-DOWN ARROW Moves to position immediately after last
character

CODE-RIGHT ARROW Moves five characters to the right

CODE-LEFT ARROW Moves five characters to the left

CODE-UP ARROW Moves to first character
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In Edit mode, you can move only the cursor left to the first character in
the entry, and to the right only to the space immediately after the last
entry.

Deleting Characters

You can delete characters in an entry while you are creating the entry or
when you are in Edit mode by using the following keys:

¢ BACKSPACE
e DELETE

The BACKSPACE key erases a character to the left of the cursor each
time you press it. This works well with simple, small entries.

To delete a character with the BACKSPACE key, press the key until
you have erased the error.

The DELETE key erases the character at the cursor. This works well
with larger entries.

To delete a character with the DELETE key, move the cursor to the
incorrect character, and press DELETE.

Inserting Characters

OFIS Spreadsheet defaults to Insert mode. This means that to insert a
character in an entry, you place the cursor where you want to begin
inserting and type the character. The character is inserted at the cursor
position, and the character originally at the cursor moves to the right.

Using Overtype

To replace characters in an entry when the spreadsheet is in Edit mode,
you use the Overtype mode.

When you are in Overtype mode the text you type replaces existing
characters and spaces at the cursor position. The BACKSPACE key
moves the cursor to the left without deleting characters or spaces.

To enter Overtype mode, press OVERTYPE; the key light goes on.
To exit Overtype mode, press OVERTYPE; the key light goes off.
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Entering Changes

3-24

Once you have made changes in the Edit mode, you must enter the
changes in the spreadsheet for them to take effect. You do this using
many of the same keys you use when creating an entry. However, some
of the keys act as cursor movement keys, not entry keys, in Edit mode.
Table 3-5 lists the entry keys and tells where the cell pointer resides
after entry.

Table 3-5. Edit Mode Data Entry Keys

Key Cell Pointer Position

RETURN Remains in originating cell

GO Remains in originating cell

UP ARROW Moves up one cell

DOWN ARROW Moves down one cell

PREV PAGE Remains in same relative cell position in
previous window

NEXT PAGE Remains in the same relative cell position in next
window
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Editing Formulas

To edit formulas, you use the same techniques you use to edit labels and
values. To edit a formula while creating it, you can use the
BACKSPACE key until you erase the error, or use the CANCEL key to
cancel the entry and start over. To edit an existing formula, you can
replace the entire formula, or press Edit (F2) to enter the Edit mode and
make your corrections.

You can also add cell references to an existing formula.

To add a cell reference to an existing formula, use the following
procedure: '

1. Position the cell pointer at the cell containing the formula.
2. Press Edit (F2).

The current cell content displays at the top of the command panel
next to the cell address. It also displays in the middle of the
command panel.

3. Move the cursor to the location where you want to add the cell
reference.

4. Type a mathematical operator.
5. Type the cell reference.
6. Press RETURN or GO.

You can add the cell reference at the end of the formula by pointing to
the cell reference.
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3-26

To add a cell reference to an existing formula, use the following
procedure:

1
2.

Position the cell pointer at the cell containing the formula.
Press Edit (F2).

The formula displays in the command panel.

Type a mathematical operator.

Choose one of the following keys to point to the cell reference:

UP ARROW
DOWN ARROW
PREV PAGE
NEXT PAGE

Press RETURN or GO.
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Recalculating a Spreadsheet After Editing

Whenever you make changes to the values in cells, OFIS Spreadsheet
automatically updates any formulas or functions referencing those cells
and displays the results in the source cell. This is known as
recalculating the spreadsheet. Depending on the size of your spreadsheet
and the changes you are making, you may not want OFIS Spreadsheet to
automatically recalculate the spreadsheet after every change. You have
the option of having OFIS Spreadsheet automatically recalculate the
spreadsheet or waiting until you tell it to recalculate. In other words,
you can set the spreadsheet to recalculate automatically or manually.

In addition to telling OFIS Spreadsheet which method you want it to use
when recalculating the spreadsheet, you can also indicate the order of
recalculation.

Methods of Recalculation
OFIS Spreadsheet provides you with two methods of recalculation:
¢  Automatic
¢ Manual

The spreadsheet uses the automatic method of recalculation by default.
This method recalculates the spreadsheet every time you make a value
entry or change an existing value entry.

The manual method of recalculation recalculates only the spreadsheet
when you press Calc (F9). When OFIS Spreadsheet is using the manual
method of recalculation, the mode indicator displays CALC. When you set
the spreadsheet to recalculate manually, be sure to recalculate before:

¢ Printing
¢ Copying values

To change the method or order of recalculating, type the first character of
the following options:

/WorksheetGlobalRecalculation

This brings up the Recalculation pop-up menu (refer to Figure 3-9). You
select either automatic or manual recalculation as well as the order of
recalculation from the menu.
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Figure 3-9. Recalculation Pop-up Menu
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Selecting the Order of Recalculation

In addition to controlling when OFIS Spreadsheet recalculates the
spreadsheet, you can also control the order it recalculates. You can

designate the order as:
¢ Natural
*  Columnwise

* Rowwise

Natural Order

Natural order is the default. This begins with the first cell that needs to
be calculated so that the next cell can calculate correctly. When using
this order, OFIS Spreadsheet calculates values before formulas.
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Columnwise Order

Columnwise calculates column by column. When using this order,
OFIS Spreadsheet begins calculating in column a, and when it completes
that column, it goes on to column b, and so on.

Rowwise

Rowwise calculates row by row. When using this order, OFIS
Spreadsheet begins calculating in row 1, and when it completes that row,
it goes on to row 2, and so on.

Circular Reference

When creating or making changes to formulas or functions, you can
accidentally create a circular reference. A circular reference results
when a formula or function refers to itself. For example, entering the
formula +al-a2,in cell a2 creates a circular reference. Every time the
value in a2 changes, the formula recalculates.

Frequently, this type of situation is the result of a typing error or a
pointing error. When you have a circular reference in your spreadsheet,
the submode indicator displays CIRC. If Automatic Recalculation mode
is in effect, the indicator displays immediately. If you are in Manual
Recalculation mode, the indicator displays when you recalculate the
spreadsheet. When you see this indicator, you need to locate and fix the
circular reference.

You can locate the circular reference by viewing the Worksheet Status
screen. To view this screen, type the first character of the following
options:

/WorksheetStatus

The Worksheet Status screen overlays the current spreadsheet. The cell
address of the cell containing the circular reference appears next to the
Circular Reference indicator. Sometimes the cell address that displays is
not the actual location of the circular reference. If you have a compli-
cated formula using several cell references, you may need to go back
through the chain of references to locate the actual cell containing the
circular reference.
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Section 4
Formatting Cell Data for Display

When you first enter values and labels they appear in the spreadsheet
according to the default formats. You can keep these formats or change
them to meet your specifications.

This section covers:

¢  The format indicator

¢  Using the Global format

¢  Global formatting versus Range formatting

*  Format options

The Format Indicator

When you format a cell, a format indicator appears next to the cell
address in the command panel, specifying the format in effect for that
cell. A format indicator can include:

¢ A letter specifying the format type (such as currency)
¢ A number specifying the number of decimal places

Some formats have more than one option. For example, you can display
the Date format in different ways. If there is more than one option for a
particular format, then the format indicator displays the option number
(for example, D4 for the fourth Date format option).

Figure 4-1 shows a format indicator for the Currency format, using two
decimal places.
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Figure 4-1. Format Indicator Display
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Using the Global Format

OFIS Spreadsheet initially displays every cell in the spreadsheet in
global format. The cells retain this format unless you specify otherwise.
You can change the global format for every cell, or you can change the
format for a specific cell or a range of cells.

The format options are the same whether you are changing a single cell,
a range of cells, or the entire spreadsheet.
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Default Global Format

The default global format for value entries is General format. The
General format displays values as numbers with no other notation (such
as dollar signs or decimal points). Values resulting from functions or
formulas also display in General format. However, if a value is very
large or very small (for example, a decimal), it displays in scientific
notation.

You can check the default global formats by typing the first character of
the following options:

/WorksheetStatus

The Worksheet Status screen overlays the spreadsheet (refer to
Figure 4-2). It shows the global formats for values and labels. You press
CANCEL to return to the spreadsheet display.

Global Formatting Versus Range Formatting

There are two differences between global (the entire spreadsheet) and
range (individual cells) formatting:

¢ Range formatting offers the Reset option, while global formatting
does not.

o When you format a range of cells, you specify which cells are
formatted. If you format an individual cell or a range of cells, that
range format overrides the global format.

If you subsequently change the global format, it does not affect cells you
formatted using the Range Format option.
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4-4
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4393 4827-000

To assign a format to an individual cell or a range of cells, you type the
first character of the following options:

/RangeFormat
This displays the Range Format pop-up menu (refer to Figure 4-3).

Figure 4-3. Range Format Pop-up Menu
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To assign a format to an entire spreadsheet, you type the first character
of the following options:

/WorksheetGlobalFormat

This displays the Worksheet Global Format pop-up menu (refer to
Figure 4-4).

OFIS Spreadsheet offers nearly the same options for both types of
formatting. To select an option, refer to “Format Options,” below.

45
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Figure 4-4. Worksheet Global Format Pop-up Menu
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Format Options

There are eight value format options available through the Global and
Range format pop-up menus:

*  +/- (Horizontal bar graph)

e . (Comma)

¢  Currency

¢ Fixed

*  General

¢  Percent

¢  Reset (only in Range Format pop-up menu)
*  Scientific

You can replace a value in a cell with a value in a different format or
format blank cells. If you format blank cells, the values you enter appear
in the format you selected. When you copy a formatted cell, the format
copies along with the contents. Only one value format per cell can be in
effect at a time.

In addition to these value formats, OFIS Spreadsheet also provides
formats for:

¢ Date and time
e Text for cells with formulas
¢ Hidden and visible data for labels and values

When you select some formats, the prompt: Enter number of
decimal points: appears. After the prompt is the default number of
decimal points (2). You can accept this by pressing RETURN or GO, or
designate a different number by typing over it.
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Once you designate the decimal points, OFIS Spreadsheet prompts you to
enter the range to format. Following the prompt is OFIS Spreadsheet’s
suggestion of the range using the current cell as a range. You have four
options:

¢  Press GO or click with the mouse to accept the suggested range.

¢  Using the Arrow keys or the mouse, expand the range; then press
GO.

¢ Enter a new range; then press GO.

Since OFIS Spreadsheet uses the position of the cell pointer to suggest a
range, it is a good idea to position the cell pointer prior to executing the
Range options.

The following gives an explanation of each Global and Range Format
option.

+/- (Horizontal Bar Graph)

The +/- (Horizontal Bar Graph) format displays values as a series of plus
signs (+) or minus signs (-). Positive values display as plus signs;
negative values display as minus signs; zero displays as a period.

OFIS Spreadsheet rounds the values down to the nearest integer for
display purposes (for example, 5.8 displays as five plus signs). If a value
is too large to fully display in a cell, a series of asterisks (*) display. (To
change the column, refer to Section 6.)

You can use this option to create a simple bar graph in the spreadsheet.
(To create graphs, refer to Section 8.)

, (Comma)

The , (Comma) format places commas between hundreds and thousands,
thousands and millions, and so on. You can specify the number of
decimal places. Negative values appear in parentheses.
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Currency

The Currency format shows values as currency values with a dollar sign
($) in front of the value and commas between hundreds and thousands,
thousands and millions, and so on. Negative values are enclosed in

parentheses. You can specify the number of decimal places.

When you are using decimal places and large values, the formatted value
can become too large to display in the default cell width. When this
occurs, a series of asterisks (*) appear in the cell. You can correct this by
using fewer decimal places, or by widening the column. For detailed
information on how to change column width, refer to Section 6.

Date

OFIS Spreadsheet stores dates as integer values. These integer values
are equal to the number of days that have elapsed between December 31,
1899, and the specified date. For example, January 25, 1900, would
display as 25, since 25 days elapsed between December 31, 1899, and
that date.

Although this may be a good way for OFIS Spreadsheet to handle dates,
it is not good for viewing. Even though you cannot change the way OFIS
Spreadsheet stores dates, the Date format option allows you to specify
the way dates display in the spreadsheet.
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To view the Date Format pop-up menu, type the first character of the
following options:

/RangeFormatDate
The Date Format pop-up menu displays (refer to Figure 4-5).

Figure 4-5. Date Format Pop-up Menu
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This pop-up menu has five date format options and a Time format option.
Table 4-1 lists each date format and gives an example of how a date
using that format appears in the spreadsheet. Also given in the table is
the code corresponding to that date format. It is this code that appears
as the format indicator. Formats 4 and 5 use the global International
Date format. This format is discussed in this section.

Table 4-1. Date Formats

Format Code Display

1 DD-MMM-YY D1 01-Jul-91
2 DD-MMM D2 01-Jul

3 MMM-YY D3 Jul-91

4 (Long Intn'l) D4 07/01/91
5 (Short Intn'l) D5 07/01

Once you select an option, the prompt: Enter range to format:
appears. Following the prompt is a reference to the current cell as a
range. You have three options:

¢ Press RETURN or GO to accept the suggested range.

¢ Position the cell pointer in the first cell of the range and, using the
Arrow keys or the mouse, expand the range to include all of the cells;
then press RETURN or GO.

*  Type the range; then press RETURN or GO.

Since OFIS Spreadsheet uses the position of the cell pointer to suggest a
range, it is a good idea to position the cell pointer prior to executing the
Range options.
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Changing International Formats

4-12

The International formats are the default date formats (refer to

Table 4-2). This format has more than one selection available. To
change the default International format, you type the first letter of the
following options:

/WorksheetGlobalDefaultOtherInternationalDate
This displays the International Date options (refer to Figure 4-6).

Figure 4-6. International Date Options
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A message showing how a date appears using the highlighted option is in
the command panel. Table 4-2 lists each of these options and shows how
the Long International and Short International formats represent the
date July 1, 1991.
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Table 4-2. International Format Options

Format Long Intn’l Short Intn’l
A (MM/DDY/YY) 07/01/91 07/01
B (DD/MMY/YY) 01/07/91 01/07
C (DD.MM.YY) 01.07.91 01.07
D (YY-MM-DD) 91-07-01 91-07

Once you change the International format, all cells having that format
automatically change to the new format.

To make global changes default settings, type the first character of the
following options:

/WorksheetGlobalDefaultUpdate

The changes are saved as defaults in the OFIS Spreadsheet configuration
file. (For more information on the configuration file, see “OFIS
Spreadsheet Configuration File,” in Appendix B, “Installing OFIS
Spreadsheet.”) If you did not select these options, the changes would be
in effect only for the current spreadsheet session.

You can check the Long International format in effect for the spreadsheet
by typing the first character of the following options:

/WorksheetGlobalDefaultStatus

The Global Default Status screen overlays the spreadsheet (refer to
Figure 4-7). You press CANCEL to return to the spreadsheet display.
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Figure 4-7. Global Default Status Screen
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Time Format Option

OFIS Spreadsheet handles hours, minutes, and seconds as fractions of a
day. This value represents the percentage of time that has passed since
the beginning of the day (midnight). For example, 12:00 noon has a time
value of .5, since that is half way through the day; 6:00 am has a time
value of .25.

The time value is not good for viewing as OFIS Spreadsheet calculates it,
so OFIS Spreadsheet provides options that allow you to format the way
the value appears in the spreadsheet. These options are part of the Date
format options.

To view the Time format options, type the first character of the following
options:

/RangeFormatDateTime
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The Time format options display (refer to Figure 4-8). A message
showing how the time value appears using the highlighted option is in
the command panel. Table 4-3 lists each option, the format code
associated with the option, and how the time value appears in the
spreadsheet.

Figure 4-8. Time Format Options
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Table 4-3. Time Formats

Format Code Display

1 (HH:MM:SS AM/PM) D6 3:55:38 PM
2 (HH:MM AM/PM) D7 3:55 PM

3 (Long Intn'l) D8 15:65:38

4 (Short Intn’l) D9 15:55

The code has a D as the first letter because the Time format is part of the
Date format option.

Changing International Time Formats

You have the option to display the time value using the Long
International or Short International time formats. These time formats
use a 24-hour clock. Table 4-3 demonstrates how these times appear.
The sample time is 3:55 pm, which using a 24-hour clock, displays as
15:55 pm.

To change the International Time format, you type the first character of
the following options:

/WorksheetGlobalDefaultOtherInternationalTime

The International Time options appear (refer to Figure 4-9). A message
showing how the time value appears using the highlighted option is in
the command panel. Table 4-4 lists each of these options and shows how
the Long International and Short International time formats appear.

4-16 4393 4827-000



Formatting Cell Data for Display

Figure 4-9. International Time Options
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Table 4-4. International Time Format Options
Format Long Intn’l Short Intn’l
A (HH:MM:SS) 15:55:38 1555
B (HH.MM.SS) 15.55.38 1555
C (HH,MM,SS) 15,55,38 15,55
D (HHhMMmSSs) 15h55m38s 15h55m
4-17
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You can check the Long International Time format for the spreadsheet by
typing the first character of the following options:

/WorksheetGlobalDefaultStatus

The Global Default Status screen overlays the spreadsheet (refer to
Figure 4-7). You press CANCEL to return to the pop-up menu or
CODE-CANCEL to return to the spreadsheet.

To make the global change permanent, you need to type the first
character of the following options:

/WorksheetGlobalDefaultUpdate

Your global changes are now permanent default settings. If you did not
use these options, the changes would be in effect only for the current
spreadsheet session.

Fixed

The Fixed format controls the number of decimal places.

General

The default format is General. Values appear as entered. Very large or
very small values display in scientific notation.

Hidden

4-18

The Hidden format hides values and labels, making it appear that cells
are blank; however, if you position the cell pointer in a cell with this
format, the contents display in the command panel.

This formatting option has no effect on the content of the cell, only the
way in which it displays. It is useful in hiding notes, comments, or
confidential material. The content within cells having this format does
not print.

4393 4827-000



Formatting Cell Data for Display

Percent

The Percent format displays values as percentages, using a percent sign
(%). When you specify this option, OFIS Spreadsheet automatically
shifts the decimal point two places to the right for any value you enter.
For example, using this option with zero decimal places, 25 displays as
2500%, .5 displays as 50%.

Reset

The Reset format is available through the Range Format pop-up menu
only. You use this option to reset the format for a specific number of
cells.

When this option is highlighted, the command panel displays the current
format. When you select this option, OFIS Spreadsheet prompts you for
the cells to reset.

/RangeFormatReset

The cell or range returns to the global format.

Scientific

The Scientific format displays values in scientific notation (x.xxE+xx).
You can also specify the number of decimal points. This format is
especially useful when you are working with very large or very small
numbers.

Values display as powers of 10. For example, using this format with two
decimal places, the value 321 appears as 3.21e+02. Since e means “10
raised to the power of,” you read this entry as “3.21 times 10 raised to the
power of 2,” or 321.

When working with very small numbers, 10 is raised to a negative power.
For example, using this format with two decimal places, the value .0008
displays as 8.00e-04. Raising a number to a negative power is the same
as dividing the number by a power of 10.
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Text

The Text format displays the formulas and functions in the source cells,
instead of the resulting values. However, the amount of the formula or
function that appears depends on the column width. If the formula or
function exceeds the column width, it does not overlap adjacent blank
cells. (To change the column width, refer to Section 6.)

This option has no effect on cells containing labels or numeric values.

Visible

The Visible format makes the contents of cells formatted with the Hidden
format appear.

Zero Suppression

4-20

The Zero Suppression option hides all zeros in the spreadsheet. You
access this option by typing the first character of the following options:

/WorksheetGlobalZero
This displays the Zero Suppression options, Yes and No.

If you select the Yes option, zeros in formulas, functions and numeric
values disappear. The zeros still display in the command panel, but not
in the worksheet area. This does not change any existing cell formats.

To redisplay the zeros, you select the No option.

You can check the Zero Suppression option by typing the first character
of the following options:

/WorksheetStatus

The Status screen overlays the spreadsheet (refer to Figure 4-2). You
press CANCEL to return to the spreadsheet.
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Section 5
Customizing OFIS Spreadsheet

You customize OFIS Spreadsheet to suit your own preferences for the
way it functions and presents data. You can change the:

¢ Punctuation characters
¢  Currency character

¢  Character width

¢ Clock display

e  Help screen

¢ Cell pointer movement
¢  Column alignment

¢ AutoSave feature

¢  File Locking feature

*  Screen Colors

Initially, all of these features use default settings. This section tells you
how to alter the default settings for each of these options.

Global Default Status Display

You can check default settings for the current worksheet by viewing the
Global Default Status screen. You access this screen by typing the first
character of the following options:

/WorksheetGlobalDefaultStatus

The Global Default Status screen appears, overlaying the current
spreadsheet display (refer to Figure 5-1). This screen shows the status of
the worksheet global defaults. To return to the current spreadsheet
display, you press any key. You change the defaults by issuing the
appropriate Worksheet Global Default Other options.
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Figure 5-1. Global Default Status Screen
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Worksheet Global Default Other Options

The Worksheet Global Default Other options control the settings of:

Punctuation characters

The currency character

The Long International date display
The Long International time display
Help screen access

The clock display

The screen character display

The AutoSave feature

The File Locking feature

All of these options initially use default settings; however, you can
change the default settings to suit your needs.
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To change a worksheet global default setting, you type the first character
of the following options:

/WorksheetGlobalDefaultOther
The Other pop-up menu appears (refer to Figure 5-2).

Figure 5-2. Worksheet Global Default Other Pop-up Menu
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Using the International Option

When you select International from the Other pop-up menu, the options
shown in Figure 5-3 display.

Figure 5-3. International Options
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The Currency option tells OFIS Spreadsheet which character to use as
the currency character and where to place the character in relation to the
number.

The Date and Time options control the Long International format

OFIS Spreadsheet uses when displaying date and time values. For
detailed information on these options, refer to Section 4.
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The Punctuation option tells OFIS Spreadsheet which character to use as
the decimal character, as the thousands separator, and as the argument
separator.

The Quit option returns you to the Other pop-up menu.

Punctuation

5-6

Whenever a value containing a decimal character or a thousands
separator displays, the character OFIS Spreadsheet uses depends on the
punctuation default setting.

This default also tells OFIS Spreadsheet which character to use when
separating arguments in a function.

You have a selection of eight different punctuation combinations. Each
combination has a decimal character, an argument separator character,
and a thousands separator character.

Table 5-1 lists the eight options and shows how they display on the
spreadsheet when used in values and as argument separators. Option A
is the default option.

Table 5-1. Punctuation Options

Option Formatted Value Argument Separator
A(,.,) $3,210.11 @SUM(a1,b1)
B(...) $3.210,11 @SUM(a1.b1)
C(;.)) $3,210.11 @SUMaib1)
D(..) $3.210,11 @SUM(a1;b1)
E(..) $3210.11 @SUM(a1,b1)
F(.) $3210,11 @SUM(a1.b1)
G(;.) $3210.11 @SUM(a1;b1)
H(;, ) $3210,11 @SUM(a1;b1)

Note: Native Language Support (NLS) determines the I Other option.
Refer to your NLS documentation for more information.
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Currency

Whenever you format a value to display as currency, a currency
character displays with the value. The default currency character is the
dollar sign ($), and displays before the value. You can change this
character as well as whether it displays before the value (as a prefix) or
after the value (as a suffix). This versatility is useful when formatting
values representing foreign currency.

You can designate up to 15 characters as the currency character.

Accessing the Help Function

You access the Help function by pressing the HELP key. You can change
how OFIS Spreadsheet accesses the Help file.

When you access the Help function, OFIS Spreadsheet opens a Help file.
You can control the access method it uses with two options:

¢ Instant
¢  Removable

With the Instant option, OFIS Spreadsheet opens the Help file and does
not close it until you exit. This means that the next time you press the
HELP key, OFIS Spreadsheet instantly accesses the Help file. As a
result, Help displays faster. However, using the Instant option reduces
the amount of memory available for loading worksheets.

With the Removable option, OFIS Spreadsheet closes the Help file when
you have finished with it instead of leaving it open; consequently, this
takes longer to display Help the next time you need to use it. However,
the Removeable option makes more memory available for loading
worksheets.
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Changing the Clock Display

OFIS Spreadsheet displays the current day, date, and time in the
information line (above the function key display line). There are three
options you can use to change the way the clock displays:

e Standard
¢ International
e None

Standard is the default option. It displays the date in the format
DD-MMM-YY (day, month, year) and the time as HH:MM AM/PM
(hours, minutes).

International displays the date in the current Long International date
format and the time in the current Short International time format.

The None option removes the clock display from the spreadsheet screen.
If you select None and want to redisplay the clock information, you select
one of the other Clock display options.

Character Width

If your monitor has narrow format capability, you have the option to
display characters on your screen in wide format or narrow format.

Changing Column Alignment

OFIS Spreadsheet automatically places one blank space to the right of
each value entry; therefore, if you enter the value 123456789 in a column
that has a width of 9, OFIS Spreadsheet converts the value to scientific
notation because it is too wide to fully display. It is too wide because of
the automatic blank space OFIS Spreadsheet places to the right of the
figure. Figure 5-4 shows an example of how this looks in a spreadsheet.
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Figure 5-4. Nine-Digit Number Displayed in Scientific Notation
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You can elect to have OFIS Spreadsheet omit the blank space to the right
of a value entry. To do this, you type the first character of the following
options:

/AdvancedDefaultAlign-ColumnsNo

When this option is in effect, OFIS Spreadsheet does not place a blank
space to the right of a value entry. Figure 5-5 shows how this looks. The
entries span the entire width of the column and appear to run into each
other. The advantage of having this feature off is you can enter an
additional number in the value entry; however, the disadvantage is that
it can be difficult to read.

This option can only be set globally. You cannot set it on or off only for
certain cells.

4393 4827-000 5-9



Customizing OFIS Spreadsheet

Figure 5-5. Advanced Default Alignment Column Option Off
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Automatic Cursor Movement

When you are making entries in the spreadsheet, you indicate direction
by pressing the appropriate cursor movement key. OFIS Spreadsheet
provides you with an option that allows you to designate the direction the
cell pointer is to move without having to repeatedly use an Arrow key.
This option is useful when you are making a series of entries such as a

column of figures.
To set the cell pointer direction, use the following procedure:
1. Make sure the spreadsheet is in Ready mode.

2. After completing your first entry, press the Arrow key that indicates
the direction you want the cell pointer to move.

3. Type the first character of the following options:

/AdvancedAutomaticYes
5-10 4393 4827-000



Customizing OFIS Spreadsheet

You can now continue entering data, pressing RETURN or GO after
each entry. Each time you press RETURN or GO, the cell pointer moves
to the next cell in the direction of the Arrow key you chose at the time
you set the option to Yes. You can change direction by pressing a
different Arrow key.

This option remains in effect until you set it to No.

To return the spreadsheet to normal cell pointer movement mode, type
the first character of the following options:

/AdvancedAutomaticNo

Now when you press RETURN or GO, the cell pointer remains in the
current cell.

Using File Locking

The File Locking feature prevents other users from opening and
changing a spreadsheet while you are working on it, and overwriting

your version with theirs. File Locking is optional; you can enable it or
disable it.

Caution:

For File Locking to be effective, all users with access to the same files must
start OFIS Spreadsheet with File Locking enabled.

If you are working on a spreadsheet and have File Locking enabled, other
users cannot access that spreadsheet until you close it or you disable File
Locking.

The Worksheet Global Default Status screen tells you whether File
Locking is enabled or disabled (refer to figure 5-1). Also, if a file is
locked, its name displays in reverse video on the information line.
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Enabling and Disabling File Locking

To enable File Locking, type the first character of the following options:
/WorksheetGlobalDefaultFilelockingEnable
To disable File Locking, type the first character of the following options:
/WorksheetGlobalDefaultFilelockingDisable

Using AutoSave

AutoSave is a feature that automatically saves a copy of your worksheet
as you work, protecting you from losing your work due to an interruption
such as a power outage.

If you have AutoSave enabled and suffer a power outage, when you
restart OFIS Spreadsheet, it promts you to recover your lost work. If you
choose to recover, OFIS Spreadsheet will display the spreadsheet you
were working on, and with the changes you made up until the last time
AutoSave saved your work.

AutoSave saves your worksheet at intervals which you can set. Once the
specified time has elapsed, OFIS Spreadsheet waits for a period )
approximately 10 seconds long when you do not type any keystrokes or
move the mouse, and then saves your work to a temporary file. If you
type a keystroke or move the mouse while OFIS Spreadsheet is saving
the file, it stops saving the file so you can continue to work.

The temporary file has the same name as your worksheet, with the
suffix -new. This is so that if you decide you do not want to keep the
changes you have made, the original worksheet will not have been
overwritten. When you save a worksheet yourself using the File Save
option, OFIS Spreadsheet saves your work and deletes the temporary
file. If you continue to work, OFIS Spreadsheet creates a new temporary
file. If you delete your spreadsheet using the File Erase option, OFIS
Spreadsheet deletes the temporary file as well.

AutoSave is optional; you can enable it or disable it. The Worksheet
Global Default Status screen tells you whether AutoSave is enabled or
disabled (refer to figure 5-1).
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Enabling and Disabling AutoSave
To enable AutoSave, type the first character of the following options:
/WorksheetGlobalDefaultOtherAutosaveEnable
To disable AutoSave, type the first character of the following options:
/WorksheetGlobalDefaultOtherAutosaveDisable

If you want to make the AutoSave option you specified a default, refer to
the "Worksheet Update Option" in this Section.

Setting the AutoSave Interval

To set the elapsed time between automatic saves, use the following
procedure:

1. Type the first character of the following options:
/WorksheetGlobalDefaultOtherAutosaveInterval

2. Enter the number of minutes you want to elapse before AutoSave
begins to wait for an opportunity to save.

If you want to make the interval you specified a default, refer to the
"Worksheet Update Option" in this Section.
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Screen Colors

You can change the colors of the OFIS Spreadsheet display. Changing
the colors of the display does not affect the data in a spreadsheet. You
can change the colors of the:

*  Screen Border

e Worksheet Area (both protected and unprotected data)
¢ Information Line

¢ Command Panel

¢  Function Keys

The colors you can choose from are:

Amber Opaque
Blue Peach
Cyan Red
Fuschia Salmon
Green Turquoise
Indigo Yellow
Lavender White
Magenta

The colors currently selected for your OFIS Spreadsheet display are
listed on the Global Default Status screen (figure 5-1).
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Changing the Screen Colors

To change the colors of the screen components, use the following
procedure:

1. Type the first character of the following options:
/WorksheetGlobalDefaultColor
The Color pop-up menu appears (refer to Figure 5-6).
Figure 5-6. Worksheet Global Default Color Pop-up Menu
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2. Move the highlight to select the name of the part of the screen
whose color you want to change, and press RETURN.

The Color Choice menu displays (figure 5-7).
Figure 5-7. Color Choice Pop-up Menu

al PMENU

Set color to cyan

b c d e f q h i |
1
2 Iy
: {
; Fuschia <
8 Green >
190 Indigo /
1 Lavender Y
12 Magenta
}i Opaque
15 Peach
16 Red
}g Salmon
19 Turquoise
%? White
22 Yellow
23

Tue 20-Apr-93 3:50 PM
[ Macro | Edit [Name| | Abs | GoTo |Window| Query | | Table | Calc | Graph |
2554.5-2

3. Move the highlight to the color you want to select, and press GO.

OFIS Spreadsheet changes the color for the component, and re-
displays the Color pop-up menu (figure 5-6). You can continue
changing the colors of screen components.

4. When you are satisfied with your color selections, select the Quit
option.

If you want to reset the screen colors to the defaults, cyan and white,
type the first character of the following options:

/WorksheetGlobalDefaultColorDefault
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Worksheet Update Option

Whenever you make a change to a global default option, that change
remains in effect only for the current spreadsheet session unless you type
the first character of the following options:

/WorksheetGlobalDefaultUpdate

When you execute these options, the current global settings are saved
and become default settings. These settings are saved in the OFIS
Spreadsheet configuration file. (For more information on the
configuration file, see “OFIS Spreadsheet Configuration File,” in
Appendix B, “Installing OFIS Spreadsheet.”)
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Section 6
Changing a Spreadsheet’s Appearance

This section explains how to manipulate and enhance the spreadsheet
display. It includes procedures to:

¢ Change column width

¢ Reset column width

¢ Hide and redisplay columns

*  Copy, move, and erase cells

¢ Insert and delete columns and rows

*  Move and copy spreadsheet entries

Changing Column Width

OFIS Spreadsheet’s default column width may not be large enough to
handle your entries. For example, when values that you enter or those
resulting from a formula or function are too large to fit in a cell, the
worksheet area displays a series of asterisks. You can also have a long
label that does not fit into an individual cell, or you may want to improve
the overall appearance of the spreadsheet.

OFIS Spreadsheet has three options that allow you to change column
width. These options are:

¢ /WorksheetGlobalColumn-Width
¢ /WorksheetColumn-WidthSet
e  [AdvancedWidth

Figure 6-1 shows a spreadsheet with the default column width of nine.
In this spreadsheet, several value entries and the total value are too
large to display, so all you see is a series of asterisks. Also, the label
entries in column a display only what is able to fit in the column width,
unless there is data in the adjacent column.
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Figure 6-1. Spreadsheet Before Changing Column Width
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Figure 6-2 shows the same spreadsheet after changing the column
widths. You can now see the entire label entries and all of the values.

Whenever the cell pointer is in a cell with a column width that you
specified, the column width indicator displays in the command panel next
to the cell address. This indicator shows the width of the current
column. In Figure 6-2, [W22] indicates a column width of 22 spaces.
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Figure 6-2. Spreadsheet After Changing Column Width
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Changing the Column Width of All Columns

OFIS Spreadsheet starts out with a default global column width of nine
spaces.

To change the column width of every column, use the following
procedure:

1. Make sure the spreadsheet is in Ready mode.
2. Type the first character of the following options:
/WorksheetGlobalColumn-Width
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3. Choose one of the following:
¢  Type the desired global column width.

¢  Using the LEFT ARROW key or RIGHT ARROW key, select
the desired global column width.

4. Press RETURN or GO.

Every column in the spreadsheet adjusts to the new column width except
those that have already been changed to width other than the default (9).

Changing the Column Width for a Single Column

6-4

You may want to change only certain columns in the spreadsheet.
OFIS Spreadsheet lets you select the columns you want to change. You
can change a single column width from 1 to 72 spaces.

To change a single column width, use the following procedure:

1. Make sure the spreadsheet is in Ready mode.

2. Position the cell pointer anywhere in the column you are changing.

3. Type the first character of the following options:
/WorksheetColumn-WidthSet

A prompt appears asking for the column width. Following the
prompt is the current column width.

4. Choose one of the following:
¢  Type the desired column width.

*  Using the LEFT ARROW key or RIGHT ARROW key, enter
the desired column width.

5. Press RETURN or GO.
OFIS Spreadsheet changes the column width of the selected column.
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Changing the Column Width for More Than One Column

You can also change the column width for a group of adjacent columns.
You can change each column’s width by using the Worksheet
Column-Width Set option for every column you want to change.
However, OFIS Spreadsheet has an option that allows you to do this by
selecting the options Advanced Width Set. You can change the column
width from 1 to 72 spaces using this option.

To change the column width for a group of adjacent columns, use the
following procedure:

1. Make sure the spreadsheet is in Ready mode.
2. Type the first character of the following options:
/AdvancedWidthSet

A prompt appears asking for the range of columns. Following the
prompt is a reference to the current cell as a range.

3. Choose one of the following:
¢  Press RETURN or GO to accept the suggested range.

¢ Position the cell pointer in the first cell of the range and, using
the Arrow keys or the mouse, expand the range to include all of
the cells; then press RETURN or GO.

¢ Enter the range; then press RETURN or GO.

A prompt appears asking for the new column width. Following the
prompt is the current column width.

4. Choose one of the following:
¢  Type the desired column width.

¢  Using the LEFT ARROW key or RIGHT ARROW key, enter
the desired column width.

5. Press RETURN or GO.
OFIS Spreadsheet changes the width of the specified range of columns.
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Resetting Column Widths

You can return a column width to its default width with the same option
that you used to change it, or you can use one of the following options:

¢ /WorksheetColumn-WidthReset

e /AdvancedWidthReset

The column width returns to the global column width.

To reset column width for a single column, use the following procedure:

1. Make sure the spreadsheet is in Ready mode.

2. Position the cell pointer in the column you are changing.

3. Type the first character of the following options:
/WorksheetColumn-WidthReset

The column width adjusts to the global column width, and the
spreadsheet returns to Ready mode.

To reset column width for a range of columns, use the following
procedure:

1. Make sure the spreadsheet is in Ready mode.

2. Position the cell pointer in either the beginning or ending column of
the range.

3. Type the first character of the following options:
/AdvancedWidthReset

A prompt appears asking for the range of columns. Following the
prompt is a reference to the current cell as a range.

4. Choose one of the following:
¢  Press RETURN or GO to accept the suggested range.

*  Position the cell pointer in the first cell of the range and, using
the Arrow keys or the mouse, expand the range to include all of
the cells; then press RETURN or GO.

*  Enter the range; then press RETURN or GO.

OFIS Spreadsheet changes the width of the specified column range to the
global column width.

4393 4827-000



Changing a Spreadsheet’s Appearance

Hiding Columns

OFIS Spreadsheet allows you to hide from view a column or a range of
columns. If a column is hidden, it does not print.

When a column is hidden from view, the columns to the left and right of

the hidden column appear side-by-side. Figure 6-3 shows a spreadsheet
in which column e is hidden. Notice that column b and column d are
side-by-side with no indication that column ¢ is missing.

Figure 6-3. Spreadsheet Containing Hidden Column
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You can access a hidden column only when the spreadsheet is in Point
mode. You enter Point mode by issuing any option that calls for a
defined range (for example, the Copy option).
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When the spreadsheet is in Point mode, the hidden column displays with
an asterisk (*) to the right of the column reference. At this time, you can
move the cell pointer into the column’s cells. The cell’s contents display
in the option panel. Figure 6-4 shows how a hidden column displays
when the spreadsheet is in Point mode.

Figure 6-4. Spreadsheet Displaying a Hidden Column
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During the time the hidden columns display, you can select options
affecting these columns (for example, Copy or Move). You can also point
to hidden cells while creating formulas. Any references made to cells in
the hidden column(s) are still valid.
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To create a formula using hidden cells, use the following procedure:
1. Make sure the spreadsheet is in Ready mode.

2. Position the cell pointer in the cell where you are creating the
formula.

Enter a mathematical operator to begin the formula.

Using the Arrow keys, move the cell pointer to the desired cell
reference.

When you press an Arrow key, the hidden columns come into view.
5. Repeat Steps 3 and 4 until the formula is complete.
6. Press RETURN or GO.

The formula appears in the command panel, and the spreadsheet returns
to Ready mode. The hidden column disappears.

Hiding One or More Columns

You can hide one column, or a range of columns using either of the
following options:

¢  /WorksheetColumn-WidthHide
¢ /AdvancedWidthHide
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6-10

To hide a single column, use the following procedure:

1. Make sure the spreadsheet is in Ready mode.

2. Type in the first characters of one of the following options:
/WorksheetColumn-WidthHide
/AdvancedWidthHide

A prompt appears asking for the range of columns. Following the
prompt is a reference to the current cell as a range.

3. Choose one of the following:
*  Press GO to accept the suggested range.

¢  Position the cell pointer in the first cell of the range and, using
the Arrow keys or the mouse, expand the range to include all of
the cells; then press GO.

¢  Enter the range; then press GO.

The specified columns disappear from view, and the spreadsheet returns
to Ready mode.
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Redisplaying Hidden Columns

You can return the hidden columns to the spreadsheet with either of the
following options:

¢ /WorksheetColumn-WidthDisplay

¢ /AdvancedWidthDisplay

To redisplay a hidden column, use the following procedure:

1. Make sure the spreadsheet is in Ready mode.

2. Type in the first characters of one of the following options:
/WorksheetColumn-WidthDisplay
/AdvancedWidthDisplay

The hidden column appears with an asterisk to the right of the
column reference. A prompt appears asking for the range of
columns.

3. Choose one of the following:

*  Type the desired range.

e Using the Arrow keys, point to the desired range.
4. Press RETURN or GO.

Erasing Cell Contents

You can erase the contents in one or more cells by typing the first
character of the following options:

/RangeErase

When a formula or function references a cell that you erase, the value for
that cell becomes zero. However, if you erase a cell containing a label
that is referenced in a string formula, OFIS Spreadsheet displays the
message ERR. This happens because once the cell is erased, the string
formula uses the value zero when referencing that cell, and OFIS
Spreadsheet cannot join a value to a label.
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6-12

To erase the content in a single cell, use the following procedure:

1. Make sure the spreadsheet is in Ready mode.

2. Position the cell pointer in the cell you are erasing.

3. Type the first character of the following options:
/RangeErase

A prompt appears asking for the range to erase. Following the
prompt is a reference to the current cell as a range.

4. Choose one of the following:
¢  Press RETURN or GO.
¢ Type the cell address; then press RETURN or GO.

The cell’s contents disappear from the worksheet area and the command
panel, and the spreadsheet returns to Ready mode.

You can also use this option to erase the contents from a range of cells.
This option does not erase formats.

You can tell OFIS Spreadsheet to erase the format, cell contents, and
protection by typing the first character of the following options:

/AdvancedDefaultBlank-FormatYes

When this option is set to No, the option Range Erase erases only the cell
contents.

To erase the contents of a range of cells, use the following procedure:
1. Make sure the spreadsheet is in Ready mode.
2. Position the cell pointer in one of the corner cells of the range.
3. Type the first character of the following options:

/RangeErase

A prompt appears asking for the range to erase. Following the
prompt is a reference to the current cell as a range.
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4. Choose one of the following:
¢  Press RETURN or GO to accept.

°  Position the cell pointer in the first cell of the range and, using
the Arrow keys or the mouse, expand the range to include all of
the cells; then press RETURN or GO.

¢  Enter the range; then press RETURN or GO

The contents of the cells in the range disappear, and the spreadsheet
returns to Ready mode.

Inserting Rows and Columns in the Spreadsheet

OFIS Spreadsheet gives you the ability to insert rows and columns in the
spreadsheet. However, you cannot insert a row or column at the bottom
or edge of the worksheet if there is existing data at that location. When
this happens, the following error message displays:

Insertion canceled because it would cause data to be
lost off edge of sheet.

You can get around this error by moving the data to another location in
the spreadsheet, or by using the Range Erase option to erase the data.
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Inserting Rows

You can insert one or more rows at a time. OFIS Spreadsheet inserts the
new row, or rows, immediately above the cell pointer position. For
example, to insert a row at row 6, you would position the cell pointer in
row 6. Spreadsheet inserts the new row at that point (row 8), and the
previous row 6 becomes row 7.

To insert a row, use the following procedure:
1. Make sure the spreadsheet is in Ready mode.

2. Position the cell pointer in the row where you want to insert a new
TOW.

3. Type the first character of the following options:
/WorksheetInsertRow
A prompt appears asking for the row insert range.
4. Press RETURN or GO.

OFIS Spreadsheet inserts a blank row at the cell pointer position, and
returns to Ready mode.

To insert more than one row, you use the Arrow keys or the mouse to
expand the suggested range to include the number of rows you desire.
You include in the suggested range only one cell from each row.
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Inserting Columns

You can add one or more columns at a time in the spreadsheet.

OFIS Spreadsheet inserts the new column, or columns, immediately to
the left of the cell pointer. For example, to insert a column at ¢, you
position the cell pointer anywhere in column ¢. OFIS Spreadsheet
inserts the new row at that point (column ¢), and the previous column ¢
becomes column d.

To insert a column, use the following procedure:
1. Make sure the spreadsheet is in Ready mode.

2. Position the cell pointer in the column where you want to insert the
new column.

3. Type the first character of the following options:
/WorksheetInsertColumn
A prompt appears asking for the column insert range.
4. Press RETURN or GO.

OFIS Spreadsheet inserts a blank column at the cell pointer position,
and returns to Ready mode.

To insert more than one column, you use the Arrow keys or the mouse to
expand the suggested range to include the number of columns you desire.
You include in the suggested range only one cell from each column.

Insertion Effects on Cell References

Spreadsheet formulas or functions that reference cells relocated by the
Insert option adjust automatically to reference the new cell address.

If you perform an insertion at a named range’s endpoint, the range
moves according to the type of insertion (rows, down; columns, left). The
inserted rows or columns are outside of the named range.
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Deleting Rows and Columns

You can delete one or more rows or columns at a time. When you delete
a row, the rows below the deleted row move up on the spreadsheet.

When you delete a column, the columns to the right of the deleted column
move left. Remember, deleting a row or column removes not just the
contents of the cells, but the actual cells. When a row or column is
deleted, OFIS Spreadsheet adds a row to the bottom of the spreadsheet,
or a column to the right.

Deleting a Row

You can delete a single row or a range of rows.

To delete a row, use the following procedure:

1. Make sure the spreadsheet is in Ready mode.

2. Position the cell pointer in the row you want to delete.

3. Type the first character of the following options:
/WorksheetDeleteRow
A prompt appears asking for the row deletion range.

4. Press RETURN or GO.

OFIS Spreadsheet deletes the row at the cell pointer position and returns
to Ready mode.

To delete more than one row, you choose one of the following to expand
the suggested range to include the number of rows you desire:

* Press CANCEL and expand the suggested range to include more
cells.

* Type a new range.

¢  Use the Arrow keys or the mouse to define the deletion range (only
one cell from each row needs to be highlighted).
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Deleting a Column

You can delete one column or a range of columns,.

To delete a column, use the following procedure:

1. Make sure the spreadsheet is in Ready mode.

2. Position the cell pointer in the column you want to delete.

3. Type the first character of the following options:
/WorksheetDeleteColumn
A prompt appears asking for the column deletion range.

4. Press RETURN or GO.

OFIS Spreadsheet deletes the column at the cell pointer position, and the
spreadsheet returns to Ready mode.

To delete more than one column, you choose one of the following to
expand the suggested range:

* Press CANCEL and expand the suggested range to include more
cells.

* Type a new range.

e Use the Arrow keys or the mouse to define the deletion range (only
one cell from each column needs to be highlighted).

Deletion Effects on Cell References

When you delete a row or column, formulas containing cell references to
those locations can result in errors. The cell references in the formula
change to a question mark (?). For example, the formula @SUM(al..al4)
references cells 1 through 14 in column a. If you delete column a, the
formula changes to read @SUM(?1..714).

When you delete a row or column in a range, the range size shrinks. A
formula referring to that particular range uses the new range size in its
calculations.
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Moving Spreadsheet Entries

You can move the contents of a single cell or a range of cells from one
spreadsheet location to another by:

¢  Selecting the /Move option
¢ Pressing the MOVE key
¢  Selecting the /AdvancedMove option

Using the Move option or pressing the MOVE key allows you to move a
single cell or a range of cells by defining the range. The Advanced Move
option allows you to move entire rows or columns by indicating one cell in
each row or column. (Refer to “Advanced Move,” later in this section, for
more information on this option.)

When you are defining the TO range, you reference only the cell in the
upper left corner of the range. The size and shape of the TO range is
always identical to the size and shape of the FROM range. You tell
OFIS Spreadsheet where to start the TO range. However, you must be
sure that the TO range is large enough to handle all of the cell entries. If
it is not, OFIS Spreadsheet overwrites cells outside the TO range.

In addition to moving the cell entries, any formatting for the cells also
moves.

To move entries with the MOVE key, use the following procedure:
1. Make sure the spreadsheet is in Ready mode.

2. Position the cell pointer in the cell being moved.

3. Press MOVE.

A prompt appears asking for the FROM range. Following the
prompt is a reference to the current cell as a range.

4. Choose one of the following:

¢ If you are only moving one column or row, press RETURN or
GO.

¢ If you are moving more than one column or row, using the
Arrow keys or the mouse, expand the range to include one cell
from each column or row; then press RETURN or GO.

¢ A prompt appears asking for the TO range.
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5. Choose one of the following:
*  Position the cell pointer in the first cell in the TO range.
*  Type the cell reference of the first cell in the TO range.
6. Press RETURN or GO.

OFIS Spreadsheet moves entries out of the FROM range into the TO
range.

Advanced Move

The /Advanced Move option relocates entire rows or columns. Unlike the
/Move option, /Advanced Move does not overwrite data in the TO range.
Rather, it removes a range of rows or columns from one location, and
inserts the range in a target location that you specify. Existing rows or
columns are adjusted left, right, up, or down to accommodate the
relocation.

When you use the Advanced Move Column operation, one or more
columns shift left or right to accommodate the relocated columns. For
example, if you use Advanced Move Column to relocate column a to
column ¢, columns b and ¢ shift left to accommodate the change. In this
case, the original columns b and ¢ become columns a and b.

The number of columns specified in the FROM range determines how far
the adjacent columns will shift right or left. For example, if you use
Advanced Move Column to move FROM columns b through d TO
column a, the original column a shifts to the right three columns. Notice
that since data in three columns moves to the right, any data in columns
affected by the move shifts to the left three columns in response.

When you use the Advanced Move Row operation, one or more rows shift
up or down to accommodate the relocated rows. For example, if you use
Advanced Move Row to move row 8 to row 1, rows 1 through 7 shift down
to allow for the insertion. In this case, the original row 1 becomes row 2,
the original row 2 becomes row 3, and so on.

The number of rows specified in the FROM range determines how far
the adjacent rows will shift. For example, if you use Advanced Move Row
to move FROM rows 1 through 3 TO rows 4 through 6, the original rows
4 through 6 shift up to become the new rows 1,2, and 3. Notice that
since the data in three rows moves down, any data in rows affected by
the move shifts up three rows in response.
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To move entries with the Advanced Move option, use the following
procedure:

1. Make sure the spreadsheet is in Ready mode.

2. Position the cell pointer in a cell located in the first row or column
being moved.

3. Type the first character of the following options:
/AdvancedMove
A menu appears highlighting the Column option.

4. Choose one of the following:
¢  Press RETURN or GO to move columns.
¢  Select Row to move rows; then press RETURN or GO.
A prompt appears asking for the FROM range.

5. Choose one of the following:

¢ Ifyou are only moving one column or row, press RETURN or
GO.

¢ Ifyou are moving more than one column or row, using the
Arrow keys or the mouse, expand the range to include one cell
from each column or row; then press RETURN or GO.

A prompt appears asking for the TO range.
6. Choose one of the following:

e Position the cell pointer in the first cell where you want to move
the data.

e Type the cell address of the first cell in the TO range.
7. Press GO.

OFIS Spreadsheet moves the entries out of the FROM range into the TO
range.

When using the Advanced Move option you highlight one cell in each row
or column you want to move.
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Moving Effects on Cell References

If you move cells containing a value or label, any references to those cells
change to reflect the new location of the cell. When you move a formula
or function, their cell references do not change (the formula or function
moves, not the cells).

Copying Spreadsheet Entries

You can copy entries from one or more cells in the spreadsheet to other
cells in the spreadsheet. When you copy an entry to another location,
that entry appears twice in the spreadsheet, once at the original location,
and again at the new location. Unlike the Move option, the original entry

remains in its original cell.

When you copy an entry, you copy the cell contents, formula or function
associated with the cell, and any formatting for that cell. OFIS Spread-
sheet also gives you the option to copy the value for a cell without
copying the formula or function. You can use this option for a single
copy, or you can set it to be in effect for all Copy options. To do this, type
the first character of the following options:

/AdvancedDefaultCopy-Values

The default setting is No. OFIS Spreadsheet copies the formula and
function along with the values. By setting this option to Yes, the Copy
option copies only the values.
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Copying Concepts

When copying entries, the size of the FROM and TO range can be
critical. Table 6-1 explains what happens in certain copy situations.

6-22

Table 6-1. Copying Resuilts for FROM and TO Range

Copy Action

Results

TO range is smaller than the FROM
range

FROM range is smaller than the TO
range

FROM range is a column, and the TO
range is a row

FROM range is a row, and the TO
range is a column.

Cells outside the TO range are overwritten.

The cell contents of the FROM range repeat into
the TO range.

The column repeats in every column of the TO
range row.

Figure 6-5 shows the FROM range, a1..a10. The
TO range was specified as row 12. The end result
is the TO range, a12..h21.

The entire row is copied into each row of the
column.

Figure 6-6 shows the FROM range, b1..g1. The
TO range was specified as b1..g1. The end result
is the TO range, b3..g8.
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Figure 6-5. Columnar FROM Range After Copying to Row TO Range
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Figure 6-6. Row FROM Range After Copying to Columnar TO Range
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Copying an Entry

You can copy a single cell or a range of cells. As with the Move option,
you can select this option in more than one manner:

6-24

¢ Selecting the Copy option
*  Pressing the COPY key
The advantage of using the COPY key is that it saves you keystrokes.

2554.6-6

The procedure given below copies a range of cells, since this is the way
you usually invoke this option. To copy a single cell, you press GO after

the FROM prompt.
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To copy a range of cells, use the following procedure:

1.
2.
3.

1.

Make sure the spreadsheet is in Ready mode.

Position the cell pointer at one of the range corner cells.
Choose one of the following:

*  Press COPY.

¢  Select the /Copy option.

A prompt appears asking for the FROM range. Following the
prompt is a reference to the current cell as a range.

Choose one of the following:

*  Position the cell pointer in the first cell of the range and, using
the Arrow keys or the mouse, expand the range to include all of

the cells.
*  Type the range.
Press RETURN or GO.

A prompt appears asking for the TO range. Following the prompt is
the cell address of the current cell.

Choose one of the following:

¢  Position the cell pointer in the first cell in the TO range.
¢  Type the cell address of the first cell in the TO range.
Press RETURN or GO.

OFIS Spreadsheet copies the range of cells.
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Copy Combinations

In addition to copying a single cell or a rectangular range of cells, you can
perform the following types of copying:

¢  Copying from one cell to more than one cell (for example, creating a
total line across. the spreadsheet)

¢ Copying a single row to a single row

¢  Copying a single column to a single column

*  Copying a single row to multiple rows

*  Copying a single column to multiple columns

Since OFIS Spreadsheet uses the FROM range to decide how big to
make the TO range, you use only the upper left corner cell when
indicating the TO range.

When you are copying a single row or column to multiple rows or
columns, be sure to increase the size of the FROM range to include the
number of columns you want in the TO range.

Copying Effects on Cell References

6-26

When you copy a formula or function, you should be aware of the type of
cell references the formula or function is using.

Table 6-2 explains how OFIS Spreadsheet adjusts the cell references for
each move.

Table 6-2. Copying Results for Formulas and Functions

Type of Cell Reference Results

Relative cell reference Cells reflect the address in the new location.
Absolute cell reference Row and column references remain the same.
Mixed cell reference Absolute row or column references remain the same,

relative references change to reflect new location.
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Special Copy Options
OFIS Spreadsheet provides you with two special types of copy options:
¢ /RangeValue
* /RangeTranspose

The Range Value option copies only values, not the formulas or functions
these values result from. The Range Transpose option copies a range of
columns into rows or a range of rows into columns.

Copying Values Only

You can copy only the current values of a formula or function into
another section of the spreadsheet.

To copy current values only, use the following procedure:

1. Make sure the spreadsheet is in Ready mode.

2. Position the cell pointer at the entry you want to copy.

3. Type the first character of the following options:
/RangeValue

A prompt appears asking for the FROM range. Following the
prompt is a reference to the current cell as a range.

4. Choose one of the following:
¢  Press RETURN or GO to accept the range.

¢ Position the cell pointer in the first cell of the range and, using
the Arrow keys or the mouse, expand the range to include all of
the cells; then press RETURN or GO.

¢  Enter the range; then press RETURN or GO.

A prompt appears asking for the TO range. Following the prompt is
the cell address of the current cell.
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5. Choose one of the following:

*  Position the cell pointer in the first cell of the range and, using
the Arrow keys or the mouse, expand the range to include all of

the cells.
¢  Enter the range.
6. Press GO.

The current values appear in the cells in the TO range. You can verify
that only the current values are in the cells by moving the cell pointer to
one of the cells and viewing the contents of that cell in the command
panel. Only the values appear, no formulas or functions.

Reversing Rows and Columns While Copying

Using the Range Transpose option you can copy entries from a row into a
column or from a column into a row. You can also copy a single row or
column or a block of entries. If the FROM range is larger than the TO
range, OFIS Spreadsheet overwrites the cells outside the range.

This option is useful when you are creating a spreadsheet and realize
that you would like the labels to go down the side instead of across the
top.

The following procedure shows you how to copy a row into a column. You
can use the same procedure to copy a column into a row by changing the
FROM and TO ranges.
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To copy entries from a row into a column, use the following procedure:

L
2.
3.

7.

Make sure the spreadsheet is in Ready mode.
Position the cell pointer at one end of the row.
Type the first character of the following options:
/RangeTranspose

A prompt appears asking for the FROM range. Following the
prompt is a reference to the current cell as a range.

Choose one of the following:

¢  Position the cell pointer in the first cell of the range and, using
the Arrow keys or the mouse, expand the range to include all of
the cells.

¢ Enter the range.
Press RETURN or GO.

A prompt appears asking for the TO range. Following the prompt is
the cell address of the current cell.

Choose one of the following:

¢ Position the cell pointer in the first cell of the range and, using
the Arrow keys or the mouse, expand the range to include all of

the cells.
¢  Enter the first cell of the range.
Press RETURN or GO.

The entries that were in a row are now in a column.
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Section 7
Spreadsheet Specialized Options

OFIS Spreadsheet enables you to manipulate the spreadsheet and its
entries for your needs. This section discusses specialized options that let
you:

*  Protect cell entries

¢ Erase the spreadsheet

¢  Create titles for the spreadsheet

¢  Split the spreadsheet

¢ Name cell ranges

e Justify a long label

¢ Create an input-only area on the spreadsheet

Protecting Cell Entries

You can protect spreadsheet cells from accidental or unauthorized
changes. You can choose to set up the spreadsheet to protect every cell or
only certain cells. You can protect key formulas, functions, or labels from
changes.

This feature is very useful when you are creating a spreadsheet that
others are going to use. For example, you can also use protection for
important formulas or functions in your own spreadsheet to guard
against accidental erasure or deletion.

You have two types of protection available:
e Global
* Range

The Global option protects all cells in the spreadsheet. The Range option
protects specific cells in the spreadsheet.
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When a cell is in Protect mode, PR displays in the command panel next
to the cell address. If you try to access a protected cell, OFIS
Spreadsheet displays a message telling you the cell is protected, and
moves the cell pointer to that cell but does not let you edit the data in it.

Global Protection

When you access a new spreadsheet, every cell has protection off or
disabled. With global protection on, you cannot do the following to
protected cells:

¢  Make new cell entries

* Change existing cell entries

¢ Erase cells

*  Move cells

e  Copy cells

¢ Delete cells, rows, or columns
¢ Insert rows or columns

To turn on global protection, you type the first character of the following
options:

/WorksheetGlobalProtectionEnable

Range Protection

7-2

When global protection for a worksheet is enabled, you can select /Range
Protect to prevent changes and deletions to a range of cells. Protecting
cell contents is helpful when you want others to use a worksheet but do
not want its contents changed. /Range Protect works only when global
protection is enabled with /Worksheet Global Protection Enable.

To protect a specific range of cells:

1. Ifyou have not already done so, select
/WorksheetGlobalProtectionEnable.

2. Select /RangeProtect.
3. Specify the range of cells you want to protect and press RETURN.
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Disabling Global Protection

To disable global protection, you type the first character of the following
options:

/WorksheetGlobalProtectionDisable

Disabling Range Protection
To disable range protection, you type the first character of the following
options:
/RangeUnprotect
A prompt appears asking for the range of cells to unprotect. Following

the prompt is a reference to the current cell as a range. You then enter
the cell address or range you want to unprotect.

When you disable range protection while global protection is enabled, a U
displays in the command panel next to the cell address. The unprotected
cells’ contents appear differently from the protected cells’ contents; data
in unprotected cells appears in high-visibility display or, on a color
monitor, in a different color.

If you make changes to a cell referenced in a formula located in a
protected cell, the value resulting from the formula still changes.

Closing the Spreadsheet

You can close a spreadsheet by typing the first character of the following
options:

Note: If you want to save the changes you have made to your
spreadsheet, you must use the /FileSave option before you use
the | WorksheetEraseYes option.

/WorksheetEraseYes
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Spreadsheet Titles

When you create a spreadsheet, you typically use labels as titles to
identify and clarify categories and values. For instance, you may use the
title 'Income Statement’ to identify several rows and columns of numbers.
These titles are usually in the upper left corner of the spreadsheet, and
as soon as the spreadsheet starts to grow, the titles are no longer visible.
OFIS Spreadsheet provides you with a way to keep the titles in constant
view.

Freezing Titles

7-4

You can select and freeze titles on the spreadsheet, keeping them always
in view. To freeze titles, you type the first character of the following
options:

/WorksheetTitles

A pop-up menu with four options appears. These options help you specify
what rows or columns make up the titles. The options are:

e Both

e  (Clear
¢  Horizontal
*  Vertical

The Both option locks in specified rows and columns. The Clear option
unlocks the titles. The Horizontal option locks in specified rows, and the
Vertical option locks in specified columns.

To freeze titles, use the following procedure:
1. Make sure the spreadsheet is in Ready mode.

2. Move the cell pointer to a position that is appropriate for the titles
you want:

*  to the column to the right of the column you want as a title

¢ to the row below the row you want as a title
3. Type the first character of the following options:
/WorksheetTitles

A pop-up menu appears listing the four available options.
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4. Select the option you want.
5. Press GO.

Figure 7-1 shows a spreadsheet that extends beyond the viewing area;
that is, you cannot see beyond column g and row 23. All of the labels in
column a represent titles.

Figure 7-1. Sample Spreadsheet

o1 [W20]K. D. Corporation READY]
a b c d e f g |

1
2 -
3 -
i ¢
: !
6 Jon Feb Mar Apr May June
g Income: ;
9 Accounts Receivable 35,000 40,000 38,000 45,000 41,000 42500 /
10 Rental Properties 5,000 5,000 5,000 5,000 5,000 5000 <2
: ; Investments 2,000 2,000 2,000 2,000 2,000 2,000
} i Monthly Total: 42,000 47,000 45,000 52,000 48,000 49,500
15
}g Expenses:
18 Solaries 10,000 10,000 10,000 10,000 10,000 12,000
19 Rent 1,750 1,750 1,750 1,750 1,750 1,750
20 Office Supplies 250 200 175 275 250 250
% ; Telephone 175 155 200 185 180 180
23 | Monthly Total: 12,175 12,105 12,125 12,210 12,180 14,125
Tue 20—Apr—93 3:50 PM Budget.wkt

[ Macro | Edit [Nome| | Abs | GoTo [Window| Query | | Table [ Calc | Graph |

2554,7-1

Figure 7-2 shows the same spreadsheet with the titles frozen so that they
appear in the display beyond column g and row 23. In this figure,
column a is frozen so that the titles remain. The column after a is
column h. You can scroll to the end of your spreadsheet, and the titles
will remain in the left side of your worksheet area. They are frozen in
column a so that you can view them.
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Figure 7-2. Sample Spreadsheet with Frozen Titles

hg [,0] 44000 READY]
o h i i k I m |
1 K.D. Corporation
2 §° -
3 [{ormagistement T
4 {
8 Juy  Aug Sept Oct Nov  Dec ¥
g Income: ;
9  |Accounts Receivabl 43000 44,000 44,000 43500 /
10 Rental Propertie 5,000 5,000 5,000 X ?
} ; Investments 2,000 2,000 2,000 2,000
:i Monthly Total: 50,000 51,000 51,000 50,500
15
}g Expenses:
18 Salories 12,000 12,000 12,000 12,000 12,000 13,000
19 Rent 2,000 2,000 2,000 2,000 2,000 2,000
20 Office Supplies 250 250 275 300 200 250
g ; Telephone 180 165 150 175 175 150
23 Monthly Total: 14,430 14,415 14,425 14,475 14,375 15,400
Tue 20-Apr—93 3:50 PM Budget.wkt
[ Macro [ Edit [Name] [ Abs [ GoTo [Window| Query| [ Table | Calc | Graph |
2554.7-2

When setting up the rows or columns to use as titles, you can include as
large a range as you want; however, keep in mind that the area set aside
for titles takes away from the display area of the spreadsheet.

When you print a spreadsheet with a title range, the frozen titles do not
print beyond their original position.

Moving into the Title Area

7-6

Once you have frozen a title, you cannot use the normal cell pointer
movement keys to move the cell pointer into the title area. If you try to
do this, OFIS Spreadsheet beeps. To access this area, you can press
Go To (F5) and specify a cell address in the title area. However, this
displays the title area twice.

You can also move into the title range when the spreadsheet is in Point
mode.
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Spreadsheet Windows

Because the spreadsheet is so large, the screen acts like a window,
letting you see a portion of the spreadsheet at a time. OFIS Spreadsheet
gives you the capability of splitting your screen into two separate
windows, so you can view two portions of the spreadsheet at once.

When you save a split spreadsheet, it keeps the split format. However,
when you write a split spreadsheet to a Multiplan file, OFIS Spreadsheet
does not save the split format.

Splitting the Spreadsheet Window

On most workstations you can only see eight columns and 23 rows of a
spreadsheet, out of the total 512 columns and 8192 rows. By splitting
the spreadsheet screen, you can view two distant sections at the same
time.

To split the spreadsheet, you type the first character of the following
options:

/WorksheetWindow
This brings up a pop-up menu with five options:
¢ Clear

¢  Horizontal

* Sync
¢ Unsync
*  Vertical

The Clear option returns the display to a single spreadsheet. The
Horizontal and Vertical options determine how the spreadsheet splits.
The Sync and Unsync options determine how the windows interact while
scrolling.

Figure 7-3 shows a spreadsheet that has been horizontally split.
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7-8

Figure 7-3. Spreadsheet with Horizontal Windows

a1 [W20]'K. D. Corporation IREADY]
(-] b c d e f g I
1 EKD. Gorporation. %
$ [larmsariem T
4 t
6 Jan Feb Mor Apr Moy June ‘
'51 Income: ;
9 Accounts Receivable 35,000 40,000 38,000 45,000 41,000 42500 /
10 Rental Properties 5,000 5,000 5,000 5,000 5,000 5,000 ¢
} ; Investments 2,000 2,000 2,000 2,000 2,000 2,000
13 |Monthly Total: 42,000 47,000 45,000 52,000 48,000 49,500
a b c d e f g
17
18 Salories 10,000 10,000 10,000 10,000 10,000 12,000
19 Rent 1,750 1,750 1,750 1,750 1,750 1,750
20 Office Supplies 250 200 175 275 250 225
g ; Telephone 175 155 200 185 180 150
%i Monthly Total: 12,175 12,105 12,125 12,210 12,180 14,125
25 |Net income 29,825 34,895 32,875 39,790 35,820 35,375
Tue 20—-Apr-93 3:50 PM Budget.wkt
[ Mocro | Edit [Name| | Abs | GoTo |Window| Query | | Table | Calc | Graph |
2554.7-3

The location of the cell pointer determines where the spreadsheet splits;
the option you select determines if the split is horizontal or vertical.

To split the screen horizontally, you position the cell pointer at the row
where you want the split. The row containing the cell pointer and those
above it become one window, and the rows below it become the other
window. ‘

To split the screen vertically, you position the cell pointer at the column
where you want the split. The column containing the cell pointer and
those to the left of it become one window, and those to the right of it
become the other window.
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Synchronizing Windows

When you split the spreadsheet, the default option, Sync, is in effect.
This means that both windows scroll together. However, this option only
synchronizes scrolling in the same direction as the split. Thatis,in a
horizontally split window, only horizontal scrolling is synchronized, not
vertical scrolling. Vertical scrolling in horizontally split windows is
independent of horizontal scrolling.

The Unsync option allows independent movement in each window.

Moving In Windows

If you split the screen horizontally, the cell pointer is positioned in the
upper window; if you split it vertically, the cell pointer is positioned in
the window on the left. You can move between windows by pressing
Window (F6). This causes the cell pointer to jump to the other window.
To return it to the original window, you press Window (F6) again. you
can also move between windows by clicking with the mouse to select a
window.

All of the movement keys are operable within the split windows, and you
can move anywhere in either window.

Removing the Split

To return to a single window display, you type the first character of the
following options:

/WorksheetWindowClear

The spreadsheet returns to a single window display. The spreadsheet
takes on the formats of the original window before the split.

Using Range Names

So far whenever you had to use a range reference, you specified the cell
addresses of the endpoints, or corner cells of the range. This meant that
you had to know the exact cell addresses. If you were not in the section
of the spreadsheet you were referring to, and did not happen to know
these addresses, you had to move back to the section containing the cells.
An easier way to reference a range of cells is to name the range and use
that range name for all references to that range.
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How to Use Range Names

Range names take the place of cell references. Wherever you would use
cell references to designate a range of cells, you can use a range name
instead. Some examples are:

¢ Informulas

¢ To define ranges for options (for example, the Copy or Move option)
*  With Go To (F5)

¢ In macros (refer to Section 13)

If you have set up a cell-referencing formula for a range and then name
the range at a later date, the formula automatically adjusts to the range
name instead of the cell references.

When using a range name for a range of more than one cell with
Go To (F5), the cell pointer jumps to the upper left corner of the range.

Naming a Cell Range

You can name a single cell or a group of cells. When selecting a name for
a cell range, keep in mind:

* A range name can have up to 15 characters.

¢ A range name should begin with a letter, particularly if you want to
use the name in a formula or option.

*  You can use any character in a range name (including spaces).

¢ You cannot create a name that resembles a cell address;
OFIS Spreadsheet interprets it as a cell address not a range name.

¢ You cannot create duplicate range names; OFIS Spreadsheet simply
reassigns the name to the new range.
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To create a range name, use the following procedure:

1. Make sure the spreadsheet is in Ready mode.

2. Position the cell pointer at a cell in a corner of the range.

3. Type the first character of the following options:
/RangeNameCreate

A prompt appears asking for the range name. Any existing range
names appear in the command panel.

Type the range name.
Press RETURN or GO.

A prompt appears asking for the range. Following the prompt is a
reference to the current cell as the range.

6. Choose one of the following:
¢  Press RETURN or GO to accept the displayed range.

¢  Position the cell pointer in the first cell of the range and, using
the Arrow keys expand the range to include all of the cells; then
press RETURN or GO.

*  Type the range; then press RETURN or GO.

Modifying Range Names

You can modify a range name by changing the cell references
corresponding to the range name. In other words, you redefine the range
references for that range name. To keep the same range but modify the
name, you delete the range name and assign a new name to the range.

To modify a range name, use the following procedure:
1. Make sure the spreadsheet is in Ready mode.

2. Type the first character of the following options:
/RangeNameCreate

A menu appears displaying the range name.
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3. Select the range name.

A prompt appears asking for the cells in the range. Following the
prompt is the current range for the given range name.

4. Choose one of the following:

¢  Using the Arrow keys or the mouse, modify the range; then
press RETURN or GO.

*  Type the new range; then press RETURN or GO.
The range name now corresponds to the new range. Any formula

referring to the range name automatically changes to reflect the new
range reference.

Deleting Range Names

7-12

OFIS Spreadsheet allows you to delete one range name or all range
names. To delete one range name at a time, you use the following option:

/RangeNameDelete
To delete all range names, you use the following option:
/RangeNameReset

Note:  When using either option, be sure the range name you enter is
the correct name. There is no warning or opportunity to
reconsider once you press RETURN or GO.

To delete range names use the following procedure:
1. Make sure the spreadsheet is in Ready mode.
2. Choose one of the following:

*  Type the first character of the following options to delete one
range name:

/RangeNameDelete

*  Type the first character of the following options to delete all
range names:

/RangeNameReset

A prompt appears asking for the range to delete. The existing range
names appear in the pop-up menu.
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3. Choose one of the following:
*  Press RETURN or GO to accept the highlighted range name.

*  Using the Arrow keys or the mouse, position the highlight over
the range name you want to delete; then press RETURN or
GO.

e  Enter the range name; then press RETURN or GO.

OFIS Spreadsheet deletes the range name, and the spreadsheet returns
to Ready mode. All formulas referring to that range name automatically
change to refer to the cell references.

Using the Name Key

When executing an option requiring a range or using Go To (F5), it is
easy to forget the exact range name, or the spelling of a range name.
When this happens, you can view all existing range names by pressing
Go To (F5), then pressing Name (F3). This brings up a list of all range
names for the current spreadsheet. The names appear in the pop-up
menu. To move through the list of range names, you use the:

e Arrow keys

e  Mouse

e  SCROLL UP and SCROLL DOWN (with 18 or more range names)
keys

¢ NEXT PAGE and PREV PAGE (with 18 or more range names)
keys

Creating a Table of Range Names

You can create a table listing all of the range names for the current
spreadsheet. The table consists of two columns: the first contains the
range names; the second contains the range address. The table
overwrites any data in the cells of the table range; therefore, it is a good
idea to create the table in an area of the spreadsheet that is not in use.
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To create a range name table, use the following procedure:

1. Make sure the spreadsheet is in Ready mode.

2. Position the cell pointer.

3. Type the first character of the following options:
/RangeNameTable

A prompt appears asking for the range. Following the prompt is a
reference to the current cell as a range.

4. Choose one of the following:
¢  Press RETURN or GO to accept the current range.

¢ Position the cell pointer in the first cell of the range and, using
the Arrow keys or the mouse, expand range to include all of the
cells; then press RETURN or GO.

¢  Type the range; then press RETURN or GO.

The range name table appears on the spreadsheet. This table does not
change when a range name or reference changes. You must create a new
range name table to reflect changes made since you created the table.

Creating Range Names from Labels

7-14

You can use labels in the spreadsheet to create range names for a range.
The range consists of the cell immediately adjacent to the label you are
using as the range name. This cell can be to the left, right, above, or
below the label cell. You enter the label before issuing this option:

To enter a label, use the following procedure:
1. Type the first character of the following options:
/RangeNameLabel

2. Select Left, Right, Up, or Down, according to the position of the
label.

This option names a range consisting of one cell for each label.
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Using the Range Justify Option

You can make notes and memos on the spreadsheet by entering text as
long labels. Entering long labels is easier if you use the Range Justify
option.

You can enter a memo into one long label if you do not exceed the
maximum of 247 characters. By entering text this way you can focus on
what you are entering and not have to deal with cell size or number of
characters. However, you cannot fully view a long label.

Figure 7-4 shows a spreadsheet with very long labels in cells a5 and a6.
As you can see, only part of the label in each cell is visible, even though
the label overlaps the adjacent cells. You can use the Range Justify
option to adjust a long label to bring it fully into view.

When you justify a long label, you essentially set the margins for the
text. You can do this in two ways:

¢ By specifying the entire range
¢ By specifying the width only

Using Figure 7-4 as an example, you specify the entire range by typing
a5..g9. This range tells the spreadsheet that the location of the cell
containing the first label is a5, and the ending cell is g9. Basically, you
are assuming the responsibility for allocating enough space for the label.
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Figure 7-4. Spreadsheet with Very Long Labels
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Figure 7-5 shows how the label looks using this justify range. If there is
not enough space to justify the label, OFIS Spreadsheet displays an error

message.

7-16 4393 4827-000



Spreadsheet Specialized Options

Figure 7-5. Spreadsheet with Label Justifying Entire Range
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However, you can also specify the width of the label only. Again, using
Figure 7-4 as an example, you type a5..g5 for the justify range. Figure
7-5 shows how the label looks using this justify range. As you can see,
the label is correctly positioned, but the data in cells a12..a14is now in
cells a15..17 This is because OFIS Spreadsheet takes up as much space
as it needs without regard to existing data; it simply pushes down any
existing data. Unless you are sure you have enough room, you should
specify the exact justify range.
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To justify a long label, use the following procedure:

1. Make sure the spreadsheet is in Ready mode.

2. Position the cell pointer at the first cell containing a label.

3. Type the first character of the following options:
/Rangedustify

A prompt appears asking for the justify range. Following the
prompt is a reference to the current cell as a range.

4. Choose one of the following:

¢ Position the cell pointer in the first cell of the range and, using
the Arrow keys or the mouse, expand the range to include all of
the cells.

¢  Type the range.
5. Press RETURN or GO.

OFIS Spreadsheet justifies the long label in the range given.

If there is a nonlabel entry in the justify range, the justification option
ends at the cell containing that entry. Using Figure 7-4 as an example, if
you try to justify cells al..g9, the justification option would stop at cell
a4, which is a blank cell. To justify this type of label entry, you have to
execute the Range Justify option twice, once for cells al..a8, and again
for cells a5..g9.

Right-justified and centered labels overlap on the left.

You can unjustify a range by executing the Range Justify option and then
entering as the justify range the cell containing the first label and a cell
from a column that makes the range wide enough to hold the unjustified
label. Using Figure 7-5 as an example, you would use a5..g9 as a justify
range.
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Creating Input Areas in the Spreadsheet

You can set up a spreadsheet to have an area that restricts cell pointer
movement to a range of unprotected cells. This feature is useful when
you have inexperienced users making entries on a spreadsheet. It
protects existing entries from accidently being destroyed or changed.
You do this with the Range Input option. This option can also be used in
creating macros. For detailed information on macros, refer to Section 13.

You set aside an area in your spreadsheet for the use as the input area.
You can use the Worksheet Global Protection option to protect all of the
cells in the spreadsheet. This is not necessary, but is a good idea if you
have critical labels or formulas in the spreadsheet. The Range Input
option applies to cells unprotected by the Range Unprotect option, so
issuing global protection does not affect the input area.

To create a range input area, use the following procedure:

1. Make sure the spreadsheet is in Ready mode.

2. Position the cell pointer at the first input cell.

3. Type the first character of the following options:
/RangeUnprotect

A prompt appears asking for the range to unprotect. Following this
prompt is a reference to the current cell as a range.

4. Choose one of the following:
¢  Press RETURN or GO to accept the current range.

*  Position the cell pointer in the first cell of the range and, using
the Arrow keys or the mouse, expand the range to include all of
the cells; then press RETURN or GO.

¢ Type the range; then press RETURN or GO.
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5. Type the first character of the following options:
/Rangelnput

A prompt appears asking for the input range. Following the prompt
is a reference to the current cell as a range.

6. Choose one of the following:

¢ Press RETURN or GO to accept the current range.

e Position the cell pointer in the first cell of the range and, using
the Arrow keys or the mouse, expand the range to include all of
the cells; then press RETURN or GO.

¢  Enter the range; then press RETURN or GO.

The first cell in the input range displays in the upper left corner of the
spreadsheet. This first cell can be a cell ready for an entry or it can be a
label cell identifying the entry being made. You can include descriptive
label cells in the input range without danger of them being altered by an
entry. Only unprotected cells actually allow entries. To include titles or
labels, do not unprotect those cells.

Figure 7-6 shows a spreadsheet that has been set up using the Range
Input option. The highlighted areas represent the input areas.
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Figure 7-6. Spreadsheet with Input Area
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While in the input range area, you can use the following :

*  Arrow keys or the mouse to move the cell pointer from cell to cell
¢ BACKSPACE to move the cursor while making the entry

e HELP to display the Help function

e CODE-UP ARROW to return the cell pointer to the first cell in the
input range

e GO to enter information or data
e RETURN to enter information or data
e CANCEL to cancel an entry

In addition to the above functions, the GO and RETURN keys take you
out of Input mode if you press them when not entering information.
Also, the CANCEL key takes you out of Input mode if you press it when
not entering information.

All entries made in the input range display differently from other entries
in the spreadsheet. They display in bold or, if you have a color monitor,
in a different color.
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Section 8
OFIS Spreadsheet Graphics

OFIS Spreadsheet helps you to create graphic images using the data
from your spreadsheet. Graphs provide a visual interpretation of the
spreadsheet data and allow you to present different versions of the same
data. You can have more than one graph per spreadsheet.

While creating a graph you can add titles, legends, and other
enhancements that further clarify the spreadsheet data displayed in the
graph. These additions improve the presentation of the graph and make
it easier to interpret.

In order to view a graph, save the image, or add enhancements, you must
have the graphic software and hardware. For information about graphics
operations, refer to the graphic software documentation for your system.

Graph Basics

To create a graph, there are two basic steps you must perform in
OFIS Spreadsheet:

* Define the data ranges in the current spreadsheet
*  Select a graph type

After completing these steps, you can leave the graph as is or you can
add enhancements, such as titles and legends.

This section acquaints you with the graphic options available to you in
OFIS Spreadsheet. There may be additional graphic options available to
you (for instance, the horizontal bar chart) that are not available through
OFIS Spreadsheet. For information on these additional options, refer to
the CTOS OFIS Graphics Operations Guide.
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Creating a Graph

You can create a graph to illustrate spreadsheet data. To create a graph,
you select the following option:

/Graph
The Graph pop-up menu displays (refer to Figure 8-1).

Figure 8-1. Graph Pop-up Menu
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From this pop-up menu, you select the type of graph you want to create.
OFIS Spreadsheet offers you five different types:

e Bar

¢ Line

e Pie

¢  Stacked bar
e XY

Each type of graph represents data differently. The type of graph you
select depends on how you want to illustrate the spreadsheet data.

Once you select the graph type, you need to tell OFIS Spreadsheet what
data to use in the graph. You do this by defining data ranges. You can
define up to six data ranges; A, B, C,D, E, and F. The first data range is
usually A.

When defining a data range, specify only cells that are adjacent and
contain values; OFIS Spreadsheet ignores label cells.

If you need to show that a data point is not available, you can include a
blank cell.

In addition to the six data ranges, you have another option, the X-range.
You usually use the X-range to label categories on the X-axis of the
graph, or to designate labels for a pie graph rather than as a data range.
Using the X-range in this manner helps to provide an explanation of the
various data categories displaying in the graph. The only time you must
use the X-range as a data range is when you are creating an XY graph.

Note: Ifyou are creating a Line or XY graph, you must specify an
X-range (alphanumeric for Line, and numeric for XY).
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8-4

To create a graph, use the following procedure:

1.
2.

10.

11.

Make sure the spreadsheet is in Ready mode.

Type the first character in the following options:

/Graph

The Graph pop-up menu appears. OFIS Spreadsheet highlights the
Type option.

Press RETURN or GO.

The Type pop-up menu appears (refer to Figure 8-2).

Select the option for the type of graph you want to create.

Press RETURN or GO.

The Graph pop-up menu reappears. You are now ready to define the
data ranges.

Select A.
Press RETURN or GO.

A prompt appears asking for the first data range. Following the
prompt is a reference to the current cell address as a range.

Choose one of the following:

*  Position the cell pointer in the first cell of the data range, and
use the Arrow keys or the mouse to expand the range to include
all of the cells.

¢  Type the range.
Press RETURN or GO.
The Graph pop-up menu appears.

If you are creating a graph with more than one data range, repeat
steps 6 through 9, selecting the appropriate data range option until
you define all the data ranges you want.

Select View.

The current graph displays on your screen. To return to the current
spreadsheet, you press FINISH.
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Figure 8-2. Type Pop-up Menu
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Adding Labels to the X-Axis

OFIS Spreadsheet automatically provides labels for the Y-axis, but not
for the X-axis. However, you can label the X-axis by defining the X-range
with the data you want to use as labels. This data can be values or
labels. If you are creating an XY graph, this data must be numeric
values.

To add labels to the X-axis, use the following procedure:
1. Choose one of the of the following:

e  If the spreadsheet is in Ready mode, type the first character of
the following options:

/GraphX.
e  If the Graph pop-up menu is displaying, select X.
2.  Press RETURN or GO.

A prompt appears asking for the X-axis range. Following the prompt
is a reference to the current cell address as a range.

3. Choose one of the following:
¢ Press RETURN or GO to accept the entry.

*  Position the cell pointer in the first cell of the X-range and,
using the Arrow keys or the mouse, expand the range to include
all of the cells; then press RETURN or GO.

*  Type the range; then press RETURN or GO.
The Graph pop-up menu appears.

4. Type Q to select the Quit option.

Figure 8-3 shows an example of a graph with X-axis labels.

8-6 4393 4827-000



OFIS Spreadsheet Graphics

Figure 8-3. Graph with X-Axis Labels
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Removing X-Axis Labels

You can remove the X-axis labels at anytime by typing the first character
of the following options:

/GraphResetX
OFIS Spreadsheet immediately removes the X-axis labels.
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Labeling a Pie Graph

OFIS Spreadsheet automatically indicates the percent of each section of
a pie graph, but it does not label the sections. You can label the sections
by defining an X-range containing data you want to use as labels.

To add labels to a pie graph, use the following procedure:
1. Choose one of the of the following:

¢ Ifthe spreadsheet is in Ready mode, type the first character of
the following options:

/GraphX.
¢ If the Graph pop-up menu is displaying, select X.
2. Press RETURN or GO.

A prompt appears asking for the X-axis range. Following the prompt
is a reference to the current cell address as a range.

3. Choose one of the following:
¢  Press RETURN or GO to accept the current range.

¢  Position the cell pointer in the first cell of the X-range and,
using the Arrow keys or the mouse, expand the range to include
all of the cells containing the Pie graph labels; then press
RETURN or GO.

¢ Type the range; then press RETURN or GO.
4. Type Q to select the Quit option.
Figure 8-4 shows an example of a pie graph with labels.
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Figure 8-4. Ple Graph with Labels
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Line Graph

A line graph uses a single line for each data range, and is usually a good
choice when illustrating data extending over a period of time. You can
include up to six data ranges on a single line graph. (Refer to the CTOS
OFIS Graphics Operations Guide for specific information about
specifying consecutive X-axis plotting points.)

Figure 8-5 shows a line graph with one data range. Figure 8-6 shows a
line graph with four data ranges.
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Figure 8-5. Line Graph Using One Data Range
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Figure 8-6. Line Graph with Four Data Ranges
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As you can see in Figure 8-6, each data range uses a different type of line
to symbolize the line representing the data. The different types are
shown at the top of the graph. You could identify these lines by adding
legends describing each data range line. Further discussion of legends
appears later in this section.

Bar Graph

Bar graphs display data in a rectangular or bar format. This type of
graph is a good choice when you want to compare data using the same
point in time. (Refer to the CTOS OFIS Graphics Operations Guide for
specific information about specifying bar groups.)

Figure 8-7 shows a bar graph with one data range. Figure 8-8 shows a
bar graph with four data ranges.

When you are defining more than one data range, you can define them in
any order, but the A-range always appears first on the graph. Each
separate data range displays with a different type of pattern.
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Figure 8-7. Bar Graph with One Data Range
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Figure 8-8. Bar Graph with Four Data Ranges
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XY Graph

XY graphs are good to use when plotting regression data or for showing
the relationship between an independent variable and a dependent
variable. (Refer to the CTOS OFIS Graphics Operations Guide for
specific information about specifying consecutive X-axis plotting points.)

When creating this type of graph, you must define two ranges: the
X-range and a second range, usually the A-range. The X-range
represents the independent variable, and the second range is the
dependent variable. Both ranges must be values. You define the range
containing the dependent variable first.

Figure 8-9 shows a sample spreadsheet containing commercial time and
the amount of sales. Figure 8-10 shows the XY graph resulting from the
data in Figure 8-9. In this example, the commercial time is the
independent variable, and the amount of sales is the dependent variable.
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Figure 8-9. Spreadsheet of Commercial Time and Sales
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Figure 8-10. XY Graph
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Stacked Bar Graph

A stacked bar graph is similar to a bar graph except the data ranges are
stacked on top of each other instead of side by side. As with the bar
graph, you can define the data ranges in any order, but the A-range is
always on the bottom, the B-range is on top of the A-range, and so on.
(Refer to the CTOS OFIS Graphics Operations Guide for specific
information about specifying stacked bar groups.)

Figure 8-11 shows an example of a stacked bar graph. As with the
multiple bar graph, each data range uses a different pattern.

Figure 8-11. Stacked Bar Graph
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Pie Graph

A pie graph shows each data range as a section of a pie. This type of
graph shows the relative size of each data ranges and indicates the
percentage of each section in relation to the whole pie graph. (Refer to
the CTOS OFIS Graphics Operations Guide for specific information
about specifying the number of sections.)

A pie graph uses only one data range, the A-range. However, you can
define an X-range to create labels for the pie to help interpret the data.
Figure 8-12 shows an example of a pie graph.

Figure 8-12. Pie Graph
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Viewing Your Graph

You can view your graph from the current spreadsheet by choosing one of
the following:

¢ If the Graph pop-up menu is displaying, select View.
¢ If the spreadsheet is in Ready mode, press Graph (F10).

The current graph displays on your screen. To return to the current
spreadsheet, you press FINISH.

Deleting Data Range Definitions

Since you can create more than one graph per spreadsheet, you may
want to use different data ranges for the various graphs.

OFIS Spreadsheet has an option that lets you delete individual range
definitions or all of the range definitions.

To delete a data range definition, type the first character of the following
options:

/GraphReset
The Graph Reset pop-up menu displays (refer to Figure 8-13).
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Figure 8-13. Graph Reset Pop-up Menu

al
‘ WERD:
Cancel all graph settings
o b c d e f 9 iI
1 :Pinky's Flowers:
§ Soles Reports =
4 fstQr 2ndQt  3rdQtr 4thQt | A $
6 Roseville 35,000 18,000 21,000 29,000 c *
7 Vadnais Lake 30,000 19,000 22,000 26,000 0 <
8 Blakely 25,000 16,000 19,000 21,000 >
19o Bloomington 43,000 30,000 35,000 40,000 :5 /
?
}; Quorter Totals: 133,000 83,000 97,000 116,000
13
14
15
16
17
18
19
20
21
22
23
Tue 20—-Apr-93 3:50 PM Budget.wkt
[ Macro | Edit |Name| | Abs [ GoTo |Window| Query | | Table | Calc | Graph]
2554.8-13

From this pop-up menu, you can reset all of the data ranges or an
individual data range by selecting the desired option and pressing
RETURN or GO. OFIS Spreadsheet immediately resets the data range
definition without issuing a warning.
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Saving the Graph

The Graph Save option is not functional in OFIS Spreadsheet. You must
save the graph image in the graphic software. (Refer to the CTOS OFIS
Graphics Operations Guide for information about graphics operations.)

You can save graph specifications for use in other graphs. (Refer to
“Saving Graph Specifications,” later in this section.)

Graph Options

In addition to creating graphs, you can further enhance graphs by
adding:

¢ Legends

¢ Agraph title

* A Y-axis title
¢  An X-axis title

With these enhancements, you can make your graphs more useful and
easier to understand. However, not every type of enhancement is
appropriate for every type of graph. For example, since a pie graph has
no X-axis, you do not need X-axis titles.

You can also specify whether or not you want the graph in color or black
and white. The ability to use OFIS Spreadsheet’s color option depends
on the type of hardware you are using.
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Adding Legends

A legend gives an explanation of what each data range in a graph
represents. It appears above the data range pattern shown in the upper
portion of the graph. Legends are most useful when your graph displays
more than one data range. You can have up to six legends.

You can add legends to the following types of graphs:

¢ Bar

¢ Line

e Stacked bar
e XY

To add a legend to a graph, use the following procedure:
1. Choose one of the following:

¢  If the spreadsheet is in Ready mode, type the first character of
the following options:

/GraphOptions.
¢  If the Graph pop-up menu is displaying, select Options.
The Options pop-up menu appears.
2. Type L to select the Legend option.
The Legend option appears.
3. Type A to select the A-range option.
A prompt appears asking for the A-range legend.
4. Enter the text you want to use for the legend.
5. Press RETURN or GO.
6. Type Q twice to select the Quit options.
The spreadsheet returns to Ready mode. You can add up to six legends.

Figure 8-14 shows a stacked bar graph using legends that explain what
each data range represents.
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Figure 8-14. Stacked Bar Graph Using Legends
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Removing Legends
You remove a legend in a similar way as you create one.
To remove a legend, use the following procedure:
1. Choose one of the following:

¢ Ifthe spreadsheet is in Ready mode, type the first character of
the following options:

/GraphOptions.
¢ If the Graph pop-up menu is displaying, select Options.
The Options pop-up menu appears.
2. Type L to select the Legend option.
The Legend pop-up menu appears.
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3. Select the legend option you want to remove.

A prompt appears asking for the legend. Following the prompt is
the current legend.

4. Press CANCEL to delete the legend.
5. Press RETURN or GO.

6. Type Q twice to select the Quit option.
The spreadsheet returns to Ready mode.

Formatting the Graph

All graph formatting is done in the graphic software. For information
about graphics operations, refer to the graphic software documentation
for your system.

Adding Titles

Titles help to label the graph. You can add titles to your graph in three
locations:

¢ At th