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Conventions

Keyboard keys

Buttons

Menus

User input

Resulting
Actions

How to Use This Manual

Thismanual is designed to provide training instructions and exercises to
the advanced user in Lotus 1-2-3 Release 5.0 for Windows. Certain
conventions have been used in your textbook. Take a minute to
familiarize yourself with these conventions.

The following conventions are used throughout this manual
to make it easier for the user to follow instructions and
exercises.

All keyboard keys are typed in boldface with Upper and
lower case letters and enclosed in greater than and less than
symbols. The enter key is displayed as <Enter>.

Buttons to be clicked with the mouse are displayed in
boldface and enclosed in square brackets. The ok key is
displayed as[OK].

All menu options are displayed in boldface print in Upper
and lower case with aletter in the command underlined, as
shown in the menu. The file print command is displayed as
FilePrint.

Where the user should input keystrokes, the text is printed
in boldface and CAPS. When a user isinstructed to type
the file name inventry, it isdisplayed asINVENTRY.

When keystrokes result in a change on the screen, status
bar or dialog box, thisisnoted isitalics. When a user
presses the <F2> key, this notation appears in the manual:
The mode indicator changes to Edit in the status bar.

CPI Training Solutions, Inc.
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Section 1
Multiple Worksheets

Lotus 5.0 for Windows provides the capability of working with groups of
files or multiple worksheets. Using this feature, one file can contain many
worksheets. This section will introduce you to multiple spreadsheets and
linked formulas.

Insert New Sheets

New Sheet B

The first exercise will add multiple worksheets to anew file. Y ou will
learn to change the name of the worksheet tabs to identify the information
contained on each sheet.

1. Open anew plain worksheet in Lotus.
2. Click on the [New Sheet] button.

A new sheet tab with the letter B appears on top of sheet A.

New Sheet button

Scroll tabs
Lotus 1-2-3 Release 5 - [Untitled]
=| File Edit Yiew Style Tools Range Window Help
BAT ®e |
|80l B 7| ul=(=] =[] 4 e o5 ol

Ak [ 4w

|ﬂ Hew Sheet|

EN
B|B|D|E|F|G|H|_:

Figure 1: New Worksheet

. Click on the [New Sheet] button.

A new sheet tab with the letter C appears on top of B.
Point and click on the Sheet tab [A].
The first worksheet is positioned in front of Sheets B and C.

‘%j NOTE: If you have more than 20 worksheets, the tabs will
scroll out of the current window. Use the Sheet Scroll Tabs (previous
and next) to view additional sheet tabs.

CPI Training Solutions, Inc..
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View Multiple Sheets

It ispossible to view al of the worksheetsin afile simultaneously using
the Perspective option as listed in the View menu.

Set Perspective View

In this exercise, you will use the Perspective View to organize the open
worksheets on the window.

1. Select View from the menu bar.
2. Choose Split... inthelist.
The Split dialog box opens.

= S plit

! Horizontal

. \._fertit:al

[X Synchronize scrolling

Figure 2: Split dialog box

Click the option button for Per spective.
Click [OK].
All three worksheets are displayed in the window.

A~ w

Lotus 1-2-3 Release 5
File Edit View Style Tools Range Window Help

Sheet Tabs

Figure 3: Perspective view

CPI Training Solutions, Inc.
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Clear Perspective

Since you are going to create individual worksheets, you will go ahead
and clear the perspective view by following these steps.

1. Click anywhere on the A worksheet.

2. Select View from the menu bar.

3. Choose Clear Split from thelist.
The Perspective View is closed and only the active sheet (Sheet A) is
visible.

Group Mode
One of the advantages of working with multiple spreadsheetsisthe
capability to format all the worksheets simultaneously. The Group Mode
feature allows Style commands to be applied to all the worksheets in the
group.
1. Select Style from the menu bar.
2. Choose Worksheet Defaults...

The Worksheet Defaults dialog box opens.

= Worksheet Defaults
-Font
o Sive [ox ]
g i
.USP5 HP ZIP +| |[b + -Other
-USPS Stamp Here A L] Column width:
.USPS ZIP Code Calc 11 10 I
USPS ZIP Code Calc 9 5 @
Algerian 14 Alignment:
18 I Left E Group
Make Default W Group mode Mode
check box
-Mumber format——— [ Colors
Format: Text

I Automatic :I

!

LCell background:
Workzheet tab: (I

1+ |

[¥X Display zeros as:ll] [T Megative values in red
[ Parenthezes X Dizplay Windows defaults

Figure 4: Worksheet Defaults dialog box

CPI Training Solutions, Inc..
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Adding Lines

3. Click the Group mode check box.

An x appears indicating that Group Mode is now activated.

4. Click [OK].

The prompt Group appears on the status bar.

Figure 5: Group Mode enabled

Group mode
indicator

In this exercise, each of the worksheets will contain identical formatting.
By using the Style menu to format the first worksheet (Sheet A), Group
Mode will format the others at the same time.

Select cellsAl..E1.

Choose Style from the menu bar.

Select Lines & Color... fromthelist.

The Lines & Color dialog box appears as shown in Figure 6.

wNE

CPI Training Solutions, Inc.
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= Lines & Color

Background color:

Pattern: ||:| :I
Pattern color: I- :I S ample
Text color: I- :I A3
[ Megative values in red
abc
-Border
[ Dutline [~ Al
[ Left [ Top
I Right % Bottom [—]

Line style: I— :I
Line color: I- :I

[ Designer frame: I :I

i
Frame color: [
¥

Range: IA.:AJ - = |

Figure 6: Lines & Color

Click on the check box for the Bottom option.
Click [OK].

A solid line appears beneath cells A1..E1.
Click any cell to de-select.

Click on the [B] sheet tab.

A solid line appears beneath cells A1..E1.

8. Click onthe[C] sheet tab.

The solid line also appears in this sheet.

o &

N o

Change Column Widths

Another Style menu feature is the ability to increase or decrease column
width. Thisisusually accomplished with the shortcut method of clicking
and dragging the column border line. In this exercise, you will increase
the width of several columns and watch each worksheet duplicate the
format.

1. Activate cell Al of the [C] worksheet.

2. Click and drag the column border between column A and column B to
increase the width of the column to 20 characters..
The character width will appear in the cell address box as you click
and drag.

CPI Training Solutions, Inc..
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Column width

Sizing arrow

Wrap Text in a Cell

File Edit Yiew 5Style Tools Range Window Help

Figure 7: Column width in cell address box

3. Click onthe[B] sheet tab.

The A column width has been increased.

4. Click onthe[A] sheet tab.

The A column width has been increased.

b20Characters =@l |
=== (EE] EIREE ANEEEE ] B
AJBIT
n <> B | C | D | E | F
1 ]
2
3
4
5
6
7

Two of the column headings which we will add to the individual
worksheets will require that the text “wrap” onto two lines. In this

exercise, you will use the wrap text feature so it will be duplicated onto all
the workshests.

1.
2.

Click on cell B1to activateit.
Type Number Sold.

The full text does not fit in the column width.

Select Style from the menu bar.
Choose Alignment... from the list.
The Alignment dialog box opens.

CPI Training Solutions, Inc.
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= Alignment

-Honzontal Mertical m
{_) General ! Top -
® m ! Center
!l Center (® Bottom
I Right
()l Evenly epaced -Orientation——
[T Acrozz columns

Wrap text option—F ¥ Wrap text

Range:
|A:D1

]

Figure 8: Alignment dialog box

5. Click once on the Wrap text check box.

6. Click [OK].
All the cells in Row 1 increase in height on all the worksheets.
Notice that the text itself does not duplicate.

& Lotus 1-2-3 Release 5 - [Untitled]
';l'ﬂ' File Edit Yiew Style Tool: Range Window Help

Achd =
@
&1 cl

‘ﬂ Mew Sheet |
||
n | B | c | b | E | F | ¢ I~

-

WE0 |~ | N M P =

10
1
12
13
14
15
16
17
18
| 19

k<] | 3

Automatic || (Al [12]oe/o5/96 1059 eM] o) [l

Figure 9: Newly aligned text
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Page 8 Advanced Microsoft Lotus 1-2-3 5.0

New Sheet Formats

Another nice feature of Group Mode is the ability to carry forward
any Style formats to a new sheet onceit isinserted.

1. Click the[New Sheet] tab.
A worksheet [D] is added to the group.
2. Noticethat Column A is 20 characters wide and the line is added to
cellsAl.EL
3. Click the [New Sheet] tab.
A new sheet [E] is added to the group.
4. Increase the width of column E to 12 characters.
All worksheets are updated with the change.
5. Increase the width of column D to 12 characters.

Lotus 1-2-3 Release 5 - [Untitled]
=| File Edit Yiew Style Tools Range Window Help

Ak [ 4w

EB1 mel |
SRR DENBEEEE | B [ \|0| @)
ﬂNewSheeﬂ
[~® | ¢ | b | E F | uf

Figure 10: Formatted sheets in Group Mode

Remove Group Mode

There are times when Group Mode needs to be turned off. When you are
making changes to one worksheet and do not wish to affect the others, it
will be necessary to remove Group Mode.

1. Select Style from the menu bar.
2. Choose Worksheet Defaults... inthelist.
3. Click the check box for Group Mode.
The check mark is removed from the box.
4. Click [OK].
The prompt Group is removed from the Status Bar.

CPI Training Solutions, Inc.
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Editing tab——

Rename Sheets

Sheet tabs do not have to be identified by aphabetical characters. They

can be renamed with any label up to 24 characters.

1. Double-click on the[A] sheet tab.

The tab expands and a blinking cursor appears.
2. TypeWeek 1.
3. Press<Enter>.

The sheet tab has been renamed Week 1.

Lotus 1-2-3 Release 5 - [Untitled)
=| File Edit View 5Style Tools Range Window Help

1[z]

=[] 3

il

AET =@  [Commission
wf=i=] S]] R e
Wesk1  |BICIDIE|

Figure 11: Sheet tab in edit mode

Rename the [B] tab Week 2.
Rename the [C] tab Week 3.
Rename the [D] tab Week 4.
Rename the [E] tab Week 5.

No gk

Create worksheets

It istime to create the first Weekly Sales Report on worksheet A. Text
and numbers are not automatically duplicated with Group Mode. Itis

necessary to use the copy feature to duplicate text onto multiple
Spreadsheets.

1. Click on worksheet tab [Week 1].
2. Create the spreadsheet as shown in Figure 12.

Lotus 1-2-3 Release b - [Untitled]
=| File Edit View 5Style Tools Range Window Help

|&c2 E|@|X|¢|+Week1:52Week1:02

o450l B 7| u[== =[]+
Tieek 1| Week 2| Week 3) Week 4] Week 5|
A | B [ ¢ D | E
1 Mumbier Dallar
Computer Games Sold Cost Sales Comrmission
l 2 Stadflight an| 48 85 |+Week 1:B2°
3 Professional Golf 14 35.85
4 |NFL Today 15 2h 45
Chess Tutor 14 19.95

Figure 12: Sales formula with worksheet name

CPI Training Solutions, Inc..
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3. IntheDollar Sales column, create aformulato multiply Number
Sold by Cost.
Notice that in the formula, the worksheet name Week 1 appears in
front of the cell addresses as shown in Figure 12.

4. For the Commission column, multiply the Dollar Sales column by
10%.
Notice that Week 1 is added in front of the cell address as shown in
Figure 13.

& Lotus 1-2-3 Release 5 - [Unlitled] -EE EEERS I

1;!& File Edit View Style Tool: Hange Window Help

AE2 Pl@ X|¢|+Week1:D2*1D%

Fdeek 1| Week 2| Week 3| Week 41 Week 51 | Mew Sheetl

n I8 | & | D e 1 f | &
: MNurnber =
Cormputer Garnes Sold Cost Dollar Sales  Commission

2 Starflight 20 49.95 999 +Week 1:D2*10%

3 |Professional Golf 18 35.95

4 |NFLTodsy 15 25,95

5 |Chess Tutor 14 19.95

6

7

8

9

10

11

12

13

14

15

16

17

18
| 19
k4] |
Automatic || [&rial [12[06/05/96 11:10AM] [l Group I

Figure 13: Commission Formula with worksheet name

Format both the Dollar Sales and Commission cellsfor US Dollar.

Use Range Fill to copy the formulas down the Dollar Sales and

Commission columns.

Notice the US Dollar format also copies with the formulas.

Createa TOTALSrow inrow 7.

8. Usethe SUM button on the Toolbar to create totals for the Number
Sold, Dollar Sales and Commission columns.

9. Compare your worksheet to Figure 14.

o u

~

CPI Training Solutions, Inc.
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=( File Edit View 5Style Tools

Lotus 1-2-3 Release b - [SALES.WKA)

Range Window Help

e

@SUMD7.D7)

”"’Qlﬁllﬂl B|1|A|§|§|§|ﬁlé .....

ek 1| Week 2| Week 3| Week 41 Week 5

A (N S S - A
] Mumber Dollar
Computer Games Sold Cost Sales Commissian

2 |Starflight 20 49.95 | $949.00 $95.90
3 |Professional Golf 18 3595 6470 $64.71
4 |NFL Today 15 2h.95 | §3B9.25 $38.93
5 |Chess Tutar 18 1995 $359.10 $35.91
6

[ 7 ToTALS 7 239445 [___7394.45]

Figure 14: Completed worksheet

10. Savethefileas SALES.

Copy to Multiple Sheets

The first week’ s sales report has been generated. In this exercise, you will

copy the text and formulas to the other worksheets.

Select cellsAl..E7.

Click the Copy Smartlcon on the Toolbar.

Click on the Week 2 tab.

Click on cell Alto activateit.

Click the Paste Smartlcon on the Toolbar.

All of the text and formulas are copied to the Week 2 sheet.
Click on the Week 3 tab.

Click the Paste Smartlcon on the Toolbar.

All of the text and formulas are copied to the Week 3 sheet.
Repeat the paste procedure to copy to Weeks 4 and 5.
Savethefile.

agrwWDNDE

N o

© ©
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Edit Data on Sheets

The sales figures will be different for each week, so it is necessary to
change the Units Sold for Weeks 2 - 5. Thiswill require that each
individual sheet be edited.

1
2.

o u

Click onthe Week 2 sheet tab.

Enter the following sales numbers for Units Sold.

Notice the Dollar Sales and Commissions totals update as the units
sold are entered.

Starflight 10
Professiona Golf 12
NFL Today 14
Chess Tutor 16

Click onthe Week 3 sheet tab.
Enter the following sales numbers for Units Sold.

Starflight 15
Professiona Golf 17
NFL Today 10
Chess Tutor 12

Click on the Week 4 sheet tab.
Enter the following sales numbers for Units Sold.

Starflight 22
Professiona Golf 15
NFL Today 17
Chess Tutor 11

Click on the Week 5 sheet tab.

Enter a0 for Units Sold for each game since there was not a 5th week
during this month.

All of the formulas return $0.00.

Savethefile.

CPI Training Solutions, Inc.
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Fast Format

The Totalsin Row 7 on each worksheet were never formatted for US
Dollars. Thisexercise will usethe Fast Format Smartlcon to rapidly
copy the US Dollar format to each sheet.

E O

Click on the Week 1 sheet tab.

Turn on Group Mode

Select cell D5.

Click once on the Fast Format Smartlcon (the paintbrush).

Lotus 1-2-3 Release b - [SALES.WKA)]
=| File Edit View 5S5tyle Tools Hange Window Help

AD7AET ®B@ |@sumDe 0B
A =la Bl ol e] 7| == =[Sl FHl

hfeek 1 | Week 2 week 31 Week 4 Week 5

+ Copy arange's

A [ 8 | ¢ [ b

1 MNurnber Daollar ﬂyhe,z,:og;;her

Computer Games Saold Cost Sales
2 [Starflight 20 49.95 $395.00 4.
3 |Professional Golf 18 3595 $647.10 .
4 |MNFLToday 15 2h.95 $389.25 $38.93
5 |Chess Tutor 18 19.95 $359.10 $35.91
b
7 TOTALS

Figure 15: Fast Format Smarticon

Move the mouse pointer into the body of the worksheet.
Notice the pointer has changed to a paintbrush.

Select cells D7..E7 with the paintbrush pointer.

The US Dollar format is automatically applied.

Press the <Esc> key to turn off Fast Format.

Click on the Week 2 sheet tab.

Formatting has been applied to cells E7..D7.

Save thefile.

CPI Training Solutions, Inc..
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Cumulative
Formulas

Formulas can be created to perform calculations using multiple

worksheets. These formulas use an expanded range address which
indicates the source sheet as well asthe cell address. Just like formulas
which are created in one worksheet, these formulas will automatically
update when a change is made to any of the source sheets.

In this exercise, you will add a new sheet to the existing file which will

serve as acumulative report for all five weeks.

1. Click onthe Week 5 sheet tab.
2. Click on the [New Sheet] button.
Compare your sheet to Figure 17.

=| File Edit View Style Tools Range Window Help

Lotus 1-2-3 Release 5 - [SALES.WK4]

F:asl B|@  'Computer Games

EE

Week 1| Wesk 2| Week 3| Week 4| Week 5 fWesk 6|

Figure 17: New Week 6 sheet

3. Savethefile.

Create Formulas

The Number Sold column for Week 6 should be atotal of all the games
sold during the month. In this exercise, you will create formulas which

will add the totals from all 5 of the existing sheets.

1. Click once on the Week 6 sheet tab.
2. Click oncell B2 to activateit.
3. Pressthe <+> key to begin aformula

| A e | ¢ | b |
] Mumber Dollar
omputer Games Saold Cost Sales Comrission

2 [Stadlight 1 49 95 $0.00 $0.00
3 |Frofessional Golf 1] J5.95 $0.00 $0.00
4 |MFL Today 1 25.95 $0.00 $0.00
L |Chess Tutor 1] 19.95 $0.00 $0.00
b

7 [TOTALS 0 $0.00 $0.00
3

CPI Training Solutions, Inc.
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4. Click onthe Week 1 sheet tab.

The cursor activates cell B2 and the cell address Week1:B2 appears

in the formula text box.

Figure 18: Cell B2 activated

Pressthe <+> key.
Click on the Week 2 sheset tab.

o u

Lotus 1-2-3 Release 5 - [SALES.WKA]
=| File Edit View Style Tools Bange Window Help
|@|X|¢|+Week1:E|2
z === 1 |7zl
o4\ 4] B| 7| u/=|=| =[]+ 2]
fieek 11 Week 2| Week 3] Week 4] Wesk 5 Week B
A [ B . | b | E
1 Murnber Dollar
Computer Games sold Cost Sales Commission
I 2 Starflight l 2U] 4995 $443.00 $99.90
3 |Professional Golf 18 3595 $R47.10 $B4.71
4 |MFL Today 15 2595 $389.25 $38.93
5 |Chess Tutor 18 1995 $358.10 $35.91
]
7 |TOTALS 71 $2.394.45 $2.394 45
8

The cursor automatically activates cell B2 and the cell address Week

2:B2 appears in the formula.
Press the <+> key.
Click on the Week 3 sheet tab.
Pressthe <+> key.
0. Click on the Week 4 sheet tab.
11. Pressthe <+> key.
12. Click on the Week 5 sheet tab.
13. Press <Enter>.
The number 67 appears in cell B2 on the Week 6 sheet.

B ©o© N

14. Use the Range Fill handle to copy the formula down the Number Sold

column.
The total Number Sold on Row 7 should be 242.
15. Savethefile.

CPI Training Solutions, Inc..
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Update formulas
In this exercise you will change the data on one of the source sheets and
see how it affects the cumulative formulas on the Week 6 sheet.

1. Click onthe Week 1 sheet tab.
2. Changethe Number Sold for Starflight to 25.
The total Number Sold for Week 1 is updated to 76.
3. Click onthe Week 6 sheet tab.
The total Number Sold has been updated to 247.
4. Saveand closethefile.

CPI Training Solutions, Inc.
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Section 1
Summary Exercises

Multiple worksheets

1. Open FLAVORSWKA4.
2. Add three new worksheets.
3. Using Group Mode, apply the styles as shown in the Figure below.
4. Name the sheets Week 1, Week 2, Week 3 and Week 4.
5. Add anew worksheet and name it Total Sales.
6. Copy al text and formulas from Week 1 to the other sheets.
7. Create formulas on the Total Sales sheet to add all the sales from each
weekly sheet.
«# Lotus 1-2-3 Release 5 - [FLAVORS2. WK4] EE EERE:ES EIE] mE R
';m. File Edit ¥iew Style Tools Hange Window Help |
|
ol &S el 7 u=s==== L= il
‘wieek 11 week 2) 'week 3 Week 41 [Total SGales | 7] New Sheet|
A | B | [ | D e | F | G | H IlT
1 Ice Cream Sales
2 1st Quarter
i Flavor January February March Total Average
5 [Vanilla G52 764 73z 2148 716
6 |Chocolate B16 696 797 2104 701.3333
7 |Strawbemy i 448 568 1544 G14.6EE7
8 |Poach 128 164 188 480 160
190 Total 1504 Z072 Z300 EZ76 Z092
12
13
14
15
16
7 —
18
19 _
T 4] |
Automatic || [durial [ 12 [0R/05/96 140 P | IE==1] Group [ | [Ready

8. Savethefileand closeit.
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Page 18 Advanced Microsoft Lotus 1-2-3 5.0

Part 2
Quick Quiz

. Toturn on Group Mode, choose the

. To add anew worksheet, click on the button

beneath the Toolbar.

pull-down menu options, then click on the

check box.

. When Group Mode is enabled, are automatically

updated to all sheets.

Formulas which add figures from several different worksheets must

reference the aswell asthe cell address.
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Section 2
Advanced Formulas

Using Standard

Functions
Functions are built-in formulas which are included with the Lotus 1-2-3
application. The most commonly used @functions include @SUM,
@AV G, @MIN, @MAX, @COUNT and @IF. You have already worked
with some of these functions when you learned basic Lotus formulas.
This section will review basic averages, minimums, maximums and if
statements.

@AVG Function

The @AV G function will calculate the average for a group of cells with
numeric entries. In thisfirst exercise, you will use the @AV G function to
calculate the average GPA for agroup of students.

Open STATSWKA4.

Save as STATS2.WKA4.

In cell A15, enter Average GPA.

Press <Tab>.

In cell B15, enter the following formula:
@AVG(G2.G12)

Press <Enter>.

Widen column A to accommodate the new data.
Savethefile.

Compare your screen with Figure 18:

agrwWDNE

© NS
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Figure 18: Grade Point Average

@MIN Function

The @MIN function will select the minimum value from a group of cells
containing numeric entries. In thisexercise, you will use the @MIN
function to calculate the minimum GPA for the same group of students.

Click cell A16.
Enter Minimum GPA.
Press <Enter>.

El N

@MIN(G2..G12)
Press <Enter>.
The result is 2.8.
6. Savethefile.

o

@MAX Function

The @MAX function will select the maximum value from arange of cells
containing numeric entries. In thisexercise, you will use the @MAX
function to derive the maximum GPA.

Click cell A17.
Enter Maximum GPA.
Press <Enter>.

El N

@MAX(G2.G12)
Press <Enter>.
The result is 3.9.

o

pe—

A B
1 Last Hame First Hame
2 |Bartan Beverly
3 |Calhoun Karen
4 |Davis Boh
9 |Davis Steve
b |Hallen Sue
¥ |lenkins Ted
8 |FKenner Bille
9 |Kenner Fred
10 [Mullens Diane
11 |Stevens Thomas
12 |"fales Yictor
13
14
15 |Average GPA, 33277

In cell B16, enter the following formula:

In cell B17, enter the following formula:
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@COUNT Function

The @COUNT function allows you to count the number of data entries
contained within arange of cells. In thisexercise, you will use @COUNT
to calculate the number of graduatesin the G column.

o PwbdbPE

~N O

Click cell Al8.

Enter Number of Graduates.

Press <Enter>.

In cell B18, enter the following formula:
@COUNT(G2..G12)

Press <Enter>.

The result is 11.

. Adjust column A width, as necessary.

Save the file and leave open for the next exercise.

' %jNOTE: @COUNT will count numeric entries and/or |abel
entriesin cells.
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Using Database

Functions in Lists
It would be convenient to identify the number of 1988 graduates who are
employed as well asto calculate the average GPA of these employed
graduates. When you need to meet multiple criteria, you will use database
statistical formulas. These formulas search the entire database or data
table and perform calculations on a specified field. In this scenario, you
will use the @DCOUNT function. First you will define your criteriain
blank cells; then you will enter the formula.

@DCOUNT Function

The @DCOUNT function will count all entriesin the specified field.
Following is the syntax for the function: It will be necessary to define a
criteriarange on the worksheet in order for the database function to
calculate correctly.

@DCOUNT (database,” column label” criteria range)
Database - The entirelist, including column labels
Column label - Label of the column being considered

Criteriarange - Cellswhere criteria are located.

In this exercise, you will create the Criteria Range. First, copy the column
labels for the criteriain cells E25 and F25, as shown below:

4 Select destination and press ENTER or chao=|IB|E EElEEIRA L ACIRIE a1 %]
'@- File Edit Yiew Siyle Tools HRange Window Help |- ll
B2z @ \
| = o k[l B 7| U= |= ==/ 5] | o/F ]
[&] ‘ﬂ Mew Shest |5
n [ B c | o | E . F | e |+
14 .
15 |Average GPA jaererer
16 |Minimum GPA 2.4
17 |Maximum GPA, 39

18 |Mumber of Graduates 1
19
20
21

Iz —1

23

24

25 Year

Graduated Employed

26 1988 ves

27

28

29

30

3

| 32 s
ik | | :
Automatic | | (Al [1206/05/% 258 PM|  [om| [ | [Ready

Figure 19: @DCOUNT criteria
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©CoNOO~WNE

=
o

@DAVG Function

Copy the column headings from cellsE1 and H1 to E25 and F25.
Adjust column widths, as necessary.

In cell E26, enter 1988.

In cell F26, enter Yes.

Click cell A19 and enter No. of 1988 Grads Who are Employed.
Press <Enter>.

Wrap text in cell A19.

Click on cell B19 to activateit.

Enter the following formula:

@DCOUNT (A1..H12,” Employed” ,E25..F26)

. Press<Enter>.

The result is 2.

A1..H12 - Database range including column labels
“Employed” - Column where count will be calculated
E25..F26 - Cellswhere criteria are located

= Lotus 1-2-3 Release 5 - [STATS1.WKA4]
=| File Edit Yiew 3Style Tools Range Window Help
E19 E|@|X|J|@DCOUNT(A1..H12,"LastName",E25..F2E)
& = =| = 1 19
2|4 %Sl B 7| u[= =] =[] £ F]|) o
| A [ B . | o | E | F
19 Murnber of students
wha graduated in
1988 @OCAUNT(AT. HI1Z,"Last Mame" E25. F2R)
20
21
22
723
24
25 Year
Graduated Employed
26 1988 y

Figure 20: @Dcount formula

The @DAV G function will search a database and cal culate an average for
records which meet the stated criteria. Now you will write aformulato
calculate the average GPA for the 1988 graduates who are employed.

The @DAVG function will average all entriesin the specified range.
Following is the syntax for the @AV G function:
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@DAYV G(database,” column label” criteria range)
Database - The entire database, including column labels
Column label - Label of the column being considered
Criteriarange - Cellswhere criteria are located.

Click cell A20 and enter Aver age GPA for Employed 1988 Grads.
Press <Enter>.

Wrap text in cell A20.

Click on cell B20 to activateit.

Enter the following formula:

@DAVG(A1..H12,” GPA” |E25..F26)

Press <Enter>.

The result is 3.1.

7. Compare your screen with the one below:

agrowdPE

o

& Lotus 1-2-3 Release 5 - [STATS2 WK4] EllE E=lERES N9 mEE
ik File Edit View Sile Tools Range Window Help =R
B2n ®|@|X|v|@DAVG(ALHI2. GPA"E25.F26)
] e 1 . :
SEiEn NENEEEEF | Bl FENEEE
] New Sheet |5
|
A [ B c | 0| E [ F | G ||T
5 |[Kenner Fred G hd 1985 Business 31|
B Davis Bob b [ 1985 Engineering 17
7 |Wales victar A, t 1988 Engineering 2.8
8 |Jenkins Ted 3 t 1987 Business 14
9 Mullens Diane F F 1988 Business 3
10 Kenner Bill o t 1988 Engineering 34
11 |Stewvens Thomas R t 1986 Engineering 34
12 |Barton Bewverly C F 1957 Education 32
13
14
16 Awverage GPA Jazrever
16 Minirmum GRA 248
17 Maximum GFA 34
18 Mumber of Gradustes 1
19 Mao. of 1988 Grads
‘Who are Employed 2
Average GPAfor
20 Employed 1985
Grads @DAVG(A]..H12,"GPA",E25..F26)|
21 =
4 <] | >
Automatic || [ il [12[06/05/98 205PM] [oml [T TEdt

Figure 21: @DAVG formula

8. Saveand closethefile.
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@IF Formulas

An @IF formulaalows you to specify alogica comparison for numeric
values. @If statements are commonly used to test a criterion or to select
only values that meet a particular criterion.

An If statement is composed of three sections:

If - thelogical comparison
Then - the calculation to be performed if the comparison istrue
Else - the calculation to be performed if the comparison isfalse

In the figure below, thereisan “ERR” message resulting from the division
formula. Theformulaisdividing thevaluein B1 (20) by thevaluein C1

(0). Sincedivision by 0 isnumerically undefined, L otus responds with an

error message.

| f | B | H [ D | E

l 1 20 0 ECr]
2 40 1 40
3 R0 z 25
4 10 3 3333333
[ g0 4 20
G 75 5 15
7 12 0 ERR
8 23 1 23
q 33 z 16.5
10 R 3 18.ERBR7
11 89 4 22 7R
12 45 5 q
13 23 0 ERR

Figure 22: Error message

Hereisan example of an If statement to test the value of cell B1 to seeif it
isgreater than 0. If so, the division will be performed; if not, the value of
“0” will be returned in the cell.

@IF(C1>0, B1/C1, “0")

Now look at the same row of figures with the new formula copied down
the column:
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A | B | c | D | E
1 20 0 0
2 40 1 40
3 50 2 25
4 10 3 3333333
5 80 4 20
B 75 5 15
7 12 0 0
I = 23 1 23
9 33 2 16.5
10 56 3 18.66667
1 89 4 22.25
12 45 5 g
13 23 0 0

Figure 23: New formula copied down column

NogakrowbdrE

Open the file CUSTSAL 1.WKA4.

Click on cell F1.

Type Goal.

Press <Enter>.

Pressthe U_ (underline) Smartlcon on the toolbar.
Click on cell F2.

Type the formula @I F(E2>100," MET"”,” “).

o T T T =
[Narme Product | Units Sold | Date Sold - Sales  Goal i
(Office Services Copy Papet 24| DB/15/95 119.76 @IFE2>100,"WMET" " "
Office Servces Copy Paper 24| DBf23/95 119.76
Office Services FAX Paper 10 02f15/96 399
Office Senvices FAX Paper 10 09/25/95 399
& Jones Copy Papet 24 11/26/95 119.76
& Jones Typing Pap 10 0BA15/95 2h
& Jones Typing Pap 41 0510496 10

Prothers Copy Paper 24 0419/36 11976
Prothers Copy Paper 24 08/23/95 11976
Prothers Copy Paper 24 1215495 11976
Brothers Fix Paper 10 01/29/96 399
Brothers Fax Paper 10 07/23/95 394
Brothers Fax Paper 10 03/16/96 394
Frothers Typing Pap 4 M{15/96 10
Frothers

Figure 24: Worksheet with formula

Press <Enter>.

The word MET appears in cell E2.

Use the Range Fill handle to copy the formula down the column.
There are 6 sales that were over $100.
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Part 2
Functions

Part 2
Quick Quiz

A w DB

O N o O

Section 2
Summary Exercises

Open thefile AVGSLSWKA4.
Create aformulain column F to get the Total Sales.
Use the Range Fill to copy the formula down.

Create aformulain column G for the Quarterly Average for each
sal esperson.

Use the Range Fill to copy the formula down.
Create aformulain cell B9 to show the maximum quarterly sales.
Create aformulain cell B10 to show the minimum quarterly sales.

Create an @IF formulathat will say, “If the Total Salesis greater than
250000, then put the words “Great Job!” in the cell, if not, put the
words “Keep Trying” in the cell.

Save and closethe AVGSL SWK A4 file.

What are two examples of standard functions?

To count cellsthat contain labels (words), use the

function.

To generate an average of certain cells within a datatable, use the

formula

To generate a sum of certain cells within a data table, use the formula

In order to utilize data statistical formulas, it is necessary to set up
cells that contain a somewhere on the worksheet
separate from the data table itself.
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Notes:
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Section 3
Macros

Macros permit keyboard sequences to be stored and automated so
everyday operations can be repeated or greatly speeded up with asingle
click to amacro button.

A macro isacollection of letters and symbols that is key-entered directly
from the keyboard. Because these symbols are entered as |abels on the
spreadsheet, they are retained when the spreadsheet is saved. They
become part of the file and are available for repeated use.

Create a Macro
There are three steps required to create a Lotus macro. Thefirst step isto
enter the keystrokes while Lotus records them. The second is to copy the
recorded keystrokes from the macro transcript sheet to the active
worksheet. Thethird isto create a macro button.

In this exercise, you will create a macro to select an entire worksheet.

Open thefile WEEKTOTL.WK4.
Select the sheet tab CD ROMS.
Choose T ools from the menu bar.
Select Macro.

A second list of macro options appears.

El O

b Start recording keystrokes and mouse actions
=( File Edit ¥Yiew 5tyle OLIEE Range Window Help

Chart |

Man ' === d Ha

Draw >_=|5|=_|ﬁ""'*l\|ol

CD ROMS | G
] ame;l Database »
f | | D | E | F
. | Spell Check... Dallar
0 BONS Audit... Sales Commission
2 |Webster's Dictionary 45 $790.90 $79.09
3 |Compton's Encyclopedia| Smarleons...  Iae 49 34585 $134.87
4 |Roget's Thesaurus User Setup... |35 36645 $86.65
7 [Totals Gl el Single Step ;6
8 Trace
3
Show Transcript

Figure 25: Tools Macro menu options
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7.
8.
9.
10.

Macro Transcript

Select Record.

The letters Rec appear on the status bar.
Pressthe <Home> key.

The cursor is positioned in cell Al.

Click and drag to select from cells Al to E7.
Select T ools from the menu bar.

Choose M acro.

Select Stop Recor ding from the macro options.

The macro keystrokes have now been recorded by Lotus. The next stepis
to move the keystrokes from the “macro transcript” window to an empty
location on the CD ROM S worksheet. In thisway, the macro will be
stored with the weekly totals file when it is saved.

1.
2.
3.

Select T ools from the menu bar.

Choose Macro.

Select Show Transcript from the macro options.

A macro transcript window opens and the totals file is placed in a tiled
window.

Lotus 1-2-3 Release b
File Edit View 5Style Tools Range Window Help

ape  me |
>/ 4@/l Bl 7 u[=[=]

MNurmber

Sold Cost
2z 36.95
27 49.95
31 27.95
29 26.95

USRS PR e Y Y Y
e e = ] B AU L

12| 06/01/96 2:63 PM

Figure 26: Macro transcript window
Notice the keystrokes that have been stored in the transcript window.

{HOME}
{SELECT CD ROMS:A1..CD ROMS,E7;CD ROMS.A1}
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Syntax

When a keyboard key is pressed in a macro, an abbreviation for the key is
displayed in curly brackets or ellipses. So the <Home> key is displayed
as{HOME}.

All recorded actions will be displayed within curly brackets. The
<Enter> key isdisplayed as atilde (~).

The macro record feature in Lotus takes care of the syntax for you. All
you have to do is remember to turn on record before you start executing
keystrokes.

Add Macro To Sheet

With both the transcript window and the spreadsheet visible, it is easy to
copy the macro keystrokes to the spreadsheet.

1. Click and drag to select all the keystrokes recorded in the Transcript
window.

2. Click the Copy icon on the Toolbar.

3. Click on cell F12 in the weekly spreadsheet.

4. Click the Paste icon on the Toolbar.
The transcript keystrokes appear on the worksheet beginning in cell

F12.
|CD ROMS | Games | 7 Hew Sheet|4
D | E [ F | G ==
] Dollar i
Sales Commission
i $790.90 $749.09
3 $1.348.E5 $134.87
4 $86k.45 $86.E5
5 $752.66 %7526
b
Fi $3.758.565 $375.86
B
q
10
11
12
13 {SELECT CDROMS:AT

Figure 27: Macro on worksheet
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Run A Macro

The macro is now a part of the worksheet and can be run at any time.

agrwbhPE

Click the maximize button on the WEEK TOTL .WK4 shest.

Click on cell F12 to activate it.

Select T ools from the menu bar.

Choose M acro.

Select Run in the macro options.

The Macro Run dialog box appears with A:F12 displayed in the text
box.

= Macro Run

[NEE ]

All named ranges:

In file:

|wEExTuTL_wK4 |E|

Figure 28: Macro Run dialog box

Click on cell F12 on the CD ROM S shest.

The range name is updated to CD ROMS:F12.
Click the [OK] button.

All the cells on the CD ROMS sheet are selected.
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Assign a Macro Button

An easy way to run amacro is to create a macro button on the spreadsheet
itself. When you click on the macro button, the macro executes.

AwWDhPRE

10.
11.

12.

Select T ools from the menu bar.

Choose Draw...

Select Button from the bottom of the list.
Click cell F10.

The Assign to Button dialog box appears.

= Assign to Button
Aszsign macro from: | 0K I
o =

Bange:
[cD ROMS:F12 @

Exizting named ranges:

Button text:

Select

Figure 29: Assign to Button dialog box

Click onthelist arrow for the Assign macro from: text box.
Select Range.

The Range text box opens.

Click on the select arrow for the range text box.

The mouse pointer changes to a square select icon.

Click on cell F12 on the CD ROM S sheet.

The Range address CD ROMS:F12 appears in the text box.
Double-click in the Button text text box.

Type the button name Select.

Click [OK].

The mouse pointer changes to a crosshair.

Click and drag from the top left of cell F9 to the bottom right of cell
F10.

A gray button appears in the cells with the word Select.
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=
| B | c | D | E —F 1 & =
IHumber Dollar E
Sold Cost Sales Commission
22 3595 $790.90 $79.09
27 4995 $1.3458.65 $134.87
Kl 27.95 F866.45 $86.E5
29 26495 $762.60 57526

$3.768.55 $375.86

Select
HORE ™

{SELECT CD ROMS:AT

Figure 30: CD ROMS sheet with macro button

Run a Button Macro

Once a macro has been assigned to a button, you click once on the button
to run the macro.

1. Click the gray Select button.
The cells from Al to E7 are selected on the CD ROMS sheet.

Edit a Macro Button

To edit a macro button, right click the button, then select the edit option
you wish to use.

In the next exercise, we will delete the macro button.
1. Right click the button.

2. Choose Clear ... from the menu.
The button has been deleted.
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Section 3
Summary Exercises

Part 1

Macros
1. Openthe WEEKTOTL.WK4file.

Record a new macro that will go to cell A12, then type your name.
(Remember to press <Enter > after you type your name.)

Add the macro keystrokes to the CD ROMS sheet in cell F16.
Delete your name from cell A12.

Run the macro that is displayed in cell F16.

Delete your name from cell A12.

N

Assign the macro that beginsin cell F16 to a button.
Draw the button in cells F14..F15 and name it NAME.
Test the NAM E button macro to seeif it works.

c | b | E [ °F e | W | 1 |
Collar

ICost Sales Cormmissio

3585 $790.90 $79.09

4995 $1.348.65 $134.87

27.95 $866.45 $86.65

2595 %752.55 57526

© © N o g &~ W

4}

$3.758.55 ] $375.86

Select

{HOME}
{SELECT CD ROMS:A1.CD ROMSE7,CD ROMS

NAME

{EDIT-GOTO "a12""RANGE"}
{CELL-ENTER "Fam Adams"}
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Part 2
Quick Quiz

A macro is a series of that have been recorded.

L otus contains a feature called the that
displays recorded keystrokes.

Click on then use the option to

turn on the macro record feature.

To stop recording a macro, click then then

To view the keystrokes which have been recorded, click on

then then

To run amacro, click on then then

A macro can be assigned to a button by using the

menu options.

To use amacro button, point to the button with the mouse and
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Section 4
Sharing Data

Lotus 1-2-3 Release 5.0 provides the capability to share data with other
applications, such as WordPerfect. This can be accomplished using the
Copy and Paste functions or by using the Link feature.

Copy from Lotus to
Another Application

When you copy arange from Lotus to another application, you use the
conventional method of Copy and Paste. 'Y ou simply copy the range from
the source file, then switch to the application and open the destination file
that will receive the data, then paste the data into the destination file.

Tools Range Window Help o =0 ]

== 1
=z +2 ]

[
oAl s ul=]

D

m
M
j

| c |
Southwest s0000 Ta000

|Hegional Sales{Goal Comparisonl

[}

=}
Thousands

T

45
[{F ||

Automatic | | [Asial [ 12 [ DB/OE/96 1:55 PM | ===l [

Figure 31: Source file

Ey wWordPerfect - [coh . _Aslsrpt.wpd - unmodified] = |pE= L | 'age
"¥) File Edit Yiew Insert Format Table Graphics Tools “window Help — = =)

Oe=L8l58 EBElaole] by B ole| S| mes| 2
Times Mew Foman =] 12 pt_~] Shles ~[Left (1.0~ Tables ~[ Columns ~[100% -]

Quarterly Report
1st Quarter

FPerformance

This vear we have established defined goals for each salesperson in each region. Below is a chart
comparing the Goal and the Total sales for each region.

=

Inzert

|HF Laserlet 4L [win) | % sioei| June 6. 1996 | 1:56FM |[Pg1Ln3.2" Pos1"
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Figure 32: Destination file

When you use copy and paste to copy data, changes to the source
document, will not be reflected in the destination document.

Open thefile SLSCHRT.WKA4.
Savethefileas SLSCHRT1.WKA4.
Scroll down to row 27.
A chart is visible.
Click once on the chart to select it.
Click the Copy tool.
Switch to Program Manager (Hint: Use <Alt>< Tab> to switch).
Start WordPerfect 6.1.
Open the file SLSRPT.WPD.
Press <CtrI><End> to place cursor at the end of the document.
0. Click the Paste tool.

The chart is placed in the WordPerfect document.
11. Select View from the menu bar.
12. Choose Zoom...
13. Choose Full Page.

The document is reduced to the full page view.

14. Switch to Lotus.
15. Double-click the chart.
The Types dialog box is displayed.

wbhE

ROOo~NOOA

Type !EI

'T_',ll:ll:a
I Line
1 Area .‘ I I Cancel
© e

Cl Pie
Cl Xy
( HLCO

) Mixed

! Radar

C 3D Line

I 3D Area

) 3D Bar Orientation Placement

() 3D Pie @ Yertical @ Automatic
(! Horizontal ) Manual

[ Include table of values

Figure 33: Types dialog box

16. In the Orientation section, select Horizontal.
17. Click <OK >,

The bars are now horizontal.
18. Save thefile.

CPI Training Solutions, Inc.



Section 4 - Sharing Data Page 39

19. Switch to WordPerfect.
The Bar Chart is still displayed as vertical.

Delete the Copied Object

It is easy to delete any object to selecting it, then pressing the <Delete>
key on the keyboard.

1. Click once on the chart to select it.
2. Press<Delete>.

The Chart is deleted.
3. Switch back to Lotus.
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Link 123 Worksheet

Object to
WordPerfect

L otus 1-2-3 provides the capability to link an object on aworksheet to any
word processing package that supports linking. The advantage of linking
versus copying is that once you link thefiles, if the source document
changes, the destination document will also change.

In the next exercise, we will link the chart from L otus to WordPerfect.

Sus~wWNPE

~

Select the chart in the SLSCHRT1.WK 4 file.

Click the Copy tool.

Switch to WordPerfect.

Press <CtrI><End> to position the cursor at the end of the document.
Select Edit from the menu bar.

Choose Paste Special.

The Paste Special dialog box is displayed.

Paste Special | x|
Source: CAMTDOCUTWwWINWORDEAANUALSY Z38A0WKSTUDEMT | 1] 4 I
Cancel |
i+ Paste:
Paste Help |
D_evice Independent Bitmap
" Paste Link: Bitmap [~ Display As lcon
Hesult

Inzerts the contents of the Clipboard into your document so

P . that pou may activate it uzing the application which
E created it.

Figure 34: Paste Special dialog box

Click the Paste Link: option button.
Click <OK>.
The chart is placed in the WordPerfect document.
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Test the Link

Thetrue test of alink isto edit the object in the source file
(SLSCHRT1.WK4) and seeif it updatesin the destination file
(SLSRPT1.WPD).

1. Switchto Lotus.
2. Double-click the chart.
The Types dialog box is displayed.

Type !EI

I I I Cancel

\H
I Pie m

! Radar
! 3D Line
! 3D Area
! 3D Bar
' 3D Pie

Placement
® Automatic
C) Manual

Onentahion
@ Yertical
(! Horizontal

[T Include table of values

Figure 35: Types dialog box

In the Orientation section, select Vertical.

Click <OK>.

The bars are now vertical.

5. Switch to WordPerfect.

The bars in the WordPerfect document are also vertical!

A~ w
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Link Worksheet Data

It isalso possibleto link data other than objects among applications. This
can be accomplished using DDE, or Dynamic Data Exchange.

Copy Paste Special - This feature creates alink between the worksheet
and WordPerfect. The linked datais treated as an object in WordPerfect.
It will look exactly asit does in the spreadsheet.

DDE - Dynamic Data Exchange creates alink between the worksheet and
WordPerfect. The data in the worksheet should be named using the Range
Name command. Thelinked dataistreated as atable in WordPerfect and
can be formatted once in WordPerfect.

In the next exercise, you will experiment with both methods.

Link Data Using Paste Special

CoNOA~WNE

Switch to Lotus.

Select cells A22 through C26.

Click the Copy tool.

Switch to WordPerfect.

Press <CtrI><End> to position the cursor at the end of the document.
Select Edit from the menu bar.

Choose Paste Special.

Click the Paste Link option button.

Click <OK>.

Cells A22 through C26 are displayed (with formatting) in the
WordPerfect document.

[ n (]
Region Goal Total Sales
Morth 9200000 102,500.00

m Southeast G0.000.00 B1500.00 g
Central T6,000.00 g1.000.00
Southwes t 20,000.00 79,000.00

[ [ (]

Figure 36: Linked object
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Link Data Using DDE

1. Switchto Lotus.
2. Select cells A22 through C26.
3. Select Range from the menu bar.
4. Choose Name.
The Name dialog box is displayed.
Mame !E[
|
Existing named ranges:
| Uze Labels I
Eor cells:l To the lightj
Bange:
|a22.c26 @
Figure 37: Name dialog box
5. Enter GOAL inthe Name: text box.
6. Click <OK>,
7. Savethefile.
8. Switch to WordPerfect.
9. Press<CtrI><End> to position cursor at the end of the document.

10. Press <Enter> two times to leave blank lines.
11. Select | nsert from the menu bar.
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dify,
Yiew m Format Table Graphics Tools Window Help
Bullets & Humbers. .. & k| 3= i‘@
Character... Crrl+'wf JM ‘ =
Abbreviations. ..
Date
Other

1.0 | Tables | Columnz

Footnote
Endnote

Comment
Sound.__.
Bookmark. ..

Spreadsheet/Databazse » Impaort__.

File...
8.2 Create Link___

E:"ilti:r:-lma e Edit Link.
a ge..- Update...

Select Image Source. .. _
Options...

Page Break Ctrl+Enter |

|HF Laserlet 4L [wWin “zisci|June B, 1996 | 2:24PM |Pg 1 Ln 3.79" Pos 1"

Figure 38: Insert menu

12. Choose Spr eadsheet/Database from the menu.
13. Choose Create Link from the cascaded menu.
The Create Data Link dialog box is displayed.

Data Type: Spreadsheet = I
Link As:  Table 2] _Cancel |
Help |
File Selector Button Eilenawe | >

MHamed Ranges:

Range:

Figure 39: Create Data Link dialog box
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The c:\ folder

14. Click the File Selector button.
The Select File dialog box is displayed.

Select File E
Filename: c:hofficewpwin
‘E j| QuickList: Cancel |
bikememo -
indblbug. dil — Ve |
indblib. dil —
install.dat QuickFinder_.. |
readme.fil
'ﬂﬂgmﬂ-":" L. File Dptions +
readme net Directories: QuickLi |

5 I -
readme-wp [= e\ - ik
setup.exe office Setup... |
smlib_dll i —
smiibus. dll [C1 graphics
t_les1 tut £ macros Help |
t_les2.tut j ] student v
Total Files: 34 Drives: 182.016 KB Free
Total Bytes: 11,148,300 -

Sort: Filename Aszcending | L1 J'
List Files of Type: |AII Files [~.7) j‘

Figure 40: Select File dialog box

15. Double-click the c:\ folder in the Directories. section.

16. Double-click the 123r 5w folder in the Dir ectories. section.
17. Double-click the work folder in the Directories: section.
18. Double-click the student folder in the Directories: section.
19. Double-click the filename SL SCHRT 1.WK4.

20. In the Named Ranges section, click on GOALS.
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Named Ranges: section

Data Type: Spreadsheet > |

Link As:  Table a

i

Create Data Link Ed

Cancel

Help

Filename: |c-\123i5wA\worksstuden™14slsch

Hamed Ranges:

¢Spreadsheet A > AAl AEZ2GR
¢5Spreadsheet; AAl. AE2G
AAZ2 AL

Range: AA22 AC26

Figure 41: Create Data Link dialog box

Paste Linked Data

DDE Linked Data

21. Click <OK>.
The data is placed in the WordPerfect document as a table with no
formatting.
Ea WordPerfect - [cimy /| |5
ﬁ File Edtt ¥iew Insert Formmat Table Graphics
0288 WE a9 bl uly
Timez Mew Roman =12 pt ~| Styles | Left
| |-Doﬂl = To bl Sales |
Region Goal Total Sales
Morth 33000 102500 @
Southeast G0000 61500
Ceniral 76000 g1o00
Southwest aonan 73000
Region Goal Total Sales
North 82000 102500
Southeast 0000 & 1500
Central Fan0n 81000
Southwest S0000 Fanon

Figure 42: Linked data

22. Save the WordPerfect file.
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Modify Paste Linked Data

To modify datathat has been linked using the Paste Special command,
you double-click the data in the destination document. This activates the
linked application which is Lotus in this scenario.

In the next exercise, you will modify the linked object.

1. Double-click the Paste Linked Object.
The source file (SLSCHRT1.WK4) is opened in Lotus 123.
Select cells B23 through C26.
3. Format the cells for Commas.
4. Switch to WordPerfect.
There are commas and two decimal places in the linked object in
WordPerfect.

N

Modify DDE Linked Data

To modify aDDE link, go to the source file, make the changes, and save
thefile. Then go to the destination file, use the | nsert,
Spreadsheet/Database, Update command to update the link.

In the next exercise, we will modify the datain the SLSCHRT1.WK4
file, then update the links in the SL SRPT1.WPD file.

1. Switchto 123.

2. Double-click cell A23.

3. Changethe entry to Northeast.

4. Savethefile.

5. Switch to WordPerfect.

6. Select Insert from the menu bar.

7. Choose Spreadsheet/Database.

8. Choose Update.
The Update dialog box is displayed.

Update
Update All Data Links?

Figure 43: Update dialog box

9. Click[Yes].

The table is updated in WordPerfect.
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10. Save thefilein WordPerfect.
11. Close the file in WordPerfect.
12. Save thefilein Lotus.

13. Close thefilein Lotus.

' %jNOTE: Be sure the cursor isin the table before you execute the
command to update the links.
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Section 4
Summary Exercise

Part 1
Linking Objects
Open thefile AVGSL S1.WKA4.
Save as AVGSL S2.WK4.
Copy the chart.
Open WordPerfect.
Open the file QTRCOM P.WPD.
Press <CtrI><End> to position cursor at end of the document.
Using the Paste Special command to paste the chart in the document.
Savethefile.
Edit the chart type in the AVGSL S2. WK 4 fileto be a 3D Bar chart.
. Review the change in the WordPerfect file.

. Save and close both files.

© © N o g b~ w DN PRE

L
= O

Part 2
Quick Quiz

1. Sharing of data can be done using and

functions, or by using the feature.

2. The advantage of linking versus copying is that when you link, if the
source document changes, the destination document will change also.
(True / False)

3. Using DDE linking, the destination document will automatically
update when the source document is changed. ( True / False )

4. To modify data that has been linked using the Paste Special command,
you - the data in the destination document.
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The Final Exercise

1. Create the following worksheet, applying formatting as listed below:

2. Savethefileas SALESWKA4.

I
A | B |

1 |Regional Sales 1335

2

3

4 |Morh G50

5 |South 720

6 |East 540

7 [West $530

8

9

Insert two additional sheets.

Rename Sheet A to 1995.
Rename Sheet B to 1994.

15t Cuarter 2nd Quarner 3rd CQuarer | dth Cuarder

670 720
630 770
730 840

$650 $730

I

. On Sheet A, center thetitle across columns A-E.

. Tothetitle, apply bold and 14 point.

3

4

5.

6. Rename Sheet C to 1993.

7

8

9. AddaTotalsrow inrow 9.
1

0. Use B& W3 from the Gallery to format the data on all three sheets

(Hint: Use Group Mode).

11. Copy the datafrom Sheet A to SheetsB and C.

12. Change thetitle for Sheet 1994 to Regional Sales 1994.
13. Change thetitle for Sheet 1993 to Regional Sales 1993.
14. Edit the data on Sheets 1994 and 1993 as follows:

Quarter

1994:
1st 2nd
Quarter
North 650 700
South 550 700
East 600 650
West 700 750

3 Quarter

850
800
700
800

4" Quarter

900
900
750
850
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1993:
1 2nd 3 Quarter 4" Quarter
Quarter Quarter
North 500 600 550 650
South 475 550 700 675
East 550 650 750 850
West 600 650 700 750

15. Insert a new sheet.
16. Copy datafrom one of the existing sheets.
17. Edit to look like the one below:

AMELCID]
A | B | C | D | E

1 Previous Three Years Cumulative Sales

i Years 1995, 1994, 1993

3

4 1st Quarter 2nd Quarter 3rd Quarter |4th Quarter
5§ |North

6 |South

7 |East

8 West

g [Total 50 50 50 ]
10

18. Create formulas that will give the summation of the three years,
beginning in cell B5.

19. On all four sheets, in cell F4, enter the heading Quarterly Average.

20. On all four sheets, create aformulathat will average the quarterly
sales for each region.

21. Onthe Previous Three Y ears Cumulative Sales sheet, create a bar
chart and place beneath the datain cell A12.
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11

12

13

14

15

16

Previous Three Years Cumulative Sales
Years 1995, 1994, 19495

7

18

19

20

21

22

23

24

25

26

27

28

29

Thousands

I Morth
3 South
Il Fas=t

L Clvyest

Hh Quarer

1=t Quarter

2nd Quarer 3rd Quarer

22. Change the chart type to 3D Bar.
23. Switch to WordPerfect.
24. Enter Below isa chart pasted as an object from Lotus 123.

25. Link the chart from Lotus 123 to WordPerfect using the Paste Special.

26. Save the WordPerfect document as r egsales.wpd.
27. Edit the chart title to Cumulative Sales.

Cumulative Sales
Years 1995, 1994, 1993

T houssnds

I Maorth
B Zouth
I East

H st

1=t Quarber

2nd Quarer 3 Quarer dth Quarter

28. Verify that the changes are reflected in the WordPerfect document.
29. Save and close thefile.
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