Upda# te i'f_f_

June ! 14, 1983

1.t Fxgur( 23 on p?ge 4‘5 %he first iegend should read becauce calcalatxon in c(‘]l

2. In the ihmi p:zmgraph on page 103, the al culation bh{mié Be “"0926 30444” _

3. In the NOTES sections of the /Worksheet Global Pmtectmn {page 139) and
{Range Justify {page 166] commandvs, add:-

Don’t use the /Range _}usnfy commind while cell prot&,tion jg enabied You may
get Protected cell crrors when this commznd rearranges the cell entries (zmghcn'
/Move commands). ;

£ At the end of page 146 and i the NOTES section at the top of pngc 177, add

There is no simple relationship between the amount of main memoty a worksheet -
occupies, as displayed by FWorksheet Status, _and tht‘ size of the worksheet file. .
{((WKS) created with /File Save, P L

5, In the last few paragraphs on page 201, re-feremes to cell “C'S‘ should be “L4” }

. the reférence to cell **Co™ shf}u}d be CH'

6. Under the dcscnpﬂon of critersa for the /Data Query mmm:mds stamug on pagc

" 198, nbte that yoi' may not wse thc seven dmtahase qtatistscal functions msulc the Cei+

tC!lOl‘} :ange

7. In the T\IOTEQ ections of the fGraph Optsons Legemi (page 247} :md /Gmph_
Optzens Titles {page 249 cmnmands, add: :

" Be carefui when speczfym? iength} tigles ané Icgends In some cases, the screen’
shows more characters than the prmts‘r cin prmt thus, you may Iose char:%ctcrs fr:om_~ o
the prmteé image, : : :




Juae 14, 1583

8. In the NOTES section at the top of page 253, add:

If you use 1-2-3 Release 1A to create a worksheet that includes graph nomes, vou

will not be able o /Bile Retrieve this worksheet using 1-2-3 Release 1. To make 2.

usable version of such a worksheet, modily iv using 1-2-3 Release 1A, canceiling aft
graph names wich che /Graph Name Reser command.

9. in the @IRR scction on page 288, delete the sentence that begins, “If there is

only one sign change in the series of payments ..."

. On page 313, adé this new error message:

Directory does not exist. /File Directory or /Worksheer Global Default Direc-
. wry comrmand; There is no directory with the name you entered. (1-2-3 does record

the new directory name in its internal memory. It will save this divectory name in

123.CNF when you issue a /Worksheer Global Drefanlt Update comand, even

e
‘z.

though the directory does not curzently exist.)

1-2-3 Q.uick:Reférence :

1. On page 4, references to “‘Drives" and “Drive”
should read “‘Diirectories’” and “Directory’.

undcr the Configure option

2. On page 7, references to siring in the /XL md /XN commands shou]é read
. TESSAgE.

"Notes on “Getting Started”’

1. Step 3 (page iii) should be performed only xf you are running 1XOS 1,10 ané VOUT -
* systerst has more than 320K of main memory.

2. Lotus ships the 1-2-3 program diskettes without write-protect tabis. You may
wish 1o place a write-protect tab on each diskette after processing it {i.e., after step 4
ar step 3. _

3. The 1-2-3 Tutorial DPisk s not a 5yslem.or bootable disk. Don’t process the 1-2-3
Tutorial Disk with the INSTALL command (step 3, “Transferring DOS Pro-

. grams”’). However, you still must perform the “Installing 1-2-3 Drivers™ procedure,

To start the Tuterial program, place the disk in Drive A, make sure t]m Drive A is

| tbf: defavlt drive, and issue the command

TUTOR +*

Note that this Lhange affects page 5 Gi the User’s Manual, too. You wili net be able
to start the computer using the Tutorial Disk,

R

@

*"_june i4, 1983

A Special Note to Hard Dlsk Users

This section presents addirional information for those using an IBM Personal C‘omA
puter with a hard disk (mclm ing the X madel), This information supplements the
hard-disk instructions included in Getting Started””.

The Golden Rule: Once you have installed DOS programsé and 1-2-3 dmurs on
your hard disk, it effectively becomes your 1-2-3 Systemn Disk. In Lotus docuimenta-
tion, interpret most refecences 1o the 1-2-3 System Disk as references to the hard
disk.

There are some exceprions, though: :
A. When the 1-2-3 program beglsis execution, the diskette labeled 1-2-3 Spstem Disk -
must be in the first diskette drive (usualiy dengnﬂted Dr;\.e Al

B. 1f your hard disk is not Drive A, it may not be capable of starting (bootstrapping)
the computer. n this case, instructions to start the cumputer with the 1-2-3 ‘systam
Disk are not appropnatc — start the computer with your DOS disk,

For hard disk users, there are a fow extra wrinkies involved with swep 5,
*“Pstablishing 1-2-3's Standard Procedures’”. This step alters 1-2-3"s configuration file.
(You transfer this file wo the hard disk in step 3.} As delivered by Lotus, this file
refers to Drive B, which may not even exist on your system!

Here’s what will happen. The first time you use 1-2-3, you will receive the ioﬂow-

Jing DOS message when you clear the 1-2-3 logo from the séreen:

Insert disketze for drive B: and strike
any key when ready

{05 lets your single dzskettc drive act as Drwe A sometimes, and as Dnve B at
othcr times.)

qu the /Waorksheet Global Default command to change the D:m:wry aemng from’
B:\ to the dlrectury in which you wish to store 1-2-3 data files, e.g. C:\. Be sure to

Upcfatt'
Similarly, vou will need to chinge the configuration file of the PrimiGraph program
when you first use e, initially, PrintGraph assumes that Pictures are stored on a disk -
in Drive B and that Fonts are stored on a disk in Drive A, See the 1-2-7 User’s Mansal

for details. .
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N-McDUFFIE co

LTORS ® MORTGAGE BANKERS m INSURANCE ® PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 94705

(415) 845-0200 sk

File #

Dear Borrower:
Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-

formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
._ correct address or notify us if there has been a job change.

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78




For more information, use the
interactive Help facility (press the
F1 key) and consult the 1-2-3
User’s Manual,

33001-01

Copyright & 1982, 1983 LOTUS Development Corporation
Al rights reserved

1-2-3 Commands
W orksheet Commands

Global
Format
Label-Prefix
Column-Width
R ecalculation
Protection

. Drefault

Insert

Delete
Column-Width
Erase

Titles
Window
Status

Overall worksheet settings
Number/Formula display
Alignment of labels

1-72 characters

Formula recaiculation proceduzes
Enable/Disable cell protection
Standards for printing, current disk
Create empry rows/columns
Eliminate rows/columns

1-72 characters

Erase worksheet and settings
Freeze rows/columns onscreen
Spliz/Unsplit display window
Display global settings

/Range Commands

Format
Label-Prefix
Erase
MName
Justify

Protect

Unprotect
Input

Number/Formuls display
Alignment of labels
Erase cell entries .
Maintaln set of names for ranges
Adjust width of label *'paragraph™
Disallow changes to cells

{if Protection Enabled)
Allow changes 10 cells
Restricr pointer to unprotected cells

/Copy Command

Copy cntries 1o new location(s)

Move Command

Move entries to new location

/File Commands

Bave
Hetrieve

Combine

Store entire worksheet in worksheet file
Restore data from worksheet file

Incorporate (part of} worksheer file into
current worksheet:

metheds: Copy, Add, Subrract

use Entire-File or Named-Range only




MasoN-McDUFEFIE co

’TORS ® MORTGAGE BANKERS m INSURANCE @ PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 84705

(415) 845-0200

Date

File #

Dear Borrower:
Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-

formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change.

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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/File Commands (continued)

Xiract

Efﬂ.se
List

Import

Dhisk

Store range of entries in worksheet file:
save Pormulas or current Values only

Erase one of more 1-2-3 datafiles

List mames of 1-2-3 datafiles, report disk
space

Incorporate print file into worksheet:
treat Jines as Text or as Numbers and
quoted text

Change current disk assignment

/Print Commands

Printer vs. File

Range

Line

Fage

Options
Header, Footer
Margins
Borders

Setup
Page-Length
Other

lear
Align
Go

Ditect output to printer ar prins file
Range to be printed

" Advance priater one Jine

Advance 1o top of next page
Page formatting
Set page header/footer line

" Left, Right, Top, Bottem

Graft extra columns/rows 1o print
Range

Set printer-control characters

Set namber of Lnes -

As-Displayed vs, Cell-Formulas:
Printing of formula texts
Usformarted vs, Formatted:
Suppress beaders, footers, page breaks

Cancel print sertings

Reset line-number counter to 1

Print the selected range

/Graph Commands

Type

XABCDEF

Reset
View
Save
Options
Eegend
Format

Titles
Grid
Scale

Select graph type

Set graph data ranges

Cancel graph settings

Display graph

Save graph image in graph file {.P1C)

Enter graph legends (A-F)

Set method of displaying Line and XY
datz: Lines, Symbols, Both, Neither

Enter title text: axes, graph

Overlay with horizonral/vertical lines
Set/Format nuimeric axis scales

Color vs. B&W
Data-Labels
Name

Display method
Range of entries to labe! data points
Maintain set of names for groups of
graph settings:

Create, Use, Delete, Beset

/Data Commeands

Fili
Table

Sort
Dhata-Range
Primary-Key
Secondary-Key

Reeset

Go
Query

Enput

Crirerien

Gutput
Find

Exrract

Unique

Drelete

Reser

Dhistribution

Enter number series in 2 range

Tabulate formula values as Input entries
vary

Sort data records

Ser range to sort

Set first column to sort on

Set second (“‘tichrezker’") columm to
sart on

Cancel sort settings

Perform the sort

Select data records from: a datsbase

Range containing database

Ruange containing record-selection
criteria

Range to receive copies of records

Highlight selected records
(Input, Criterion ranges reguired)

Make (partial) copies of selected records -
(input, Critericn, Output ranges
reguired}

Make {partial) copies of selected records
— no duplicate copies {Input,
Criterion, Output ranges required}

Delete selected records
(Input, Criterion ranges required)

Cancel query settings

Calculate frequency distribution

/Quit Command

End 1-2-3 session (Be sure to save your
work first!)

AT g AR g B g S e 5 e M S




MAsON-McDUFFIE .

LTORS ® MORTGAGE BANKERS uw INSURANCE 3 PROPERTY MANAGERS
50 Telegraph Avenue, Berkeley, California 94705

(415) 845-0200

Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable
to establish the amount of assistance you should receive until the follow-
ing information is provided.

Recertification Form for Family Composition. (Complete according to
the attached instructions.)

Request for Verification of Employment. (Complete according to the
attached instructions.)

Income Verification Form. (Sign, date, and include the name and
address of your income source in the upper left hand corner.)

Address for
(Verification was returned by Post Office).

Confirmation of the income source circled on attached copy of your
form. They have stated that you are not employed by them. Please
check for the correct address or notify us if there has been a job
change.

Name and social security number of the person whose social security
account pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please
use the back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 1/78




GRAPH Program

Commands
Select Select graphs to print
Options Formatting options
Color Colors for parts of graphs:
Grid Gridwork and text
ABCDEF Datarange (A-F):
Black Red Orange Yellow
Green Blue Purple Brown
Font Type fonts:
1 Font for first line
2 Font for rest of graph (if omitted,
Font 1 used)
Size Size and placement of graph
Full vs. Half One or two graphs per page
Manual Adjust size settings manually:
Left, Top Margin
Width, Height  Overall dimensions
Rotation Clockwise rotation of image
Pause Pause between printing graphs
Eject Page eject between printing graphs
Go Print the selected graphs
Configure Configure GRAPH to system hardware
Files Drives to search for data files
Pictures Drive to search for Picture (graph) files
Fonts Drive to search for Font files
Device Graphics printer:
1: Epson single-density
2: Epson double-density
3: IDS Prism 4: HP 7470A plotter
Page Default page size
Length Default page length
Width Default page width
Interface Interface for graphics device:
two parallel, two serial
Save Record configuration in GRAPH.CNF
Reset Resets ‘‘unsaved'’ configuration settings
to default
Align Make current paper position *‘top of
form’’
Page Advance paper to top of next page
Quit End GRAPH program
4

Function Keys

F1: Help Display Help screens — press [Esc] to return
to Ready Mode

F2: Edit Switch to/from Edit Mode for current entry

F3: Name (Point Mode only) Display menu of range
names

F4: Abs (Point Mode only) Make/Unmake cell
addresses “‘absolute’’

F5: GoTo Move cell pointer to a particular cell

F6: Window  (Split-screen only) Move cell pointer to other
window

F7: Query Repeat most recent Data Query operation

F8: Table Repeat most recent Data Table operation

F9: Calc Ready Mode: Recalculate worksheet
Value and Edit Modes: Convert formula to
its current value

F10: Graph Draw graph according to most recent

graphing specifications

Names for 1-2-3 Data Files

Names assigned to 1-2-3 worksheet, print, and graph (picture)
files may be at most eight characters long, and must consist of
these characters only:

BB .. T
ab..z
01,9

— (underscore)

Notes:
1. Uppercase and lowercase letters are equivalent.

2. Don't try to enter a filename extension. 1-2-3 automatically
uses these extensions:

.WKS worksheet file

.PRN print (text) file

.PIC graph (picture) file
3. To specify a file that is not stored on the current disk, use a
disk prefix:

C:SALESFIG B:JAN_JUN




MAasoN-McDUFFIE co

QLTORS B MORTGAGE BANKERS & INSURANCE ® PROPERTY MANAGERS
50 Telegraph Avenue, Berkeley, California 94705

(415) 845-0200

Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable
to establish the amount of assistance you should receive until the follow-
ing information is provided.

Recertification Form for Family Composition. (Complete according to
the attached instructions.)

Request for Verification of Employment. (Complete according to the
attached instructions.)

Income Verification Form. (Sign, date, and include the name and
address of your income source in the upper left hand corner.)

Address for
(Verification was returned by Post Office).

Confirmation of the income source circled on attached copy of your
form. They have stated that you are not employed by them. Please
check for the correct address or notify us if there has been a job
change.

Name and social security number of the person whose social security
account pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please
use the back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 1/78
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Keyboard Macros —
Names for Special Keys

(uppercase and lowercase letters equivalent}

Control and Editing K.eys_:

- Entes] key

{Esc} [Enter]

{BS} IBackspace}

{Del}

{7} Pause und] user presses [Enter] key

Pointer-Movement Keys

{Up} {Down} {Left] {Right}
{Home} {End} {PgUp} {PgD=n}

Function Keys

{Edit} F2 {GoTo} F5 {Table} F8
{Name} F3 {Window} F6 {Cale}  F5
{Aabs}  F4 fCuery} ¥7 {Graph} F10
/¥ Commands

FXXformule— ... If-Then

I the formuls is TRUE (i.e. has 2 non-zero value), continue
reading keystrokes in the same cell. If the formuls is FALSE (ie.
zero}, continue reading keystrokes in the cell below, Be sure to
follow the formula with a dlde character.

X Glocation ~ Go To

Continue reading keystrokes at location, Specify a ceil address, 2
range, or & range bame zs the location. 1-2-3 immediately aban-
dons the current cell and contisues reading kevstrokes at the
specified cell {or the upperieft corner of the specified range).

1XQ Quit

1-2-3 erases the CMD indicator from the upper right corner of
the screen and returns to Ready Mode,

JEM location ~
1-2-3 allows the user to make 2 menu cholee, and branches on the
user’s choice, 1-2-3 constructs the menu from the mene sange

whose upperleft corner is location. As above, location may be 2 cell
address, range, or range name,

Process a Meou

@ Functions

Mathematical Functions

@ABS(x) Absolute value of =

@ACOS() Arc cosine

@ASIN(x) Azc sine

@ATAN(x) 2-quadrant arc tangent of y/x
@ATANZ(x,y) 4-quadrant arc tangent

@CO8(x) Cosine

@EXP(x) Exponential

@INT(x} Integer part

@LN(x) Log base

ELOG(x) Log base 10

EMOD(x.1 x mod y

@rl 7 o= 3.141592655589794
@RAND . Random pumber between 0 and 1
@ROUND{x,n) Round number x to » decimal places
@SN () Sine

@SQRT(x) Square Toat

GTAN(x) Tangent

Logical Functions

When determining the truth value of 2 formula, 1-2-3 considers
any mon-zero value to be TRUE. Only 0 iselfl is FALSE.

@FALSE 0 (FALSE)

@TRUE 1 (PRUE}

@1F{cond,x,y) x if cond is TRUE {non-zero)
y if cond is FALSE (zerc)

GISNA(x) i (TRUE) if x = NA

@ISERR(x) 1 (TRUE) if x ~ ERR

Special Functions

@NA NA {rot available)
@ERR " ERR ({error)
@CHOOSE(x,vl01,.., uN)  Select value

@HLOORUP(x, range, offses)
@VLOOKUP{x, range.offse)

Table lookup with index row
Table lookup with index
colusn
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MAasoN-McDUFFIE co.

QLTOHS ® MORTGAGE BANKERS ® INSURANCE ® PROPERTY MANAGERS
50 Telegraph Avenue, Berkeley, California 94705

(415) 845-0200

Date

File

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable
to establish the amount of assistance you should receive until the follow-
ing information is provided.

Recertification Form for Family Composition. (Complete according to
the attached instructions.)

Request for Verification of Employment. (Complete according to the
attached instructions.)

Income Verification Form. (Sign, date, and include the name and
address of your income source in the upper left hand cormner.)

Address for
(Verification was returned by Post Office).

Confirmation of the income source circled on attached copy of your
form. They have stated that you are not employed by them. Please
check for the correct address or notify us if there has been a job
change.

Name and social security number of the person whose social security
account pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please
use the back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department

LA 730 1178

Reserves Administration Department




Financial Functions

@TR R {puess,range) Internal rate of return
@NPV{(x,range) MNet present value
@FV {prm,int,term) Future value

@GPV {pmi,int, term) Present value

@PMT(prms, int, tersm) Payment

Date Functions

Use these funciions 1o generate the absolute number by which
1-2-3 identifies particular days {e.g. 30802 = April 30, 1984).
Then, use any of the three date numeric display formats {/ Range
Format command) to make the number appesr in date form {e.g.
30-Apr-84), :
@DATE(yr,mth,day)  Number (1..36525) of specified day
@BDAY (yr,mth,day) Day (1..31) of specified day
@MONTH(yr,mih,day) Month {1..12) of specified day
@YEAR(yr,mth day) Year {00..99) of specified day
@TODAY Today's number

(=.g. Nov 11, 1983 = 30631)

Statistical Functions

@COUNT(ish Number of zrgument values
@SUM(lisr) Sum of values

@AVG(lisy Average value

@MIN(fix) Miminum value

@MAX fist) Maximum value

@STD(ist) Standard deviation {““N’* method)
@VAR(lisf Variance (*'N'" method}

list: any pumber of arguments, separated by commas. Use any
type of argument: number, formuls, cell address, range specifica-
tion, or range Dame.

Note: Blank cells in & range are ignored. Label entries are
equivalent to the pumber zero.

Database Statistical Fanctions

These counterparts to the statistical functions operate on par-

ticular fields of records selected from a database. The selection

process is exactly the same as with the /Date Query command:
@Dxxxx(inp_range col_offser,erit_range)

@ The inp_range asgument identifies the Input range — the
database itself.

‘ﬁj

& The ¢rit_range argument identifies the Cricerion range.
Together, these two ranpes determine a set of selected records.

® The col_offset argument identifies the field (column) of the
selected records to be used in the statistical analysis (leftmost
ficld = 0).

@DCOUNT Field count

@DSUM Field sum

@DAVG Field averapge

@HDMIN Field minimum

EPMAX Field maximum

@PSTD Field standard deviation {"N"’
method)

BDVAR Field variance {*‘N"" method)

Note: Blank cells in a range are ignored. Label entries are
equivalent to the number zero.

Arithmetic and Logical
Operators
Operations with larger precedence numbers are performed first,

unless overridden by parentheses. Operations with  equal
precedence are performed left-to-right.

Operator Precedence #
A Exponentiation 7
+ Positive &
- Negative &
. Multiplication 5
i Division 5
+ Addition 4
- Subtraction 4
- Equals 3
< Less than 3
= Less than or equal 3
b Greater than 3
= Greater than or equal 3
< > Not equal 3
#NOT? Logical not 2
#AND# Logical and 1
#OR# Logical or 3
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MAsON-McDUFFIE co

?LTORS # MORTGAGE BANKERS ® INSURANCE & PROPERTY MANAGERS
50 Telegraph Avenue, Berkeley, California 94705

(415) 845-0200

Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable
to establish the amount of assistance you should receive until the follow-
ing information is provided.

Recertification Form for Family Composition. (Complete according to
the attached instructions.)

Request for Verification of Employment. (Complete according to the
attached instructions.)

Income Verification Form. (Sign, date, and include the name and
address of your income source in the upper left hand corner.)

Address for
(Verification was returned by Post Office).

Confirmation of the income source circled on attached copy of your
form. They have stated that you are not employed by them. Please
check for the correct address or notify us if there has been a job
change.

Name and social security number of the person whose social security
account pays benefits to your children:

Name Social Security #

For (Child) Social Security f#

If you need additional space to answer any of the above requests, please
use the back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department

LA 730 1/78

Reserves Administration Department
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Numeric Display Formats

Each cell has 2 numeric display format that is independent of
the cell’s contents. In an empty worksheet, all cells have the
General format.

I"Worksheet Global Format: Sets global numeric format,
which 1-2-3 uses for all cells not processed with a /Range Format
command.

{Range Fermat: Changes the numeric format of all cells in 2
range. The /Range Format Reset command returns the cells to
using the global numeric format.

General 34.007 - 689.123
{as many decimal places as needed)
Fixed 4 —-689.12
Scientific 3408+ 01 -6.89E+02
Currency §34.01 (5689.12)
s (Commma} 34.01 {689.12)
+f‘— LER RN TR R
{horizontal bar graph: asterisks indicate
value is too large)
T P
These cells display 3.45 and - 3.21.
Percent 3400.70% - 68912.30%
Date-1 03-Feb-0) e
Dhate-2 03-Feb pEaer
. Date-2 Feb-00 e

{Tn Date formats, the number indicates
days since beginning of centu

{1 = 01-Jan-00]. Asterisks sz'aw that
negative mumbers are meaningless as dases.)

Text 34,007 ~689.123
(Numbers are displayed in General formar,
Ferriula text dppears insiead of value.)

Notes:

1. Fixed, Scientific, Currency, JfCommia}, Percent formats: You
may specify any number of decimal places between 0 and 15, The
examples above all show 2 decimal places.

2. In General formae, 1-2-3 automatically displays very large and
very small numbers in sclentific format.

10

o e g R o R 0 ARG AN b e A ST AT e A A R0 B

b

et et

1#5

Label Alignments

Labels are aligned zccording to their label-prefix characters. You
cannot assign a label format to a cell itself, only to its label entry,

Labef-Prefix Aligzment
" (apostrophe) The * prefix left-aligns.

" {double-guote} The * prefix right-aligns.
A fearer) The # prefix centess,
™ (backslash) t=t=+t=t=t=+=4=

fentering \+ = creates a repeating label)

fWorkshee: Global Label-Prefix: Sets global label-prefix,
which 1-2-3 automatically adds to any label entered without 2
prefix.

/Range Label-Prefix: Changes the label-prefix for all labels in 2

range.
Long Labels: i 2 label is too long to Bt in its cell, 1-2-3 left-

_aligns it and borrows space from empty cells to the right, in order

to display as much of the label as possible.

Entry-Editing Keys
Value Mode and Label Mode

[Backspace} Erase character preceding cursor
[Esc} Erase entire entry

F2 [Rdi] Switch to Edit Mode

F% [Calc] Convert formula to its value
iCtrlj-[Break]  Erase entire entry

Edit Mode

[Backspace} Erase character preceding cursor
[Del] Erase character at cursos

{Esc] Erase entire entry

Erase entire entry

[Cerl]-[Break]

F2 [Edit] Return o Value or Label Mode
F9 [Calc] Convert formula to its value

- Move 1 character left

— Move 1 character right

- Move 5 characters left

- Move 5 character right

{Home] Move to first character

{End] Move to last character

i1
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MAasoN-McDUFEIE co

QLTORS # MORTGAGE BANKERS ® INSURANCE ®m PROPERTY MANAGERS
50 Telegraph Avenue, Berkeley, California 94705

(415) 845-0200

Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable
to establish the amount of assistance you should receive until the follow-
ing information is provided.

Recertification Form for Family Composition. (Complete according to
the attached instructions.)

Request for Verification of Employment. {(Complete according to the
attached instructions.)

Income Verification Form. {Sign, date, and include the name and
address of your income source in the upper left hand corner.)

Address for
(Verification was returned by Post Office).

Confirmation of the income source circled on attached copy of your
form. They have stated that you are not employed by them. Please
check for the correct address or notify us if there has been a job
change.

Name and social security number of the person whose social security
account pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please
use the back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
. Reserves Administration Department

LA 730 1/78
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Indicating Cell Ranges

i. Type addresses of two opposite corner cells.
D5.F48  Hi1.AL7 I97..A1

{use one gr more

oo

characters to separate addresses]

2. Expand the cell pointer to cover the range,

[Home]
{End| arrour-key

[End] [Home}
Fé [Wmdow)
{Esci

[Backspace]
[Period]

fCtrl}-[Break}

Move 1 cell left

Move 1 cell right

Move 1 page left

Move 1 page right

Move to apper left corner

Mave in indicated direction to boundary
between empry black and non-empty
block

Move to lower right corner of active area

{Split-screen only) Jump ro current cell in
other window

Unexpand pointer and rerurn o anchor cell

Unexpand pointer and return to enrrent eel]

If not anchored: Anchor pointer on the cell
If anchored: Shift free cell to next corner of
range

Cancel operation — return to Ready Mode

3. Use a range name that you have previously created.

® In a formula: Type 2 range name.

® Ara command prompt: Type a range name or Press F3 {Name] to
display 2 menu of all range names, then select one.

Range names up ¢ 15 characters long {uppercase and lowercase
letters equivalent) are created, altered, and deleted with the
/Range Mame command. Do not create range names that are the
same as cell addresses (e.g. C47). Avoid using spaces and arith-
metic operator characters in range names.
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MAasoN-McDUFFIE co.

QLTORS 8 MORTGAGE BANKERS ®m INSURANCE ® PROPERTY MANAGERS
850 Telegraph Avenue, Berkeley, Calitornia 94705

(415) 845-0200

Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable
to establish the amount of assistance you should receive until the follow-
ing information is provided.

Recertification Form for Family Composition. (Complete according to
the attached instructions.)

Request for Verification of Employment. (Complete according to the
attached instructions.)

Income Verification Form. (Sign, date, and include the name and
address of your income source in the upper left hand corner.)

Address for
(Verification was returned by Post Office).

Confirmation of the income source circled on attached copy of your
form. They have stated that you are not employed by them. Please
check for the correct address or notify us if there has been a job
change.

Name and social security number of the person whose social security
account pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please
use the back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 1/78
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File #

Dear Borrower:

Some of the information you returned te us was incomplete. We are unable
to establish the amount of assistance you should receive until the follow-
ing information is provided.

Recertification Form for Family Composition. (Complete according to
the attached instructions.)

Request for Verification of Employment. (Complete according to the
attached instructions.)

Income Verification Form. (Sign, date, and include the name and
address of your income source in the upper left hand corner.)

Address for
(Verification was returned by Post Office).

Confirmation of the income source circled on attached copy of your
form. They have stated that you are not employed by them. Please
check for the correct address or notify us if there has been a job
change.

Name and social security number of the person whose social security
account pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please
use the back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 1/78
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Getting Started

This booklet contains important
information and directions that
you must follow before using
1-2-3 for the first time. Included
are procedures for transferring
the operating system and install-
ing “drivers” onto the 1-2-3
diskettes,

Follow these instructions care-
fully before you first use 1-2-3 on
YOUTr conmputer.

The procedures in this hooklet
have been excerpled from the “Get-
ting Started"” section at the be-
ginning ot the User's Manual.
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Transferring DOS Programs

"This procedure makes cach of the 1-2-3 disks
capable of starting your compuier {also
known as bootstrapping or booting!. Foliow
these instructions carefully before you use 1-2-3
for the firse time.

Two-Diskette System
Foliow these instructions if your svstem has
two diskette drives,

1. Take the Lotus disks—all five of them—
from the sealed envelope in which they are
shipped. (Firat, read the License Agreement
printed on the envelope.)

RBefore starting vour computer using the DOS
disk supplicd by IBM, vou may wish to {irst
consuit the "DOS 1,10 and DOS 2.007 scetion
on pagz 5 of this bockict,

2. Place the DOS digk in Drive A {on the
left}, close the door, then turn on electrical
power. After a short time, during which the
systemn tests itself, vou will be prompted to
enter the current date and time. Herd's what
vou would tvpe at 4:23 PM oon June 16, 1983

Current date is Tue 1-07- 195

Enter new date: 6-16-83

Current tume 15 0:00:07 .68

Enter new time: 16:23 «
NOTE. Use the « key to end cach enty.
Separate the three parts of the date
with hyphens, Separate the three parts of
the time with colons. Both the minutes and
seconds parts are optional.

The DOS command prompt appears:
A

ning DOS Revision 110,

3. Make sure the DOS disk 1= in Drive A {on
the left). You may wish to use a copy of the
original DOS disk, since vou will be chang-
ing two files on ths disk.

Place the 1-2-3 Udility Disk in Drive B, Type
the following command:
BRIXDOS

This corrects errars in the DISKCOPY.COM
and DISKCOMP.COM programs, which are
used by the Lotus Access System’s Disk
Manager.

4. Remove the write-protect tab from the
1-2-3 System Disk. Then place the disk mn
Drive B {on the right] and close the doon

5. AL the A prompt, tvpe the following
comrmand:

B:INSTALL
Do not wype a space after the colom. A message
appears, asking you o make sure che disks
are loaded correctly. Do so, then press any kev
to continue. A message appears when the
process is complete-—it takes less than a
minute.

6. Wait for the disk drive lights to go off, then
remove the 1-2-3 System Disk from the drive
and rerurn it to its protecrive sleeve, (Don't
bother o install a write-protect tab—the
next step, “Installing Drivers”, also writes new
information on this disk.)

7. Repeat steps 4 through 6 for the other
three diskettes in the 1-2-3 package:
1-2-3 Sysrem Disk (backup copy)
1-2-3 PrintGraph Disk
1-2-3 Utility Disk

a2
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8. Remove the DOS disk from Drive A and
return it to its protective slteeve,

The 1-2-3 diskettes are now ready for the driver
instatlation step, described on page 6 of this
hookler.

Hard-Disk System
Follow these instructions if vour systemn has
a single diskette drive and a hard disk.

1. Take the Lotus disks—all five of them— from
the sealed envelope in which they are
shipped. {First, read the License Agreement
prinsed on the envelope.)
2. Start vour computer, entering the date and
time. (For help, see step 2 in the preceding
seetion.)
3. Make the hard disk the default drive. For
instance, if the hard disk is Drive C, issue
the following DOS command:

Crowd
4. Place the 1-2-3 System Disk in the diskette
drive and close the door.
5. If you have previously ranstferred the DOS
files o the 1-2-3 System Disk, issue the follow-
ing commands at the DOS prompt:

ERASE x:COMMAND.COM &

{x = AB.C, etc. —the diskette drive)

ERASE x:FORMAT.COM +

ERASE x:CHEDSK.COM «

ERASE x:DISKCOPY.COM <

ERASE x;DISECOMP.COM

&. Issue the following DOS command:
COPY x5 % o
ix = AB,C, ete, —the disketee drivel

SR |

7. Repeat steps 4 through € for these other
diskettes in the 1-2-3 package:

1-2-2 PrintGraph Disk

1-2-3 Utility Disk

1-2-3 Tutorial Disk {optional)

8. The following files alse must reside on
the hard disk. Thesc files are used by the Lotus
Access System’s Disk Manager:
FORMAT.COM CHEDSK COM
DISECOPY.COM  DISKCOMPCOM
I{ any of these files are not already on the
hard disk, place the DOS disk in the diskette
drive, then issue one or more COPY
rommands. For instance, the following com-
mand capies the FORMAT program from
diskette drive A onto the hard disk:
COPY A FORMAT.COM  «

{Perform step Qonly 1f your svstem has more
than 320K of main memory and you are run-
nrng DOS Revision 1.10.)

9. Place the 1-2-3 Wility Disk in the diskette
drive, Type the following command:
xFIXDOS +

x 0 ALBLC, eto.—the diskette drivel
This corrects errors in the DISKCOFY.COM
and DISKCOMP.COM programs, which are
uscd by the Lotus Access Systemy's Disk
Manager,
The hard disk is now ready for the driver in-
stallation step {page 6 of this booklet},

You may use either Revision 1.10 or Revision
200 of the DOS aperating system with 1-2-3,
These two revisions of the operating syslem
are noy entirely compatible, however, For in-
stanice, the “external”’ command programs
(e.g. FORMAT.COM) are not the same for DOS
Revision 2.00 as for DOS Revision 110,
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For this reasen, we recommend that vou run
1-2-3 and the Lotus Access System only under
the revision of the operatng system that you
install on the 1-2-3 disks {or on your hard
disk). For instance, if you have copied DOS
2.00 files onto the 1-2-3 disks, don't execuie
1-2-3 under DOS 1.10 control.

Upgrading From DOS 1.10 To DOS 2.00, 1f
vou intend to run 1-2-3 under DOS 2.00 but
vou have previously used DOS 1,10, you
must perform the installation procedure de-
scribed in this secrion again, using the DOS
2.00 diskette. This ensures that the Lotus Ac-
cess System will have access to the proper
DOS “external” command programs.

Installing 1-2-3 Drivers

In most cases, a personal computer is not a
fixzed, standardized set of equipmcent. Rather,
it resembles & component stereg sVSLET — you
cant mix and match hardware comnponesits w
sult your necds.

To accommadate 1-2-3 0 your particular
hardware setup, vou must install on the 1-2-3
disks several small "satcllise” programs, called
drivers. A set of driver programs is provided
on the 1-2-3 Utilivy Disk. Each driver is stored
in a separate file. All driver filenames have
the cxtension DRV

Which drivers should you install? You have
just a {few choiees, which are detailed below.
The procedure that follows includes instruc-
tions both for two-diskerte systems and for
hard-disk systema.

1. Make sure the computer is started and that
vou have the DOS Ay command prompt.
(Starting the system with the DOS disk is de-
scribed in the previous section, “Transferring
3OS Programs™.)

&

By

2. Place the 1-2-3 Utility Disk in one of the
diskerte drives, which we will call the source
drive.

The other disketie drive will be the target drive.
The driver installation procedure copies the
drivers from the disk in the source drive to the
several disks that vou place, one by one, in

the target drive.

Hard Disk Installation: If your system hax only
& single diskette drive, you will be using the
hard disk as the target drive,

3. Make the source drive the defavlt drive. For
instance, i you placed the Unhity Disk in
Dirive &, issuc the DOS cormmand

Al e

4, tssue a driver instailation command, con-
sisting of two words:

The first word must be cne of the instatlation
choices described below. The word vou chioose
determines which sct of drivers will be cop-
ied from the Utilivy Disk onto the other Lotus
disks.

The second word specifies the target drive
This word must consist of a single leter (A, B,
(. ctel), Ioliowed by a colon character ol
Hard Disk Instaliation: Specify the hard disk
as the target drive.

Installation Choices

iIn all cases, x: specifics the target drive.)

7} 1f you have the monochrome IBM Perscral
Computer Display with the alphanumeric
adaptzr (no graphics capability], issue
the command:

MONO x: «
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[0 1f you have the monachrome IBM Personal
Computer Display with the Hercules
graphics card, 1ssue the command:

HERCULES x: «

O If you have a graphics display with the
color/graphics adaprer, issue the
command that describes your graphics
monitor;

COLOR x: o 0or B&W x: &

(7 1f you have a two-screen svstem—both a
monochrome display and a graphics dis-
play —issue the command:

BOTH x: +

1 T you have a COMPAQ Portable Comput-
cr, issue the command:

COMPAQ x: <

Examples:
MONQO B: « MONGO instailation using
Birive B as the target.
HERCULES 7 « HERCULES installation
using Drive O as the target.
BOTH A: « BOTH installation using
Dirive A as the target,

A series of messages will instruct you to place
the remaining Lotay disks, one by ong, in

the target drive. Fallow these directions care-
fullv. After each disk has been processed,
replace its write-protect tab and put the disk
in its protective sleeve.

Hard Disk Installation: In the preceding scc-
rion, vou were instructed w copy all the 1-2-3
programs to a single disk, the hard disk.
Thus, the drivers need be copied from the Unl-
ity Disk only once. You will be prompted to
interrupt the driver installation procedure at
the appropriate time.
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4. On_page 317, before “Preparation of the Hard Disk”, add:

Mote. Some hard disks use procedures that can result in 1-2-3 incompatibility. In
particular, do not attemypt ty install any son-18M operating systern on the 1-2-3 Sys-
tem Disk. For assistance with installation of 1-2-3 on hard-disk systemns, call che
Lotus Customer Support staff.

5. On page 299, before “Leaving GRAPH”, add:

When printing several graphs at once, some printers experience a data-buffering
problem, which resuits in a **Printer not ready’” error. If you have this problem, call
the Lotus Custorner Support staff, :

6. On page 243, ar the end of the second paragraph, add:

If a data range includes values chat vary widely (e.g. 10, 20, 30, 1000000, 2000000),
hars representing the large values may not be displayed at all.

7. On page 292, replace the wable ar the top of the page with: .

1 Single density (120 x 72 dots per inck) Epson MX-80, FX-80, or
MX-100 Printer

2 Double density (120 x 144 dots per inch): Epson MX-80, FX.80, oz
M¥-100 Printer; 1BM Graphics Printer

3 84 x 84 dots per inch: Integral Data Systems Prism Printer or MicroPrism
Printer

4  Pen plotter: Hewlett-Packard 7470A Plogter

8. At the bottom of page 220, add:

When the Criterion range includes a formula  criterion (e.g.
+ CREDIT > 575) and the fitst record in the database satisfies the criteria;

& 1.2.3 deletes the first record and replaces relevans cell addresses with ERR
{e.g. +ERR>575).

® 1-2-3 stops — it does not delete any other records that satisfy the eriteria.

Tn order to avoid this situation, make sure that the first record in the database
(Input range) will not be deleted before you issue this command. One plan
might be to install 2 **dummiy’” record at the beginning of the database that
will never be deleted.

8. In Figure 57 on page 92:

Exchange the **Press [Esc]’" and *‘Press [Backspace]”” callonts, Exchange the **Back
to anchor cell’* and “Back to currens cell”” callouts,

N ;-

Update

March 25, 1983

1-2-3 runs under Revisien 1.10 of DOS. Revisions 1.0 and 2.0 of DOS are
not compatible with the 1-2-3 enclosed in this package.

This update to the 1-2:3 User’s Manuz{ contains information that couldn't be included
in the manual itself, due to vur printing deadlines. We suggese that you read this in-
formation carefully, maks notations on the appropriate pages of the magual, thea file

this Update at the back of the binder.

1. At the end of page 142 and in the “NOTES” section ai the top of page 173, add:

There is no simple relationship between the amount of main memory 2 worksheet
oecupies (as reflected in the /Worksheet Status Available Memory statistic) and the
size of its worksheet — WKS — file {as ereated with /File Save).

2. On page 320, the last sentence of the paragraph numbered 7 should sead:

For a \WKS to .DIF translation, use only worksheet files created with the /File Save
commiand,

3. At the botiom of page 320, add:

Nore. The VisiCale functions @CHOOSE, @NOT, @OR, and @AND will not
Ye translzted 35 formulas. When it encounters one of these functions, Translate
displays 4 “*Formula error’” message, reports the cell address, and translates the text
of the VisiCalc formula as a label entry.
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REALTORS ® MORTGAGE BANKERS m INSURANCE & PROPERTY MANAGERS .
2850 Telegraph Avenue, Berkeley, California 94705

(415) 845-0200 Date

File #

Dear Borrower:
Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-

formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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Dear Borrower:
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establish the amount of assistance you should receive until the following in-
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form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)
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(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78



Credits

Programn Design: Mitchell Kapor
Jonathan Sachs

Programmers:  Jonathan Sachs
George Riner R
Peter Gabel
Richard Ross

Tutorial & Help Facility: John Posner

Manual: John Posner
Steven B. Miller
Ezra Gottheil
Jeff Hill

Hlustrations: Cheri Bzell
Mary Lynn Davis

Production: Barbara Kassabian
Steven E. Miller

Project Supervision: Christopher Morgan
Product Management: Marv Goldschmitt
Editorial Support: Brian Suaing

Typeset & Printed by The CSA Press, Bedford, Ma. L

20123-01

Copyight © 1983 Lotus Development Corporation
" 55 Wheeler St, Cambridge, MA 02138
{617} 492-7171
All rights reservesd

This software product is copyrighted and all rights sce reserved by Lotus Bevelopment Cocpo-
ration. The distribution and sale of this product are intended for the use of the ariginal pur-
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that the 1-2-3 Tutorial disk may be copied and discributed without further permission from, or
payment to, Lotus Development Corporation,
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Read This First

© This section contains the information and instructions on what to do before yau start
“nr’ using 1-2-3.7 When you are finished with this section, please twrn to the Intro-

duction in the beginning of the manual to get an overview of how to use both the
manual and 1-2-3,

What This Package Contains

Make sure the following items arc all here. If anything is missing or damaged, imme-
diately return the entire package to your dealer.

2§ User’s Manual,

® 1 plastic slip-on function key template,

e 1 Customer Assurance Plan contaiming a Warranty/Registration card and 2
Reorder card.
1 Quick Reference Booklet,

Four (4) **floppy disks”” labeled

1, **1-2-3 System Disk™’

2. *1-2-3 System Disk (back-up copy}’’
3. “GRAPH Program Disk”

4. ©1-2-3 Tutorial Digk"

Hardware Requirements

To use 1-2-3 you must have a personal computer with at least 128 kilobytes of mera-
ory, two double-sided disk drives or one double-sided disk drive and a harf:l disk, a
monochrome display mobitor and/or an RGB color (or B&W) display monitor. Ad-
ditional memory np to 544 kilobytes is supported. If printing is desired, a parallel or
serial printer is required. Printers may be attached to paraliel ports 0 or 1, or to serial
ports 0 or 1. All standard baud rates between 110 and 1920 are supported.

Fill Out The Purchaser Registration Card

We doubt that anything will go wrong with the materials you have just purchased.
But, just in case, Lotus provides a limited warranty and other services, which are
described in the Customer Assurance Plan.

Please take a moment now to complete and mail the Purchaser Registration Card.

You must return this card in order to receive the services described in the Customer
Assurance Plan. In addition, returning the card will expedite any warranty claim.
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(415) 845-0200

Date

File #

Dear Borrower:
Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until.the following in-

formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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Pfepari:;g Lotus Disks for Use

In order to work properly, a piece of the IBM Disk Operating System, or 2OS, has
to be transferred onto your disks. This just takes a minute, but must be done. If you
have a hard-disk in your system, please first read the “Using 1-2-3 and GRAPH
with a Hard Disk’' appendiz.

t. Put the disk labeled “1308 1.10,"" that came with yoor Personal Computer into
disk drive A.

2. Turn on the computer. Type in the dete and time when asked, pressing
«! [Bnier] after each. Be sure to nse dashes {-} in the date and colons (1) in the time.
You will now see a prompt: A>.

3, One by one, take each of the four disks that came with this manual, remove the
““write protect’ tab from its side, and place it into disk drive B.

4, Type BiINSTALL (uppet- or Jowercase letters) and press b Wait for the com-
puter to tell you when it is dope.

If your computer has 320K or more memory, it will have trouble performing irs
own Disk-Copy or Disk compare programs. To correct this problem, you will have
to do a little more to the 1-2-3 program disk itself (the other disks don’t have to go
theough the following procedure):

§. Take the 1-2-3 program disk, remove the write-protect rab again, and place it in
disk drive A, Type FIXDOS, Wait for the computer to tell you when it is done.
R.epeat this procedure for the System Backup disk.

6. Remove the disk and replace the write protect tab except on the 1-2-3 Tutorial
Disk.

Your disks are now ready to use. For extra safety, use the Disk-Copy function of the
Lotus Access System to make copies of the GRAPH Program Disk and the Tutorial
Disk.

Preparing Data Disks

Before you create a worksheet you must have one or more data disks available so you
can save your data. You can quickly prepare, or format, new disks to use as data
disks with the Prepare function of the Lotus Access System {page 14).

1-2-3 Operating Assumptions

Out of the box, 1-2-3 makes certain assumptions about the type of equipment you
are using, the way you ordinarily want your printed copy to look, and in which disk
drive you will initially place the ““data disk”” you use to save or retrieve current files
(the 1-2-3 System disk should usually be kept in disk drive A). Unless you tell 1-2-3
otherwise, it will, by default, use this assumed configuration:

Q4

Printer,

Left Margin: 5 (spaces, or characters, from lefi edge of paper. Printing begins in
column €.}

Right Margin: 75 {spaces, or characters, from left edge of paper)
Top Margin: 2 (lines from top of page)
Bottem Margin: 2 (lines from bottom of page)
Page-Length: 66 (lines from top to bottom edges of page)
Auto-Line Feed: No
Wait (after each page): No
Interface Card: Parallel
Setup {control code} String: none
Disk. B
{meaning all data files will be stored on a data disk located in drive B)

If this fits vour needs, fine. But if you want to change any of 1-2-3’s assumptions,
you should do so the Brst time you use the System and Backup Disks. You will have
to temporazily remove the *“write protect’ tab on the side of the disk, replacing it
when you are done, The “Configuring 1-2-3"" appendix explains how this is done.

Customer Assurance Plan

At the back of this manual is the Customer Assurance Flan. It contains information
about the Lotus® warranty, our product upgrading and disk replacement policies,
and two cards: the warranty/registration card and a product replacement card,

The Introduction, which follows, gives you an overview of how this manual is
organized and the most efficient way for you to start using 1-2-3.

*1-2-3 and Lotus ate rrademarks of Latus Tevelopment Corporation. Registzation pending (115, and foreign trademark
offices.}
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2850 Telegraph Avenue, Berkeley, California 94705
(415) 845-0200 Hata
File #

Dear Borrower:
Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until.the following in-

formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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How to Start Using 1-2-3

1. Lock over the Read This First section at the beginniog of this manual. It describes
the simple steps you must take before your 1-2-3 disks will work on your personal
computer,

2. Next look at the **1-2-3 Blectronic Tutoral'” chapter on page 5. It shows you
how to use 1-2-3’s interactive on-screen Tutorial. The 1-2-3 Tutorial will allow you
to guickly leasrn how to use 1-2-3 by guiding you through 2 series of step-hy-step
lessons in which it is impossible to make a mistake!

Even if you are an experienced computer user, we suggest you run through the
Tutorial, perhaps using the special “‘speed typing'’ facility, afier reading the **Note
“to Buperienced Electronic Spreadsheet Users” appendix.

3. Unee you finish the Tutorial, you're ready to stert using 1-2-3 itself, “*Starting
Your System with the 1-2-3 System Disk,”” on page 12, provides a simple kow 0. If
at any point you become confused or forget what to do next, just press the [Help]
key: (funciion key F1) located at the top left corner of the keyboard. A helpful
message appropriate to your situation will appear on the screen. Once in Help you
can request information about other topics as well. And many Help screens have
page references to allow you to consult this manual for more information.

How to Use This Manual

This manual is a vefetence tool, designed t be used in conjunction with the 1-2-3
Electronic Tutorial and the on-line Help facility, We recommend that you not try to
read it all at one sisting. instead, after running through the Tutosial, read those sec-
tions of particular interest to further acquaint yourself with the basics of 1-2-3. Then
use 1-2-3 for a while, returning to the manual when you have specific questions.

If you have a particular problem or want to learn more sbout some aspect of 1-2-3,
there are at least six ways to quickly find the page you want;

1. Skimming the Table of Contents is a good way to get a quick overview of what
is covered by this manual, as well as where information is located.

%, The Fudex, at the back of the manual, provides s complete listing of page
references for each topic.

3. The Punctional Index, at the front of the regular Index, surnmarizes where to
find information sbout common 1-2-3 operations,

@

4. The Glossary, is a listing of the most important words used with 1-2-3. Use it to
Yook up any unfamiliar word you find in the manual.

5. Most Help screens contain page refercnces to this manual.

6. The 1-2-3 Quick Reference booklet provides both quick reminders and page
references.

The bulk of this manual is a user’s guide separated by dividers into several major sec-
tions: ‘

The Lotus Access Systern chapter explains how to start 1-2-3 runaing on yout
computer, prepace new disks for use, copy data from one disk to another, and
manage the storage files you will generate.

The World of 1-2-3 introduces you to the words, objects and concepts you will
soon learn to use: the keyboard, the on-screen display, the parts of the worksheet,
the computer and disk drives. This chapter also describes how to use the keyboard,

Basic Skills covers the general activities involved with 1-2-3, such as how to enter
information into the worksheet, use menus, obtain help, and issue commands.

Bach of the Command Skiils chapters focuses on one of 1-2-3’s commands. Fol-
lowing the narrative overview, most chapters have a series of command summaries
describing: What It Does, When To Use Ir, How To Do It, and What Happens.

The Appendices include:

e How to tell 1-2-3 what kind of equipment you are using and what operating
assumptions you want 1-2-3 to use cach time you start a session (*‘configuring
your system’’).

& An overview of 1-2-3's special *@ functions’” that provide calculating shorteus,
s A list of all 1-2-3 commands (the *‘command tree'’},

® How to use the GRAPH disk to print out copies of graphs you create with 1-2-3.
s How to convert your printer’s special control codes into 1-2-3 setup strings.

o A list of error messages and how to correct the problem.

¢ Instructions on using a bard disk.

e How to translate files generated by other programs into 1-2-3 worksheet files,
and back again.

s A Note To Experienced Electronic Spreadsheet Users.”
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Introduction

1-2-3" represents a new generation of desk-top computer pragrams. it combines the
largest and most advanced electronic worksheet yet developed with state-of-the-art
graphics and a complete information management capacity. Best of all, whether you
are an experienced computer user or a beginmer, lestning to use it is as easy
as.,.1-2-31

If you are a beginner, you can quickly learn enough to start working with 1-2-3. As
your skills increase, Lotus” 1-2-3's more sophisticated features will be waiting for
your commands. f you are an advanced user, you will find it sneets your most exact-
ing requircments.

In some ways, 1-2-3 is an evolutionary advance, combining and improving upon the
best of what is already available. In this sense, it brings together into one job what
was previously split into several. Now you need only learn one program, one set of
cominands instead of half a dozen. But 1-2-3 also represents an important leap for-
ward: its speed and flexibility allow you to combine its many functions o accom-
plish tasks previously beyond the power of 2 microcomputer. For example, 1-2-3
tuzns statistics into graphs so easily that graphing can be used as a thinking tool. You
can play out your ‘‘what if”’ projections visually, instantaneously, It's as fast
as...{what else?}. . 1-2-31

Use 1-2-3, experiment with it, even play withit. You can start using it immediazely,
to solve simple problems and perform straightforward tasks. Then, as you grow
more experienced, you'll find that 1-2-3 will keep up with you. As you find the need
te use more subtle techniques and more sophisticated data processing functions,
1-2-3 will be there every step of the way, We're sure you'll find it has everything
you would expect in 2 sophisticated business tool ~ and more.

*1-2-3 and Lotus are trademarks of Lotus Development Corporation. Registration pending (U.5.A. and foreign trade-

mark offices).
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Typographical Conventions
We use 2 few simple typographical conventions in this manual:

# When a special terins is introduced, it is printed in boldface, When a special tern
is used subsequently, it is often italicized.

& The icon @) means *‘Caution.”” We use it to call your attention to the face that
making a mistake at this particular point could cause a significant data loss,

® We ouse the icon W to call your attention to other important points.

Throughout the manual, we show the names of {-2-3 comimands with initial letters
in boldface, £.g. /Worksheer Global Colump-Widch, This is intended to remind
you that you can issue 1-2-3 commands by typing the first lecter of each command
word. For instance, you can issue the command listed above by typing:

W GC

@

Thé 1-2-3 Electronic Tutorial

We think that 1-2-3 scores just as many points for case-of-use a5 it does for
computing-power. But with any new prograrm, it is useful and encouraging to have a
helping hand.

"T'o meet this need, we have supplied you with an electronic teacher. Tutor is 2 pro-
gram that knows the ins and outs of 1-2-3 and knows how to teach them.

Tutor is 2 watchful instructor. It {we've been unable to determine Tutor’s gender)
doesn't just suggest some exercises, then watch idly as you march off some cliff. In-
stead, Tutor sits beside you as you use 1-2-3, guiding you every step of the way.

Do I Really Need to Be Tutored?

We feel that there is something for everyone in these Tutor lessons. If you're an ex-
perienced spreadsheet user, you'll probably want to browse quickly through Lesson
A, which introduces the spreadsheet concept to those unfamiliar with it. (By the
way, in 1-2-3 it's called 2 **worksheet’’.) Don't skip Lessons B - B, though. They
cover material that is unique to 1-2-3. In addition, these lessans cover areas in which
1-2-3's approach differs from that of other programs.

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

A topic-by-topic outline of the Tutor lessons appears in the *“Tutor Lessons’” section
at the end of this chapter.

Starting the Tutorial

Before starting, be sure you've prepared the Tutorial Disk according to the instruc-
tions in the “*Read This First'’ section, which begins this manual.

Starting the 1-2-3 Electronic Tutortal is very simple:

If your computer is off. Place the 1-2-3 Tutorial disk in drive A, then tum on elec-
trical powsr. .

If your computer is on. Place the 1-2-3 Tutorial Disk in disk drive. Make sure the
operating system prompt (A >} identifies the drive you choose.

Then, type:

TUTCR
and press «¢ {Enter]

Mate: Do not remove the 1-2-3 Tutorial Disk during a tutorial session!
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The Tutor Menu

Tutor begins by displaying a menu of lessons. To select 2 lesson from the menu, just
press the appropriate letter. To end the Tutor session, press the {Esc] key.

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

How Tutor Works

A Tutor lesson looks like a 1-2-3 work session. That’s because it & 2 1-2-3 work ses-
sion — not a simulation, not a demonstration. Tutor uses the lower right portion of
the screen to display instructions, including the keys you should press,

Not only does Tutor tell yon exactly what keys to press, it makes sure that you press
them. If you press 2 wrong key at any time, Tator simply beeps - you cannot pro-
ceed unless you do exactly as prompted (Exeeption: see *‘Speed Typing” below).

If you press the right key, Tutor passes it on to 1-2-3, and you see the effect im-
mediately on the screen. This means that you must focus your attention in several
places during a Tutor session:

The lower vight part of the screen: To read Tutor’s instructions and deride its feeble at-
tempts at humor.

The keyboard: To press the right keys.

The tap part of the screen: To view the effects of your keystrokes on 1-2-3, These ef-
fects show up both in the worksheet and in the control panel (see figure 4, page 21).

It may take a livtle while to get used to dividing your attention like this, Don’t
worry. Tutor i infinitely patient, and is more than happy to help you through the
lessons as many times as you wish. (Unfortunately, it tells the same bad jokes every
time.} .

Speed Typing. One of the goals of the Tutor lessons is to have you get the feel of
how 1-2-3 uses the keyboard. For that reason, we hope you'll go through the lessons
keystroke by keystroke, .

If, however, you want to pass quickly through the first few pages of a lesson, here’s
2 convenient way to do it

Mo matter what key Tutoer is telling you to press, pressing the [Space-Bar] has
the same effect as pressing that key.

Page by Page. Fach lesson is divided into pages (screens). At the end of each page,
Tutor prompis you ta make a choice: Press [Space-Bar] to proceed to the next page,
or [Bsc] to end lesson:

L @ [f you press the [Space-Bar] when Tutor displays this message at the bottom of

the page, the lesson proceeds.

& If you press the [Ese] key, the lesson ends and the Tutor menu returns, {Bsc] is in
the upper left corner of the keyboard.

The Tutor Lessons

We preseut in this section an ocutling of the topies presented in each of the Tutor
lessons. We don’t expect you to know exactly what each topie means at this point —
after al}, that's whae the lessons are for.

You'll find this section a wseful reference as you learn 1-2-3 skills. For instance, if
you've grown 2 bit “rusty’* after a long layoff, you might use the outline to decide
which lessons to review,

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

} Lesson A: Getting Started

@ The Keyboard: «, [Bsc], pointer-movement keys, [Backspace], [Del], [Caps
Lock].

# The 1-2-3 Worksheet: window, cells, cell pointer, control panel, mode
indicators,

& Moving the cell pointer

® Typing cell entries; numbers and labels

& Label alignments

® Fixing typing errors with {Backspace] and [Esc]
® Numeric formats, label formats, column-widths
® Formulas: entered by typing and by *‘peinting’’
# Automatic recaleulation of formulas

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

s Formula recalculstion

» Correcting entries: Edit Mode, [Backspace], [Del]

® {sing the on-line Help facilicy

® Setting column-widths, individually and globally

2 Formulas and @ functions”

* Global numeric display formats; numeric formats for individual cells

® Saving and retrieving workshests from disk storage

Lesson C: The Loan-Analysis Worksheet IT
& Bntering formulas: Relative and absolute cell addresses

s Making many copies st once with the /Copy command
® Copying formulas with the /Copy command

& Storing worksheets on disk

Lesson I»: The Loan-Analysis Worksheet I

® Using the /Move command to transfer cell entries

® Using the /Worksheet Insert and Dielete commands to add and efiminate rows
s Entering ‘‘repeating”” labels

e Making copies of ranges (labels and formulas)

® Using the /Data Fill comunand 1o enter a series of numbers

@ Psing the @SUM function

& Titles and Split-Window (the /Worksheet Titles and /Worksheet Window
commands)

® Building & table of results with the /Data Table command

Lesson E: Using a 1-2-3 Database

# Records, fields, and Aeld names

¢ The [PgUp]. [Pgbin} and [End] keys

# The /Data Sort command; Primary and Secondary sort keys
¢ The /Print File command

& The /Data Query command:

@ [nput range, Criterion range, Output rangs

..*g J

% Defining selection criteria; exact matches, approximate masches, numeric
comparisons, compound conditions (AND, OR)

# The Find and Extract operations

Lesson F: 1-2-3 Graphing

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

® Data ranges; multiple ranges in one graph; resetting (cancelling) ranges
o sing the X-range as axis labels and ple-slice fabels

® Titles and legends

# Printing graphs

® Graph names
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The Lotus Access System

As powerful as it is, 3-2-3 can’t do the whele job alone, 3o, to keep things running
smoothly for you, 4 number of additional programs are included on your disks, some
provided by Lotus and others installed by you {see “*Read This First”).

But don’t worry that you'll have to learn 2 whole bunch of different programs in
order to get your work done. It is true that, in the past, many microcomputer sys-
tems suffered from this problem. And, in fact, the problem has not been fully licked
yet — there still is no single computer program that addresses all your business,
engineering, and mathematical needs and also takes care of the various *‘housekeep-
ing chores’” necessary to maintain a livable data processing environment,

But Lotus has taken 2 significant step forward. We have gathered the essential pro-
grams needed to support 1-2-3 usage under a single, easy-to-use umbrella — the
Eotus Access System.

The Aceess Systermn is like 1-2-3 ieself in several ways:

# You select tasks to perform from a series of memus that both present all your op-
tions and provide a short explanation of each one,

¢ PBvery step of the way, you can press the Fi [Help] key to get more detailed
explanations.

® Procedures that erase data are protected with confirmation steps, to minimize the
likelihood of accidentally doing something youw'll lager regret,

The uet effect is that learning 1-2-3 skills also pays dividends in making the rest of
the sysiem easy to learn.

Access System Functions

Here Is an outline of the essential functions you can perform using the Lotus Access
System:

1-2-3 Functions

e Run 1-2-3 itself, :

® Print the “‘graph files’” created with 1-2-3 using the GRAPH Program disk,

& Translating files created by other programs into 2 form aceeptable to 1-2-3, and
back again.

Housekeeping Chorss

® Perform disk-maintenance functions: preparing {formatting} new disks for use in
the system, making and verifying copies, listing disk usage statistics.

¢ Perform file-maintenance functions: copying, renaming, and erasing individual
files; displaying sorted lists of filenames,

11
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In the descriptions that follow, we will describe the functions performed by each
program under the Access Systcem umbrella, For the IBM-supplied programs, we
won’t attempt to duplicate the documentation provided in the IBM Manual
“DOS — Disk Operating System’” (#6024001). Instead, we'll refer you to the ap~
propriate section in that manual,

Starting Your Computer with the System Disk

Before starting, be sure you've prepared the 1-2-3 System Disk accarding to the in-
structions in the *'Read This First” section, which begins this manual.

When you turn the computer on with the 1-2-3 System disk or Backup disk in drive
A (on the left), the compurer automatically passes control to the Access System.
First, though, it prompts you to enter the current date and time. If you have any
trouble with these entries, see **How to Enter the Date and Time®’ in the “*Starting
DOS™ chapter of IBM’s DOS manual,

If you are already in DOS and the A> prompt is visible on the screen, you can
reenter the Access System by typing LOTUS, in upper or lower case letters, and
pressing +* [Enter]. :

(If you are already in DOS and wish to bypass the Access System to go directly to
1-2-3, type 123 and press <+, This makes available a small additional amount of
memory for the worksheet.)

The Access System menu screen appears.
NOTES

1. This startup procedure is stored on the Program and Backup disks in 2 file named
AUTOEXEC.BAT. Don’t alter or erase with this file uness you wish to change the
startup procedure. (See “DOS Commands/Bacch Processing’” in the DOS manual.)

2. Tt is possible to bypass date and time entry, but we urge you to be conscientious in
entering them each time the computer prompts you to do sa. These entries allow
DOS to **timestamp”’ all the data you store, a very valuable service. You'll guickly
find that life becomes quite difficult if you can't determine when files were created.

3. Even after you start using the program you can get the computer to *“start again
from scratch” without turning the power off and on. Hold down both [Ctrl] and
-~ [Alt], then press [Del]. {The power-down-power-up method works, but you must
-+ leave the power off for at least five seconds and then wait for the system to self-test.)

Getting Help

Whenever you're at an Access System menu, you can press the F1 [Help] key to in-
 terrupt the session and view one or more help screens, This Help facility works the
 same way as the 1-2-3 Help facility, (For details, see the **Using The Help Facility”
= chapter in this manual.)

12

The Access System Menu

Using the menus in the Access Systemn is just like using 1-2-3 command menus.
There are two ways to make 2 menu choice:

1. Use the pointer-movement keys on the right side of the keyboard to put the
pointer (highlight) on your choice, then press « {Enter].

2. Type the first letter of the menu choice.
To return to an earlier menu, select Quit. \
(For details, see the **Using 1-2-3 Commands’” chapter in this manual).

Selecting 1-2-3 and GRAPH

Thiee of the choices on the Access Systern main menu pass control to the main com-
porients of the 1-2-3 system: 1-2-3 itself, the GRAPH Program, and Translste.

123, Selecting 123 brings the 1-2-3 logo on screen. Press any key to erase the logo
and then start using the program. (If you are in DOS and the A>> prompt is visible,
type 123 and press + to bypass the Access System and directly enter 1-2-3.} To
return 1o the place from which you entered 1-2-3, either the Access System ot POS,
select the Quit command. The 1-2-3 program itself is stored in file **123. EXE"". The
Help screens for 1-2-3 are stored in file “123.HLP"". Make surc not to erase or

change these files.

Once 1-2-3 ig active, do not remove the 1-—2_—3 System Disk from drive & unless the
program specificaily requests you do so.

GRAPH. This program is stored in file GRAPH.EXE on the GRAPH Program
disk. When you make this choice, the Access System will prompt you to vake out
the 1-2-3 Program disk and place the GRAPH Program disk in drive A. (To return
to the Access System menu before you change disls:s3 press {Bsc].) At the end of the
GRAPH Program session, another prompt will remind you to replace the 1-2-3 Pro-
gram disk in drive A, L

. This program allows you to transfer files between 1-2-3 and other pro-
E;:nn:.l éggr moxelzietifis sec the ‘;Tzansfcning Files Between Programs'’ appendix.

Housekeeping Chores

Two other menu choices, Disk-Mgr and File-Mgr, give you access 1o the essential
functions that maintain an orderly data processing environment.
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Disk-Mgr (Disk Manager})

There are four disk manager functions, each implemented as a separace IBM-provided
program:

Menu Choice  IBM program Purpose

Prepare FORMAT.COM Tests 2 new disk and prepares it for use

: as a “*data disk.”” Y ou cannot use a disk
that has not been *““formatted.” (This
has nothing to do with 1-2-3 ““display
formats,’y Drisks formatted this way
are nat **system”” disks,

Disk-Copy - DISKCOPY.COM Makes exact duplicates of an entire
disk. The Access Systemn restricts you
to copying from drive A to drive B.

Compare DISKCOMP.COM  Verify that two disks are exact
duplicates. Typically, you use this
function to verify the validity of a
Disk-Copy.

Statas CHEDSK.COM Checks the divectory of files on 4 disk
' to make sure there are no inconsisten-
cies {e.g., two different files lay claim
to the same “‘sector’” of data). Reports
overall disk usage statistics.

File-Mgr (File Manager)

The File Manager is a program stored a5 a file named FILEMGR.COM, provided by
Lotus. It gives you an casy-to-use way to handle individual files on your disks. When
you select the File Manager, it has you choose a disk drive te use as a source for proc-
essing. (Don't worry — you can change in midstream ) Then, the File-Mgr menu
appears above a list of all the files on the “source’’ disk,

Following are capsule descriptions of the File Manager functions,

Disk-Drive, Conwols which disk drive will contain the source disk for all other
. File-Mgr functions. Place the disk containing the files you wish to process in the
desired drive, Then select Disk-Drive and indieate the letter of the chosen drive. To
change, place source disk in a different drive. Then reselect the command, indicating
the new drive letter. '

The other File Manager functions all process files on the source disk. (See *“Selecting
Files,” below, for how to indicate which files you wish to use).

Copy. Copies files from the source disk to another disk. The newly-created files
always have the same names as the originals,

14

Erase. Frases files on the source disk.
Rename. Assigns new names to files on the current disk,
Archive. Creates a second copy of files on the current disk under new names.

Sort. Rearranges the displayed list of filenzmes, but does not affect the disk files
themselves. This function is very similar to 1-2-3"s /Data Sort command (page 215).
You can sort the lines of filenames, in ascending or descending order, according to
the data in any one or two of the four columns.

A submenu allows you to indicate the column thar will be used as the primary basis
for the re-ordering. This is the Primary-key. The optional Secondary-key is uvsed to
break ties in case two lines have the same primary-key entry, Go triggers the sort.
You can resort the list as many times, in as many ways, as you wish,

Selecting Files

The Copy, Rename, and Erase functions all process a set of files on the current disk.
The process of selecting sets of files is something unique to the Access System's File
Manager: 1-2-3 itself never processes more than one file at a time. You indicate the

files you want processed by:

1. Selecting 2 Command: Copy, Erase, or Archive. An indicator will appear in the
upper tight corner to remind you which command you are using.

2. Moving the “'pointer” up snd down the list of filenames with the pointer-
movernent keys:

1 {Upl Lp one line | {Dn) Down one line
[PgUp] Up one screenful [Pglu} Down one screenful
{Home] First entry {End] Last entry

3. Each time the pointer highlights a file you desire to have processed, mark it by
pressing the [Space-Bar]. The mark looks like this > >. Pressing the [Space-Bar] a se-
cond time removes the mark. Pressing [Esc] removes all the marks trom the list and
returns you to the File-Mgr menu.

4, When you have selected as many files as you wish, press + to end the selection
process and proceed to the next step of the File Manager function,

Special case: If you wish to select 2 single file, you may skip step 3. Just move the
pointer to the file you desire and press <.

15
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The Keyboard

The keyboard includes four major parts {figure 2.

Special keys
Typewriter keys
£

Function keys Paointer-movement keys

Figure 2. The Keyboard

Yypewriter Section, The typewtiter section zcts just like a typewriter. The letter

keys are in their usual places. Holding the 1 [Shift] key down and then pressing a
letter key gives you a capital letter. {In many 1-2-3 situations, upper- and lowercase
lettérs are equivalent.) Pressing U and then a number or punctuation key gives you
the upper symbol pictured on the key.

Tnstead of a shift lock, there is a [Caps Lock] key which affects only the letters — you
still have to use the { to ger the upper symbols on non-fetter keys. When [Caps
Lock] is “on,"” pressing the 7 and a letter gives you a lower case letter,

You will usually use the typewriter keys to enter numbers.

Another kind of shift function is performed by the [Alt] key. If you find yourself
repeating the same sequence of keystrokes over and over, you can “‘name’’ that se-
quence with a letter. Then, if you hold [Alt} and press that letter, the entire series
will be entered automatically {see *'Keyboard Macros: The Typing Ahernative’).

As with a typewriter, there is also a tab key %5 . In many situations, pressing it
moves you to the right. (The exact action depends on the context.} Holding down
1 and then pressing 5 gives you 2 = {BackTab] and moves you to the lett.

Pointer-Movement Keys. In several situations, you use the pointer-movement
keys on the right side of the keyboard to direct 1-2-3's attention: to a parsicular cell
in the worksheet, to a particular menu choice, ete. (see the ““Moving Around the
Worksheet' chapeer}.

18
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If you want, you can turn the pointer-movement keypad into 2 “'numeric keypad"’
by pressing the [Num Lock] key. Mow the numeric keypad will give you numbers,
exactly as if you had used the top row of the typewriter keypad.

The [ key works also with the pointer-movement keypad, With {[Num Lock] off,
you can use I with these keys to produce numbers. With [Num Lock] on, you
have to use [ to have access to their pointer-movement abilities. Pressing [Num
Lock] repeatedly turns it on and off, 1-2-3 displays an indicator at the bottom of the
screen 10 let you know the current status. You will usually find it most convenient
to leave the pointer-movement keypad alone and enter numbers with the typewriter
kevs.

As with some electric typewriters, holding a key down will cause it to repeat.
But there are some differences.

# You cannot use the lowercase letter (1) as a substitute for the number one (1} the
compuater knows the difference.

o Addition, subraction and multiplication signs can be entered using either the
typewriter section or the dark-shaded keys surrounding the pointer-movement
keypad. But 2 division sign can only be entered from the typewriter section.
Matice that the sign used for multiplication is an asterisk (+) rather than an **» ™
and the sign for division is a slash (/) rather thana = +7". :

Function Keys. F1 through F18 perform specific 1-2-3 operations. These keys are
described where appropriate throughout the manual, Place the plastic *‘templare’™
over the function keys to help remind you whick key does what,

Special Keys. We have already introduced severa of the “*specisl keys™’ that appear
on your Personal Computer keyboard, but not on the standard typewriter keyboard:

0 Shift} Changes the meaning of the typewriter section and the pointer-
movement keys.

[Alt] Changes the meaning of letter keys, invoking keystroke sequences
you have assigned ro these keys.

[Num Lock]  Changes the meaning of the peinter-movement keys,

% [Tab] Perform rightward-movement and leftward-movement functions.

There are several other special keys that we haven’t introduced as yet:

Backspace In typing situstions, means "‘erasc the last character I typed.”’ In
P typing situa yp
pointing situations, means ‘‘go back to where I started from.”

[Del] In typing situations, mesns ‘erase the character I'm pointing at.”’

[PrtSc} {**Print Screen’’) when used with [T, makes an exact printed copy
of what is currently on the display screen.

1%
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form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rew. 5/78
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We've saved two other special keys for last, since they are very important for 1-2-3
Lsers: ’

+ {Enter]. The < key performs a function similar to that of the “carriage
return’’ key on electric typewriters and on many other computers. Pressing « tells
1-2-3 “I'm finished, now Gol”” You use it when you have finished typing an entry,
when you have moved the electronic ““menu pointer’ to your choice, ete.

[Ese]. The [Bsc] key is the opposite of 1., It tells 1-2-3 to *'go back a step.”” The
exact meaning of this depends on what you're doing with the program at the
moment {see the *“Typing Ceil Entries’* and **Using Commands"’ chapters).

Mum Lack and Scroll Lock change
meaning of pointer-movement keys

Eac undoes Buckspace erases
current action character or

by steps “unhighlights” cell range\\

Earer {varriage
TETUFD) TREeAns "
“Tr finished typing™ o

. :
Alt, a special “‘shify” Caps Leck changes case
key, invokes macros ;- of letrer keys only

el erases
character of entry

Figure 3. Special Keys

The Display Screen

The 1-2-3 on-screen display typically has three parts (see figure 4). At the top is the
“Control Panel.” Most of the rest of the screen is usually taken up by a section of
the worksheet, Separating the two is a “*border’” showing the column letters and
row numbers of the section of the worksheet you are viewing,

20
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Parts of the screen appear in *‘reverse video.” The most important of these is the
**cell pointer.”” The upper right commer of the screen tells you the “*“Mode” you are
in. The lower vight corner contains Indicators letting you know if the [Num Lock],
[Scroll Lock}, [Caps Lock],o1 other special keys have been pushed “on.”* And the
tower left corner shows Ervor Messages when appropriate (see page 305).

Mode
Ccntreé it i EREfl Movs Flig Peint Groph Dat ﬁj
Warkuhssl Hanga PRy Mava Flig Fefnt Greph Date Qu i
pane - Copy ¢ c;ll ar ra;gl ot :;lsa . . g P
B Comm \
b
"
: Poi j Border
Worksheet 3 h-m;::.erh .
AltoIV2o4g|| 1| ‘upalighting
1 cell
H
7
B
(k3
Felptar sregr

f

Error HESsAges

Indicators

Figure 4. The Display Screen

The Border Area

The horizontal border area contains letters identifying each colummn. It starts with A
through Z, continues with AA through AZ, then BA through BZ, and so on up to
IV for a total of 256 columns. The vertical border on the left side contains row
aumbers 1 through 2048, No matter where you are in the worksheer, the border
will show the appropriate column letters and row numbers.

The Worksheet

Think of the worksbeet as a piece of ruled paper spread out on your desk ready for
your entries, Each entry you type is placed in a *‘ceil,”” each with its own “‘address”
such as (A23), describing its column and row location. But this is 2 huge piece of
paper: If each cell in the worksheet were 1/4 inch high and 1 inch wide, the entire
worksheet would be more than 21 feet wide and twice as highl

Since the entire worksheet is too large to fit on your monitor screen, £-2-3 displays
only 2 section of it at a time. Think of it as looking through a “*window’’ onto a

small portion of a landscape. However, you can move this window to show any
scene yon wish to see (figure 5).
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MasoN-McDUFFIE co

REALTORS m MORTGAGE BANKERS m INSURANCE @ PROPERTY MANAGERS .
2850 Telegraph Avenue, Berkeley, California 84705

(415) 845-0200 Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until.the following in-
formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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The World of 1-2-3
1-2-3 turns your computer’s memory into a giant “‘worksheet,”” The worksheet is
similar to a financial ledger sheet — it's ruded into rows and columns. Each of the

spaces in the worksheet (called ““cells’”) can store 2 piece of information; a number,
lecters, words, or an instruction to caloslate a value,

This chapter introduces your computer system and 1-2-3 itself. We've organized it
zround what you can see — the physical equipment {**hardware’”) that makes up
your personal computer {see figure 1), Your personal computer manual explains how
to set up your system hardware.

Computer, ; 5
MAIN Memery, Disk -
opticnal cards drives Standard monitor
and/or

graphics monitor

" Printer
{parallel or serial)

Figare 1. System Hardware
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MAsON-McDUFFEE co

REALTORS ® MORTGAGE BANKERS ® INSURANCE @ PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 94705
(415) 845-0200

Date

File #

Dear Borrower:
Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-

formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter. |

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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A “range” is a group of one or more cells
arranged in a recrangle.

& B < D E E ] H

A sinple cell is the smallest
possible range.

1 A range may be part of a

I single column or row.
|

Your computer’s display sereen

MR o B R A N )

"This is a range that spans
several rows and coluns,

— e

You can assign & name (@ &
range, or vefer to Jt using
cell addresses
“ALZ... B
ar
“DEPOSITS”

Figure &. Ranges

Formulas. You can enter a label, number, or formula into any cell, A formulaisan
instruction for 1-2-3 to calculate a number, And, although 1-2-3 stores the formula
in the cell, usually only the current mumeric value of that formula is displayed on the
screen (figure 7).

& label is a string of characters for / [ A T 8 [ 7 1) T £ v %
1-2-3 te display. Although i doesn’s ! 4
appear on scceen, label: actoally éfﬁﬁf@f”i P 1 \ kY hY
seart with a positioning prefin {(see j! J Il \ \ \
page 4] o i R W
Cull address: the column letter and r 1 ' ‘ ‘ \ \
N row number of the cell (i.e. B6) 2 ! g — _II.‘)' 9715 \ ‘ \ K
A number can be used in _&7,’ ‘ \ \
- < . o S e
The display screen acts as a “windew”” that provides a feutaio 9 i ~ ; “L: \_‘ —\\
view of a portion of the worksheet. 5 pieaesiy
: f rof Pl 3
! & formula is an instrovtion for 1-2-3 77 ! \

1o calculate 2 number, Usnalky,
siihough the formula is the actual
contents of the cell, only the /5
resalting number is displayed on
seresi.

Cell rontents

Tt you see

Figure 5. The Window

Ranges. You will often want to deal with a particular group of cells. One or more I
cells that form a rectangular block is called a range (see the *Indicating Cell Ranges*’ ;

chaptet). : Figure 7. Cell Entries
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REALTORS ® MORTGAGE BANKERS m INSURANCE @ PROPERTY MANAGERS .
2850 Telegraph Avenue, Berkeley, California 94705

(415) 845-0200 Dake

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-
formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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Digplay Formats, 1-2-3 lets you change how each cell appears on sereen, its “for-
mat,"” without changing its contents {see page 131). The appearance of a cell’s con-
tents is also affected by the column width you choose. As a further opticn, 1-2-3 lets
you ““protect”” cells so that cheir contents can not be accidently altered by subsequent
users {figare 8),

Warkshert
Global
|y Protection
B command

Ennble Diizable

Initially, 2l cells in the warkshest have Fenves,
bag prodection Ppower’ is disabled,

Figure 8. Proiection Fences

Windows. What if you want to see two parts of the worksheet at the same time, or
one part using two different display formats? 1-2-3 can do this with its ““split
screen’’ capability. §t’s as if two TV cameras were pointing at the same worksheet
and sending their images to two separate monitor screens {figure 9).

You see it all on one screen, which you can split into vertical or horizontal **win-
dows", You can put a different format *“lens’” on each camera so that the windows
have different appearances. Additionally, the cameras can be locked together to scan
across the worksheet in a synchronized manner, or can remain wnlocked (unsyn-
chronized) so they turn independentiy.

But no matter whar part of the worksheet is visible in each window, entering data -

through either window affects the underlying worksheets cell contents and will
thercfore show up in both windows,

24

Figure 9. Split Screen

The Control Panel

The Control Panel has three lines (figure 10). The first line contains informarion
about the location (“address””), display format {page 130), protection status {page
142}, and contents of the *‘current cell": the cell currently highlighted. At the far
right of the first line is the Mode indicator,
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REALTORS ® MORTGAGE BANKERS ®m INSURANCE @ PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 94705
(415) 845-0200

Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-
formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 ¥av. 5/78
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The second line displays one of three things: the characters of your entries as you
type and edit them; menu items; or “‘prompts’’ asking for additional command
specifications.

1-2-3 uses the third line to display “quick summaries’” while you are selecting a
command to perform. As you move the menu pointer among the various command
words before selecting one of them, 1-2-3 changes the third line so that its informa-
tion always refers to the currently highlighted word.

Display Actual
formar contents of
pointer cell.

Address of Protection ot
cell the status {if . .ro =
poinger is prodection is Indicator

highlighting disabled.)

Int LINE Bl: (F1) L Bda, {33 Reemed READT)
MTod LINE Charatlars being eotered or adited
drd LINE Explanations of menu Hem hightightsd by poinie:
/) (] € 1] E il [ 2]
- . T
CELL Y
POINTER

e oy

13

Figure §0. The Control Panel

The Graphics Monitor

If your system only has a graphics monitor (B&W or RGB color), 1-2-3 uses it to
display both worksheets and graphs. ¥ you are using two monitors, the worksheet
appears on the non-graphics (monochrome) screen and graphs on the graphics
monitor, This allows you to view graphs and the data that generates them
simultanecusly.

If you are only using a non-graphics monitor, 1-2-3 cannot draw graphs on the
screen, although you will still be able to get printed copies using the GRAPH Pro-
gram disk.

26
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The Printer

There are many good-quality printers available for use with the personal computer.
Lotus Development Corporation does net endarse any one printer, Instead, we've
equipped 1-2-3 and its companion program, GRAPH (see Appendix}, with the abil-
ity to run many different types of character and graphics printers.

Your personal computer sales representative can give you a complete list of printers
supported by 1-2-3,

What kind of printouts can you get? By iwself, 1-2-3 can use a character printer o
produce  copy of:

& Part or all of the electronic worksheet,

# A cell-by-cell listing of the entries stored in any part of the worksheet, or the en-
tire worksheet.

You can create a printout at any time during a 1-2-3 session, Alternatively, you can
store the information to be printed in a **Print file,”" to be printed later using DOS"s
“{Cral]-{PreSe} facility (see the DXOS manual).

Using the GRAPH Program disk and a graphics printer you can produce a printout
of:

s Any graph that you've drawn on the graphics display screen with 1-2-3, In fact,
you can print a graph even if you don't have a graphics monitor on which to
display it. You use 1-2-3 to **define’” the graph, store the definition in a **picture
file,”” then use the GRAPH Program ta produce the printout,

Main Memory and Disk Storage

The “current” worksheet, the one displayed on the reonitor screen, only really ex-
ists in the computer’s main memory. This is a semporary storage place. If you turn
off your computer, have a power failure, or exit 1-2-3 without saving the
worksheet, it will be lost. To make a permanent record of your worksheet, you must
save it in a “*disk file.”” To once again make it the *‘current’’ worksheet in main
memory, you retrieve it from the data disk {the data disk usually goes in drive B
while the 1-2-3 and GRAPH Programs disks are kept in drive A}, Think of the disk
as a file cabinet and each file as a folder containing your papers. You pull the file out
and lay it on your desk when you want to make entries, close it up and return it to
the cabinet when you're done, The major difference when using 1-2-3 is that when
you retrieve a file you are actually pulling out an exact copy of the file. The original
stays safely on the disk, where it can be later retrieved again, or replaced with your
updated worksheet,
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REALTORS ® MORTGAGE BANKERS ® INSURANCE @ PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 94705
(415) 845-0200

Date

File #

Dear Borrower:
Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until.the following in-

formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security # 5

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.
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Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78



Conte . - Usigg the HELP Facility
Moving Around the Worksheet

Typing Cell Entries

Using 1-2-3 Commands

Indicating Cell Ranges

Writing Formulas

Keyboard Macros: The Typing Alternative

[

The Printer

There are many good-quality printers available for use with the personal computer.
Lotus Development Corporation does not endorse any one printer, Instead, we've
equipped 1-2-3 and its companion program, GRAPH {see Appendix), with the abil-
ity to run many different types of character and graphics printers,

Your personal computer sales representative can give you a complete list of printers
supported by 1-2-3.

What kind of printouts can you get? By itself, 1-2-3 can use & character printer to
praduce a copy of:

#  Parg or all of the electronic worksheet,

@ A cell-by-cell listing of the entries stored in any part of the worksheet, or the en-
tire worksheet,

You can create a printout a¢ any time during a 1-2-3 sesshon. Alternatively, you can
store the information to be printed in a “'Print file,”” to be printed later using DOS’s
HCarlf{PriSe]’ facility (see the DOS manual).

Using the GRAPH Program disk and a graphics printer you can produce a printout
of:

® Any graph that you've drawn on the praphics display sereen with 1-2-3. In fact,
you can print a graph even if you don’t have a graphics monitor on which to
display it. You use 1-2-3 to ““define’” the graph, store the definition in a **picture
file,"” then use the GRAPH Program rto produce the printout,

Main Memory and Disk Storage

The “‘current” worksheet, the one displayed ou the monitor screen, only really ex-
ists in the computes’s main memory. This Is a temporary storage place. If you turn
off your computer, bave a power faillure, or exit 1-2-3 withour saving the
worksheet, it will be lost. To make 2 permanent record of your worksheet, you must
save it in a ““disk file.”’ To once apain make it the ““current’’ worksheet in main
memory, you retrieve it from the data disk {the data disk usually goes in drive B
while the 1-2-3 and GRAPH Programs disks are kept in drive A), Think of the disk
as a file cabinet and each file as ¢ tolder containing your papers. You pull the file out
and lay it on your desk when you want to make entries, close it up and return it to
the cabinet when you're done. The major difference when using 1-2-3 is that when
you retrieve a file you are actually pulling out an exact copy of the file, The original
stays safely on the disk, where it can be later retrieved again, or replaced with your
updated worksheet,
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2850 Telegraph Avenue, Berkeley, Calitorma 94705
(415) 845-0200
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File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until-the following in-
formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. ‘

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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Saving a w‘rorksheey is a vital part of your work with 1-2-3. You probably should do
it several times while you are still creating the worksheet to avoid the loss of data that
occurs because of human error, power failures, or other mishaps,

To protect yourself against a disk being damaged, lost, or simply wearing out, it is
extremely important to make at least one extra copy of every disk you use. Thi’s can
be done with the Disk-Manager and File-Manager programs in the Lotus Access Sys-
tem. To be really safe make extra copies of all important files and store them in a
secure place, perhaps  fireproof safe, far away fram the rest of your disk library.

This was just a brief overview of The World of 1-2-3. If you have more questions,
please explore the multiple methods of finding information in this manual,
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Using the HELP Facility

The 1-2-3 Help facility is a reference manual that's always open to the right page. At
vireually any time while using 1-2-3, you can press the F1 [Help] key — between
commands, in the middle of typing 2 command or entry, whenever you need it.
Afier getting help, the session continues exactly where you left off,

When you press [Help], 1-2-3 temporarily suspends the session, remembering ex-
sctly where vou are. It clears the worksheet from the display screen, bue leaves the
control panel as a reminder of where you paused. Then it displays a screenful of in-
formation tailored to your curreat situation.

The Help screens are inter-connected and cross-referenced. Each Help screen includes
a menu of further-help topics, usually at the bottom of the screen. You can get fur-
ther help on any or all of these topics before returning to the worksheet, Some of the
Help facility’s features make it particularly useful:

® Most 1-2-3 commands involve several steps. Each step has its own Help screen,
which includes the further-help topic “'Next Step.™

¢ At each Help screen, you can go to the *“Help Index,”” which provides access to
the entire set of Help screens (more than 200 in all).

Many Help screens list pages in this manual where you can find further informa-
tion on the topics. The page numbers appear in the upper right corner of the
screens.

Getting Further Help

When 1-2-3 is displaying a Help screen, it displays a HELP indicator in the upper
right corner of the control panel. Once in this Help Mode, you can either return to
the worksheet or continue getting help.

To Get Further Help. Use the pointer-movement keys to highlight the Help topic
of your choice. The topics are connected together both left-right and up-down. Press
+ [Bnter] to display the Help screen for the topic you selected.

To View Previous Help Screens Again. Press [Backspace] one or more times;
1-2-3 remembers up to 15 previous screens. But you can't use [Backspace] to retrieve
2 Help screen you viewed during a prior Help pause.

To Retura to the Worksheet

Press [Esc]. 1-2-3 redisplays the worksheet and lets you continue exactly where you
left off.
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2850 Telegraph Avenue, Berkeley, California 94705
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Dear Borrower:

Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-
formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change.

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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Moving Around the Worksheet

The 1-2-3 worksheet is a collection of vells, organized into rows and columns. Bach
cell can store a single piece of information — wumber, formula, or label, The com-
puter’s display screen is 2 window into the worksheet. At any particular moment,
you can see part of the worksheet, but not all of it

A reverse-video bar always highlights one of the cells in the window, indicating
which cell is the curvent cell — the current focus of 1-2-3's attention. Using rhis
bar ~— called the cell pointer — is probably the most important new skill to master
in learning to vse 1-2-3 (figure 11).

s —a—grarreps cell addrees;

& o - B R T ey

: —
3
: e psll potter
; |
¢

Figure 11. The Current Celi and Cell Pointer

That's because you typically fill in the worksheet by repeatedly performing the
following actions:

. Moave the cell pointer to a particular cell.
2, Type an entry or issue a comunand that affects the cell.

As so often happens, the above descriprion doesn’t tell the whole story. Many 1-2-3

commands process an entire group of cells — called a range — all at once. In such
situations, you can indicate the range by expanding the cell pointer to highlight all
the cells at once. For the time being, we’ll concentrate on mastering the art of point-
ing to a single cell. (“Expanding the Cell Pointer” is described in the *‘Indicating
Cell Ranges"* chapter.)
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Dear Borrower:

Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-
formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78



Moving One Cell at a Time

You can use the arrow keys on the pointer-movement keypad to move the cell
pointer one cell at a time (figure 12). The keyboard’s auto-repeat feature works nicely
with these keys. Give it a try by holding one of the arrow keys down for a few
secands,

Figu.re 12, Using the Arrow Keys

Mote. Besure that the keyboard’s number lock facility is turned off before you
use the arrow keys. If the {Mum Lock] key has been pressed, a NUM indicaror
appears in the fower right corner of the screen, We strongly advise that you
leave the number lock off when using 1-2-3. We feel that the advantage of
using the numeric keypad to enter numbers is greatly outweighed by the con-
fusion caused when you forget that these keys won’t move the cell pointer.

Pon’t worry about the edges of the display screen. If you try to move the cell
pointer off the worksheet {e.g. above row 1), the program simply beeps at you, to

Y

\Téas, windaw oaaves dowenward so shew powe

Figure 13, Scrolling the Window

say “‘you can’t do that,” On the other hand, you can move the pointer downward if
you're at row 20 (figure 13).

1-2-3 automatically adjusts the window downward so that the cell pointer remains
onscreen, You can never make the cell pointer disappear — whenever the cell pointer
moves in a way that would take it **over the edge,’” 1-2-3 automatically adjusts the
window. In particular, when you make the painter *‘push against the side of the
window,”’ the window moves. :

It’s also possible to do the opposite — move the window with the arrow keys, pull-
ing the cell pointer along with it. {See *“The Seroll Lock Facility,” later in this
chapter.}
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REALTORS ® MORTGAGE BANKERS m INSURANCE ® PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 84705
(415) 845-0200

Date

File #

Dear Borrower:
Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until:the following in-

formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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Direct to the Destination

Moving one cell at a time is 2asy, but it’s nor the fascest way to move the cell poinger
2 long distance. You can move the cell pointer to any cell “*in a single bound®” just
by pressing the F5 [(GoTo] key and entering its address (figure 14},

82:
Enter address te gu to: £7_

/ Fress [GoTo] and type o cell address

S ik B 3

% —

g When you press.
& [Emter], the
: Epinter } :
i

4

T

3k

Figure 14, Using the [GoTo] Key

i your destination is offscreen, 1-2-3 automatically adjusts the window to place your
destination cell in the upper left corner of the screen. You can specify a range name in-
stead of a cell address in a [GoTo] operation (see the *Bange Commands™ chapter).
1-2-3 **goes to”" the cell in the upper left coraer of the range.

The [Home] Key. The [Home] key is acrually a special type of {GoT'o] operation.
When you press this key in Ready Mode, the cell pointer returns to the cell in the
upper left corner of the warksheet. If necessary, 1-2-3 adjusts the window to include
this cell. Typically, this is cell Al, but not always: If you've expanded the
warksheet's border using /& orksheet Titles to include the first few row(s) and/or
column(s), the upper left corner might be cell A3, cell D31, cell C10, etc.

You can also use {Home] in combination with the [End] key to move the pointer to
the lower right comner of the “active’’ area of the worksheet. (For details, see
*‘Moving to the End of the Active Area,”’ below.)
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Moving the Window by Pages

You can think of the entire workshees as being divided into screenfuls o1 pages.
Typically, pages are twenty rows high and several columns wide:

Just as the arrow keys allow you to move the pointer cell-by-celi, several other keys
allow you to move the window around the worksheet page-by-page {figure 15).

A e ——— H i — [d ] — %
B
20
.21
B - .
X Tab o o Tal
40
41
&

Figure 15. Moving by Pages — [PgUp], [PgDn] and [Tabsj

Mote what happens to the cell pointer during this movement: with [PgUp] and
[PgErn], it moves to the same relative position o the new page; with - {Tab] and
e [BackTab}, it moves to the first column of the next page, staying in the same
row.
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2850 Telegraph Avenue, Berkeley, California 94705
(415) 845-0200

Date

File

Dear Borrower:
Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until-the following in-

formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us i1f there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security f#

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78



Advanced Topics
The Scroll Lock Facility

We saw above that when you move the cell pointer with the arrow keys, it
sometizzes pushes the window in the direction of movement. But sometimes you'll
only want 1o move the window 2 bit without necessarily changing the position of
the cell pointer. That's where the scrofl fock facility comes in,

The [Scroll Lock] key is located in the extveme upper right comer of the keyboazd,
above the pointer-movement keypad. Pressing this key turns ““on’’ the scroll lock
facility. A SCROLL indicator appears in the lower right corner of the screen to con-
firm this. Pressing the key again turns scroll lock “*oft,’” erasing the indicator at the
same time.

What does this key do? Figure 16 below shows how the meaning of the | {Down]
key is affected by pressing {Scroll Lock].

T e
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Figure 16. Using [Scroll Lock]

'Y

Notice how the cell pointer creeps toward the top of the screen when you use | in
conjunction with [Scroll Lock]. Eventuslly, the pointer will hit the top of the screen.
If you keep moving the window with 4, the pointer will get “*pulled slong.”” S0 we
have a symmetrical situation:

Scroll Lock “*on.” The arrow keys move the window. When the pointer is at the
edge of the window, moving the window ‘*pulls™ the cell pointer in the direction of
movement.

Seroll Lock ““off.*” The arrow keys move the cell pointer. At the edge of the win-
dow, moving the cell pointer “pushes’ the window in the direction of movement.

The [End] Key

The [End] key is a pointer-movement facility that uses the contents of the worksheet
rather than its grid structure as its travel guide. When you use [End] in conjunction
with any of the arrow keys, the pointer moves in the divection of the arrow to the
next boundary between empty space {blank cells) and filled space (cells with entries).

Figure 17 shows how pressing *‘[End) ' would move the cell pointer in a partic-
ular worksheet.

.";S':.' 140,77 ;
14 :z;a,ss I&?‘ﬁ*&

Figure 17. Using the {End] Key

In general, an {End]-arrow key combination works as follows:

When you press {End] in Ready or Point Mode, an END indicator appears in the
lower right corner of the screen. If the next key you press is an arrow key, them:

® If the pointer is on a blank cell, it moves in the arrow’s direction to the first non-
blank cefl (or to the edge of the worksheet).

» If the pointer is an 2 non-blank cell, it moves in the arrow’s direction 1o the last
pon-blank cell before 2 blank cell (or to the edge of the worksheet).
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2850 Telegraph Avenue, Berkeley, California 94705
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Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-
formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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And here’s what happens if the next key you press is #ot an arrow key:

& [Home}: Pressing [End] then [Home] moves the pointer to the end of the work-
sheet’s ““active’” area. See the next section for an explanation.

& Other: If you press any other key afeer [Fnd], 1-2-3 remembers it and keeps
displaying the END indicator to help you remember. You can type an entry, issue
a command, and generally proceed with your work. Bur the next time you press
an arrow key to move the cell peinter, 1-2-3 will perform an {Bad]-type jump
rather then move 2 single cell.

]

Pressing [End] twice in'z row is a special case. The second [End] means “*never

mind”’ — it cancels the first one.

Meoving to the End of the “*Active’” Area

At any time, you are using only part of the entive 256-column, 2048-row worksheet,
Figuse 18 shows what 1-2-3 considers to be the lower right corner of the worksheet™s
““active area.”” The active area is always a rectangle with irs upper left corner being
cell At and its lower right corner being the intersection of the furthest right column
and the lowest row, Since memory usage is more efficient in 2 smaller active area, try
to keep this area compact. '

15z

1.

£ PPN

1 Payrent dute ...

%
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£
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L0 VY] 524,35 28-0c1-42

(38 Wall Strsat Journgl T88.86 VF-ngu-32

&
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53 1 Enter parment fate in B3..B5.

15 * Eater wriount gate in columns AL T,

i w Press (Caic) key.

\ /
dasr pesive 2o sHEnd] (el s

Figure 18. Moving to the End of the “‘Active Area”

There are many situations in which you might want to move the cell pointer to the
end of the active ares: printing the entire worksheet, splisting & worksheet into
sCTeen-size pages, eic.

1-2-3 allows you to do just that: In Ready or Point Mode, pressing [End] then
[Home] moves the cell pointer to the lower right corner of the active area of the
worksheet,
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Moving the Cell Pointer with Special Windows {Titles, Split-
Screen)

In the discussion above, we’ve used illustrations in which the worksheet is displayed
using the standard window. The situation is much the same when you use either (or
both)} of the alternatives — Titles and Split-Screen.

The Titles facility expands the border around the upper left corner of the worksheet
to include the first row(s) and/or column(s) {see the “*Worksheet Commands™
Chapter). In *‘Ready Mode””, this border is impenetrable — trying to move the cell
pointer there with the arrow keys just causes 2 beep.

But 1-2-3 does let you move the pointer into the Titles area when you are in Point
Mode and in certain other situations. In some cases, more than one copy of the titles
will appear on the screen.

The Split-Screen facility allows the display screen to provide two independent win-
dows into the worksheet (see the “Worksheet Commands’™ chapter). The arrow
keys and window-movement keys all work the way you'd expect them to — it
just that each window is now smaller.

There’s just one new wrinkle to using split-window. To move the cell pointer from
one window to the other, press the F6 [Window| key, {This key is active only when
the screen is split.)
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REALTORS ® MORTGAGE BANKERS m INSURANCE @ PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, Calitfornia 94705
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File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-
formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. DPlease check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter. i

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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Typing Cell Entries

When you start 2 1-2-3 session, a 1-2-3 logo appears on the screen. Press any key to
erase the logo. You are now looking at an empty worksheet. One of your rogin tasks
is 1o fll in the cells with the aumbers, formulas, and labels suitable 1o the application
at hand.

There are three basic ways to make an entry into a cell:
1. Type it yourself,
2, /Copy or /Move an existing entry into another cell in the worksheet.

3. Retrieve data from a disk file — one created with 1-2-3 itself or one created with
another program.

In this chapter, we present an overview of these three methods,

Typing Entries

To type an entry into a particular cell, juﬁ maove the cell pointer there and type the
entry, ending with « [Enter]. As you type, each letter appears on the second line
of the control panel, above the workshess (fgure 19).

e —-Shesecuies sppeachere asyon g e, 1T

Frine

PR Y R R DR

Figure 19. Typing a Cell Entry

As with many computer programs, a blinking curser, the underscore character {__)
indicates where the next character you type will appear, This may seem a bit unnec-
essary, but it is important. You'll need to move the cursor to make changes in the
middle of an entry. {See “Edit Mode,” below.)

To tell 1-2-3 that you’re finished typing an entry, press +f . When you do so, 1-2-3
stores it in the cnrrent cell. ¥ something already was stored in the cell, the new entry
replaces it, There’s no way to recover the old entry. (Moral: Look before you typel)

After you complete an entry, the second line of the control panel is cleared, and 1-2-3
displays the entry on the first line (figure 20}.
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Dear Borrower:
Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-

formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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Fignre 26. Completing an Entry with [Enter]

Long Entries. A cell entry can be up to 240 characters long, quite a few more than
1-2-3 can display on the second line of the control panel. X you £ill this line, the
characters begin 1o scroll off to the left as you continue typing, allowing you to see
the additional characters.

Using the Pointer-Movement Keys

Chances are that after you finish one entry, you'll want to move the pointer to
angther cell, perhaps to type another entry. To speed up this process a bit, you can
finish an entry by pressing any of the keys that move the cell pointer, instead of
pressing <! . This single keystroke has the effect of two: (1) it records the entry in
the current cell, and {2} it moves the pointer to another cell (figure 21)

ﬁ’w“-ﬂ—w\

B2:
Rave_

L S

{yfand]
& SRR, § Bl i
Frincinal = 3 ]
Fare

Figare 21. Using a Pointer-Movernent Key to Complets an Entry

~ After You Press +! [Enter]

When you complete a cell entry by pressing « or 2 pointer-movement key, the
following things happen:

42
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1. 1-2-3 checks the entry for errors. If the entry passes muster, 1-2-3 stores it in the
current cell. 1€ not, 1-2-3 beeps at you, places the cursor at the location of the
problem, (ot at the end if it isn’t sure where the problem is) and switches to Edit
Mode. (For a discussion of entry errors, see “‘Rules for Entering Numbers,”
below, and the “Bntering Formulas’’ chapter.)

2. If you have left 1-2-3 in its initial Recalculation setting of Awtomaiic, 1-2-3
recalculates every formula in the worksheet. The order in which it does so is
determined by the Recalculation order setting (see /Worksheer Global
Recaleulation). It is also possible to have 1-2-3 perform several vecalculation
passes at once {see S Worksheet Global Recalculation Feration).

3, 1-2-3 updates the display screen, incorporating the new entry, its effect upon the
test of the worksheet, and the results of the pointer-movement key (if you pressed
one}.

4. 1-2-3 returns to Ready Moade, displaying the READY indicator in the upper

right corner of the screen.
When you make a cell entry during 2 /Range Input command or when using a

macto {the Typing Alternative), things work a bit differently. (See the “Range
Commands’’ and ““Keyboard Macros”” chapters for details.}

Types of Entries

There are three types of entries you can create: numbers, formulas, and labels. How
can 1-2-3 telt which type you're entering? Simple — by making an educated guess
{figure 22).

Entering Numbers and Formulas

If you start an entry with one of these characters, 1-2-3 thinks that you're entering 2
number or formula:

0123456789 + ~ . (@#5

It's easy to see why 1-2-3 would assume that you're making & numeric entry with
the first few of these characters. They are the basic building blocks of numbers and
simple arithmetic expressions. The characters @ and # are used to form more
sophisticated formulas, those involving functions and logical conditions. $ is used for
a similar purpose — to create absolute cell addresses in formulas (see the “'Entering

Formulas™ chapter).

1-2-3 announces its decision after you type the first character by changing the
READY indicator in the upper right corner te VALUE.

Rules for Entering Numbers

There are 2 few rules you must follow when entering numbers, If an entry doesn’t
follow these rules, 1-2-3 won't accept it: When you press <, it will heep and place
you in Edit Mode (see below), with the cursor at the location of the problem.
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Dear Borrower:

Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-
formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78



Namber or formula

Label

Figure 22. The First Key You Press Determines the Entry Type

Here are the rules for entering numbers:
1. A number may begin with'a digit (0..9), 2 plus or minus sign, 4 period, or §.

2. A number may end with % to indicate percent. This character has the same effect
a8 /100 — it divides the preceding number by 100.

3. A number may have at most one decimal point (the period character).

4. You may not use any commas or spaces when entering a number. But you can
have 1-2-3 display numbers using commas and other formatting characters. (See
the **Worksheet Commands' chapter.)

5. You may end a number with 2 power-of-10 scaling factor — we call it scientific
forinat:

capital or lowercase B

*xxxxxE £ nn
t f
any number, any 1- or 2-digit whole number (positive or negative,
positive or no decimal point). Serves as exponent to the base 10.
negative

The rules for entering formulas are more involved. (For details, see the “*Entering
Formulas’™ chapter.)

Two Special Numbers — WA and ERR

Naturally, you'll want the worksheets you construct to faithfully reflect the inter-
relationships between cells, Suppose you write 2 formula that makes the value of cell
A15 depend on the value of cell A9. Any of these situations might arise:

© You don't keow what value to enter into cell A9 — the wvalue i3 *‘Not
Available”,

° . - pa

& Cell A9 contains 4 formila that defines an impossible caleulation (e.g., dividing a
number by zero).

o Cell A9 is mistakenly obliterated by a 1-2-3 command: /Move or /Worksheet
Delete.

1-2-3 handles these situations by using two special numbers:
NA. You can enter @NA into any cell instead of 2 number. 1-2-3 displays the cell’s

value as NA, meaning not available. When it recaleniates formulas, 1-2-3 ripples thiz
fack of data throughout the worksheet: Any cell whose value depends on an NA celk

zlso has the value NA.

ERR The @ERR function is similar to @NA, 1-2-3 displays the ceil’s value as
ERR, meaning error. And the ERR value ripples throughout the worksheet when

1-2-3 recalenlates formulas.

@FRR. is useful when you wish to alert the worksheet user that a certain value
entered is “out-of-bounds”’. 1-2-3 itself makes the value of a cell ERR whenever the
cell contains a formula that defines an impossible calculation. Figure 23 provides an
example in which both these situations might occur.

BS; (€2 73

R YR N T el e
VEE TABLE price 3150 £175 LTS
vazsanessasa Fee 53,50 54,25 $5.00

price [TFEEINY  1.2.3 generstes ERR berause calvulation o cefl B3

fea ERR . -
¢ impossible. (873 s oy small for Ber Table) ..

¢ (cgy 22%

R SR S R RN
S YEL 3200 $¢08.64
£4.29 35.60 RR

“¥ou can specify an ERE result fior lasge price
Cuplues by emtering @ERB i call Fao oo o

Vi R

Figure 23. The Special Number ERR
(The @HLOOKUP function is described on page 281).
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Dear Borrower:
Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-

formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
. correct address or notify us if there has been a job change.

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

TA 730 vev. 5/78




Entering Labels

I3 th.c firse clﬁaracter you type is not mmong those number-indicators listed in the
previous section 1-2-3 guesses that you mean to enter a label. it announces its guess
after you type the first character by changing the READY indicator to LABEL.

(Exceptions: The slash character / starts 2 1-2-3 command. Function keys F1 ... Fi0
inveke 1-2-3 functions.)

A few of the characters you can use to start a label are special. They tell 1-2-3 how to

display the label text in the celi — left-aligned, right-aligned, centered, or repeatedly
{tigure 24);

:’{apostxophe) it':&miigned A {earet) centered
" {double-quote) right-aligned N (backslashy repeating

Figure 24. Label-Prefix Characters
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These label-prefix characters are the answer to a question that may have occurred 10
you:

If 1-2-3 uses the first character to decide Label vs. Value, how do I enter a label like:
22 Clentre Street

The answer is: Start the entry with a label-prefix character. By the way, if you try 10
make an entry like this without a prefix, 1-2-3 will bep and place you in Edit Mode.

At first, these label-prefix characters may seem a bit tricky and elusive. Is the prefix
character part of the label? Well, yes and no:

YES — 1-2-3 stoves the prefix character you type as part of the cell entry. Once a
iabel has been entered, you can see its prefix character by moving the cell pointer to
the cell. {The current cell’s contents are displayed on the first line of the congrol
panel.} 1-2-3 uses this character to align the label each time it displays the cell.

NOTE: ¥ you don’t enter a prefix character yourself, 1-2-3 sutomatically supplies
one when you press + . (See the Global Label-Prefix command summary.)

NO — The prefix character itself does not appear on the screen when 1-2-3 displays
the cell.

Value Mode and Label Mode

Why does 1-2-3 distinguish between the processes of entering a numsric value
(Value Mode) and entering a label (Label Mode)? There’s a good reason for this.
After you complete an entry, 1-2-3 must draw the distinction between a value and a
label, sipce one is an instruction to caleulate and the other merely 2 string of
characters to be displayed. But why distinguish the entries while you're typing
them?

The answer is that 1-2-3 allows you to do “*zomething extra’ when you’re entering
a number or formula — using the cell pointer to indicate the cells to be used in a for-
mula, rather than typing their addresses. (Pointing is described in the *‘Entering For-
mmalas’’ chapter.)

Fixing Mistakes ~— Changing Your Mind

One of the great advantages of 1-2-3 is the ease with which it allows you to change
your mind. You can change an entry while you’re in the middle of typing it. Or you
can teturn to it later, either to revise or replace it. The same facilities are also handy
on those rare oceasions when you make 2 mistake.

We'll describe the various ways in which you can change entries, proceeding from
the simple to the sophisticated.
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2850 Telegraph Avenue, Berkeley, California 94705
(415) 845-0200

Date
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Dear Borrower:

Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-
formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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" Cancellation

Whenever you're in Value Mode or Label Mode, you can cancel your entry and
return to Ready Mode just by pressing [Bsc]. However, you must do this before
pressing «! or a pointer-movement key, if you’re entering a formula and are in
Point Mode when you decide to cancel, you may have to press [Bsc] two or more
times. As a shorteut, you can issue @ Break — hold down the {Cul] key and press
[Scroll Lock/Break]. This always cancels whatever you're doing and returns you to
Ready Mode.

Replacement

- The easiest way to change 2 short entry after it has been entered is to replace it with

another. Just move the cell pointer to the cell, then type another entry. The cell’s
original contents are lost, so make sure you're replacing the right cell contents and
not losing something valuable,

Erasure

Use the /Range Erase command to erase the contents of one or more cells, Erasing is
nof the same as replacing with a few [Space-Bar] characters. A cell that has been
erased contains no characters at all,

These three methods have the virtue of simplicity, but there should also be a way to
change an entry character-by-character, rather than simply starting over again. There
is.

The [Backspace] Key

Located above !, the [BackSpace] key () works very much ke the backspace
key on a typewriter. In Value or Label Mode, pressing the [Backspace] key erases the
last character you typed.

Edit Mode

Sometirnes, it's necessary to make a change other than erasing the last character you
typed. For instance:

® You are typing the label “*Forth Quarter Profits — 1982 and remember that
the first word has a **u’’.

® In reviewing a worksheet you've already created, you decide to replace CF with
15 in the formula:

+D4«CI-@HLOOKUP(AT,D6..G14, )

For this purpose, 1-2-3 has an Bdit Mode. You can invoke Edit Mode while you're
typing an entry. Or you can move the cell pointer to any cell that requires a change
and revise its entry.
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To enter Bdit Mode, press the F2 [Edit] key. The indicator in the upper right corner
changes to EDIT. 1-2-3 places you in Edit Mode automatically if you enter a number
or formula that it can’t understand, For instance, this cecurs when you type 2 label
that starts with a digit, but you forget the label-prefix.

In Bdit mode, 1-2-3 places a copy of the cell’s number, label, or formula on the sec-
ond line of the control panel. It places the cursor at the end of the entry. You can
change the entry by moving the carsor, deleting characters, and inserting characters:

Moving the Cursor. In Edit Mode, these keys have different meanings than in

Ready Mode: :

e Move cursor one character to left

e Move cursor one character to right

- Move cursor 5 characters to left (hold [ and then press )
- Move cursor 5 characters to right

{Home] Move cursor to first character

{End] Move cursor to last character

Deledng.

[Backspace}  Delete character preceding the cursor
{Del] Deelete character at the cursor

Your personal compuier’s auto-repeat feature is particularly useful with these editing
keys. When you bold a key down, it acts once, pauses for a short time, then
repeatedly acts at about 2 sirokes-per-second.

Inserting. Fust type new characters to be inserted at the cursor position, 1-2-3
always inserts new characters in Edit Mode. There's no way to “overstiike” or
“replace’” characters,

The F9 [Calc] Key. In Ready Mode, pressing the F9 [Cale] key causes 1-2-3 to per-
form a recaleulation pass on all formulas in the wotksheet, But you can also use
jCale] in Bdit Mode, when you are editing a formula. It converts the formula into 2
number — the formula’s current value. No general recalculation takes place,

Be careful — there’s no way to convert the number back into the formula

Getting Out of Edit Mode

When you are finished editing any entry, you can press +! to store the revised entry
in the cell. 1-2-3 treats it exactly like any other new entry.
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REALTORS ® MORTGAGE BANKERS m INSURANCE @ PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 94705
(415) 845-0200

Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-
formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children: :

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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If you want to get fancy, there are a couple of slternatives. The vertical-motion
pointer-movement keys — |, b, {PgUp), [PeDn] — all store the edited entry and
move the pointer, as described above, Be careful, though — the other pointer-
movement keys have different meanings in Edit Mode.

If you invoked Edit Mode from Value {or Label} Mode, you can retwrn there by
pressing the F2 [Edit] key again. You can use the [Edit] key repeatedly while snaking
s single entry to switch back and forth between Edit Mode and Valug (or Label)
Mode,

Traﬁsferring Entries from Other Cells

Two of 1-2-3's most pewerful commands — /Copy and /Move — wansfer one or
mote entries between cells, The /Copy command saves you the tronble of typing the
same thing over and over again. It’s particularly useful in building worksheets that
use similar formulas in many different cells. For instance, /Copy can quickly turn a
one year projection into a five year projection {figure 25).
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The /Move command helps you to redesign 2 worksheet without having to retype
formulas. A few /Moves alone — no formula retyping —~ can quickly transform the
appearance of a worksheet (figure 26).
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Figure 26. Trassferring Entries with the /Move Command

Retrieving Entries from Files

Since storage in the computer’s main memory is temporary - your work disappears
when you end program execution or when you shut off the machine — 1-2-3 has a
flexible and sophisticated system for using data stored in disk files.

You can load data from disk storage into a worksheet as numeric entries and/or label
entries. The most common usage is to reload a worksheet that you created previously
and stored (/File Save and /File Retrieve). But you can also perform more
sophisticated data retrieval operations, such as combining worksheets (/File Com-
bine), loading partial worksheets (/File Combine again), and importing datz pro-
duced by other programs (/File Import},

{For details on using 1-2-3 to process information i files, see the “*File Commands®’
chapter.}
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2850 Telegraph Avenue, Berkeley, California 94705
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Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until:the following in-
formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children: -

Name Social Security f#

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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REALTORS ® MORTGAGE BANKERS & INSURANCE = PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, Calitornia 94705

(415) 845-0200

Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable
to establish the amount of assistance you should receive until the follow-
ing information is provided.

Recertification Form for Family Composition. (Complete according to
the attached instructions.)

Request for Verification of Employment. (Complete according to the
attached instructions.)

Income Verification Form. (Sign, date, and include the name and
address of your income source in the upper left hand corner.)

Address for
(Verification was returned by Post Office).

Confirmation of the income source circled on attached copy of your
form. They have stated that you are not employed by them. Please
check for the correct address or notify us if there has been a job
change.

Name and social security number of the person whose social security
account pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additiomal space to answer any of the above requests, please
use the back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 1/78
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Configuring 1-2-3

Mow that you've bought 1-2-3, what do you need in the way of hardwate to get it
up and rumning, and how do you tell 1-2-3 what your computer system locks like?
This appendix covers both of these questions.

What You Need to Run 1-2-3

Your dealer should have provided you with an explanation of the minimum hard-
ware needed to run 1-2-3, but if he or she dide’t, here are the facts,

Reguired Hardware

1. A Personal Computer with at least 128K rnemory installed.

2. A pair of double-sided, double-densiry diskeste drives or 1 double-sided diskette
drive and a hard disk.

3. A Personal Computer Monochrome Display or Color/Graphics display.

That’s the bare-bones system and 1-2-3 will run on it. But, to realize 1-2-3s full
power, some other hardware will be necessary.

Optional Hardware

1. Additional memary up to a total of 544 kilobytes.
Z. Printer and interface.

3. Plotter or graphics printer.

4. Both a monochrome and a color/graphics display.

See “‘Using the GRAPH Program’’ appendix for a list of supported graphics
devices.

1-2-3’s *“Default’” Configuration

Every time you start 1-2-3, it *‘reads’” a startup configaradon file, called
“123.CNF" from the 1-2-3 System disk, which makes certain assumptions about
the equipment you're using, how you want your printouts to look, and which disk
drive you will use to store your data. These assumptions are called the defaukt con-
figuration. The default configuration is:

Printer:
Interface: Parallel Bottom margin: 2
Auto Line-Feed: No  Page length: 66
Left Margin: 5 Pause at end of page: No
Right margin: 75 Setup string: {none)
Top margin: 2
Disk: B
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2850 Telegraph Avenue, Berkeley, Calitornia 94705
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Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable
to establish the amount of assistance you should receive until the follow-
ing information is provided.

Recertification Form for Family Composition. (Complete according to
the attached instructions.)

Request for Verification of Employment. (Complete according to the
attached instructions.)

Income Verification Form. (Sign, date, and include the name and
address of your income source in the upper left hand cormer.)

Address for
(Verification was returned by Post Office).

Confirmation of the income source circled on attached copy of your
form. They have stated that you are not employed by them. Please
check for the correct address or notify us if there has been a job
change.

Name and social security number of the person whose social security
account pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please
use the back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 1/78
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This means that 1-2-3 assumes that your computer has a “*parallel printer incerface
card’” installed inside the computer, that your printer does not issue 2 “‘lne feed”’
character after a *“carriage return®” character in order to begin a new print line, that
the left and right margins will be set to 5 characters and 75 characters respectively,
that the top and bottom margins of the printed page will be 2 lines gach, that the
page length will be 66 lines, that no pause will occur at the end of the printed page,
that your printer does not require 2ny special setup string, and that you will store
your 1-2-3 worksheet files on 2 **data disk™ located in drive B. If that assumption is
correct, then you will not want to change 1-2-3's defaule configuration.

What if you want to change the default configuration? There are two ways to do it
The ficst, using the /Worksheet Global Default commands described below, alters
the configaration file stored on the 1-2-3 System disk. Once the defaule configura-
tion is altered and saved (Updated), 1-2-3 will read the new default configuration
every time 1-2-3 is started. In that sense, you might want to think of the default con-
figuration as being **permanent”’; although it can be sltered again by using the same
/'Worksheet Global Default commands.

Changes to some of 1-2-3"s configuration options may alse be made during the
course of 2 1-2-3 sewsion by using the /Print Printer Options, the /Print File Op-
tions, or /File Disk commands. Using these commands causes the default configura-
tion to be “‘overridden’’ for the duration of the current session or undl a /Prine
Printer Options Clear command is given, at which time the configuration settings
return to the default configuration {see the *‘Worksheet Commands™ chaprer}.

Note: while we recornmend always leaving your 1-2-3 System Disk in drive A, the
other configuration options can be changed to suit the requirements of your system
ot your personal taste.

Changing 1-2-3’s Default Configuration

The /Worksheet Globat Default command will put 1-2-3 in its Default configura-
tion menu. The Defanlt menu presents you wich the following options:

Printer  Specifies printer interface and other printer characteristics.

Disk Specifies initial ““current disk,’’ the disk drive where 1-2-3
will, by default, store and retrieve data.

Status Displays configuration settings.

Update  Stores configuration settings in the configuration file on the
1-2-3 Program disk.

Quit Ends 2 configaration session.

As with afl 1-2-3 menus, options are selected by moving the pointer to the option us-
ing the left or right arrow keys and pressing <! [Enter], or by typing the first letter
of the option. As you sclect each option, a list of configuration choices will appear
under the command line.
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Notice that the current system configuration can always be displayed wi
; th th
I orksheet Globsl Default Status command. Y played i ¢

The following list gives all the possible configuration choices for printers and the
disk drive to be used for file storage. (Numbers or letters in parentheses indicate the
menu selections; default options are shown in boldface,)

Default Related Confignration
Menn Items Opticas Choices
Printer Interface {1} Parallel

(2) Serial

{3} Second Parallel

{4} Becond Serial
Aute-LF Mo

Yes
Leht 5 {characters)
Right 75 {characters)
Top 2 (lines)
Bottom 2 (lines)
Page-Length 66 {lines)
Wit Mo
Sctup

Disk None

A

B

C

D

B

F

G

Printer Options

Selecting Printer from the Default menu allows you to change the default printer in-
terface, the linefeed option, the default left and right margins, the default top and
bottom margins, the default page length, and the printer setup string.
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File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable
to establish the amount of assistance you should receive until the follow-
ing information is provided.

Recertification Form for Family Composition. (Complete according to
the attached instructions.)

Request for Verification of Employment. (Complete according to the
attached instructions.)

Income Verification Form. (Sign, date, and include the name and
address of your income source in the upper left hand corner.)

Address for
(Verification was returned by Post Office).

Confirmation of the income source circled on attached copy of your
form. They have stated that you are not employed by them. Please
check for the correct address or notify us if there has been a job
change.

Name and social security number of the person whose social security
account pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please
use the back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 1/78
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Interface

To connect a printer te a computer, some type of interface card and cable is required.
Computers communicate with printers using two different means: parallel or serial.
You don’t necsssarily have to understand the method of communication being used,
but you must tell 1-2-3 what kind of interface is connected or it will not com-
municate correctly with the printer.

To change the printer interface type, select Interface from the menu. You can choose
one of four interface types:

{1} Parallel. The parallef interface supplied as part of the IBM Monochrome Display
or Printer Adapter.

(2) Serial. The serial (RS232C-compatible) interface supplied as part of the IBM
Asynchronons Communications Adapter {optional).

{3) Second Parallel. An optional second parallel interface,
{4) Second Serial. An optional serial interface.

1-2-3 supports only devices which are IBM-compatible. Check with your dealer or
with the device manufacturer to be sure that the device you have selected is
compatible.

Aato-LF

Most printers do not automatically linefeed after every carriage return. 1-2-3 indi-
cates this condition with a default Auto-LF setting of No. You may change the set-
ting to Yes, indicating that your printer does linefeed after a carriage retura.

An easy test to see if this option should be changed s to print something out on your
printer from 1-2-3. If the printing comes out double-spaced, then you should set
Auto-LF to Yes; if the print is normally spaced, then the Auto-LF is set correctly. If
the printer does not advance the paper at all, then set Auto-LF to Ne., If you're not
an experimenter, check the literature that accompanied your printer or ask your
dealer to tell you whether your printer requires this option to be changed. Auto-LF
is frequently a switch-selectable printer option,

Left and Right Margin

Selecting the Left or Right options allows you to enter a new value for the printed
left or right margin. Once this new value is recorded using the Update option (see
below), it will bie used as the default left (or right) margin every time 1-2-3 is started,
althongh the value may be temporarily overridden using the /Print Printer Options
Margins Left or the /Print Printer Options Margins Right command (see the
“Print Commands™ chapter). Override may also ocour when you /File Retrieve 2
worksheet. The default vaiue for Left is 5 characters. The defaul value for Righs is
75 characters.
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Top and Bottom Margin

Selecting the Top or Bottom sption allows you to enter a new value for the margin
to be printed at the top or bottom of the page, as appropriate. Once this new value is
recorded using the Update option {sce below}, it will be used as the default top (or
bottom) margin every time 1-2-3 is started, although the value may be temporarily
overridden using the /Print Printer Options Marging Top or the /Print Printer
Gptions  Margins Bortom command (see the *“Print Commands®” chapter)., Over-
ride may also occur when you /File Retrieve a worksheet. The default value for Top
and Bottom is 2 lines,

Page-Length

Selecting the Page-Length option allows you to enter a new value for the printed
page length. You may enter a page length from 20 to 100 lines. OUnce this new value
is recorded using the Update option {see below), it will be used as the default page
length every time 1-2-3 is started, although the value may be temporarily overridden
using the /Print Printer Options Page Length command {see the **Print Com-
mands’* chapter). Override may also oceur when you /File Retrieve & worksheet,
The default value is 66 lines,

® If your printer has 2 wide carriage or you select compressed printing with a secup
string (see below) you must increase the right margin.

¢ If your printer is set to sutomatically skip over the paper perforations, set the rop
and bottom margins to zero.

# I your printer is set to automatically skip over the paper perforations, you must
reduce the page length, This may require some experimentation, but a value of 60
is typical.

Wait

Selecting the Wait option allows you to insert a panse at the end of cach printed page
to change paper in single-sheet-feed printers. Your choices are:

Yes. pause between cach page of printed vuiput

No. do not pause between each page of printed output

The default value for Wait is No.,

Setup

Some printers may reguire that a string of “*control characters’” be sent to the printer
hefore printing can begin or to set printer option. The Setup option allows you to
enter a default setup string to “‘initialize”” your printer. This setup will then be used
every time you issue the /Print o command, although it can be temporarily altered
in the Print menu {see the *‘Printer Control Codes’’ chapter), See p. 309 for a
description of how to enter printer setup strings. The default setup string is blank,
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File #

Dear Borrower:

Some of the information vou returned to us was incomplete. We are unable
to establish the amount of assistance you should receive until the follow-
ing information is provided.

Recertification Form for Family Composition. (Complete according to
the attached instructions.)

Request for Verification of Employment. (Complete according to the
attached instructions.)

Income Verification Form. (Sign, date, and include the name and
address of your income source in the upper left hand corner.)

Address for
(Verification was returned by Post Office).

Confirmation of the income source circled on attached copy of your
form. They have stated that you are not employed by them. Please
check for the correct address or notify us if there has been a job
change.

Name and social security number of the person whose social security
account pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please
use the back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 1/78




Quit

Selecting the Cuit option returns 1-2-3 to the Defaulc menu,

Disk Options

The standard personal computer system has two disk drives (A and B). The “boot™
or startup drive for 1-2-3 is drive A, Unless you tell 1-2-3 otherwise, 1-2-3 wiil Save
aud Retrieve worksheet and picture files on deive B. Selecting the Disk option
allows vou to designate a different disk drive for file storage, while keeping your
1-2-3 Program Disk in drive A,

Mormally the Drask option is set to B. Your choices are;
‘Nonc ABCDEFG

Selecting a disk drive sets chie current disk. You can temporarily change the current
disk with the /Pile Disk command or averride the current disk by using a disk speci-
fier at the beginning of your filename. :

Status

Selecting Status from the Default menu allows you to view the current configuration
seteings, The configuration is displayed in the worksheet area of the screen. Pressing
any key clears the screen and rerarns 1-2-3 to the Default menu,

Update

If you have changed the default configuration and want 1o make those changes per-
manent, you should choose Update. The new configuration will then be recorded
and 1-2-3 will use the new configuration the next time it starts up. If you made ne
changes, or if you do not want your changes recorded, choose Guit {see below).
Ounce the configuration is recorded, 1-2-3 returns to Ready Mode.

Wote: Remember to remove the write-protect tab before updating, and
replace it when through.

Quit
If you have not changed the defeult configuration, or if you simply wish to exit the

Drefault menu, select Quit. You will then be returned to the worksheet in Ready
Mode. :
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1-2-3 Function Reference

This appendix describes the encire set of 1-2-3 functions,

You can think of functions as **built-in’* formules. Like formulas, a function has a
numeric or logical value {or ERR or NA). This value usually depends on its argu-
ments: numbers, cell or range references, or even other functions.

Use functions by typing the function name, followed by its arguments, if any. The
function name always begins with an @ sign; the rest of the name can be typed in
upper or lowercase o¢ any combination, The arguments follow the name in paren-
theses, separated by commas:

@funceionname(argl,argZ, .. ,argN)

Depending on the function an argument can be either a single value or 3 range.

If Function requires; single value ratige
Allowsble arguments: nunber cell address,..cell address
cell-address range name
function
one-cell range name
formula

For a function to work, there must be the correct number of arguments, in the cor-
vect order, and of the correct type, cither a single value or a range, You can specify cell
and range references either by pointing or by typing.

Note that some functions, such as @ERR, do not take an argument. Other func-
ticns may take a variety of arguments, as indicated below.

Inn the reference, some functions are shown with the argument fise. In this case, the
argument can be a single cell, a range, or a list of cells and ranges, wich the entries
separated by commas. Blank cells in 2 range argument are ignored.

See Functions {page 101) for a more complete description of how to use fanctions,

Summary of 1-2-3 Functions
1-2-3 functions fall into the following general categories. Detailed descriptions are in
the following section.

Mathematical Functions

@ABS(x) . absolute value.
@ACOS{) arc cosine

@ASIN(x) ‘ arc sine

@/TAN(x) 2-quadrant arc tangent
@ATANZ{x,y) 4-quadrant arc tangent
@CO5(x} cosine
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Mathematical Functions (Cont.)

@EXP(x)
@INT(x)
@LN(x)
@LOG(x)
@MOD(E.y)
@71

@R AND
@ROUNT(x,n)
@SN}
@SQRT(x)
@TAN(x)

Logical Functioss

@FALSE
@TRUE
@ISNA(x)

@ISERR{x)

@I1F{cond,x,y)

exponential

integer part

log base e

log base 10

x mod ¥

pi (T}

random number between 0 and 1
round a number to n decimal places
sine

squate oot

tangent

the vaiue 0 (FALSE)

the vaiue 1 {TRUE]}

the value 1 (TRUE) if expression x has
the value NA

the value 1 (TRUE) if expression x has
the value ERR

the value x if cond is TRUE
the value v if cond is FALSE

Note that @FALSE and @TRUE take no argument.

Special Functions

@NA

@ERR

@CHOOSE(x, vy, v,-.vp)
@HLOGKUP(x,range,offsct}
@VLOOKUP(x,tange,offset)

Financial Functions
@IR R (guess,range)
@NPV(x,range)
@FV(pmt,int,term)
@PV(pme,int,term)
@PMT (prn,int,term)

Date Functions

@DATE(year,month,day)
@DAY(date)
@MONTH(date)
@YEAR(date)
@TODAY
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the value NiA (not svailable)
the value ERR (error)

select argument value
horizontal table lockup
vertical table tookup

internal rate of return
net present value
future value

present value

pa)’lﬂeﬂt

number of days sinee 31-Dec-18%9
day number :
‘month numbet

year number

today’s date

® S ® 4

Seatistical Functions

@COUNT (list) counts the number of all items in list
@5UMlist) sums the values of all items in list
@AVGHlist) averages the values of all items in list
@MIN(list) minimum of all items in list
@MAX(list) maximum of all items in list
@STD{khst) standard deviation of all items in list
@V AR (list) variance of all items in list

Database Statistical Punctions

These functions operate on the values in particular fields of a database whose records
fit the criterion.

@DCOUNT(input, offset, criterion) counts the number of all items in list
@DSUM(input,offset, criterion) sums the values of all items in list
@DAVG(input, offset, criterion) averages the values of all items in Hse
@DMIN(input,offset criterion) minimum of all items in Hst
@DMAX (input,offset, criterion) maximum of all items in list
@DSTD(input,offset, criterion) standard deviation of all items in list
@13V AR (input,offset, criterion) variance of all ftems in list

Alphabetical Function Reference
@ARS(x)

The value of the function is the absolure value of x.
Examples: @ABS(1.258) = 1.258

@ABS(-6.2) = 6.2
@ABS(B1) = absolute value of cell BY

@ACOS(x)

"The value of the function is the arc cosine of x, the angle in radians whose cosine is x.
If x is not between —1 and +1, the value is ERR. The value of the function is
always between 0 and 7.

Bxamples: @ACOS{~.3) = 1.875488% (radians)
@ACOS{B1) = arc cosine of value at cell Bl

@ASIN{x)

The value of the function is the ar sine of x, the angle in radians whose sine s x. Ifx
is not between — 1 and + 1, the valug is ERR. The funcion value is always between
— /2 and + /2. :

Examples; @ASIN{~ .3} = - 3046926 (radians)
@ASIN{B1) = arc sine of value at cell Bl
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@ATAN(x)

The value of the function s the arr angent of x, the angle in radians whose tangent is
%. The function value is always between —7/2 and +#/2.

Examples: @ATAN(-.3) = —.2914567 (radians)
@ATAN(BL) = arc tangent of value at cell Bl

@ATANZ(x,y)

The value of the function is the ar mangent of v/x, the angle in radians whose tangent
is y/=. Ic differs from @TAM(y/x) in that it considers separately the signs of x and v
so that it takes on values for all 4 quadrants, from — 7 to 7. % = y = §, the value
is ERR.

Examples: @ATAN2(1.258, - .3} = —.2341014 {radians), but
@ATANZ( - 1.258,.3) = 2.90749128
@ATAN(-.3/1.258) = @ATAN(.3/-1.258) = - .234104
@ATAN2B1LBY) = arc tangent of value (B2/B1), wking inta
account the sign of each argument

@A VG(list)

The value of the function is the average of all items in the list. The equivalent of the
@AVG (list} is equivalent to: @SUM(list) divided by @COUNT(list}. f the arge-
ment list contains no items, the result is ERR. If the list includes a range, then
@AVG ignores blank cells within the range,

A
1.89
10.00

2.70
BRI

@AVG{AL.A4) = 3.66

Examples:

1
2
3
4.

@CHOOSE(s,V(,Vy,... V)

The @CHOOSE function may be used to test logical expressions or to perform
short table lookups.

The first argument, 2, is evaluated and converted to an integer, i. I chis integer is
less than & or greater than n, the function returns the result ERR. Otherwise, the
value of the function is V|, In other words, this function selects and returns an argu-
ment based on the first argument.

“Examples: @CHOOSE(3,42.6, - 4.2,B1,1.17,@NA) = 1.17
@CHOOSE(A7,B1,C1,D1) = if value of formula in cell A7 is 2,
function returns the value in cell M
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@COS(x)

The value of the function is the cosine of x, where x is interpreted as an angle in
radians,

Examples; @COS(1,258) = 30772048
@COS(B1) = cosine of value at cell Bl

@COUNT(list)

The value of the function is the mumber of iems in list. If list includes a range, then
@COUNT counts all non-blank cells within the range, All single value arguments
count as 1 each, even 2 single cell reference to 2 blank cell.

Examples: A e ]
1] 189
21 10.00 @COUNT(AL .A4) = 3
3 @COUNT{ASy = 1
4 05

@DATE{year, month,day)

This function caleulates the mumber of days elapsed between the date specified in the
argument and December 31, 1899 (see Date Arithmetic, page 104). A value of ERR
will be returned if the arguments do not fall within the specified ranges:

year = 00 t0 99 month = 1t 12 day = 1 to last day of month

The value of the function will be a number. To display such a value as 2 date, use the
Date formats (see command summaries of /Worksheet (lobal Format and /Range
Format).

Examples: @DATE(82,9,27) = 30221 or 27-Sep-82 (Date forma)
@DATE(BLB2,83) = date value of Bi, B2, and B3

@DAY (date)

The @DAY functicn extracts the day of the month from a given date. The date must
be expressed in the form of the number of days elapsed since December 31, 1899 (see
Date Arithmetic, page 104).

Examples: @DAY(30221) = 27
@DAY(B4) = day number of the date at cell B4

@DAVG{input,offser,criterion) @OSTD{input,offset, criterion)
@DCOUNT (input, offset, criterion) @DSUM(input, offset.criterion)
@DMAX{inpur,offset,criverion) @DV AR(input, offset,criterion)
@DMIN(input,offset, criterion)

These functions are database counterparﬁs to the statistical functions @AVG,
@COUNT, etc. The @AVG operation (for instance finds the average value of 2
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Hse of arguments, The @DAVG function selects certain records from a database.
Then, it zeroes in on one field (column) of the selected records and ecalculages the aver-

age value:
& offset

L. N Y.

i, Use Input range
and Criterion range
arguments to select
setr of data records

Criterion range

2. Use offset argument
to “zero in’’ ou cne
fiekd

3. Caleulate average of
selected field values

Input range
All the database statistical functions work in this same way:

1. 1-2.3 uses the criteria stored in o Critevion range to select certain records from o darabase
{ingui range). In specifying these ranges as arguments to the function, you type cell
addresses or range names just as you would in a /Data Query command.

2. Using the offset argumeny, 1-2-3 focuses its attention on a certain field {column) of the
selected records, I offeet = 0, 1-2-3 uses the leftmost column; if effzet = 1, it uses
the second column; stc.

3. 1-2-3 performs the statistical operation {average, sum, maximum, eic.) on the single column
of selected values. For details on these statistical operations, consatt the descriptions of
@AVG, @COUNT, @MAX, etc. in this appendix.

Examgles: Consider this small database {i.e. Input range) A1..C8, to which the
range nune DATAB las been assigned, In addition, the ranges containing selection
critiera have been names as follows: B1..E2 has been named CRIT__1, aod F1,.F2
has been named CRIT__2. '

A o B C o D B " F ]
L Tten: Quantity Type ype Item
i 1001 2 nut nut +AZ2> 1001
3 1002 4 bale
4 1603 0 st
25 1004 17 bolt
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@DAVGDATAB0,CRIT_ 1) = @AVG(1001,1003) = 1002

The label-match criterion *mut”” causes che records in rows 2 and 4 to be selected.
The average of the values iz column O (Item field} of the selected records is 1002.

@DAVGDATAR {,CRIT__1) = @AVG(2,0) = 1
The same records are selected. The average of the Quantity field items is 1.
@DMAX(DATAB,1,CRIT_2} = @MAX(4,0,17) = 17

The formula criterion in cell F2 causes the records in rows 3-5 to be selected. In
these records, the largest Quantity field value is 17.

@GERR

The value of the function is ERR (error).
Example: @IF(B14>3.2 @ERR,B14)
@EXP(x)

The value of the function is ¢ raised to the x power. The value is ERR if x is greater
than about 230,

Examples: @EXP{1.258) = 3.5183774
@EXP(B1) = ¢ raised to the power of the value in cell B1

@rALSE
The value of the funciion is 0.0,
Examplc: @CHOOSE(AE,@FAT_SE,@TR[}E,@FALSE,@FALSE,@TRUE)

@FV{payment,interest,n)

The @FV function caleulates the fusre value of an annuity given a payment per
period, an interest cate per payment period, and a number of periods (n}. The for-
mula is:

. . n_
FV = payments £1+1nterest2 i

interest
Examples: A B |
Payment 1000 @FV(1000,.1,12) = 21384.283
Interest A @FV(B1,B2,B3) = 21384.283
Term 12 : '

@HLOOK UP(x, range,offset)

"The @HLOOKUP function performs a horizonial table lookup where the comparison
values are in the first row of the range. These comparison values must be in increas-
ing order, with ne duplicates. The result of the function is determined by locating
the first comparison value in the range which exceeds the test value, x. 1f this is the
first cell in the range, the result is ERK, Otherwise the result is the value of the cell
below the previous comparison value in the range. The third argument, offset, deter-
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mines how many rows below the comparison row to look {see also @VLOOKUP).
If the value of offsct is negative, or is greater than or equal to the number of rows in
the range, the result is ERR,

Examples: | _' A B e G B o }

4 1 2 3 4
& 12,92 13.67 14.42 15.17
6] 175 - 385 5.95 B.0S

@HLOOKUP(3,A4..D6,1) = 14.42
@HLOOKUP(AL,A4..D6,B1) = 14,42 (if 47 = 3.4, Bt = 1)

@1F{a,vtrue,vialse)

This function tests the first argument, a, for non-zero {TRUE) or zero (FALSE).
The value of the function is virue if true, vialse if false.

Examples: @IE{BI > B2,]9/720,@FALSE) = The value in cell ]9 divided by the
value in cell J20 if the value in cell

B1 is greater than the value in cell
Bz

@INT{x)
The value of the function is the infeger portion of x.

Examples: @INT(1.258) =
@INT(~1.258) = ~1
@INT(B1) = mteger portion of the value at cell B1

@IRR.{guess,range)

This funcrion calculates +n approximate internal rate of retwrn for 2 series of cash
payments made at regular intervals, starting with en initial guess at the correct
answer. The internal rate of return is defined as the discount rate such that the net
present value of the the cash flow is zero. An iterative scheme is used for calculating
the internal rate of return and the result ERE is returned if convergence to within
Q000001 does not occur within 20 iterations.

In some cases the internal rate of return is multi-valued. In these cases, different
answers may result from using different initial guesses, If there is only one sign
change in the series of payments and @IRR converges to a result, then there is only
one answer and that answer is the correct one. Normally, an 1n1tlal guess between
0.0 and 1.0 w:li yield a result.

Emmpi‘—‘ e AL B e e l

Payments

- 1000

Guess
.14

.‘,{.kj

@ISERR{x)
The value of the function is TRUE (1.0) if x = ERR; otherwise it is FALSE (0.0},

Example: @ISERR(B1) = 1 if the value of cell Bl is ERR
G if the value of cell B1 is not ERR

@ISNA(x)
The value of the function is TRUE (1.0) if x = NA; otherwise it is FALSE {0.0).
Example: @ISNA(BL) = 1 if the value of cell Bl is NA
0 if the value of cell Bi is not NA
@LN(x)

The value of the function is the natural logarithm or logarithm base e of x. ¥ x is zero or
negative, the value is ERR.

Examples: @LN(1.258) = (.2295236
@LN({B1} = logarithm base e of the value at cell B1
@LOG{x)

The value of the function is the logarithm base 10 of x. If x is zero or negative, the
value is ERR.

Fxamples: @LOG(1.258) = 0.09968064
@LOG(BY) = logarithm base 10 of the value at cell B1

@MAX(list)

The result of the function is the maximum of the values of all the entries in list, If
there are no entries in the list, the function returns the result ERR, If a range is in-
cluded in the list blank cells in the mnge are ignored.

Example: R R j
1 1.89
g 1223 EMAX(AL A4} - 10
4.4 .05

@MINlist)

The result of the funcrion is the minimum of the values of all the encries in list. If
there are no entries in the list, the function returns the resubt ERR. i a range is in-
cluded in the list blank cells in the range are 1guorcd

500
400
200
106

NP RSN
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@IRR{B2,A2. A6) = .10212

Example: | B e T T
11 1.89
270 10,00 & - 05
B M @MIN(AL.Ad) = 0
4 08
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@MOD@J)

The value of this functios is the modulus {or remainder) of x divided by y. This is
caleulated as: x — {y~@INT{(x/y)}. I y is zero, the value is ERR.

Examples: @MOD(15,7) = 1
@MOD(B1,82) = value at cell B1 modulo value at cell B2
@MONTH(date)

The @MONTH function extracts the month number from a given date. The date
must be expressed in the form of the number of days elapsed since Decernber 31,
1899 (see “*Date Arithmetic,” page 104).

Examples: @MONTH{30221) ~ 9
@MONTH({B4} = month number of date at cell B4
@NA '
The value of the function is N4 (not available).
Example: @IF {B142>3.2, @NA, Bl4)

@NPV{x, range)

This function caleulates the nef present value of a series of cash flows ar equal invervals,
assumning an interest rate per period, x. The range must be a segment of 2 row or 2
column, not a full rectangular block.

1

i V...V, are the values in the range, then: NPV = Z L
{1 +x)
i=0
Examples: A LB I
{ash Flows Interest Rate
- 1406 .1
400
400
400

@NPV(.1,AZ. A6) = 24359
@NPV(B2,A2..A8) = 243.59

@p1 \
The value of the function is & {3.141592653589794). Note that @PI does not take

an argument, Use @PI to convert degrees o radians for arguments to the @COS,
@SIN, and @TAN functions (1 degree = @PI/180 radians).

Framples: @P1 = 3.141592 ...
@SINQO ~(@P1/180)) = 5
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@PMT{principal,interest,n)

The @PMT function caleulates the mortgage payment per period for a given principal,
interest rate per period, and vurmber of periods {n). The formula used is that for an
ordinary snnuity:

PMT = principale . nterest
1 (1 + interest)

This function gives correct results even if interest = 0.

Examples: | A B oo
i{ Prncpal 1000
2 Interest A
3 Term 12

@PMT(1000,.1,12) = 146,76332
@PMT(B1,B2,B3) = 146.76332

@PV{ipayment,interest, term)

The @PV tunction caleulates the present value of an ordinary annuity given a payment
per period, an interest rate per payment period, and a number of periods. The for-
nuala used is:

1—{1+interest) "8

PV = payment+

Lterest
Example: A B - |
i Payment 100
2 Interest A
3 Term 12

@PV{100,.1,12) = 681.36918
@PV(B1,B2,B3) = 681.36918

@RAND

The value of the function is a random sumber uniformly distributed between 0.0 and
1.0, Note that @RAND does not take an argument.

Example: @RAND = 87320723

@ROUND{x,ndigiis}

The result is the first argument, x, rounded to the number of digits specified by the
second argument, ndigits. The second argument is converted te ah integer and must
be i the range from - 15 to + 13, inclusive. If ndigits is zero, then x is rounded to
an integer. If ndigits is 1, then % is rounded to the neatest tenth. I ndigits is 1, .
then x is rounded to the nearest multiple of 10,
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Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department
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The @ROUNE fanction may be used to perform: accurate calculations on rounded
currency amounts. A typical problem is totalling a column of numbers accurate to
fractions of # cent but formatted as integers, Due to the accumulation of the cents

and fractions of cents, the displayed total appears wrong. This problem muy be 48

avoided by rounding the numbers using the @ROUND function, thus yielding a
correct total.

Examples; @ROUND{145.258, - 2) = 100.000
@ROUND(145.258, - 1) = 150.000
@ROUNI(145.258,0) = 145.000
@ROUND(145.258,1) = 145.300
@ROUND(145.258,2) = 145.260
GROUND(145.258,3) = 145.258
@ROUND{B1,B2) = value at cell B1 rounded to number

of digits at cell B2

@SH(x)

The value of the function is the sine of x, where x is interpreted as an angle in
radians,

Examples: @SIN{1.258) = 95147680
@SIM(B1} = sine of value a¢ cell B1

@SQRT(x}
The value of the function is the syuare roor of x. H x is negative, the value is ERR.

Examples: @SQRT{1.258) = 1.1216060
@SOQRT(B1) = square root of value at cell Bi

@STD(list)

The result of the function is the srandard deviation of the values of alf the entries in the
list. If @COUNT(list) is zerws; the funcion returns the result ERR. Blank cells in
the range are ignored,

1-2-3 caleulates the @STD value by taking the square roat of @V AR(list). See page
287. For many statistical calculations, you may want a “*sample’” standard deviation.
This can be easily computed:

sample std = @SQRT(@COUNT(list)/ (@COUNTlist) — 1)) » @STD(list)
Example: A : Ll |

1.8%
10.00
2.7
.05

GS5TIAL . Ad) = 3.7842502

A B e
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@SUM{list)

The result of the fonction is the sem of the values of all cells in the list. Blank cells in
the range refevences are ignored,

Example: oA i

1.89
16.00
2.70
.05

@SUM(AL,.A4) = 14.64

FARIPREEN

@TAN(x)

The value of the funetion is the wagens of x, where » is interpreted as an angle in
radians. If X = 7/2 + wen (where n = any integer), the value is ERR.

Examples: @TAN(1.258) = 3.0920165
@TAN(BI) = tangent of value at cell Bl

@TODAY

The @TODAY function returns tfoduy’s date in days since December 31, 1899 (see
Diate Arithmetic, page 104). The resulting number of days is in a form suitable for
use with other date functions.

Example: @TODAY = 30249

@TRUE

The value of the function is 1.0. Note that @TRUE takes no argument.
Example: @TRUE = 1§

@V AR list)

The result of the function is the varance of the values of alf the entries in the list, If
@COUNT(list} is zero, the function returns the result ERR. Blank cells in cell
range references are ignored,

nLx? ~ (Ex)z n = @COUNT(list)
n 2 Each x is an element in the Hat.

Note that this is a **population” variance, caleulated with n in the denominator
rather than n -1, For many statistical calculations, you may want 2 **sample’’
variance. This can be easily computed:

sample var = (@COUNT(list)/{@COUNT(Hst)-1)) » @VAR(ist}
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Dear Borrower:

Some of the information you returned to us was incomplete. We are unable
to establish the amount of assistance you should receive until the follow-
ing information is provided.

Recertification Form for Family Composition. (Complete according to
the attached instructions.)

Request for Verification of Employment. (Complete according to the
attached instructions.)

Income Verification Form. (Sign, date, and include the name and
address of your income source in the upper left hand corner.)

Address for
(Verification was returned by Post Office).

Confirmation of the income source circled on attached copy of your
form. They have stated that you are not employed by them. Please
check for the correct address or notify us if there has been a job
change.

Name and social security number of the person whose social security
account pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please
use the back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 1/78
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Example: | A . |
1.89
10.00
270
.05

| @VAR(AL..A4) = 14.32055

T

@GVLOOKUP(x,range,offset)

The @VLOOKUP function performs a vertical table lookup where the comparison
values are in the first column of the range. These comparison values mast be in iu-
creasing order, with no duplicates. The result of the function is determined by locat-
ing the first comparison value in the range which exceeds the test value, x. If this is
the first cell in the range, the result is ER R, Otherwise the result is the value of 2 cell
to the right of the comparison value in the range. The third argument, offser, deter-
mines how many columans to the right of the comparison columu to look. If the
value of offset is negative, or is greater than or equal to the number of columns in the
range, the result is ERR (see also @HLOOKUP),

A common use of @VLOOKUP is in tax tables, with the cormparison column being
the income ranges.

Examples: A B .. Co I

1 3 1

2 2 2

3

41 t 12.92 1.75

3 2 13.67 3.85

. 3 14,42 5.95

A 15,17 8.05

@VLOOKUP(3,A4..C7,1) = 14,42
@VLOOKUP(ALA4. .C7.BY) = 1442
@VLOOKUP(2,A4..C7.2) = 3.85
@YLOOKUP(AZ,A4..C7 B2} = 2185

@YEAR (date}

The @YEAR function extracts the year aumber from a given date. The date must be
expressed in the form of the number of days elapsed since December 31, 1899 (see
Drate Arithmetic, page 104).
Examnple: @YEAR{30221) = 82 )

@YEAR(B4) = year number of date at cell B4
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Using the GRAPH Program

GRAPH is the program that allows you to print or plot graphs saved as files using
the 1-2-3 command: /Graphk Save. GRAPH allows you to control the way your
graphs are printed, Graphing parameters such as the colors used in the graphing, the
fonts (character styles), and orientation (position on the paper) may be adjusted to fit
the needs of the graph(s) you want 1o print. GRAPH also allows you to *‘queue’ 2
series of graphs; that is, you can select a series of graphs to be printed and GRAPH
will print them in the order you define, And, as with §-2-3, Help is never more than
a keystroke away. Pressing the Fi {Help] key gives you a Help screen appropriate to
your current action.

Like 1-2-3, GRAPH needs to know what graphics device is connected to your com-
puter. Often you will be using the same printer to reproduce both worksheets and
graphs, bat you will still need to give GRAPH that information. Chances are,
though, that you’ll only need to specify that information to GRAPH once, when
you first “configure” GRAPH; after that GRAPH will “*remember’” the con-
figuration of your system.

This appendix will show you how to configure GRAPH for your system, and how
to use GRAPH to print the graphs produced by 1-2-3.

Note: Not all printers can be wsed o ereate 1-2-3 graphs. If in dowbi, consult your
dealer.

Note: if you are using GRAPH with a hard disk drive, see the **Using 1-2-3 and
GRAPH With a Hard Disk”" appendix.

How to Start GRAPH

Because GRAPH is supplied on its own Program disk, you will need to put the
GRAPH disk in Drive A before you can start GRAPH. If you are in DOS, then put
the GRAPH disk in drive A, type “GRAPH,” press «+ [Enter} and the GRAPH

menu will appear.

If you are in 1-2-3, you must exit the worksheet, using the /Quit Yes commard.
Remember to /File Save your current worksheet and /Graph Save your graphs
before quitting! You will now see the LOTUS Access System menu (ste page 13).
Select GRAPH from the Access System menu by pointing to the command and
pressing +', or type the letter G. You will then be prompted to change disks.
Remnove the 1-2-3 System disk from drive A, insert the GRAPH Program disk, and
press any key. The GRAFH menu will appear.

The GRAPH menu presents you with a series of options. They are:

Select Select a graph or series of graph files for priniing.
Options Select printing options {colors, orientation, fonts),
Go Print the selected graphs.
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Date
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Dear Borrower:

Some of the information you returned to us was incomplete. We are unable
to establish the amount of assistance you should receive until the follow-
ing information is provided.

Recertification Form for Family Composition. (Complete according to
the attached instructions.)

Request for Verification of Employment. (Complete according to the
attached instructions.)

Income Verification Form. (Sign, date, and include the name and
address of your income source in the upper left hand corner.)

Address for
(Verification was returned by Post Office).

Confirmation of the income source circled on attached copy of your
form. They have stated that you are not employed by them. Please
check for the correct address or notify us if there has been a job
change.

Name and social security number of the person whose social securlty
account pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, piease
use the back of this letter,

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 1/78
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Configure  Change the default GRAPH configuration.

Align Set the current page position as “‘top of page’”.
Pape Advance the printer paper to the top of the next page.
Quit Quit GRAPH.

Each of chese options will be described in greater detail in the following sections.

Changing GRAPH’s Default Configuration

GRAPH's current configuration is always displayed in the main area of the screen,
below the control panel. As you make changes to GRAPH, the display will be up-
dated to reflect the changes.

Just as with 1-2-3 configuration, GRAPH initially assumes that vou have certain
bardware connected to your system {the “*defanlt’’ conbiguration). The first time
you statt GRAPH, the default configuration will be:

DRIVES
Pictures: B

Fonis: A

GRAPHICS DEVICE
Epson MX single

INTERFACE
Parallei

PAGE SIZE
Lengeh: 11.000
Width: 8.000

That is, GRAPH assumes that your graph files are stored on drive B, that your
typeface styles (fonts) are stored on drive A (the GRAPH disk}, that you are using an
Epson MX-80 in single-density mode as your graphics device (printer}, that the
printer is connected to the parallel port, and chat your page size will be 87" x 117,
Note that the defauit page width is set to 8'" because the Epson MX-80"s maximum
page size is 8, If these assumptions are cortrect, then you will not need to change
anything. If your system is different, read on.

Since we are immediately concerned with changing GRAPH’s default configuration, .

vou should select Configure from the GRAPH menu. As with all 1-2-3 menus, op-
tions are selected by “‘pointing’’ to the option name with the menu pointer using
the == or — arrow keys and pressing +, or by typing the first letter of the op-
tion. As you select each option, a list of configrration choices will appear under the
command line. ‘

290

Y "

The summary of configuration options shown below gives all the possible configura-
tion choices. Default options are shown in boldface,

Opiion: Configuration:

Files Pictures: A, B, C...
Fonts: A, B, C,...

Drevice 1 Epson MX-80/100, single density {120 x 72} dots
{per inch)
2 Bpson MX-80/100, double density (120 x 144) dots
{per inch}
3 1DS Prism Printer (84 X 84) dots
4 HP 74704 pen plotrer

Page Length 11.060
Width 8.000
Interface 1 Paraliel
2 Serial

3 Second Parzllel
4 Second Serial

Bave Cancel
Replace

Reset

Quit

Summary of GRAPH Configuration Options

Files Option

Selecting this option allows you to specify which drive(s) will be searched for graph
and font files when you are selecting graphs to be printed, and when you issue the
Go comunand to print the graph files. Your choices are;

Pictures  Select drive containing graph files.
Fonts Select drive containing fonts,
Quit Return to the Confipure menu.

Initially, Pictures is set to drive B (rypically, using 1-2-3, you would /Graph Save
your graphs to drive B} and Fonts is set to drive A. For either option, you will be
prompted to enter the letter of the drive on which the respective files are stored. For
exampie, if you want o tell GRAPH that your graph files are on drive A, you
would select Pictures and type the letter **A” in response to the prompt, Selecting
Crait will return you to the Configure menu. Notice, as always, that the status area
of the screen has been updated to reflect your choice.
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Dear Borrower:

Some of the information you returned to us was incomplete. We are unable
to establish the amount of assistance you should receive until the follow-
ing information is provided.

Recertification Form for Family Composition. (Complete according to
the attached instructions.)

Request for Verification of Employment. (Complete according to the
attached instructions.)

Income Verification Form. (Sign, date, and include the name and
address of your income source in the upper left hand corner.)

Address for
(Verification was returned by Post Office).

Confirmation of the income source circled on attached copy of your
form. They have stated that you are not employed by them. Please
check for the correct address or notify us if there has been a job
change.

Name and social security number of the person whose social security
account pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please
use the back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 1/78




Device Option

To change the graphics device, select Device from the Configure menu. You can
choouse between the following printers or plotters;

1 Epsou MX-80/100, single density (120 x 72) dots {per inch)
2 Epson MX-80/100, double density (120 x 144) dots {per inch)
3 DS Prism Printer (84 x 84} dots (per inch)

4 HP 7470A pen plotter

To choose a device, type the number that corresponds to the device or point ta the
number and press < . That device will be selected and you will be returned to the
Configure menn,

Notice that the printer names are accompanied by “dot resolution™ numbers. These
numbers indicate the relative graphics resolution {how accurately the printer can
duplicate the graph} for each printer listed. For Epson printers, the question of
which device to choose depends on your preference; any Epson equipped to handle
graphics will work in either single or double density mode, The second choice, dou-
ble density, will increase the density of the dot matrix to twice that of the first selec-
tion, Producing much higher quality results will more than double the time o print
a graph. For the 108 printer and the HP plotter, only one choice is presented. If you
are seill confused by the printer designations, you might want to ask your dealer for
advice. Your dealer or the manual that accompanied your printer are the best sources
of information.

Page Option
The Page option aliows you to control the defauit page length and height in inches.
The options are:

Length Length of printed page in inches (default = 1% inches)
Width Width of printed page in inches (default = 8 inches)
Quit Return to the Conﬁgure‘(menu

MNote that for Epson MX-80 printers, the default page width should be set 1o 87
{(8.000). For an Epson MX-100 printer, the page width should be set to 13,600,

Depending on your selection, you will be prompeed to enter a length or width in
inches. The current values for length and width are always displayed in the status
area of the screen. Selecting Quit returas you to the Configure menu.

Interface Option

To connect a printer to a computer, some type of interface card and cable are re-
quired, Computers communicate with printers using two different means: parafle or
serial. You must tell the comeputer what kind of interface is connected or it will not
communicate correctly with the printer.
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To change the printer interface type, select Interface from the menu, You can choose
one of four interface types:

1 Parallel. The parallel interface supplied as past of the IBM Monochrome
Display and Printer Adapter,

2 Serial. The serial {R8232C-compatible} interface supplied as part of the
IBM Asynchronous Communications Adapter {optionaf).

3 Second Parallel. Ap optional parallel interface.
4 Second Serial. An optional second serial interface,

Selections from the interface list are made by pointing to the choice and pressing + |
Crice the choice is made, GRAPH returns to the Configere menu. The status screen
will be updared to reflect the change.

The Parallel Port is the **standard” place where 3 printer would be connected for a
personal computer, but your system may differ. If you are confused about interface
types acd ports, you might want to read the “IBM Technical Reference’” that sc-
companied your computer, or you might want to check with your dealer to find out
the exact configuration for your system,

GRAPH supparts only devices whick are IBM-compatible, Check with your dealer
or consult the device literature to be sure thac the device you have selecred is
compatible.

Save Option

If you made any changes in the configuration they will imumediately take effect {as
reflected on the status screen). However, these changes will be *“forgotten’ at che
end of the current GRAPH session unless you Save them to disk, GRAPH will then
use the new configuration in subsequent GRAPH sessions. You are given two
choices:

Cancel cancels the Save and teturns you to the configuration menu,
Replace  canses the current configuration wo be written to disk,

Reset Option

This menu selection allows you to cancel a GRAPH configuration rthat was altered
during the carrent session, Onee Reset has been selected, all newly entered GRAPH
configuration options will be reset (1) to the configuration that was ““read”’ from
disk when GRAPH was started, or (2) to the configuration that was “saved” dur-
ing the current session. L
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Some of the information you returned to us was incomplete. We are unable
to establish the amount of assistance you should receive until the follow-
ing information is provided.

Recertification Form for Family Composition. (Complete according to
the attached instructions.)

Request for Verification of Employment. (Complete according to the
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Income Verification Form. (Sign, date, and include the name and
address of your income source in the upper left hand cormer.)

Address for
(Verification was returned by Post Office).

Confirmation of the income source circled on attached copy of your
form. They have stated that you are not employed by them. Please
check for the correct address or notify us if there has been a job
change.

Name and social security number of the person whose social security
account pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please
use the back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 1/78




Quit Option
Selecting Quit allows you to exit the Configure menu and retsrn to the main

GRAPH menu. If you have changed GRAPH’s configuration: and want to save that
change, you should select Save before selecting Quit.

Using GRAPH to Output Graph

GRAPH’s main function, of course, is to print graphs generated with 1-2-3 on a
printer or other graphics device, To do this, GRAPH “'reads™’ a 1-2-3 graph file {a
“.PIC" or **picture’” file) and formats it according to various options which you
specify, GRAPH then outpats this graph to the graphics device.

The various format options are selected from the GRAPH mens just as you would
select an option from sny 1-2-3 menu. However, because GRAPH allows you to
“quene’’ a list of graph files for printing, you may also select from Hsts of graph files
on your storage diskette. Selections from lists are made by pressing {Space-Bar}, An
exarple of this type of selection appears below.

The GRAPH menu options which affect the formatting and printing of graph files
are: :

Selecs Select a graph or seties of graphs for printing.

Crptions Select graphics printing options (colors, orientation, fonts) before
pristing.

Go Print the selected graphs,

Align Set the current paper position as ‘‘top of page"’

Page Advance the printer paper to the top of the next page

Quit Quit GRAPH.

The following sections will describe each of the major GRAPH commands in greater
detail,

Selecting Pictures for Printing

The first option on the GRAPH menu, Select, allows you to specify the graph files
you want to print. When you choose Select, a list of graphs is retrieved from the
disk specified in the GRAPH configuration {see above) and displayed on the screen,

Use the T and } keys to move chrough the list of graphs. When you want to choose
2 graph, press {Space-Har| and the graph name will be ““marked"’ or selected. For
example, suppose your data disk contained the following .PIC files: EXPENSE,
INCOME, MONTHLY, and YEARLY. You want to choose MONTHLY as your
first graph to be printed, so you use the | and | keys to move the pointer down the
graph list to MONTHLY and press [Space-Bar]. An indicater will appear next to
MONTHLY to show that it iy selected: :
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EXPENSE
INCOME

> >MONTHLY
YEARLY

Any graphs that were selected during the current GRAPH session, but prior to the
current Select, will also be marked with the indicator, While in the selection Hst,
you may press the F10 [Graph] function key at any time and the graph on which the
pointer is vesting will be displayed on the graphics monitor, allowing you to
*‘preview’’ graphs before printing them.

Note: Do not be surprised if 2 **previewed’ graph appears to have more detail than
the graph as oziginaily displaved in 1-2-3. In fact, the smaller lines of text in a
previewed graph may appear to be unreadable, This is because the picture file {.PIC
file) generated by 1-2-3 actually contains more detail than can be displayed by 1-2-3’s
fGraph View command. However, GRAPH is capable of printing this detail, and
the hard copy will be simitar to the graph that was displayed in 1-2-3, except more
precise. :

Other selections can be made from the graph list in the same way. If you want 1o
remaove 3 graph from the currently selected list, move the pointer to the graph name,
press [Space-Bar] once again, and the indicaror mark will be removed. Pressing [Ese]
cancels the graph list and any new selections that wers made from it {selections made
prior to the current sclections are kept), and returns you to the GRAPH menu.
Pressing + selects the currently highlighted graph and causes the currently selected
list of graphs to be “*saved”’ (don’t confuse this with GRAPH configuration; picture
selections are kept only for the duration of the current GRAPH session}. You are
returned 1o the main GRAPH menu and the list of selected graphs is displayed on the
status screen in the order in which you selected them.

Choosing Other GRAPH Options

Selecting Options from the main GRAPH menu allows you to set or change various
aspects of 2 graph or series of graphs before printing. Remember that Options apply
to the entire set of selected graphs, so that if you intend to change options between
graphs, you should select only those graphs to which the options will apply.

When you select Options, you ate offered the following choices:

Color Font Size Pause Eject {Juit

Color option

The Color option allows you to asign colors to various parts of the graph, The

2 available colors and thelr possible uses are shown below. Note that the default color

for the grid and the data ranges is black.
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form. They have stated that you are not employed by them. Please
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account pays benefits to your children:
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For (Child) Social Security #

If you need additional space to answer any of the above requests, please
use the back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
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Tse Color
Grid (grid, axes, scale) Black
A (data range A) Red

B (datz range B) Orange
C {data range C} Yeliow
I (data range D) Blue

E (data range E} Burple
F {data range ¥} Brown

Color selections are made by first selecting the appropriate menu item (Grid, A, B,
€, D, E, or F) and then selecting a color for that item from the list displayed in the
control panel. The Hst of colors displayed in the status area of the screen will be con-
tinsously updated to reflect changes. The color option has no effect unless you are
using 2 color graphics device (Prism printer or HP 74704 plotter).

Font option

This option allows the selection of fonts to be used in printing the text portions of

the graph. Font 1 is only used for the fizst line of the graph title; Font 2 will be used
for the zest of the graph, i no selection is made for Fone 2, then Font 1 will be used
tor the entire graph.

Font selections are made in the same way as graph selections (see above) from the list
of fonts displayed in the status area of the screen.

The fonts currently supplied on the GRAPH Program disk are:

SCRIPT1 ITALIC]
SCRIFT2 ITALICZ
BLOCKI1 ROMAN]
BLOCKZ ROMANZ

The numbers after each font indicate how *‘bold"” oz dark the font is. For example,
Script2 is bolder than Scriptl. The current selections for Font 1 and Pont 2 are
displayed an the status area of the screen at all times. The bold font produces high
gqualicy graphs only with high resclution printers and plosters.

Size option

The Size option allows you to choose the size and orientation of the graph on the
paper. Each choice controls the values for margin, graph height, width, and rota-
tion, The choices are;

Full the graph will eccupy the full page with normal margins, All
variables are automatically adjusted. An indicator will appear on the
scresn, :

Half the graph will wccupy half of a page. All variables are antomacically
adjusted.

Manual each variable of graph placement can Be adjusted manually (see
below}.
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MAasoN-McDUFFIE co

REALTORS ® MORTGAGE BANKERS & INSURANCE & PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, Calfornia 94705

(415) 845-0200 Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable
to establish the amount of assistance you should receive until the follow-
ing information is provided.

Recertification Form for Family Composition. (Complete according to
the attached instructions.)

Request for Verification of Employment. (Complete according to the
attached instructions.)

Income Verification Form. (Sign, date, and include the name and
address of your income source in the upper left hand corner.)

Address for
(Verification was returned by Post Office).

Confirmation of the income source circled on attached copy of your
form. They have stated that you are not employed by them. Please
check for the correct address or notify us if there has been a job
change.

Name and social security number of the person whose social security
account pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please
use the back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 1/78
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Selecting Manual from the Size options menu allows you to select each of the aspects
of graph placement. These aspects are:

Height adjusts height of the graph (vertical page length) in inches.
Width adjusts the width of the graph (horizontal page width) in inches.
Left adjusts the size of the left margin in inches.

Top adjusts the size of the top margin in inches.

Rotation  adjusts the number of counter-clockwise degrees of rotation. Zero

degrees of Totation will orient the X axis along the width of the
page. Ninety degrees of rotation will orient the X axis along the
height of the page.

Do not be alarmed if what you type for a value is not exactly what appears on the
status screen (GRAPH uses the correct value, but displays a ‘‘rounded”” value).

A Technical Note. A graph will be stretched or compressed to exactly fit the
specified height and width after rotation of the graph. The degree of distortion
depends on the relationship between the graph’s X axis and Y axis scale values (called
the “‘aspect ratio”’). All 1-2-3 graphs are produced with an aspect ratio of approx-
imately 1.385 to 1. Therefore, the ratio of height to width should be maintained at
the same aspect ratio.

Pause Option

Selecting the Pause option causes GRAPH to pause between printing graphs. A
pause might be required to change paper or switch settings on a printer, or to change
pens on a plotter (in addition to the automatic pause to change pens on an HP plot-
ter). The two Pause options are:

Yes  pause between the printing of each graph. GRAPH will signal the pause
with a continuous beeping. Pressing [Space-Bar] causes GRAPH to

continue.
No GRAPH will not pause between printing graphs

As always, the current setting of Pause is displayed on the status area of the screen.

Eject option

Selecting Eject allows you to control whether GRAPH will automatically advance
the paper to the next page between printing graphs. The Eject settings are:

Yes  advance (eject) the paper between printing of graphs. On a printer (a
continuous paper-feed device), the paper will be advanced to the top of a
new page before printing resumes. On a plotter, you will be prompted

to put a new sheet of paper on the plotter before printing will resume.
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No no paper will be advanced between printing of graphs, unless GRAPH
determines that the next graph to be printed is too ‘‘long” for the cur-
rent page, in which case the paper will be advanced to the top of the next
page automatically. Otherwise, you will have to use the printer’s con-
trols to advance paper.

As always, the current setting of Eject is displayed on the status area of the screen.

Readying the Printer

Before GRAPH does any printing, you should be sure that your printer is ready for
printing. Two GRAPH options allow you to position the paper correctly:
Align
Page

sets the current paper position to be the “‘top of page”
advances the printer paper one page

The printer’s controls can be used to advance the paper until the print head is located
at the top of a new page. You should then select Align, to tell GRAPH that the cur-
rent paper position is the top of form. Once the paper is Aligned, all subsequent
Pages will cause the printer to advance exactly one page (to the top of form on the
subsequent page).

The Page option works only after a graph has been printed (so that you can *‘page”’
ahead to the next page). If you need to advance the paper to Align it, use the
printer’s controls to do this.

Printing the Graph

Now you are ready to print your graph(s). Select Go from the GRAPH menu.
GRAPH will then use the options you have selected in formatting and printing the
graph on your printer and plotter. As GRAPH works, it will display messages in the
status area of the screen letting you know what it is currently doing. During the
printing process your printer may stop for a few seconds. This is normal. Please be
patient. When all graphs have been printed, you will be returned to the GRAPH

menu.

Leaving GRAPH

When you are finished using GRAPH, select Quit from the GRAPH menu. You
will be prompted to confirm your Quit by selecting Yes or No. Selecting No will
return you to the GRAPH menu. If you started GRAPH from the Access System
menu, selecting Yes will return you to the Access System. You will be prompted to
1emove the GRAPH disk and reinsert your 1-2-3 System disk. If you started
GRAPH from DOS, selecting Yes will return you to DOS.
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MAasoN-McDUFEFIE co

HEALTORS ® MORTGAGE BANKERS ®m INSURANCE s PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 94705
(415) 845-0200 Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable
to establish the amount of assistance you should receive until the follow-
ing information is provided.

Recertification Form for Family Composition. (Complete according to
the attached instructions.)

Request for Verification of Employment. (Complete according to the
attached instructions.)

Income Verification Form. (Sign, date, and include the name and
address of your income source in the upper left hand cornmer.)

Address for
(Verification was returned by Post Office).

Confirmation of the income source circled on attached copy of your
form. They have stated that you are not employed by them. Please
check for the correct address or notify us if there has been a job
change.

Name and social security number of the person whose social security
account pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please
use the back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 1/78




‘A‘ Sample GRAPH Session: Printing Two Graphs

Suppose that you have two graphs that you want to print, PROJECT and
EXPENSE, which are stored on a data disk in drive B. You normally use your Epson
M3{-80 printer as the graphics printer, but today you want to use an IDS Prism
printer borrowed from a friend. What do you do next? Let”s follow through a sam-
ple session with GRAPH.

First, we want to get GRAPH running. If we're still in 1-2-3, we need to save the
current worksheet and graph(s) if we haven't already done so (using the /File Save
and /Graph Save commands) and then exit 1-2-3 {using /Quit Yes). We are now in
the Access System menu. We should select GRAPH from the menu, at which time
we will be prompted to remove the 1-2-3 System disk from drive A and insert the
GRAPH disk into the same drive. This done, the GRAPH menu and status screen
will be displayed, showing us the current GRAPH configuration.

(If the 1308 prompt A> had been displayed on the screen, we would have put the
GRAPH disk in drive A and typed:

GRAPH «

and the GRAPH menu and status screen would have been displayed after a fow
seconds, )

The first thing we should do is tell GRAPH where the pictures and fonts we want to
use are stored. Notice that the status screen gives us the current configuration:

DRIVES

Pictures: B

Fonts: A _
Is that correct? Our data disk is located in drive B, so we don’t need 1o change Pic-
tures, Usoally fonts are located on the GRAPH Program Disk in diive A, so that
won't need to be changed either, If that wasn’t the case, we could:

1. Select Configure Files Pictures or Cenfigure Files Fonts from the menu.

2. When prompted, we would type the letter for the drive where pictures or fonts
are stored. In either case, we would press «4 following the entry.

The status screen would immediately show the new configuration. If we wanted to
make the drive change permanent, we would also have to select Configure Save
Replace to record the change in GRAPH. Remember, we can always change the
configuration at any time, In computers, at least, nothing is forever,

One more thing. A guick check of the starus screen tells us that the current
GRAPHICS DEVICE is an **Epson MX single,”” which is set to use as its INTER-
FACE, the “‘Parallel.”” Since our system will use an IDS Prism printer (for the
moment, anyway), we need to change the device. We should select Configure
Device 3 from the menw, which will update the status screen accordingly. The Inter-
face option remains the same.
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Should we Save the new printer configuration? Probably not, since the IDS printer is
temporary. The next time we start the GRAPH Program, it will read the startup
configuration stored on the GRAPH Program disk, and our *“default’” printer will
agsin be the Epson, :

Now we should select the graphs we want o print from the files stored on our data
disk. YWhen we choose Select from the GRAPH menu, the available picture files on
the data disk will be displayed in the status area of the screen:

EXPENSE
MONTHLY
NEWCHART

" PROJECT
YEARLY

The graphs we want to print are PROJECT and EXPENSE, so we should select
these graphs from the list of pictures by using the ! and | keys to move the high-
lighted pointer to the pictures we want to select. When we reach PROJECT and
EXPENSE, we should press [Space-Bar] o selecr the pictures, An indicator will 2p-
pear next to the selected pictures, like this;

> »EBEXPENSE
MOMNTHLY
NEWCHART

= > PROJECT
YEARLY

The [Space-Bar] key acts as both a ““selector’” and a **deselector”” for pictures (it's
also called 2 “toggle,’” because it *toggles’” between two choices), So if we make a
mistzke, we can deselect, or select, a picture as many times as we want. When the
highlight is on each name, we should press the F10 [Graph] key to produce a rough
sketch of the praph on the sereen. This allows us to verify our graph choices —
EXPENSE and PROJECT. When we’ve finished selecting pictures, we should press
+, and the status screen will be redisplayed with the sefected pictures listed at the
left in the exact order in which we selected them. The selection order will also be the
order in which the pictures are printed. But we're not quite ready for printing yet,

We have a few more choices that we could make. We could setect different eolors
and fonts to be used in printing the graphs. We could slso change the size and align-
ment of the graphs on the page, whether GRAPH pauses between printing graphs,
and whether cach graph should be printed on a new page. As always, GRAFH’s
status screen shows the currently selected fonts and colors, and the current size and
alignment settings for the soon-to-be-printed graphs.




MAasoN-McDUFEEE co.

REALTORS ® MORTGAGE BANKERS m INSURANCE = PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 94705
(415) 845-0200 Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable
to establish the amount of assistance you should receive until the follow-
ing information is provided.

Recertification Form for Family Composition. (Complete according to
the attached instructions.)

Request for Verification of Employment. (Complete according to the
attached instructions.)

Income Verification Form. (Sign, date, and include the name and
address of your income source in the upper left hand corner.)

Address for
(Verification was returned by Post 0ffice).

Confirmation of the income source circled on attached copy of your
form. They have stated that you are not employed by them. Please
check for the correct address or notify us if there has been a job
change.

Name and social security number of the person whose social security
account pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please
use the back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 1/78
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Checking thg status screen, we find that the currently selected colors for the graph
are:

COLORS

Grid: Black
A Range: Red

B Range: Orange
C Range: Brown
D Range: Green
E Range: Blue

F Range: Purple

Since our hypothetical printer has a {hypothetical} black and red ribbon, we could
keep the current color assignment {orange, or course, will print as black), but we've
decided to print the graphs entirely in black, EXPENSES and PROJECT each in-
volve only two data ranges. So here’s how we can specify the colors for those data
ranges:

1. Select Options Color A Black from the menu. The status screen will be im-
mediately updated to reflect the change.

2. Now, since we haven’t lefr the Color menu, choose B Black and the color for the
B Range will also be changed to black. Again, the status scresn will reflece this.

3. To exit the Color menu, we should select Quit and we’ll be returned to the Op-
tions menu. Another Quit will put us back in the GRAPH menu.

Finally, we have decided to print our graphs using the ROMANZ2 font. We select
Options Font from the GRAPH menu, and a list of available fonts will be displayed
on the status screen. Selections from this list are made in exactly the same way a5
selections from the Pictures list. We're allowed to pick one font each time, The first
font selected will automatically become **Font 1 and will be used on graph tides;
the second choice will become **Font 2”” and will be used on graph legends. If we
don’t make a separate selection for Font 2, the font we selected for Font 1 will be
used for the whole graph. As a font is selected, we are returned to the Options
menu. Unce we have selected the fomts, we are ready to do some graph printing.

Did you manually change the position of the printer paper? If so, reposition it at the
top of the next page and Align from the GRAPH menu. Mothing will happen {so it
appears), but GRAPH will *know'” where the top of the paper is. If the paper isn't
at top of page, use the printer’s controls to advance the paper uatil it is, then select
Align.

Hefore printing, we have one more thing to do: Instruct GRAPH to “page-gject”
between graphs. To do this, we select the Bject ¥es option.
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To print the graphs, we should select Go from the GRAPH menu. As GRAPH
processes the graphs and prints them, it will inform us of its progress by displaying
these messages:

Loading Font A: ROMANZ
Loading Picture B: PROJECT
Generating Picture B: PROJECT

The message " WORKING™* will also be displayed in the upper right corner of the
coutrol panel. Incidentally, do not be dismayed if your graphics printer seems to run
slower than usual, or pauses to think, when printing graphs; the fine resolution re-
uired to print graphs causes the print head to move much slower than normal.
When the graphs are done printing, we can select Page and the paper will advance to
the top of the next page.

Voilal Our two graphs are printed the way we wanted them, We can now *‘fine
tune’” the graphs by altering some of the other GRAPH parameters. That's the best
thing about GRAPH; if you don’t exactly like the way things look, you can ¢lec-
tronically change them until they're just right,
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MAasoN-McDUFFIE co

REALTORS ® MORTGAGE BANKERS w INSURANCE ® PROPERTY MANAGERS

2850 Telegraph Avenue, Berkeley, California 94705
Date

(415) 845-0200
File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable
to establish the amount of assistance you should receive until the follow-
ing information is provided.

Recertification Form for Family Composition. (Complete according to
the attached instructions.)

Request for Verification of Employment. (Complete according to the
attached instructions.)

Income Verification Form. (Sign, date, and include the name and
address of your income source in the upper left hand corner.)

Address for
(Verification was returned by Post Office).

Confirmation of the income source circled on attached copy of your
form. They have stated that you are not employed by them. Please
check for the correct address or notify us if there has been a job
change.

Name and social security number of the person whose social security
account pays benefits to your children:

Name : Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please
use the back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 1/78
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Error Messages

There are some things that 1-2-3 just cannot do. When you ask for the impossible, it
beeps, shows an “‘error message™ ut the bottom of the screen, and changes the Mode

~ Indicator to ERROR. The message is a brief explanation of what is wrong.

To continue working with 1-2-3, press [Bsc} or < [Bnter]. Untl you do this,
1-2-3 won’t let you do anything: give a command, type something into the work-
shest, anything. It just beeps with each keystroke.

After you press [Esc] or +0, you are back in 1-2-3 in Ready Mode. No data will bave
been lost. Sometimes the worksheet will have changed, as when you run out of
mermnory; the command will stop when the memory is filled.

Then, before trying the same command again, fix whatever it was that caused the
error, This depends on the error message. This section contains suggestions of what
to do.

Here is an alphabetical list of error messages:

Cannot create file, This error message usually means you are trying to store too
many files on your disk.

Cannot delete file. This error usually means you are trying to erase 2 file thar does
not exist.

Cangot read help file. An etror has occurred while trying to read the Help file.

Disk drive not ready. You have tried to access 2 disk that is not ready; the disk
drive door is probably open, or there is no disk in the drive.

Disk error. 1-2-3 has tried to read or write on a disk and an error ocourred. 1-2-3
will try again automatically; if it again gets the error, it gives you this message.
Probably, the disk is damaged; sometimes, the drive is ar faule,

Disk full, The available disk space is exhausted, Try another diskette. You can find
out how much space is left on a disk with the /File List command. To save a
worksheet that is too large 1o fit on one disk, you must use /File Xtract to save por-
tions of the worksheet.

Irisk is write protected. You have tried to write {/File Bave or Xiract, /Print
File, /Graph File or /Worksheet Global Diefault Update) on a write protected disk
or diskette {one with a tab covering the notch), Check the disk and try again,

File close error. This error should never oceur; if it does, something may be wrong
with your computer or system disk.




MAasoN-McDUFFIE co

REALTORS ® MORTGAGE BANKERS m INSURANCE ® PRCPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 94705

(415) 845-0200 Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable
to establish the amount of assistance you should receive until the follow-

ing information is provided.

Recertification Form for Family Composition. (Complete according to
the attached instructions.)

Request for Verification of Employment. (Complete according to the
attached instructions.)

Income Verification Form. {(Sign, date, and include the name and
address of your income source in the upper left hand corner.)

Address for
(Verification was returned by Post 0ffice).

Confirmation of the income source circled on attached copy of your
form. They have stated that you are not employed by them. Please
check for the correct address or notify us if there has been a job
change.

Name and social security number of the person whose social security
account pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please
use the back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 1/78
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File does not exist. The requested input file does not exist. You can find out what
files are on the currenc disk with the /File List command,

Formula computation error, You should never get this error message. If you do,
something may be wrong with your computer or system disk.

Fermula too long. The formuls just entered is too long or contains too many levels
of nested parentheses. Break the formuls down inte two or more components,
writing each one inio a separate cell.

fliegal c2ll or range address. You have given 1-2-3 a set of cell coordinates or 2
range name which it can not interpret. This is uswally a typing error; legal coor-
dinates are Al .. IV2048. It can also happen if you have deleted an endpoint of a
named range, which sets the named range to ERR,

Megal character in filenarse, You can only use letters, numbers and the
underscore {___} in filenames.

llegal disk name. You have tried to use a disk prefix letter not in range A..P; this
is probably 2 typing error. .

Hlegal file format. The file you attempted to /File Retrieve or /File Combine is
not 2 valid worksheet file.. Only files created with /File Save or /File Xtract can be
brought into the worksheet using /File Retrieve or /File Combine. If one of these
files canses this error, the disk has been damaged.

IHegal menu. Using the /X Menu command (used only in Keyboard Macros), you
have specified more than 8 items, or all your prompts, taken together, have too
many characters, or you have failed to specify any items.

lilegal number input. You provided an invalid number in response to a command
prompt. This could be a typing ervor, or a number larger or smaller than the com-
mand can accept (see the ““Typing Cell Entries’” chapter), Type the number again.

illegal **\nnn’’ code ia setup string. The “nnn”" code is the decimal representa-
tion of the ASCII code. All three characters must be digits, and the number they
represent cannot exceed 255. {See the ‘Printer Control Codes” appendix.)

Input line so0 fong. You have tried to /File Tmport a text file with a line Tonger
than 240 characters. Since 1-2-3 expects lines to end with a carriage return, this can
happen when importing files from a program that doesn’t use carriage returns at the
end of each line,

Justity range is full, In /Range Justify, there’s not enough room in the specified
range for the labels after justification. After pressing [Esc], 1-2-3 will show what
justification it could do. Make more room for the labels and try again.

Key column is outside of sort range. While using /Data Sort, you specified as 2
key a column outside the range of cells being sorted. Respecify the key column and
try again. :
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Memory Full, The available worksheet storage space is full. You can sometimes save
some space by /File Saving the file on a disk and then /File Retvieving it; this is par-
ticularly effective if you have been inserting and deleting columns and/or rows.

The biggest factor in memory usage under your control are the positions of the non-
blank cells farthest to the right and toward the bottom of the worksheet, By pressing
the [End] key followed by the [Home] key, you can see the lower right corner of the
active area of the worksheet. The best way to save memary is to rearrange your
worksheet so that it can be contained in the smallest possible rectangle, the top left
corner of which is cell Al

Missing or illegal configuration file. 1-2-3 could not find the file named
123.CNF that has your configuration data. After you press [Hsc], 1-2-3 will continue
to operate with default choices. Use /Worksheet Global Diefault to specify your
equipment and Update the configuration file.

Mamed range not found in workshees file. You have atitempied to /File Com-
bine a named range that was not in the worksheet file you specified. Respecify the file
or the named range; if it still doesn’t work, /File Save your present file, /File Re-
trieve the file from which you wanted a copy of the zange, and check the range names,

No files of specified type en disk, You have tried to /File List files on a disk on
which there are no files of the type you requested.

No unprotected cells in range. You selected /Range Input, but there are no un-
protected cells in the input range for the pointer to rest on.

Not a valid worksheet file. The file you attempted to /File Retrieve or /File
Combine is not 2 valid worksheet file. Only files created with /File Save or /File
Ktract can be brought into the worksheet using /File Retrieve and /File Combine.
If one of these files causes this error, the disk has been damaged.

Number stack full. You should never get this error message; if you do, please con-
tact Lotus customer support. See the Customer Service Booklet.

Part of file i mimsing. A file being read has been truncated, This error should be
rare since any partial file is deleted when you get a ““Disk Full” error. If it does hap-
pen, probably as a result of physical damage to your disk, you must rebuild the file.
This eeror can also appear if the end-of-file character (Control Z) is missing from an

Imported file.

Priater error. There are prohlems with your printer, This may be as simple as
being out of paper or having a loose cable.

Protected Cell. You tried to change the contents of 2 protected cell while protec-
tion was enzbled. You can fRange Unprotest the cell ar /Worksheet Global Pro-
tection THsable for the entire worksheet.

Range name does not exist. You have specified 2 named range that does not exist,
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File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable
to establish the amount of assistance you should receive until the follow-
ing information is provided.

Recertification Form for Family Composition. (Complete according to
the attached instructions.)

Request for Verification of Employment. (Complete according to the
attached instructions.)

Income Verification Form. (Sign, date, and include the name and
address of your income source in the upper left hand corner.)

Address for
(Verification was returned by Post Office).

Confirmation of the income source circled on attached copy of your
form. They have stated that you are not employed by them. Please
check for the correct address or notify us if there has been a job
change.

Name and social security number of the person whose social security
account pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please
use the back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 1/78




3=y ®

System error. 1-2-3 has detected an internal inconsistency in the operating system.
Reboot the systern immediately,

Too many fields. In /Data Query, you have specified a criterion or output range
with meze than the maximum of 32 fields.

+ Too many records for output range. In /Data Query Retrieve, the output range
did not contain enough rows for the number of records that fit the criteria. There-
fore, the output range does not contain ali the selected records.

Unrecognized key name in braces. In a Keyboard Macro, you have typed a name
in {braces} that is not the name of key. This is usually a typing mistake,

Worksheet full. You have tried to shift non-blank eells off the right or bottom
edges of the worksheer. This frequently happens when wrying to /'Worksheet Tasert
3 Row in a full column or 2 Column into a full row. It may alse happen during 4
{Copy or /Move where part of the target range falls off the end of the worksheet.
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Printer Control Codes

Printers often require special characters, called “*ASCIT control codes’ to be sent to
them to sccomplish particalar tasks. Control codes aren’t usually required for regular
printing, but if your printer is capable of special functions (using compressed type
sizes, printing in color, etc.) then it probably requires control codes to do the trick.

Each printer recognizes its own set of control codes, and only its own. Be sure to
consult your printer’s user manual for a list of control codes.

1-2-3 will allow you to send any character or characters to your printer a5 a setup
string, using the /Print Printer Options Setup or /Printer File Options Setup com-
wiands, (see the ““Print commands™ chapter).

In 1-2-3, the first thirty-nwo ASCII codes, tepresenting “*control’” characters (holding
down the [Ctrl] key and typing the leteer), must be entered in the form:

N\
where nnn = the three-digit ASCI{ code for the character.

The zest of the codes may be entered either as a typed character (see below) or in their
ASCH form preceded by 2 backslash.

Example 1, The setup sequence: [Cerl}C [Esc]4 which on an Bpson prioter turms on
compressed print and italics would be entered as: \015\0274,

Example 2. The setup sequence: BESC,Q,2,$ which on an IDS Prism printer selects
the magenta color on a process ribbon could be entered as: \MI27,Q,2,8, or alter-
nately, \027,\081,\050,M\036. In this example, the commas (,) must be inserted
between each *“character” of the setup code because IDS requires commas to separate
command characters.

The following table shows the standard ASCII codes, their character equivalents,
their 1-2-3 equivalents, and their alternate meanings, if any. The [Cul] key is
represented by * followed by the typed character, e.g. A is the same as [Cul]-A,

Decimal 1-2-3 Setup Alternate
ASCI code Character String Meaning
I\ "G 00
i NA 081
2 MR \OO2
3 AC \OG3
4 AD 004
5 AR NI05
6 AF 06
7 AG \O7 {bell)
8 “H \008
9 Af \009 {tab)
16 MY 010 (ling feed)
11 K N\
12 AL £\O12 {form feed)
13 AM N3 (carriage Teturn)
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MAsoN-McDUFFIE co

REALTORS = MORTGAGE BANKERS = INSURANCE wm PRCPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 94705
(415) 845-0200 Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable
to establish the amount of assistance you should receive until the follow-
ing information is provided.

Recertification Form for Family Composition. (Complete according to
the attached instructions.)

Request for Verification of Employment. (Complete according to the
attached instructions.)

Income Verification Form. (Sign, date, and include the name and
address of your income source in the upper left hand corner.)

Address for
(Verification was returned by Post Office).

Confirmation of the income source circled on attached copy of your
form. They have stated that you are not employed by them. Please
check for the correct address or notify us if there has been a job
change.

Name and social security number of the person whose social security
account pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please
use the back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 1/78
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{ESCAPE]
S
GS
RS
Us

[SPACE]
{

R R B A T I T

v \DWM—SG\U“-P-WNHO_‘-\'

N4
\O15
o6
017
018
019
020
21
\022
Y023
N024
\325

\I26

N7
028
“029
pStE
5031

32
\033
)34
\035
N\G36
\G37
038
\G39
G40
\O41
42
043
“044
M43
\046
N7
048
049
U=
051

OS2

053
054
053
\(56
57
\i58

; >b~/»-—mv<><é<:c:4m7ﬂ,0~dozgr:xw-«mmmmb‘nm»@-vv oA

-

oo ee R0 TR

059
\O60
61
062
363
oG4
065
NO66
\067
068
NO6ED
N0
071
N2
\G73
\O74
NG5
076
“077
\O78
NO79
\0&0
081
082
\083
\og4
\085
86
\O87
388
N0&Y
90
NG9t
N\Og2
\093
N394
(095
\NOG6
\O97
\098

99

100
N0
\162
103
104
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REALTORS ® MORTGAGE BANKERS m INSURANCE ® PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 94705

(415) 845-0200 Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable
to establish the amount of assistance you should receive until the follow-
ing information is provided.

Recertification Form for Family Composition. (Complete according to
the attached instructions.)

Request for Verification of Employment. (Complete according to the
attached instructions.)

Income Verification Form. (Sign, date, and include the name and
address of your income source in the upper left hand corner.)

Address for
(Verification was returned by Post Office).

Confirmation of the income source circled on attached copy of your
form. They have stated that you are not employed by them. Please
check for the correct address or notify us if there has been a job
change.

Name and social security number of the person whose social security
account pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please
use the back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 1/78
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105,

106
167
108
109
116
111
112
113
114
115
116
117
118
119
120
121
122
123
124
125
126
127

[ e I B B A I A =TT =T~ E b B s

DEL

105
\106
“07
\108
\09
NG
N
N2
i3
114
\1156
\ile
\Ni17
118
\N119
120
Ni21
Ni22
123
Y124
5125
\Ni26
NE2T

A Note to Experienced
Electronic Spreadsheet Users

If you're used to other spreadsheet programs like VisiCalc™, be prepared for some
pleasant surprises. 1-2-3 not only significantly expands the worksheer capability
you're already familiar with, it also adds grephing and data management facilities.

Other sections of this manual describe ali the various features and capabilities of
1-2-3. The following should give you a glance at some of the major differences and
features that separate 1-2-3 from the other guys.

Major Differences

When 1-2-3 is first loaded, the screen will probably lock pretty much like what
you're used to, but the resemblance wilt end there. When you type the slash (/) key
to access a command, 1-2-3 will display a series of command words, not just a series
of letzers representing cammands, You can select any command by “‘pointing™ the
cursor {we call it the pointer) at the command using the left or right arrow keys and
then pressing + [Enter], or you can just type the first Jetter of the command word.
Motice that the line under the command words displays a short description of what
each command does {see the ‘‘Using Commands’ chapter).

Some of the commands which direcily affect worksheet operation will perhaps look
the same as those you're used to, but their implementation will differ, 1-2-3
distinguishes between global operations affecting the entire worksheet and range
operations affecting a single cell or group of ceils. Command options involving dele-
tion or insertion of columns or rows, erasing the worksheet, setting column widths,
etc., are grouped under the /Worksheet (/W) command. Operations which affect
an individual cell or range of cells are grouped under the /Range {(/R) command.

The /Copy (/C} command allows you to copy a single cell or range of cells to a
target cell or range of cells. /Copy replaces the Replicate function found on many
spreadsheet programs. In other programs, replication typically requires formula
references to cells to be specified as ““relative’” or **no change™’ at the time of replica-
tion. In 1-2-3, this information is specified in the formula irself, rather than at the
time of copying. Copying is not restricted to a single row or column, and 1-2-3's ex-
pandable pointer lets you **highlight”” the area of the worksheet you are defining for
the copy. The /Move (/M) command is fundamentally different. It lets you **pick
ap”’ a range of cells in the worksheet and *“put it down’” at another location, auto-
matically adjusting all cell references. And because of expandable pointer high-
lighting, you can see the block you are moving.
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MasoN-McDUFFIE co

REALTORS ® MORTGAGE BANKERS m INSURANCE ® PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 94705
(415) 845-0200

Date

File #

Dear Borrower:
Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-

formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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Summary of Command Differences

The table below shows the major VisiCale commands and their 1-2-3 equivalents.
(See the **1-2-3 Command Tree” appendix for a complete description of 1-2-3
commands.)

Ve vC 1-2-3 1-2-3
Command Meaning Comimand Meaning

/B Blank {ceil) /RE Erase a cell or renge of cells

/C Clear (worksheer) /WE  Erase Worksheet

/D Dielete Row/Column WD DPelete Rows or Columns

/E Edit Entsy F2 [Bdis]  Edit Entry

/GF Format (global) /WGE  Parmats the worksheet
{global)

/F Format a Cell /RF Farmats a cell or range

e Global WG Sets global worksheet
parameters

/1 Iasert Row/Columa /W1 Insert Rows or Columns

/M Move /M Moves a cell or range of cells

(not directly equivalent)

/P Print /P Prints contents of worksheet
to printer or file

/R Replicate C Copies a cell or range of cells
to a target cetl or range of
cells, Absalute cell references
are specified before copying.

/S Storage =" /F File Commands

/T Titles IWT Titles

v Version none Displayed at startup

A Window PAVAY o Window

/- Repeating Labei none Use label prefix <\

Other Features of 1-2-3

Worksheet Size. The worksheet is 256 columns by 2048 rows. 1-2-3 can use 544K
of memory, i installed,

314

®:

Graphing Facilities. 1-2-3 allows you to make line, bar, pie, stacked bar, and XY
charts using data from the worksheet. The graph data and formats are saved along
with the worksheer, or as separate picture files. New graphs can be made each time
you change the worksheet by using the dedicated Graph funcrion key, F10.

Database Facilities. From within the worksheet, data records are entered using the
familiar column/row formar (1-2-3 allows up ta 2047 records with 256 fields).
Commands are provided to manipulate records, including the ability to search for
and extract records that meer your defined criteria. In addition, you may sort, build
data tables, and calculate distributions for statistical analysis of the records in the
database. Diata contained in the database can be used in worksheet caleulations, or
graphing, or both.

Sperd of Execution, 1-2-3 is the fastest spreadsheet program currently available for
the IBM Pegsonal Computer.

Watural Recaleplaton Order. Automatically eliminates all forward references.

On-line HELP Facility. 1-2-3 gives you assistance when you need it most. If you
can’t remember what a command does, if you're stuck for what to do next, or if you
simply don't like reading reference manuals, you can press the dedicated [Help] func-
tien key, Fi, and receive instant help on the current problem, The Help function can
be invoked at any time, even during data entry. Not only do you get help on the cur-
rent command, you can access related topics and even an index of all Help topics by
simply pointing at the name of the item you need help with.

Dedicated Funerion Keys. Frequently used 1-2-3 commands such as Graph, Cale,
GoTo, etc., tan be executed with one press of a function key. A template showing
these special functions is provided to fit over the function keypad. All che standard
keyboard functions such as [Heme}, [PgUp], Pgln], {End], -, and & are
available.

Extended Mathemarical Functions. 1-2-3 exzends the mathematical functions
usually found in spreadsheet programs. Besides the familiar array of mathematical
and logical operators, 1-2-3 provides additional functions such as future value, pay-
fnent, and date functions. Statistical functions such as standard deviation and variance
are also included. A complete summary of these functions will be found in the
41-2-3 Function Reference’ appendix.

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

REALTORS ® MORTGAGE BANKERS m INSURANCE m PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 94705
(415) 845-0200

Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until. the following in-
formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security f#

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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Macro Capability. 1-2-3 further extends your ability to manipulate the worksheet
by allowing you to create command macros using the “Typing Alternative.”” This
powerful feature allows you to "“tie’” a series of frequently used keystrokes to a
single JAlt}-leter. And, 1-2-3 will save the macro along with the worksheet so that
it’s ready to use the next time you need it,

importing and Exporting Files. 1-2-3 can import and export standard ASCII text
files, so that no speciat file translation programs are necessary to read data from, or
send data to, other programs.

Of course, we've barely scratched she surface of 1-2-3's capabilities, Since you're
already an experienced spreadsheet user, you might want to jump right in and get
started, but we also hope you’ll take a glance at the 1-2-3 Electronic Tutorial. The

new world of 1-2-3 is at your fingertips. Enjoy!
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Using 1-2-3 and GRAPH with a
Hard Disk |

This appendix details the installation and use of 1-2-3 and GRAPH with hard disk
drives. The information given here is preliminary; the literature that accompanied
the hard disk and your dealer are your best resources in the event of difficulties. We
feel chae using hard disk drives requires a slighsly higher level of wechpical awareness
than using a foppy disk, and so we urge you to be cautious when using the hard

disk.

When using a hard disk, the 1-2-3 System Disk must reside in drive A ac all times.

Preparation of the Hard Disk

You shouid use the hard disk manufacturer’s instruceions for installing the hard disk.
In particular, if the manufacturer provides a special or altered version of DOS, then
you must use it. Many hard disks also require “formatting’” before use ~ check the
manwfactuzer’s literature,

Preparation of the Lotus Program disks

Follow the intructions in the *‘Read This First®’ section at the front of this manusl,
The version of DOS5 that runs your hard disk must be installed on the 1-2-3 system
disks before transferring any files to the hard disk,

Mote. If vou are using only 2 single floppy disk drive, you will not be able to
use the INSTALL.BAT file provided as part of the Lotus disk package. You
must boot the standard BOS disk and use the S¥YS command to make the
Lotus disks bootable. In addition, COMMAND.COM must be copied to ali
disks using the DOS Copy command. Finally, use the DOS Copy command
to transfer the following files to the 1-2-3 System disk and the Backup disk:

DISKCOPY.COM
DISKCOMP.COM
CHEDSK.COM
FORMAT.COM

If you are using a computer with more than 320K of memaory, and you have
not “patched”” DISKCOPY.COM and DISKCOMEP.COM to fix the errors
in version 1.10 of DOS, then with the Syscem disk i drive A, type:

FIRDOS
Repear this procedure for the System Backup disk,
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MAsON-McDUFFIE co

REALTORS ® MORTGAGE BANKERS ®m INSURANCE ® PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 94705
(415) 845-0200

Date

File #

Dear Borrower:
Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until.the following in-

formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78



Transferring Files to the Hard Disk
Copy the following ﬁles 10 the hard disk using the DOS Copy command,

Copy De Not Copy
1-2-3 Program disk LOTUS.COM COMMAND.COM
123.EXE AUTOEXEC.BAT
123.CNF INSTALL.BAT
123 HLP FIXDO5.COM
LTSLOAD.COM
FiLEMGR.COM
GRAPH Program disk GRAPH.EXE COMMAND.COM
GRAPH.CNF
GRAPH.HLP
BLOCK1.FON
BLOCKZ FON
ROMANLFON
ROMANZ.FON Can alsa be done
ITALIC1.FON with = FON

ITALICZ.FON
SCRIPTL.FON
SCRIPT2.FON
TRANSLAT.COM
VCOWKS.EXE
DIFWKS.EXE
WHESDIF.EXE

Uptional Files DISKCOPY.COM

(from DOS disk) DISKCOMP.COM
CHEDSK.COM
FORMAT.COM

Using 1-2-3 and GRAPH

Now that 1-2-3, the Lotus Access System, and GRAPH are on the hard disk, you
should be able to use the programs as usual, keeping the fallowing notes in mind.

1. To start the Lotus Access Systera, type: LOTUS ' as usual,

2. To stare 1-2-3 from the Lotus Access System, point to the menu choice and
press . Note thar the original 1-2-3 Program disk or backup disk must be installed in
drive A (the first floppy disk drive). 1f not, 1-2-3 will terminate immediately after

@

Transferring Files Between
Programs

Transferring a file between 1-2-3 and GRAPH is nearly automatic; all you have to
do is use the /Graph Save command and 1-2-3 does the rest of the work for you.
GRAPH can “*read’” a graph picture { PIC) file generated by 1-2-3 without any
difficutty.

Some files, such as text files (ASCHT text files) from word processing or Basic pro-
grams, can be transferred to and from 1-2-3 theough the use of the /File Import or
#Pring File commands.

Unforsunately, the rest of the compater world doesn’t always work that way.
While we hope you'll be using 1-2-3 and GRAPH to do most of your computing,
we know that you may have data generated by other programs that you'd like w
eransfer to 1-2-3. This appendix describes the use of the Transiate Hiility, the pro-
gram which can help you move data between other programs and 1-2-3.

VWhat can be Translated?

Translate will transfer files between the following file formats,

Source Drestination
VisiCalc 1-2-3

DIF {Data Interchange Format) 1-2-3

1-2-3 DIF

It should be noted that dBASE-I files are not transferred directly, but require several
translation steps, as detailed below, The other files are transferred directly by the
Transtate Utilicy.

Using the Translate Utility

1. Before performing any file translations, you must append the appropriate file ex-
tension to the file to be translated, if the extension is not already present, Use the
Lotus Access System File-Mgr Program, or the DOS RENAME command, to add
the correct extension as shown below:

displaying its logo.

3. Modify 1-2-3's configuration as requized to store worksheer, print, and graph files

on the hard disk (see the “Configuring 1-2-3"" appendix).

4. GRAPH can also be run without any further alteration. You will want ro modity

Source Extension Resulting
of File Needed Filename
VisiCale NVC filename. ¥C
BIF IDIF filename DIF

GRAPH’s configuration to retrieve Picture and Font files from the correct disk (see
the “‘Using the GRAPH Program’” appendix.)
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REALTORS ® MORTGAGE BANKERS ® INSURANCE ® PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 94705
(415) 845-0200

Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until.the following in-
formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78




2. Select Translate from the Lotus Access System menu. You will be prompted to in-
sert the GRAPH Program disk in drive A {that disk contains the Translate Utility).
When the Utility has loaded you will see a menu listing the various types of transla-

tions. Your choices are;
Menu Choice Function

Translate VisiCale .VC file to 1-2-3 worksheet file

VG o WES

DIF 10 WEKS Translate .DIF dara file to 1-2-3 worksheet file
WEKS to DIF Transtate 1-2-3 worksheet to DIF data file
Quit Exit Translation Program

3, After selecting one of the menu choices, you will be prompted to enter the
“source drive,” the disk drive coniaining the disk with the files you wish to
translate.

4, Once the source drive has been selected, the area of the screen beneath the control
panel will clear and a list of files with the correct file extension for the transfer you
have selected will be displayed. For example, if you had selected .WC to \WKS, the
screen might display the following:

FHELVC
FILE2.VC
FILE3.VC

Seiect one of the files by moving the pointer through the Hist using the Pointer-
Movement keys. Press < [Enter] when the file you want to select is highlighted.
You may only select one file for wransier at a time,

5. Next, you will be prompted to enger the destination drive for the transfer,

6. You will now be asked to confirm the file transfer, by indicating Yes, No, or
Quit, A message showing the source drive, destination drive, and filename will also
be displayed. If, for example, you had selected FILE2.VC, above, the following
message would be displayed:

To 4:FILE2. WKS

d = destination drive

Translate s:FILEZ.VC

where: s = source drive

7. If you want the translation to proceed, enter Yes in response to the copfirmation
prompt. You will not be able to use the computer’s keyboard while the rransfer is in
progress. If you selected a .IDIF to /WES translation, you will be prompied to indi-
cate whether the sranslation should be Rowwise or Columnwise before the transla-
tion begins. For a .WKS to .DIF transation, use only worksheet files created by
1-2-3.

8. If you do not want to translate the file indicated, enter No in response to the con-
firmation prompt. You wilt be returned to the file selection list (step 4},

9. If you want to quit using Transiate, enter (Quit in response o the confirmation
prompt. You will be returned to the Translate menu (step 2}
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Transfer of Data from dBASE-II to 1-2-3

dBASE-II has a faclity for producing text output. The dBASE-1I COPY command
combined with the DELIMITED and WITH modifiers will produce a file of print-
able text in which the database fields are “‘delimited” {separated) by commas and
characters are delimited by quotation marks. Each record in the database will occupy
one line of text.

1-2-3 can read a file that is constructed of strings (labels) delimited by quotes, and
sumbers, Each line of the text file corresponds to a row in the worksheet. Sirings are
interpreted as tabels and numbers are interpreted as constants,

The records in the original dBASE-I file might look like this:

Plotter HPT7470A 2.0 1.0
Printer Epson MX-80 2.0 1.0
Printer  Epson MX-100 1.0 50
Printer 1138 Prism 80 0.0 1.

Isuing the dBASE-I] command: COPY file.prn DELIMITED WITH **, would
cause a file calied FILE.PRN to be written, which would look Iike this:

“Plotter " HPT4704A 2.0, 1.6
HPrinter **,*‘Epson MX-80 “.2.0, 1.0
“Printer **,"*Epson MX-100 “, 1.6, 5.0
“Printer ¢, *IDS Prism 80 “.00, 1.0

The file can now be read into 1-2-3, using the /File Import Numbers command,
producing a worksheet four columns wide:

A B C D
1 Plotter HP74704 2.0 1.0
2  Printer Epson MX-80 2.0 1.0
3 Printer Epson MX-160 1.0 5.0
4  Printer 1D5S Prism 86 0.0 1.0

Mote that columns A and B are interprered as labels, while columns € and 1 are
interpreted s numeric constants.

Several problems may occur in this translation, dBASE-H supports three field types:
character, numeric, and logical. Numeric and logical fields may contain no data, but
when they are listed (using the dBASE-II LIST command), empty numeric fields are
displayed as “0.0"" and empty logical fields are displayed as **.F."". However, empty
togical fields are written to the text file as ** ¢

An empty character field contains a string of blanks. There are at least two methods
to get empty fields into the database: (1) the dBASE-IT APPEND BLANK command
specifically appends a record to the database in which all fields are empty, and {2)
when the APPEMD command is used to reformat a file and the new file has fields
which do not exist in the old file, the new fields are initiahized as empey.

The problem comes when 1-2-3 reads these empty fields. An empty field is inter-
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Dear Borrower:
Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until - the following in-

formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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preted as just that, an empty field, and will cause misalignment of fields on the
worksheet. For example, if two of our fields in the example used abave were empty,
the resulting worksheet would look like this:

A B C D
1 Ploter - HP7470A 20 1.0
2 Printer 2.0 1.0
3 Printer Epson MX-100 1.9 50
4 Printer 0.0 1.0 :

The only way to prevent this from happening is to be sure that none of the dBASE-II
fields in the records to be transferred are empty.

Transfer of Data from 1-2-3 to dBASE-II

ABASE-IT has the ability to read text files produced by 1-2-3. Using the example
given in the previous section, the /Print File Options Unformatted command would

produce the following text file:

Flotter HP7470A 2.0 1.0
Printer Epson MX-80 2.0 1.0
Printer  Epson MX-1060 1.0 5.0
Printer DS Prism 80 0.0 1.0

Bt is then necessaf}r to define a fle structure in JBASE-I that will accept the colum-
nar data as fields. The following database could be CREATEd:

Field Name Type Length Diecimals
001 Category char 009
002 ftem char 027
003 Priority nurnber 005 001
004 Time nuimber 005 001
s« TOTAL#» 046

Using the above structure, dBASE-II will then accept 1-2-3°s text file with the com-
mand: APPEND FROM fle.PRN SDF. The keyword SDF instructs dBASE-I to

accept columnar data in text form.

Thete are no problems in transferring data from 1-2-3 10 dBASE-11. It is important,
however, that the Left margin be set to zero and the Unformatted option of 1-2-3 be
wsed to generate the sext file. Otherwise, the resulting indentation and pagination
will cause blank spaces lives to be output in the text file, which dBASE-H will inter-
pret as blank field entries tecords.
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Glossary

Absolate Cell Reference. In a formula, an absolute celt address is one whose col-
umn and row specifiers are preceded by dollar signs ($AS4 or $BKS$210, for
example). An absolute cell reference in 2 formmla will always refer to the same cell in
the worksheet, even if the formula is /Copied to another location, In the following

example: _
i1 1¢ +$A%1 + 10 =4 actual cell contents
-2 10 20 <&~ displayed values

Placing a copy of cell BL in celt C1 would produce the following result:

hii ~;B EREAe 9‘: sviaid
10 +53A%51+10  +3A%1+10 <#— actual cell contents
10 20 20 g displayed values

(For more information, see the “‘Entering Formulas™ chaptrer, See also ““Relative
Cell Reference,”” below.)

[Abs] Key. The F4 [Abs] function key is used to change a refative cell address to ab-
solute or mixed while pointing to a cell or range address during formula entry. The
{Abs] key has no effect under any other circumstances.

Access System, See LOTUS Access System below.

Address. The location of 2 particular cell on the worksheet, referenced by its col-
wmn and row. Examples of addresses: A10, BK201, erc.

Alt Feature. See Typing Alternative below.

[Alt] Key. The key used to implement the Typing Alternative, see below (also
called keyboard macros).

Argument. Information provided to a function. Arguments, separated by commas,
are placed in parentheses following the funcrion name. An argument may include
one or more numbers, celi references, or other functions. Examples of arguments:

@SUM(B1..810)
@SUM(@MIN(B1. B10) + @MAX(D5..D25))

{Sec the “‘Entering Formulas™ chapter. See also the **1-2-3 Punction References®

appeidix.)
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MAsoON-McDUFFIE co

REALTORS ® MORTGAGE BANKERS m INSURANCE ® PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 94705
(415) 845-0200

Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-
formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If vou need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78



[Backspace] Key. This key has two functions in 1-2-3: (1) it acts like an *‘eraser”’
during entry or editing by removing characters in back of the cursor, and (2 it can
be used to cancel a remembered Tange in 2 command which requires ranges to be
defined (such as the /Print Printer Range or /Graph X commands). When used
with these commands, the «= [Backspace} key causes the pointer to return to the celi
where the pointer was located before you began the command.

w- [Backiab] ¥ey, The [Backuab] function is accessed by pressing the %5 key
(located just below the [Esc] key) while holding down the [ [Shift] key. The
[Backeab] key allows you to meve to the left through the worksheet a screen at a
time towards column A. Fts action is similar to repeated use of the — [Left] arrow
key. {See also ““ = [Tab] Key,” below.) In edit mode, the backtab key moves the
cursor five characters to the left in the line being edited.

Border. There are two types of borders in 1-2-3: (1) the area of the 1-2-3 screen
display which contains the column letters, A through 1V (horizontal border), and
the row numbers, 1 through 2048 (vertical border); and {2} the '‘repeating borders”
used with the /Print Printer Options Borders command.

[Bresk] Key. In 1-2-3, holding down the [Ctr] key then pressing the
{Scrali Lock/Break] key cancels the current comumand or entry. It can also be used two
“break’’ & graph printing operation when you are using the GRAPH Program.

[Cale] Key. Pressing the F2 [Cale] function key in Ready mode causes the current
worksheet to be recaleutated. Pressing the F2 [Cale] key in Vzlue or Edit mode
replaces the current input line with its value.

Cell, A single location on the worksheet, defined by its column and row address.
Cell Pointer. (See “*Pointer,” below )
Cleay. To evase 2 previously specified setting, range, or value.

Columu. The vertical component of a cell address. Column B, for example, con-
tains cells B through B2048.

Column-Width. The width in characters of a colum. The inltial column-width is
9 characters. This can be changed for an individual column by using the /Worksheet
Column-Width command, or for all columns not individually ser using the
FWorkshesr Global Column-Width command,

Command. An instruction to 1-2-3 to perform a task, preceded by a slash (/).
f¥orksheer Status is an example of a command. (See the 'Using 1-2-3
Commands™ chapter.)

Configuration. Specific instructions about the way 1-2-3 communicates with
printers and disk drives, or about various aspects of formatting for screen or printer.
1-2-3 is inirially ‘*configured,” for example, to always save and retrieve worksheert
files from a data disk in Drive B.
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Control Panel. The first three lines of 1-2-3"s screen. It displays (1) information
about the current cell and the current Mode, {2) your entries as they are typed or
edited, (3) menus and irene choice explanations, and (4) command prompts and
your replies to those prompts.

/Copy Command, The 1-2-3 command which allows you to copy a cell or range
of cells 10 other locations on the worksheer. The effeet of /Copying upen formula
cell-references depends on whether they are absolute or relative references. (See the
“Copy Command"’ chapter.)

Criterion. The *‘test conditions’” used in /Data commands, You muse define 2
*“Criterion Range’* {a range of cells which define the *tests'’ to be applied to the In-
put range) before executing a /Data Query Find, Extract, Unique, or Delete com-
inand, (See the **Data Commands’ chapter.}

Current Worksheet. The 1-2-3 worksheet currently displayed on the screen. All
entries, caleulations, and commands are performed on the current worksheet.

Cursor. When making an entry, or when editing an entry {in Edit Mode) the blink-
ing underline (...} is called a cursor.

[rarabase, The peneral term used to describe the section of a worksheet that con-
tains data records, 1-2-3's set of data manipulation commands (the /Data com-
mands) and data funciions operate on the database. (See the **Data Commands'
chapter. See also “Fields’” and *'Records,” below)

{Drata Commands, The set of 1-2-3 commands which allow you to manipulate
data in tabular form such as a data base. (See the “Data Commands™ chapter.)

Drata Drisk. The disk used to store data (files). Ao called the current disk, the file
disk, or the storage disk. (See “Program Disk,”” below.)

Data-Labels. Data-labels may be attached to data points on a graph using the
{Graph Options Data-Labels command. Data iabels may be aligned with respect to
their data points (abave, below, centered, left, or right). {See the "'Graph Com-
mands’ chapter.)

Date Format, Dates are stored as numbers m 1-2-3 (the numbers represent the
number of days since the beginning of this century}. Date numbers can be displayed
in three date formats, using the /Worksheet Global Format Date or /Range For-
mat Date commands, ot left as unformatred numbers:

g

1. day-month-year = 12-Nov-82
2. day-month = 1Z-Nov
3. month-year = Nov-82

Date numbers generated by the @DATE function are nor anrovnatically displayed in
a date format.

Default. The initial or original setting, which 1-2-3 will use unless you specify a dif-
ferent ome.
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MaAsoON-McDUFFIE co

REALTORS ® MORTGAGE BANKERS m INSURANCE s PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 94705
(415) 845-0200

Date

File #

Dear Borrower:
Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-

formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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Defanlt Configuration. The “startup’’ or original configuration. 1-2-3°s default
configuration is displayed and/or changed by using /Worksheet Global Default
commands (see the “Configuring 1-2-3" appendix). The GRAPH Program’s
default configuration is changed with the Configure command in the GRAPH menu
{see the “‘Using the GRAPH Program’’ appendix}.

Disk or diskette. The basic storage medium for microcomputers, also called 2 Sloppy
disk or diskette.

Edisk drive. The device into which disks are placed for use, Normally, the 1-2-3
Program disk is inserted in disk drive A, while files are Saved and Retrieved on 2
data disk in drive B. (See the “'File Commands’’ chapter.)

Display screen. (See “‘Monitor,”’ below.)

Diisplay Format, The way cell contents are displayed on the monitor. In 1-2-3,
what is displayed on the monitor may differ from the actual contents of the
worksheet.

DOS. The Disk Operating System.

[Edit] Key. The F2 [Edit] function key may be used to edit an entry or a formula,
The F2 {Edit} key also alternates between Ready Mode and Edit Mode. (See the
“Typing Cell Entries” chapter. See also “'Edit Mode,” below.)

Edit Mode. Edit Mode allows you to edit entries or formulas on the worksheet,
When in Edit Mode, the mede indicator in the upper right corner of the screen will
read “'EDIT,’” and the pointer movement keys (—, —, [Home], [End], =, =)
may be used to position the cursor for deleting or inserting characters into the entry
as necessary. 1 1-2-3 detects an error in an entry or formula, you will automatically
be put into Edir Mode. Pressing the ¥2 [Edit} functicn key allows you to go into and
out of Bdit Mode manually. {See the **Typing Cell Encries’’ chapter.)

[Ead] Key. Pressing the [End] key followed by an arrow key causes the pointer to
move in the direction of the arrow to the “*end’’ of the row or column of blank ar
non-blank cells it is currently in. Pressing {Endj} followed by [Home} moves the
pointer to the end of the *“‘active area.”” The [End] key also plays a role in Edit Mode
and menu selection.

+ [Enter] Key. The key used to ““enter’” a cell entry, # highlighted menu choice,
or a response to a command prompt. Also called carriage return or return,

Enery. A general term for 2 number, formula, or label stored at a location on the
worksheet,
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Error Message. Messages which appear in the lower left corner of the screen ac-
companied by a beep from the computer when one of 1-2-3"s *‘rules® is violated, or
if you ask 1-2-3 to perform an impassible task, Pressing [Bsc] o+ [Enserj will
clear the error message and return you to Ready Mode. (See the “*1-2-3 Errox
Messages™ appendix.)

[Esc] Key. Pressing the [Esc] key allows you to “back up’* one step. In command
menus, pressing [Bsc] causes you to be returned to the previous ment or to Ready
Mode. While making an entry, pressing {Esc] bas the effect of cancelling the current
entry and returning you to Ready Mode. [Esc] also cancels remembered ranges, (See
“*Remembered Command Ranges” page 77.)

Field. A labeled column in 2 1-2-3 database. For example, if the first row in the sec-
ond column of 2 database contained the word **Name,*" then that column would be
the ““Name’" field of the database. (See the “‘Data Commands" chapter, See also
“Record,” in this chapter.}

File. All information stored on disk Is kept in what are called disk files or just files.

Filename. The name you select for Saving or Retrieving worksheet, print, or
graph disk files. Filenames may be up to eight characters long and contain either let-
ters (A..Z) or numbers {0..9), but may not contain spaces. The underscore character
{_} is also permitted. Filenames longer than eight characters will be truncated 1o
eight characters. All filenames are stored 2s uppercase letters. Some samples:

Valid Mot Valid

MYFILE MY FILE
TestFile Tegpefil
NEW__FILE MEW-FILE

o addition, 1-2-3 automatically attaches 2 three-letter suffix co filenames dur-
ing fFile Save or /Graph Save operations. 1-2-3 uses these extensions:

Worksheet files: filename. WS
Graph (picture) files: filename PIC
Print files: filename PRN

1-2-3 will only recognize these extensions; any other extensions will cause a **File
does not exist’" error message. {See the *‘File Commands’ chapter.)

/File Commands. The set of 1-2-3 commands which allow you to Save, Retrieve,
and perform a variety of other operations o files stored on disk, (See the *‘File Com-
mands’’ chaprer.) ‘

Font, A typeface (character set} used by the GRAPH Program in printing or plot-
ting graphs. The GRAPH Program disk comes with a number of fonts. (See *Using
the GRAPH Program’ appendix.)
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MAasoN-McDUFEIE co

REALTORS ® MORTGAGE BANKERS ® INSURANCE ® PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 94705
(415) 845-0200

Date

File #

Dear Borrower:
Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-

formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rew. 5/748
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Format. The way a cell's contents are displayed on the screen. The /Worksheet
{Giobal Forrdat commands change the overall appearance of ceils on the worksheet;
the /Range Format commands can be used to change the way 2 specific cell or range
of cells is displayed (page 153).

Formula. An instruction for 1-2-3 to calculate a number. Pormulas are usually
preceded by plus {+) or minas {~) {as in the case: + BI+Al), or may use 1-2-3’s
built-in functions such as: +BI- @SUM(ALD..AZ0). (See the “‘Entering

Formulas' chapter.)

Function. Built-in *“formulas’ to perform particular calculations, For example, a
column of numbers could be summed by adding each cell to the previous cell fie.,

B1+B2+83, etc.} or by using the function @SUM(B1..B3}. Functions are always.

preceded by an @ sign and take the form @functioname {argl, arg2, ..., argN). (See
the **1-2-3 Function Reference”’ appendix. See also “‘Argument,”’ above.)

Function Calf. Using a function by typing @functioname {argument) is
descrived as “*making a function call”. (See the *‘Entering Formulas’ chapter.}

Function Keys. The een fanction keys located on the left of the keyboard have
special 1-2-3 functions assigned to them, as follows:

F1: {Help] Display Help screen

F2: [Edit] Switch to/from Edit Mode for current entry

F3: [Name} I Point Mode, display menu of range names

F4: [Abs] in Point Mode, make celi addresses ““absolute™

F5: [GoTo} Move cell pointer to a particular cell

Fé: {Window]  Move cell pomter to other side of split screen

7 [Query] Repeat most recently specified Tiaza Query operation
F8: [Table] Repeat most recently specified Data Table operation
P9; [Cale] Recaleulare worksheet

F10: [Graph] Diraw the most recently specified graph

Glabal. A global setting is oue that affects the entire worksheet. The /Worksheet
Global menu gives you 2 number of worksheet parameters such as column-width and
number format which can be changed for the entire worksheet instead of for an in-
dividual ccll or range of cells.

[GoTo)] Key. The FS {GoTo] function key allows you to move the pointer to a
specific location on the worksheet, by typing that cell’s location in response to the
prowpi. For example, pressing F5, typing “A217°, and pressing +' [Enter] will
move the pointer to cell A21

GRAPH Program. The program which prints graph files created with 1-2-3. {Sec
“Using the GRAPH Program’ appendix.)

| .‘;ﬁ

[Graph] Key. Pressing the F18 [Graph] function key redraws a graph using the
maost recently entered /Graph command specifications, even if cell contents have
been changed. Alse, the F10 key [Graph] can be vsed in the GRAPH Program to
preview a selected picture prior to printing.

fGraph Commands. The set of 1-2-3 commands which create and display graphs
using daea contained in the worksheet, Other /Graph commands store graphs on a
disk as . PIC’" (picture) files for printing with the GRAPH Program. (See the
*Graph Commands’™ chapter.)

Hard Disk. An stternative method of storage to the vsual floppy disk, often con-
taining more than 20 times the storage capacity of a single Hloppy disk. 1-2-3 permits
the use of a hard disk drive, but requires at least one floppy disk drive to be in use.
{See the “Using 1-2-3 and GRAPH with s Hard Disk™ appendix.)

Help. 1-2-3's on-line reference manual. Pressing the F1 [Help] function key at any
time while using 1-2-3 provides instant information about the eperation currently in
progress. (A complete description of Help appears in the *“Using the Help Facility”
chapter.)

[Help] Key. Pressing the F1 [Help] functdon key at any point in 1-2-3 will cause a
Help screen to be displayed relevan: to the operation currently in progress, [Esc] ends
the Help break and returns you to the worksheet, exactly where you left off, (See the
*“Using the Help Facility’" chapeer.)

[Home] Key. Pressing the [Home] key returns the pointer to the upper left corner
(usually, cell A1} of the worksheet. In Edit Mode, pressing JHome] moves the cursor
to the left side of the edit line. The {Home] key can also be used in Help to return to
the top of a list of Help screens, or in the GRAPH Program to move to the top of 4
list of selected pictures. Pressing {End] then {Home] moves the pointer to the bot-
tom right corner of the “active area’ of the worksheer. In Menu Mode, [Home]
moves the pointer to the first menu choice.

Jusification. Rearrangement of a column of labels to 2 particular width, with the
fRange Jusiify command.

Keyboard Macro. {See the “Typing Alternative,”” below.)

Label. Any entry that starts with 2 letter or 3 “label-prefix” (alignment) symbol.
Labels entered withour a label-prefix will use the global label-prefix set with
I Worksheet Global Label Prefix. Initially, this is for “‘left-aligned”” labels. In-
dividual labels may have their alignment altered by editing their label-prefixes, or
with the /Range Format Label-Prefix command. Labels may alzo be individually
formatted st the time of entry by prefixing the labet as follows:
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REALTORS m MORTGAGE BANKERS ® INSURANCE m PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 94705
(415) 845-0200

Date

File #

Dear Borrower:
Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-

formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78



Prefix Result Worksheet
' R left-aligned LABEL
A centered LABEL
o right-alipned LABEL
A repeating label LABELLABE

A label that begins with 2 number, or +, -, §, {, #, or @, such as “*1-2-3 Skidoo™,
is interpreted as a Value entzy (and usually causes an ervor), but can be entered as a
label by prefixing the number with one of the prefix characters shown above: e.g.

71-2-3 Skidoo. (See the ““Typing Cell Entries™ chapter.)

Label Prefix Character. A character used to indicate that the eniry being typedisa
label. A label-prefix character must be used on labels that begin with a number or
with +, -, %, {, #, or @. (See “‘Label,”” above.)

Logical Operators. Logical operators are used to evaluate the “‘truth’ of
*“argumments.’”” Por example, the formula +B1 > B2 {meming: the contents of cell
B1is ““larger’” than that of cell B2) will have a value of *“1" if the formula is *'true”
(if B1 is greater than B2}, or a value of “'0"7 if the formula is ““false.”” (See the
*'Batering Formulas'' chapter.)

Long Labels. Labels that extend past their cell's width. The entire label will be
displayed in the control panel if the pointer is moved 1o the cell containing the long
label, and in the worksheet i there are empty cells to the right of the long label cell.
‘The long label is there, even though you can’t always see all of it, (See the *“Typing
Cell Entries’" chapter.)

LOTUS Access System. The “‘umbrella’ program supplied with 1-2-3 that allows

you to move easily between 1-2-3 and GRAPH, and which provides various support

functions, The LOTUS Access Systemn functions are selected from meous in the same
way as 1-2-3 commands. (Sce the ‘‘Using the Lotus Access System’’ chapter.)

Main Memory. Your personal computer’s memory capacity, 1-2-3 requires at least
128 Kilebytes of memory, but you may increase internal memory up to the “limit”’
of 544K.

Menu. A series of comimand choices which appear in the control panel after a slash
(/} has been typed. Menus are used throughout 1-2-3 and GRAPH to access the pro-
gram command functions. Menu choices are selected by “pointing™ to the choice
and pressing +@ [Enter], or by typing the frst letter of the choice. In addition, lists
of named ranges displayed with the F3 [Name] function key can be selected as menu
choices. {Sec the “*Using 1-2-3 Commands™ chapter.)

Meau Pointer. {See *‘Pointer,” below.)

Mixed Cell Reference. A mixture of absolute and relasive cell references. (See the

iy

*Butering Formulas'™ chapter )

330

@y

Mode Indicator. The Mode Indicator, located in the upper right corner of the
screen, always tells you what Mode 1-2-3 is in, 1-2-3 uses these indicators:

Indicator Meaning

READY Waiting for command, value, or label

VALUE Entering a number or formula

LABEL Entering 2 label

EDIT Editing an entry

POINT Pointing to a cell or range

MENUJ Selecting 2 menu item

HELP In the Help facility

ERROR Waiting for [Bsc] ar = [Enter] to acknowledge an error
wArr 1-2-3 is calcufating and cannot process commands
FIND 1-2-3 is in a /Datz Query Find operation,

Note: CMI} appears in front of these indicators during execution of 2 Macro.

Monitor. The display screen of your Personal Computer. You may have two
monitors: 2 worksheet monitor and a graphics monitor,

Move Command. The 1-2-3 command which moves a cell or block of cells from
one location on the worksheet to another. Cell references in formulas are preserved
during /Moves. (See **The Move Command™ chapter.)

Mamed Range. A single cell or range of cells that have been assigned a name using
the /Range Name Create command. The name of a range can be substituted for the
usual beginning and ending cell addresses of 2 range. For example, the range B1..F1
might be named ““HEADINGS,” in which case the following function calls would
be equivalent:

@COUNT{B1..F1) = @COUNT(HEADINGS)
{See the “Indicating Cell Ranges'' chapter)

[Name] Key. In Point Mode during formula entry, pressing the ¥3 [Name] func-
tion key will cause 2 menu of the worksheet’s cutrently named ranges to appear,

Mumber. (See “Value,"' below .}

[Mem Lock] Key. Use of the [Num Lock] key tuens the Pointer-Movement Key-
pad into a numeric keypad. Pressing [Num Lock] again cancels this function. (See
“Numeric Keypad,” below.) Use of this key is not recommended.

Mumeric Keypad. Also called the “‘Pointer-Movement Keypad.” The nine
numeric keys located to the right of the main keyboard. These keys are primarily used
for pointer movement, but can be wsed as numeric keys after pressing the [Num
Lock] key, (See “Pointer-Movement Keys,” below.)

Pointer-Movement Keys. The keys used to move the pointer around the work-
sheet. The keys are used as foliows:
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REALTORS ® MORTGAGE BANKERS m INSURANCE m PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 94705
(415) 845-0200

Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until. the following in-
formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78



.ﬁ{j

Making /Copy of cell B1 in cell CI would produce the following result:

wd.z%";Bx C
C+AT+1D +Bi+10 - actual cell contents
G | 30 -— displayed values

(For more information, see the “'Entering Formulas™ chapter. See also “ Absolute
Cell Reference,”” above.)

Repeating Label. A label starting with a backslash {\} will repeat across the entire
widsh of the current cell. For example, typing: \- < {Enter] will cause a row of
dashes to fill a cell.

Heset, Cancel 2 previous setting. In some cases this causes 1-2-3 to return to agi’ab&f
or default serting.

Row. The horizontal component of a cell’s address. Row 4, for example, contains
cells A4..1V4,

Screen. The currently displayed window on the workshest (see SWindow,”'
below), Also, the computer’s display monitor is sometimes reterred to as the
L33 Y

screet.

{Scroll Lock] Key. When the [Scroll Lock] key is pressed, subsequent pressing of
arrow keys move the screen, dragging the pointer along if it hits an edge. A
SCROLL indicator appears on the lower right corner of the sereen. Pressing [Scroll
Lock] again disables this function. See also **{Break] Key’’.

Scrolling. Moving through the worksheet using the pointer-movement keys is call-
ed “*scrolling.”

Setup String. A series of characters used to set-up or “‘initialize” a printer during
print operations. {See the ““Print Command’” chapter.}

- [Tab] Key. The -» key {lovated just below the [Esc] key) allows you to move to
the right across the worksheet by “screenfulls” rowards column IV, Its action is
similar to repeated use of the ~ [Right] arrow key. (See also “[Backtab] Key,”
above.) In edit mode, {Tab} moves the cursor five characters to the right of the edit
line,

[Table] Key. The F§ [Table] function key repeats the most recently specified /Data

“Fable operation, even if cell contents in the worksheet have changed. (See the **Data
Commuands™ chapter.}

Title. Title has two meanings in 1-2-3: (1) rows (horizontal titles) or colamns (ver-
tical itles) can be *'frozen in place” on the worksheet display using the /Worksheet
Titles command (such titles always vemain on the screen during screlling); and
{2) graphs can be titled using the /Graph Options Tites command.
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Tutorial. The '1-2-3 Electronic Tutorial,” found on the Tusorial disk, gives you
step-by-step lessons on how to use 1-2-3. (See the **1-2-3 Electronic Tutorial”
chapter.)

Typing Alternative. A series of 1-2-3 keystrokes or commands *“tied” to a single
AL"I"~slufted key. Also called a keyboard macro, For example, a number entered in a
particular cell might be copied to other cells using the following simple keyboard
macro:

AN e B
20

1

L2

3 {GOTO}AL~
4 /C~{RIGHT} {RIGHT}~

Now, if this macro were tied to [Alt]-K, by using the /Range Name Create or
/Range Name Label commands to assign the name \K (Backslash K) to cell A3,
every time the lester ¥ was typed while holding down the [Alt] key, the macro
would be executed, giving the following results:

20 20 20

e JERES

3 {GOTO}AL~
¢ /C~ {RIGHT}.{RIGHT} ~

{See the “*Keyboard Macros: The Typing Alternative” chapter for a more complete
description of this faclity )

Value. Any number or formula entered in the worksheet,

Window. The currently displayed portion of the worksheet. The **standard®” win-
dow size is 7 columas by 20 raws, though the number of columns displayed can be
altered using the /Worksheet Global Column-Width or /Worksheet Calumn-
Width commands. In addition, the window may be spoit into twe smalier win-
dows, either horizontally or vertically, using the /Worksheet Window commands.
{See the ““Worksheer Commands™ chapter.)

335




MAsON-McDUFFEE co °

REALTORS ® MORTGAGE BANKERS ® INSURANCE ® PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 94705

(415) 845-0200 Dt

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-
formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78



[Window]} Key, When 1-2-3's display screen has been split {using the /Workshest
Window command, the F& [Window] key allows you to switch the pointer be-
tween the two windows on the worksheet. (See the “'"Worksheet Commands™

chaprer .}

Workshest. 1-2-3's electronic representation of a ledger sheet, divided into columns
and rows. Also calied a *‘spreadshect.”” (See the **Current Worksheet," above.)

{Waorksheet Commands. The set of 1-2-3 commands that affect the current
worksheet as a whole. /Worksheet commands include Global formatting com-
mands, Insertion and Deletion of colummns and rows, and commands to set con-
figuration and recalculation order and method, plus many others, including column
widehs, titles, window, status, ete. {Sec the “*Worksheet Commands*’ chapter.)

/% Commands. The set of commands, only usable within 2 Keyboard Macro, that
control the processing order of those instructions, including the creation of user-
defined menus. {See the “‘Keyboard Macros Using the Typing Alternative”
chapter.}
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1-2-3 and GRAPH

Command Trees

1-2-3 Commands

! Workshect Commands

Global
Format
Fixed
Scientific
Currency
s (comma)
General
i -
Percent
Diate
i

3
Text
Label-Prefix
Left
Rig]it
Center
Column-WWideh
Recalculation
PMatural
Colummwise
Rowwise
Automatic
Manual
Tteracion
Protection
Eunable
DHsable
Default
Printer
Interface
Auto-LF
Left
Right

Top
Bottom

Page
Controls over-all settings

set the display appeatance of numbers. .. ..., 130
fixed number of decimal places 0-15 {1.23} .. 131
exponential (L2E+01) ..ol 131
$and commas ($1,000) ... ...l i
same as Currency, no dollar sign {1,000.546) 131
drop trailing 0's after decimal point . ..., .. 13
display pictographof + + ot — — ...... 131
multiply by 100, show % (10%) .......... 131
controls display of date numbers. ..., .. 131
Day-Month-Year .................0. 131
Day-Month ... ..o i 131
Month-Year ... o i 131
show formula ext { +B2«C3) ............ 131
controls label alignmentineell ... L, 132
labet is preceded by " ... oL L {a preceding . 132
label is preceded by **. .. ... \ creates re- . 132
libel is preceded by A ... L peating label) . 132
may be 1-72 characters wide .............. 133
contrals recaleulation options . ............ 134
recalc formulas in dependency order .. ... ... 134
recalc down columns, left toright ... .. 134
recale across rows, top to bottom ... ... ... 134
recalc every time worksheet is changed .. ... 134
recale only when [Cale] key is pressed ... ... 134
number of times recalcoccurs ..o 134
controls access to protecred cetls ... ... 135
TTR PIOtRcHON O oo s e s 135
turn protection off ... ..o 135
controls printer and disk settings ........ .. 270
controls printer options .. oav it aa s 27
choose Serial or Paralle] Interface ........ .. 272
Line Peed after Carriage Return? .. ........ 272
margin spaces from left edge of paper. .. .. .. 272

right margin measured from
lefredpeofpaper ... i 272
margin from topof paper .. ... Ll 273
margin from bottomm of paper ............. 273
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MAasoN-McDUFFIE co ®

REALTORS m MORTGAGE BANKERS m INSURANCE ® PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 94705

(415) 845-0200 i

File #

Dear Borrower:
Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-

formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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Page-Length
W ait
Setup
Quit
Pisk
Mone
ABCDEFG
Status
Update
Quit
Insert
Column
Row
Delese
Column
Row
Column-Width
Set
Reset
Erase
Titles
Both
Horizontal
Vertical
Clear
Window
Horizontal
Vertical
Syne
Unsyne
Clear
Heatus

/Range Commands

Format
Fixed
Scientific
Currency
» (vomimma}
General

+/~
Percent
Date

338

total number of lines on paper............. 273
pause after each page to change paper .. ... .. 273
send start-up controlcodes . ..., ...

return to Default submenu ... L.
set current disk at start-up ... ...
prograi disk’s drive is current
specified drive ts current ... L

show current Defanlt settings .. ... ... ..

tecord changes in Defanlt settings .. ... .. .. 274
return to Global submenu . . ..o oL 274
add blank, unformattedcells .. ...... ... .. 136
SErt colUBInS ..ottt e 126
ITISETE TOWE © v ie st cene s e itaaiaanenann 136
remove ceil contents and formaes ... .. .. .. 137
delere entire column(s). ... L 137
defete entizerow(s) ...... ... ... oL 137
congrols width of an individual column .. ... 138
setnewwidth. ... ... ... ... 138
return colummn to Global column width . .. .. 138
erase entire worksheet .. ... . ... . ..., 139
keep title cells visible omscreen . ... 000 139
freeze bothrows and columns. . ... .. ... 140
freeze rows sbove pointer ... .o 140
freeze columns to left of pointer ........... 140
unfreeze title rows and columns .. ... ... ... 140
split the display screenintwe ... ... 146
split screen at pointerrow ... ... 141
split screen at pointer column ... ...l 141
windows scroll together ... L o0 141
windows scroll independently. ......... ... 141
set single sereen display ... .. ... 141
display Global sectings. .. .. S 142
set display appearance of values inrange. . ... 153
fixed number of decimal places 0-15 {1.23} .. 154
exponentiat (L2E+01) ... ... L 154
$and commas ($1,000) ... ...l 154

same as Currency, no dollar sign (1,000.546) 154
drop trailing §'s after decimal peint ..., ..

displays pictograph of + + or — -
multiply by 100, show % (10%) ..........
controls display of date numbers ..., ..
Day-Month-Year .. ................. ...
Day-Month .. ... i
Month~-Year ...

Text
Reset
Label-Prefix
Left
Right
Center
Erase
MWame
Create
Delete
Labels
Right Down Left Up
Reset
Justify
Protect
Unprotect
Input

/Copy Command
{Move Command

{File Commands

Retrieve

Save

Combine
Copy
Add
Hubtract

Ktract
Formulas
Walues

Erase
Worksheet
Print
Graph

List
Warksheet

Print

Graph
Traport

Text

MNumibers
Tiisk

show formula text ( + B2-C3)
returns range to Global format . ......... ..
set aligument of labels already inrange. ... ..
labelis preceded by " ... oL
label is preceded by **. ... ... il
lable is preceded by AL P

erase contents of specified range ......... .. 1

controks named ranges .. ... ... ool
define named range addresses .............
climinate arange name .. ... . .ia. ..,
use label to name adjacenccell ... .. ...

eliminate all range names . .. . .. e
change width of text paragraph ...........
remove or replace protection facility

around eellsinrange ... ...l
pointer can only go to unprotected cells .. ...

copy range coltents to new location{s} .....

move range contents to new location ... .. ..

retrieve worksheet from disk fite .. ... ...
store current worksheet to disk file. . ... ...,
incorporate file into current worksheer .. ...
incoming cells replace worksheet’s cells .. ...
overlapping cellsadded .......... ... ...
overlapping cells subtracred, .. ... .. L
store part of current worksheet on disk file ..
save formunlas ... . ...l
save current formulavalue. . ... oo oL
eraseopeormoredisk files ... .o oLl
erase worksheet ((WES) file{sy ............
crase pring {.PRIN) filefs) .. ... ... ... ...,
erase graph/picture { PIC) file(s} ..........
list names of files, show free disk memory . ..
list all worksheet {(WKS) files on

current disk .. ...
list all print { PRN) files on currene disk . ...

list al} graph/pictare (.PIC) files on disk .. ..
read pronc file from disk ... oo
read each Hneasalabel .. ... ... ... ..
read numbers and “*quoted text . ... ... ...
setcurrent disk drive ...

173
172
171
172
172
172
171
171
171
174
174
174
174
174

174
174
i74
175
175
175
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MAsoON-McDUFFIE co °

REALTORS ® MORTGAGE BANKERS ® INSURANCE m PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 94705

(415) 845-0200 Date

File #

Dear Borrower:
Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-

formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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FBrine Commands

Printer
File
Hange
Line
Page
Options
Header
Footer
Margins
Borders
Columns
Bows
Setup -
Page-Length
Cther
As-Displayed

Cell-Formulas

Formatted
Unformatted
Quit
Clear
All
Range
Borders
Format

Align
Go
uie

/Graph Commands

Type
Line
Par
XY 3
Stacked-Bar
Pie
XABCDEF
Reset
Graph
XABCDEFY
uit
View
Bave

340

Prntto printer . ...l i
printtodisk file .............. oL
setrangeto be printed ... ... L. L.
advance printer one line
advance prinier to top of next page .. .. .....
controls appearance of printed page '
setheader Bine ..o 0o oo Lo
setfooterline ... o
controls blank space at all edges of paper ...
priat specified columns/rows ateng lefi ... ..

side and/or at top of range being

printed
send special control codes to printer ..., ...
set total pumber of prine lines on page ..., ..

print what appears onseresn .. L.
printout shows formula text . ..... .. e
suppresses/ reactivates the use of

headers, footers and page breaks ... ... ...,
return to main print menu. ..o
reset Print SeTtings . ..o aa ot
return all settings to Glebal Defautt values ..
“forget” Print Tange ... ... ool .n
cancet borders. ... .
set page-length, margins, set-up string to

defanlts .o
paper has been repositioned . ... . ... ... ...,
pring the selected range with options .. .....
return to Ready Mode

select graph type, ... oo
graph A-F ranges as lines and/or symbols . ..
graph A-F ranges as clustered bars ..., ... ..
graph 110 6 ranges against X values. ... ...,
graph A-F ranges as stacked bars ... ..
graph Avangeas piechare ... ..o oL
define X and data ranges for graphs ... .. ...
return settings to defanit values ... ... ... ..
clear ali graph settings .. ... .. ... ..
remove range from current graph
return to main /Graphmenu . ... ...,
display current graphonscreen. ...........
save current graph as a picture in disk file. . ..

Oprions
Legend label each datarange. .................... 240
Format set method of displaying/connecting data-
points for entire graph or individual data
FADFES .o ot e e e 241
Graph set format for entire graph. .......... ..., 241
ABCDEF setformatforarange. .. ..., .. ..., ... 241
Lines uselinesonby ... ... il 4
Symbols wse symbolsonly ... . ol 241
Both use both Iines and symbols ............ .., 241
Meither use neither lines nor symbols. .. ........ ... iy
Quit return to main/ Graphmenu .. ... ..., 241
Titles set title for axes and/orgraph .. ..., ... 242
First when priated, 15t graph title is double-sized . 243
Second second lineof graphtitle . ... ..., 243
K-axis title horizentalaxds ............ . ... .. 243
Y -axis title versical axis . ool 243
Grid display grid overgraph .................. 243
Horizontal display horizontal tines a¢ tick marks .. ... .. 244
Vertical display vertical lines at tick marks ... ... .. .. 244
Both display both horizontal and vertical lines .. .. 244
Clear erasc all grid lines ... ... ... e 244
Scale set display scale of ames. .. .. .......o.o0s .. 244
Y-axis not wsed with plegraphs .. ... ... ..., 244
H-axis anly relevant for XY graphs ... ........... 244
Automatic include roin. and max. data valnes ... ...... 244
Manual focus in on particular area of concern ... .. .. 244
Lower with manual scaling, set lower scale value ... 244
Upper with manual scaling, set upper scale value ... 244
Format set format of scaling numbers ..., 245
Fixed, Scientific, Currency, , (comma), General, +/ -, Percent,
T < 245
Quit return to options submenu ............... 244
Color display graph bars, lines, symbols in color . .. 245
Baw display graph bars, lines, symbols in b&w .. 245
Drata-Labels uses cells to label data-points . ............. 242
Quit return to main graphmenu .. ... ... 242
Mame name graph settings to be saved/retrieved
Use retrieve named graph and display it ...... .. 247
Create name and save current settings ......... ... 246
Drelete forget name and associated graph settings ... 247
Reset eliminate all mamed graphs ........ ..., .., 248
Guit return to Ready Mode
{Brata Commands
Fill fill range with a series of numbers. ... ...... 210
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MAasoN-McDUFFEE co °

REALTORS ® MORTGAGE BANKERS ® INSURANCE m PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 94705
(415) 845-0200

Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-
formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rew. 5/78



I fup moves pointer ong row up
— [Left} moves pointer one column to the left

[Down] moves pointer one row down
- [Right] moves polnter one column to the right
[Home] moves pointer to uppet left corner of worksheét
[End] moves pointer to ‘‘end”” of block of cells
{PgUp] meves pointer up by one screenful or page
[Pglin) moves poiater down by one sereenful or page
- moves pointer left by one screenful or page
- moves peinter right by one screenful or page

Several other keys also accomplish pointer movement. The F8 [GoTo} function key
allows you to move the pointer to a specific location; the ¥6 [Window] function key
moves the pointer between split screens. Use of the [Scroll-Lock] key causes the
arrow keys to move the window mstead of the cell pointer. (See the ““Moving Around
the Worksheet”” chapter.} These keys have a different meaning in Edit mode. See
“Edit Mode™,

Pointer, The reverse-video bar which always highlights a cell and/or menu item on
the worksheet. Also called the **Cell Pointer™ or “*Menu Pointer.”” In many com-
mands, the cell pointer can be “‘expanded” to highlight the area of the worksheet
{the range) that will be affected by these cornmands. (See *‘Pointer-Movement
Keys,” above.)

/Print Commands. The set of 1-2-3 commands which print the wotksheet on 2
printer or to disk as a text file for later use. Other /Print comumands aliow extensive
formatting of the printed output. (See the *‘Print Commands™ chapter.)

Program Disk. The disks containing LOTUS programs, i.e., the 1-2-3 Program
disk and the CRAPH Program disk. (See also “‘Data Disk,”” above.}

Prompt, A message displayed by 1-2-3 during the execution of 2 command. Your
entries must be termiinated by <« [Enter] after the required information has been
supplied, or by [Bsc} if you wish to *‘escape” from the command e progress. (See
the **Using 1-2-3 Commands’’ chapter.)

Prowect. Use of the /Range Protect or Range Unprotect commands atlows defined
ranges of cells o be protected against inadvertent modification. The /Worksheet
Global Protectection Enaole or /Range Input comuands must be issued to utilize
the protection facility. (See the ““Worksheer Commands” and the “‘Range Com-
mands’’ chapters.)

[Query} Key. The F7 [Query] function key repeats the most recently specified
/Data Query operation even if new data has been entered in the worksheet, (See che
**Trata Commands’’ chapter.}

Cuit, In most command menus, selecting Quit will rerirn you to the next highest
commuard fevel,

332

{Quit Command. The command to exit 1-2-3. If you started 1-2-3 fram DOS,
fQuit will retuen you to DOS, If you started 1-2-3 from the LOTUS Access
Systern, you will be returned to the Access System memu.

Range. A cell or rectangular group of cells on the worksheet, Ranges may be
“*defined”” by expanding the pointer, or by typing the cell addresses of the opposite
corners of the range. (See the *“Indicating Cell Ranges”™ chapter.)

/Range Commands. The set of 1-2-3 commands which affect single cells or ranges
of cells. {See the “Range Commands™ chapter.)

Recslculation. Every time the worksheet is modified, 1-2-3 recaleulates the
worksheet in what is called a “*narural”” order of recalculation. That is, 1-2-3 does
not require cell or formula references to be in a specific row or column order for
recalculation. The Worksheet Globsl Recalculation command allows you to change
the following aspects of recalculation:

Automatic — worksheet recalculates after every change

Manual —- worksheet recalcuiates only when the F9 [Cale] function key
is pressed

Maturat ~— the order of recaleulation is ““natural™

Columnwise  recalculation starts in column A and proceeds down each col-
urn of the worksheet, e.g., Column A, column B, ete,

Bowwise  — recaleulation starts in row 1 and proceeds across cach row of
the worksheet, e.p., row 1, row 2, etc.

Tteration — the number of times 1-2-3 cycles through the recaleslation
process

{See the '“Worksheet Commands’” chapter.)

Record. A data record in a dazabase section of a 1-2-3 worksheet. Bach row in the
database is called a record. A databuse may contain up to 2047 records (rows). (See
the *“Dats Commands™ chapter. See also *‘Field,” bave.)

Relative Cell Reference. In 2 formula, a relative cell address will change when
fCopied. A /Copied formula that referred to a cell 2 certain number of rows and col-
umns away will now refer to another cell chat is the seme relative distance away from
its new location, Relative cell references are net preceded by $. In the following
examyple:

S e & AL A P B e ek SRR Ui, et Rt A R e AR
L1 10 +A1+10 < actual ‘cell contents
2 ' 10 20 < displayed values
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MAasoNMcDUFFEE co °

REALTORS ® MORTGAGE BANKERS m INSURANCE m PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 94705

(415) 845-0200 Bt

File #

Dear Borrower:
Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-

formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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Table tabulate formula values i Font sefect fonts forgraphs ... o Lol 296
1 . vary one input cell, tabulate one or i select font for st line of text (will be used
more formudas ... oL e 211 _ for rest of graph if no Font 2 is specified)
2 vary two input cells, tabulate one 2 select font for zest of graph
formula. . ... A Size control size and placement of graph .. ... ... 258
Sort SOTEBTAIEE + « v vv oot anen e s e Full produce full-page graph
Diata-Range SEE TAMEE DO SOTE ¢ . vvvvcenneeonnnenes Half praduce half-page praph
Primary-Key set firstcolumn tosorton .. ... o Manual adjust size settings manually
Secondary-Key set second column tosorton. ...l _ Lefe control left margia
Reset cancel all Sortsettings ... oo iei e 216 Top control top margin
Go k perform the SOrt ..o oeen v 216 Widih control width of graph
Quit return tofDatamenu. ... 216 Heighe control heighe of graph
Chuery perform operations on a database .. ... ... 2i7 Rotation control Totation of graph
Input specify the database input range ......... .. 217 Quit exit Size submenu
Criterion specify the criterionrange ... ... ...l 217 ‘ Pause controls pause between printing graphs .. . .. 2949
Cutput specify the output range for Find and _ Eject controls page eject between printing graphs . 299
: Eolact v e e e 219 it exit Options menu
Find highlight records ratching criteria. ... ... 220 Go print selected graphs .......oooiLn .. 759
Extract copy all records matching criteria to output Configure configure GRAPH to system hardware .. . .. 290
i TADEE o oeveerr e Files select drives to search for files ... ... ..., 291
Unique extract, but delete duplicates . ... ... Pictures select drive to search for Pieture files
Delete delete all records matching criteria ... ..., .. Fonts select drive to search for Pont files
Reset cancel input, criterion & output ranges Quit exit Files submenu
Quit return to Ready Mode ..ol Device select graphics device for printing . ......... 292
Distribution calculate frequency distribution ... i select Epson MX-80/100 {single) as device
2 select Epson MX-80/100 (double) as device
/Quit Command leave 1-2-3, return to Access oy DOS ... . _ 3 select IDS Prism printer as device |
. 4 selece HP 7470A plotter as device -
GRAPH Program Commands Page select default pagesize ... ... oLl 292
Select select graphs for printing . ... ...l 294 Length sefect default page length
Options select formatting options for graphs .. ... ... 295 Width select default page widih
Color assign colors to parts of graphs ... 296 Quis exit Page submenu
Grid assign color to gridwork and text Interface select interface for graphics device. ...... ... 292
A assign color to data range A 1 Parallel interface
B assign colot o data range B 2 Serial interface
o) assign color o data range C 3 Second Parallel interface
D assign color to data range D 4 Second Serial interface
E assign color to data range B : Bave record configurationondisk .. ... ........ 293
F assign color to data range F Cancel cancel Save
Quit exit Color submenu Replace replace old configuration with new
Black % Reset reset “unsaved’ configuration settings to
Red defaule....o o o 294
Orange } CQuit exit Configure submenu . ..., ........ 294
Vellow } Align make current paper position top of page .. .. 299
Green 1 possible colors for each data range Page advance paper to top of next page.......... 299
Blae } Quit exit GRAPH program. ... . .............. 299
Purple 3 Yes exit to DOS or Access
Brown 1 Mo return to GRAPH program
342 . . _ 342




N-MCcDUFFIE co °

REALTORS = MORTGAGE BANKERS ® INSURANCE m PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 94705

(415) 845-0200 Date

File #

Dear Borrower:
Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-

formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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Functional Index

Function Commaads — Page Number

" Controlling worksheet appearance

k’-..

Column widths
Meost columns
Specific columns
Appezrance of numbers and formula values
Most cells
Cells in specific ranges
Aligament of labels in celis
For labels subsequently typed
For ¢xisting labels in a range
Justifying label text io a range
inserting blank columns or rows
Removing columas or sows
Moving ranges
Erasing rells in 2 range
Erasing the entire worksheet
Split-screen
fseeping row/columns headings on screen
Checking default settings

Working with numbers

Copying cells
Maming cells and ranges
Filling a range with numbers

Finding out what files you have
Getting a whole workshee: file
{Getting a range out of 2 worksheet file

/Werksheet Global Column-Width 138
/Worksheet Columo-Widech 133

/Wortksheet Global Formar 130
{Rapnge Formar 153

/Worksheet Global Label-Prefix 132
/Range Label-Frefix 155
/Range Justify 161
/Worksheet Insert 136
/W orksheet Delete 137
/Moave 183

/Rauge Frase 156

AW ocksheet Brase 139
Horksheet Window 140
A Worksheet Titles 139
/Worksheet Siatus 142

{Copy 177
/Range Name 157
/Data Fili 210

g Calculating a distribution of values in 3 range /Data Distribution 221
Changing forrmulas to numbers
Ore celt at a time F2 [Edit] and F9 [Calc] keys 48
10 2 range /File Xiract Values and
/File Combine Copy 171
Adding/subtracting values from a worksheet file /Bile Combine 171
Making s table of *'what-if"” resules /Diate Table 213
Changing the order of recaleulation Worksheet Global Recalculation 134
Choosing rmunal or autematic recalculation {Worksheer Global Reculculation 134
Changing the number of secaleuladion cycles /Worksheer Global Recalculation
lreration 134
Finding out about recaleulution sevtings {Worksheet Status 142
Trisk files
Telling 1-2-3 which disk to use
Muost of the time /Worksheet Global Defaule Disk 270
For this 1-2-3 session /File Disk 176
Creating disk files
Warksheet files
The entire worksheet /¥ie Save 172
Part of a worksheet /File Xrrace 171
Print {text) files /Print File 254
Graph (picture} files /Graph Save 240
i 4 Finding out hew muck room is on a disk /File List 174
S Reading disk files

[File List 174
/File Retrieve 173
/File Combine 171

345




MAsON-McDUFFIE co °

REALTORS ® MORTGAGE BANKERS ® INSURANCE m PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, Califorma 94705
(415) 845-0200

Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-
formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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Function

Getting 2 text file
Getting numbers from a text fle

Adding/subtracting values from a worksheet file

Erasing disk files

Priating

Telling 1-2-3 what part of the worksheet to prine

Telling 1-2-3 to go shead and print
Advancing the printer to top of next page
Advancing the printer line-by-line

Telling 1-2-3 the printez is at top of page
Telling 1-2-3 your printer’s specifications

Using printer options
For most of the time

For this 1-2-3 session
Coowrolling Printer Margins
For most of the time
For this 1-2-3 session
Telling 1-2-3 how long your printer paper iy
For most of the time

For this 1-2-3 session
Putting Headers at the top of cach page
Putting Footers at the bortom of cach page
Printing today’s date

At the top or bottom of pages

In the text
Priuting page nusmbess

Printing furnzufas
All cells in a range

Sume cefls in a 12uge

Graphing
Choosing the type of graph
Telling 1-2-3 what data to graph
Viewing the current graph
While in main /Graph wmenu
fn Ready Mode

Giving a grapl & name so it can be used later

Labeiling
The entire graph
K and Y axes

Each data range (line, symbol, color, or shading)

Pie graph segments
X-auis scale {line and bar graphs)
Drata points
Choosing connecting fines snd/or symbols
Choosing grid lines
Changing the scale
Choosing color output
Choasing black aud white output

346

Commands — Page Number

/File Import 175
/File Import 175
/File Combine 171
/Fie Frase 174

/Print Printer Range 253

/Print Printer Go 256

/Print Printer Page 264

/Print Printer Line 265

/Print Printer Align 265

/Wortksheet Global Drefauls
Printer 270

W orksheet Global Prefault Printer
Setup  27C
/Priut Prister Options Setup 2601

{Worksheet Global Default Printer 270
/Prine Printer Options Marging 258

/ Worksheet Global Defauls

Printer Page-Length 270
/Print Printer Options Page-Length 260
/Print Printer Options Header 256
/Print Priuter Options Foorer 256

/Print Printer Options < Header

ar Footer> 256
@TODAY and /Range Formae Date 104
/Print Printer Options < Header

or Footer> 256

/Print Printer Options Other
Cell-Formulas 262
/Range Format Text 153

/Graph Type 236
fGraph X ABCDEF 237

/Graph View 229
F10 [Gragh} Hey 226
FGraph Name 246

/Graph Opticns Titles 242
#Graph Options Titles 242
#Graph Options Tegend 240
/Graph X 237

FGraph X 237

/Graph Options Trata-Labels 242
/Graph Options Format 241
/Graph Options Grid 243
/Graph Option Scale 244
/Graph Option Celor 245
/Graph Option B&W 245

Function

Saving 2 graph in a disk file
Printing or plotting 2 graph

Using 2 database
Highlighting selected recordys
Copying selected records
Making one copy of cach sclected record
Deleting selected records
Sorting any group of rows
Using form-oricuted data cntry

Miscelfaneous
Finding out how much computer memory is lefi
Unprotecting or Reprowecting cells

Turning protection o and off
Finding out if protection is on or off
Restncting cell pointer to uaproiected cells

Commands — Page Number

/Graph Save 240
The GRAPH Program 289

/ata Query Find 217
/Thata Query Bxtract 217
{Dzra Query Unigue 217
/Lata Query Delete 217
/Data Sort. 215

FRange Inpuz 162

/YWorksheet Status 342

#Range Unprotect aad /Range Pro-

tect 157

/Woarksheet Global Protection 135

/Worksheet Status 142
/Range Inpuy 162

347




MAsoN-McDUFFIE co °

REALTORS = MORTGAGE BANKERS m INSURANCE ® PROPERTY MANAGERS l;
2850 Telegraph Avenue, Berkeley, California 94705

(415) 845-0200 Dakta

File #

Dear Borrower:
Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until-the following in-

formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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21, 63-67, 87, 180, 323, 333
TTZE. 3%, 41, 67, 145, 151, 332
T 124,135,152

Celf address
Celi Pointer
Cell proteciion

Cell range 145
Celk reference 8%
Cantered Jabels 132, 146, 154
Clhanging the current disk 17
Checking status of disks 14
Checking validity of disks 4
CIRC indicaror 124
Circular references 123-124
Clearing print settings 263-264
Clearing print specifications 253
Clearing prined margin settings 259
Clesring worksheet ritles 140
Clearing worksheet windows 141
CMD Indicator 111
Color graphing 223, 245
Color option [G) 295-296

Column 17, 21, 127, 136-138, 190, 217, 324
Cotump-width 119, 133, 136, 324
Columnwise recalculation 124, 134
Combining worksheers 166, 171-172
Comma {,} format 130-131, 153, 245

Commands 324
Command keywords 53,61
Command menus ) 53
Comnmand prompts 53
Command ranges 77, 84, 187
Command sumrmaries 26
Compare progiain 14
Comparing disks 14
Compound formulas 101
Conditional foroulas 100
COMFIGURE conunand [G] Z59-290
Configuration 122, 136, 170, 253, 269, 274, 324
Configuration {CMF) file 253, 269
Configuration file {G] 290
Configuration status 274
Coutrol characrers 250, 273

Controf panel 20, 25, 41, 323

{Copy command 41, 50, 85, 129, 155,

177-184, 191, 325
Capy program 14
Copying cells 177
Copying disks 14
Copying files 14
Copying formulas 140
Copying mixed addresses 184
Copying ranges 177
Copying records in a database 9
Creating a men in 2 keyboard macro 115
Creating range nanes 147, 157
Criterion 195, 325

350

195, 261, 218, 325
121, 130-131, 153, 245

Criterion range
Currency format

Cuorrent cell 31

Current disk 585, 170, 176, 240
Curreat system configuration 271

Current worksheet 325

Cursor 41, 325
Cursor movement in Bdit Made 49
/Data commands 189-223, 325
/T3ata Diistribution 208, 223
{Dvata Fill 65, 72, 210
fTrara Quesry 177, 180, 191, 194, 217, 306
/Data Query Criterion 218
fDaa Query Delete 194, 202, 221
{Dars Query Extract 194, 201-202, 219-220
/Drata Query Find 194, 201, 220
{Trara Query Input 218
{Draie Query Ourpur 219
# Dtz Query Qit 221
FE¥ata Query Reser 203, 221
JData Query Unigue i94, 201-202, 219, 221
/Daza Rangs 192
{Paata Sort 15, 192, 215
#Diata Sort Daza-Range Zi6
Data Bort Ho 193, 216
/[¥ata Sore Primary-Key 193, 236
[Data Sort Reset 194, 215
/Data Sort Secondury-Key 193, 216
/Data Table 96, 205
/Data Table 1 205-208, 211
/Data Table 2 207, 213
Data futeschange Format (FHF) I
Daza disk 325
Data distribution 209
Data entry 151, 162-163
Data entry forms 107
Data labels 325
Data loss 28
Dlata range 142
[Data recozds 325,333
Database 152, 163, 189, 325
Distabase feld widths 192
Dratabase management 189
Darabase statistical functions 03, 277

104, 131, 154
104, 130-131, 153, 245, 325

Thate arithmetic
Eiate format

Dare functions 276
Date numbers 97, 104
dBase-1i fles 319
Diefauls 325
Default configuration 122, 136, 170, 269, 323
Defaul configuration {G] 250
Defaul: botiom margin 273
Default column-width 133

9.

Diefault disk drive

Defaslt label formar
Defaclt lefr margin
Default line feed

Default page length
Drefault right margin
Default top margin
Default worksheet settings
Delining 2 graph

Defining a keyhoard macre sequence
[Delf key

Peleting columns
Deleting database records
Deleting graph names
Prelering range names
Deleting tows

Descending sory

Drevice option [G)

EXEF fies

Dhsk Copy program

Disk drive

Disk nazintainance functions
I2isk Manager program

274
132
272
272
273
72
273
122
225
108
1%, 56
137
02
235, 247
147, 159
137
193
292
319
14
326
i1, 14
14

Disk operating system (POSy 12, 28, 165, 267,
289, 299, 317, 326

Disk aption {G} 274

Disk storage 27
sk usage statistics 14
" Disk-Copy program 14
Disk-Mgr program 14
Display format 24,119, 326-327
i Display screen 20,126
| [Down} key 62
E DOS 12, 28, 165, 267, 289, 299, 317, 326
: DOB {hard disk) 317
i 3OS Rename command 3%
DOS Type command 168, 249
: [Edit] function key 49, 92, 156, 163, 226

{ Edit Mode 48-49, 56, 92-93, 192, 240, 243, 326

! Eject option [G]
; Ending a 1-2-3 session
{End] key

<+ [Bater key

298
267

37,62, 138, 326
12,20, 41, 56, 62, 326

E =3 [Enter} key in keyboard macros 108
i Entering cell addresses 82
Entering formulas 81
{ Enteting keyboard macros 107
i Entering labels 46
: Entering labeds in keyboazd macros 118

Erase program 15
: Brasing cell ranges 156
: Erasing fles from disk 174

Erasing the worksheet 139

Error messages 305-My7, 327

[Esclkey 13,20, 29, 48, 56, 59, 62, 72, 91,

93, 327
Expanding the Cell Poinzer €7, 145
Exponentiation 98
Exponents 98
Extracting database records 219
Field 190, 217, 327
Field names 191, 217
fFile coramands 165-1746, 327
/File Combine 51, 147, 167, 171-172, 241, 307
{File Combine Add 167
/Fike Comabine Copy 187
¢ File Combine Copy Entire 156
{File Combine Subtract 167
/File Disk 170, 176, 270
{File Erase 170, 174
{File Import 51, 168, 175-176, 306, 319

/File List
fFile Retrieve

190, 174175, 303, 307
51,129, 139, 147, 131, 173,
166-170, 225, 245, 272-273

{File Save 61, 119, 137,151, 166-170,
172-173, 235, 245, 253,

267, 289

f¥ile Xeract 119, 151, 156, 167,
171, 235, 253,

267, 305

File 327
File deletion 170
File maintainance functions i1, 14
File Manager program 14
File translazion 319
File types 156, 169
File-Mgr program 14
Filename 55, 165, 170, 319, 327
Pilename extensions 166, 169
Filename listings 170
Filename menus 170
Filename restrictions 166
Piles option {G] 291
Financial functions 276
Finding database records 219-220
Fized format 130131, 153, 245
Fixing mistakes in entries 47
Font aption [G] 296
Poni selection 296
Fonts 296, 327
Fooier 252, 256
Format 328
Format {print} suppressicn 252
Formatted print output 262
Formatting a graph 241
Formatting cell ranges 146
Formatting disks 14
Formatting labels 122
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MAsoON-McDUFFIE o

REALTORS ® MORTGAGE BANKERS & INSURANCE ® PROPERTY MANAGERS

2850 Telegraph Avenue, Berkeley, California 94705

(415) 845-0200

Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-
formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If vou need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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~ Alphabetical Index

C

+/ ~ formaz 100, 131
ACNF (Configuration) file 253, 269
DDIF (Data Interchange Pormar) file 319

PIC {Picture/Graph) file 169, 225, 230,

239-240, 294, 327

BRN Frimt) file  168-169, 249, 254, 294, 327
VE (VisiCale) file is
JWES (Worksheet) fite 169, 254, 3149, 127

119, 122, 136, 170, 253,
269-274, 324

1-2-3 coufiguration

1-2-3 Blectronie Tutorial 5,335
$-2-3 funcrion reference 275-288
1-2-3 memory requirements 268
1-2-3 Slide Show [
@ABS 104, 277
@ACOS 277
@ASIN 277
@ATAN 278
@ATANZ 273
GAYG 148, 278
@CHOOSE 278
@COs 279
@GCOUNT 102, 279
@DATE 104, 154, 279
@OAVG 102, 204, 221, 279-280
QDAY 4, 279
@DCOUNT 204, 221, 279-280
@iAX 204, 221, 279-286
@GDMIN 204, 221, 279-280
@DsTD 204, 221, 279-260
@DSUM 204, 221, 27%-280
@GDVAR 04,224, Z7-280
@ERR 45, 94, 148, 280
@EXP 281
{AFALSE 281
ey 28%
GHLOOKLIP 45, 104, 281-232
@IF 100, 104, 148, 282
@INT 282
@IRE 2582
@ISERR 282-283
@ISNA 283
@LN 283
@LOG 283
BMAX 90, 102, 104, 283
@MIN 283
D @MOD 284
@GMONTH 104, 284
@GHNA 45, 284
NPV 284
@PpPt 284
@PMT 95, 285

@rv 285
@RAND 285
@ROUND 122, 285-286
@SN 286
@SQRT 286
@sTh 256
@sUM 90, 102, 184, 287
@TAN 287
@TODAY 104, 287
@TRUE 287
BYAR 287-248
@VLOOKUP 90, 183, 288
@YEAR 104, 288
[Abs} function key 73, B4, 323
Absuhute cell address 67, 73, 76, 86, 180,
184, 197, 323

Absolute range 67, 73,91, 203
Address 21,323
ALIGN command [G} 290, 294, 99, 302
Aligning labels in 2 range 146
Aliguing printer paper 250, 265, 299
[Alt] key 19, 107, 110, 323
fAlt] key in keyboard macros 110
Anchor Cell G, 92
Anchoring the Cell Poinzer 67,71
Archive program 15
Argument (in @functions) 275, 323
Azrow keys 3z
Ascending sozt 193
ASCIE control codes 250, 261, 273, 30%.312
ASCTE et files ng
Autio-LF 72
Antomatic recaleulation 43,123, 134, 333
Automatic scaling of graphs 223, 245
Automating data entry 07
B&W graphing 223, 245
[Backspace] key 18, 48, 56, 73, 91-92, 324
i~ [BackTabj key 18, 35, 324
Bar graphs 226-227, 236-238, 242, 244
Bin range 09, 222
Border 21, 127, 259, 324
Border area 21
Borders (printed) 259
Bottom margin 258, 273
{Break| key 39,324
[Cale} fanciion key 49, 93, 124, 134-135, 156,
163, 324

[Calc] key in Edit Mode 49
CALC indicator 124, 134
Cancelling cell entries 48
[Caps Lock] key 18

Cell

17, 31,65, 324

349
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MAasoN-McDUFFIE co

REALTORS = MORTGAGE BANKERS m INSURANCE ® PROPERTY MANAGERS

2850 Telegraph Avenue, Berkeley, California 94705

(415) 845-0200

Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-
formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78
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Formatting numbers . V11

Parmacting numbexs in graphs 245
Formatting the printed page . 250, 257
Formatting the worksheet 130
Forms-orienzed data entry 151, 162-163
Formula 23, 43,81, 328
Formula caleulation 81
Fornula critesia 197
Formula processing 123
Fres Cell 71,92
Function call 103, 275, 328
Function keys 12, 19, 528
[F1] ey 12, 29, 183, 329
[F2] key 49, 92, 136, 162, 326
[E3] key 55, 76, 68, 148, 158, 209, 242, 331
{F4] key 73, 88, 323
§F5] key 34, 110, 140, 328
iF6] bey 38, 336
[E7] key 202, 217, 219, 332
[F8] key 208, 334

[Fo)key 49,93, 124, 134-135, 156, 163, 324

[Fi0)key 223,226, 235-239, 295, 328-329
Functions (@) 101, 275-288, 328
General format 130, 153, 245
Gerting HELP 12, 29
Global 119, 126, 25%, 328
Global standards 120
GO command {G) 289-290, 29%

[Goto] function key 34, 110, 140, 328
[Graph] funceion key 223, 226, 235-239, 295,
328-329

/Graph commands 189, 223-248, 329

{Graph menu 225-226
[Graph A.B 238
/Graph File 164
faraph Mame 239,243
/Giaph Name Create 235,246 ©
/Graph Mame Dielete 235, 247
JGraph Name Raset 235, 248
#Graph Name Use’ 235, 247
fGraph Options B&'W 245-246
#Graph Oprions Color 245-246
{Graph Oprions Diavs-Labels 233, 242
#Graph Options Format 241
/Graph Options Grid 244
/Graph Options Legends 229, 240
{Graph Options Scale 244
#Graph Options Scale Format 245
{Graph Options Titles 229, 243
{Graph Reset 225, 235, 23B-239
{Graph Reset Graph 225
{Graph Save 230, 239, 243, 291
{Graph Type 226, 236
fGraph View 225, 236, 238, 244-245

352

{Graph X

Graph (B&W}
Graph (color)
Graph data labels
Graph data ranges
Graph grids
GRAPH interface
Graph labeling
Graph labels
Graph legeads
Graph names

GRAPH options 2595-299
GRAPH page size 290
Graph printing 225
GRAPH Program 225, 231, 328
GRAPH Program contiguration 289-254
Graph scales 223, 344
GRAPH Status Screen 250
Graph symbols 232
Graph titles 229
Graph types 226, 228, 236, 243
Graphics device 289
Graphics monitor 26, 228
Graphing multiple data sets : 223
Hard disk 317-318, 329
Header 252, 256
[Heip] funcrion key 12, 29, 163, 329
HELP facility 12, 29, 329
HELF screens 42
[Home| key M, 62, 329
Horizontal botder 21
Harizontal ritles 140
Horizontal window 24
Imporiing disk files 175-176
Input cell 125, 211
Input range 195, 201, 218
Inpui value 206-207
Ipserting cohunns 129, 136
Insetting columns in a database 191
Tuserting rows 129, 136
interface configuration an
Interface option 272
Interface option {G} 292
Interface types 272
Tteration 124,134, 333
Ireration count 124
Justificazion 148, 161, 329
Justifying ranges 61
Key fields

Keyboard

Keyboard functions

Keyboard macros 107, 133, 152, 138, 151163,
264, 3046, 323, 329, 335, 336

Keyboard macros {interactive)

112

@

Labels 43, 46, 329

Label Mode 47
Label alignment 119, 132, 146
Labsd critenia 196
Label display formac 121,132
Label justification 140, 148
Label-prefix characters 47, 108, 122, 132, 146,
155, 330

Labelling graphs 223
= [Left} key 62
Left margin 258, 272
Left-aligned labels 132, 146, 154
Line feed 250, 265
Line graphs 223,232, 236-238, 242, 244
Listing disk files 174-175
Logical formulas 100
Logical operators 180, 330
Logical functions 276
Long labels 133, 138, 148, 156, 330
LOTUS Access System 11, 267, 289, 299, 330
Macros 107, 133, 152, 258, 323
Main memory 27,330
Manuat recalculation 124, 134, 333
Matching erizeria 1%
Mathematical funceions 275-276
Mathematical operators g7
Moaximum precision of numbers 121
Menu 12, 26, 60-62, 148, 330
Menu Maode 62
Menu Pointer 62, 116, 330
Menas in Keyboard Macros 115
Mixed cell address 67, 73, 97, 95, 330
Mixed ranges 96
Mode Indicater 21,25, 331
Momitor 20, 331
/Movecommand 41, 51, 65, 94, 129, 185-187,
191, 240, 331

Moving Selds 1n a database 191
Moving records in 2 database 191
Moving the curser in Edit Mode 49
Moving to the end of the active grea 37
tultiple-cell keyboard macros 109
Mulsipie-cell ranges 50
Multiple-ine menus 81
[Mame] funcrion key 55, 75, BB, 148, 158,
209, 242, 331

Named graphs 235
Named ranges 1), 179, 187, 331
Matural recaleulation order 123,134
Megative numbers 98
NTSC monitor 246
{Mum Lock] key 19,32, 331
Mumber eriteria 198

Mumbers 43, 33

MNumeric display format  119-121, 131, 146, 154

MNumeric keypad 19, 331
OPTIONS commsnd 1G] 95
Qperating system 163
Operator 97
Output ecll 125
Output range 200-203, 219
Overriding global setsings 126
PAGE vommand {G] 249-290
Page feed 250, 264
Page length 27
Page numbers {print} 256
Page option {G] 253, 299
Page-Length - s
Pause option [G] 294
Percent format 130-151, 153, 245
Period key 72
{PgDn] key 35
[Pglp] key 33

Picture/Graph (. FIC) file 169, 225, 230,

239-240, 794, 327

Pie charts 225, 231, 236-238, 242, 244
Point Mode 97
Pointer 12, 15, 8, 31, 53, 62, £7, 332
Painter movement with Scroll Lock key 38
Pointer-Movement keypad 3z, 332
Poinzer-Moverneat keys 12,15, 18, 32, 42,

331332
Pointing to Absolute Ranges 73
Pointing to an absolute cell address 83
Pointing 1o-vell addresses 82,50
Pointing to commands - 53
Pointing to menu cheices 62
Precedence 97
Prepare program 14
Preparing a hard disk 317-318
Previewing graphs [G] 289, 295
Primary-Key 15, 193, 215

/Print commands 65, 249-261, 332

/Print menu Z49
/Print opticns 250
/Print Clear 535
/Prin: File 162, 249, 254, 268
/Print File Align 250, 265
/Brins File Clear 253
/Pring File Go 250, 256, 273
/Print File Line ’ 250, 265
/Print File Options 250, 279
/Print File Options Borders 192, 259
{Print File Options Borders Columns 192
#Pring File Oprions Borders Rows 192
/Print File Oprions Cell-Formulas 252
/Pring File Options Foorer 256
Print File Options Header 256




MAasoNMCcDUFFIE co

REALTORS ® MORTGAGE BANKERS m INSURANCE m PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, California 94705
(415) 845-0200

Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until:the following in-
formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78



- .

fPrint File Options Margins ~ 258

/Print File Optlons Other 262-263
/Print File Options Fage-Length 260
{Print File Opticns Serup 261
fBrint Flle Page 250, 264
{Print File Range i92, 250, 235
[ Prine Printer 248, 254, 268
/Print Printer Align 250, 265
fPrint Printer Clear 263-264
/Print Printer Go 250, 256, 273
JPrint Priater Line 250, 263
/Briny Printer {ptiong 250, 270
/Print Printer Oprions Bordery 192, 259
/®rint Printer Options Borders Cobumns 192
/Print Printer Options Borders Rows 192
{Print Printer Gptions Cell-Formulas 252
/Print Printer Options Clear Z70¢
/Print Printer Options Footer 256
FPring Printer Options Header 256
/Print Pringer Oprions Margins 258
/Print Printer Options Margins Bottom 259
[Print Princer Gpiions Margins Left 273
/Print Printer Options Margins Right 273
/Brint Princer (prions Margins Top 273
/Print Priuter Options Other 262-263
/Print Princer Options Page-Length 260, 273
[Print Printer Options Setup 261
/Print Printer Page 250, 264
/Print Printer Range 192, 250, 255
Priut { PRIN) file 168-189, 249, 254, 327
Print ranges 251, 255
Printed borders 259
Printed margins 258
Printesd page length 260
Printer configuration a7t
Printer contrel codes 250, 261, 273, 30%-312
Printar option i
Printer paper alignment 230
Printer ports 293
Printer resolution 52
Printer setup string 250, 261, 273, 306, 309, 324
Printing a graph 230, 299
Printing a worksheet 249, 234, 256
Printing from the screen 9
Printing to a file 49, 256
Printing to a printer 249, 256
Progeam disk 332
Promps 26, 53, 332
Protected cell 125
Protecting againse data loss 28
Protecting cell ranges 151, 157
Protection 124, 135, 151-152, 332
Protection status 156
{PetSe] key 19

354

{Query] function key 203, 217,219, 332
1 Quit command 53, 267-268, 333
GQUIT cominand [G] 289-290, 29%
Quit option ' 274
Quit option [G} 294
Quit options in command menus 57
{Range commands 145-163, 333
{Range Erase 48, 145, 156
/Rauge Format 75, 105, 120, 130, 146, 192
/Range Format Reset i46, 153
/Range Input 43, 126, 151-152, 157, 62, 307
/Range Yustify 138, 149, 161, 306
fRange Label-Prefix 120, 133, 146, 155, 192
fRange Mame 74, 148
/Range Mame Create 95, 147, 157
{Range Mame Delete 147, 159, 1861
{®ange Mame Labels %0, 148, 158-159
/Range Name Label Down 197
/Range Mame Resee 147, 158, 160
/Range Protect 123, 135, 151, 157
fRange Unprotect 125, 135, 151-152, 159
Range 2%, 31, 65, 145, 153, 333
Range borders (printed) 252
Fange name meit 76, 148, 158

Range names 55, 65, 74, 76, 79, 90, 145, 147,
157, 158, 180

Range names in keyboard macios 1067
Ready Mode 47,57, 93, 236
Recalculation 57,123, 134, 333
Recaleulation oxder 57,123, 124, 333
Record 152, 189, 217, 333
Refative cell addreess 67, 83, 180, 184, 197, 333
Remembered range 79, 145, 238
Hename program 15
Renaming files 15
Repeating keys 14
Repeating abels 132, 156, 324
Reguired hardware 269
Reser 334
Reset option [G] 253
Resetting database data ranges 216
Reserting davabase sort keys 2i6
Resetting graph names 235, 248
Resetting graph settings 235, 238-239
Resetting the column width 129
Resetting the format of a range 146
Resetting the global format 153
Results arca 206-207
Results columan 209
Retsieving worksheet files 166, 170, 173
Returning to the worksheet from HELP 29
Reverse video 21,31
RGB monitor 228
— [Right| key 62

Right margin 2538
Right-aligned labels : 132, 146, 154
Row 17,21, 136, 189, 217, 334
Rowwise recalculation 124
SELECT command {G} 289-290, 294
Save option {i3] 293
Saving a graph 230, 240
Saving a portion of the worksheet 171
Saving worksheets 366, 170, 172-173
Scaling graphs 245
Scientific format 44, 130-131, 153, 245
Sereen 334
{Seroll Lock] key 19, 38, 334
Seroll Lock facility 38
Serolling 139,324
Scrolling synchronization 141
Secondary-Key 13, 193, 215
Selection crizeria 202
[} iShifc} key 19
Single-cell ranges 90
Size option {G) 296
Slash (/) key 46
Sert program 15
Sorting disk files 15
{Space-Har| key 13
Special funciions 276
Specifying a print range 255
Specifying data ranges in graphs 238
Split-screen 24, 38, 127, 140
Stacked-Bar graphs 225, 228, 236-238, 242, 244
Starzing 1-2-3 12-13
Starting the GRAPH Program 13,289
Starting the LOTUS Access System 12
Starting the Tuiorial ]
Startup configuration tile %4
Stazistical funcrions 277
Status Screen [G] 290
Status of current configuration 72
Status of defanit setiings 124
Status of global setzings 126
Status program 14
Storing keystrokes 167
Synchrogized windows 24, 128, 141
- [Tab] key 18, 55, 334
[{able| function key 208, 334
Fable range 208, 211
Text files 319
Text format 130, 131, 153, 245
Timestamping data 12
i Ticles 38, 127, 134, 334
Top margin - 258,273
Transfering files to a hard disk 317-318
Transtersing files between programs 319322
Transkate wility 315222

Turning off celf protection 151
Turor Menu ] &
TFutor program 5
Two-screen graphing 223
Types of celi entries 43
Typing cell addresses 65, §2
Typing cell entries 41
Typing commands 55
Typing menu choices 62
T [Up) key 62
Unanchoring the Cell Pointer 71
Unformatted print output 262
Linique database records 219
Unprotected cell 125
Unprosecting cell ranges 157
Unsynchronized windows 24,128, 141
Updating 1-2-3 configuration 274
Updazing fields in a database 192
Value 335
Walue Mode 47,91, 93
Yalue range X9
Wertical border 21
Yerzical titles 140
Vertical window 24
Viewing a graph A25-226, 239
VisiCaje { V() files 319
Wait option 273
{Window] function key 38, 336
Window 24, 31, 126, 140-141, 335
/¥ orksheet commandds 119-143, 336
/W orksheet Column-Widdh 120, 137, 1592
A orksheet Columa-Width Set 106, 133
W orksheet Column-Width Reset 133
/ Worksheet Diclete 129, 137, 145
/Worksheet Delete Colurns 93, 129, 137
I/ Worksheet Delete Rows 93, 129, 137
I Worksheet Brase 77, 119, 123, 128, 139, 225
/ Worksheet Global 119-120, 259
/% orksheet Global Column-Width 133
F W orksheet Global Dyefault 122, 136, 176,

270, 307

! Worksheet Global Drefault sk 270, 274
S Worksheet Global Default Printer 270-271
W arksheet Global Default Guit 270, 274
{Worksheet Global Default Status 270-271, 274
Worksheer Global Defauk Update 270, 274

/W orkshee: Global Formut 121, 130, 144
3 orksheer Globat Format Currency 123
/W orksheer Global Iteration 43
/W arksheer Globat Label-Prefix 118, 120-122,
132
FWoarksheet Global Protecrion Phisable 125,
135, 131

355




MasoNMCcDUFFIE co

REALTORS @ MORTGAGE BANKERS ® INSURANCE & PROPERTY MANAGERS
2850 Telegraph Avenue, Berkeley, Calitornia 94705 4
(415) 845-0200 ;

Date

File #

Dear Borrower:

Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until the following in-
formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
form.)

Verification of Employment (Tan). (Complete top half only.)
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the .
correct address or notify us if there has been a job change. .

Name and social security number of the person whose social security account
pays benefits to your children:

Name Social Security #

For (Child) Social Security #

If you need additional space to answer any of the above requests, please use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department

Reserves Administration Department

LA 730 rev. 5/78



FWorksliest Global Protection Enable 125,
" - 135, 151
/W orksheet Giobal Recalculation 43, 57,
123-124

#Worksheet Global Recalenlation
Columnwise 124
Workshees Global Recalenlation Iteration 124
{Worksheet Global Recalculation Manual 124
W orksheer Global Recaloylation Matural 324
/W orksheet Global R ecalculation Rowwise 124

/W orksheet Insest 129, 136, 145
7 arksheet Insert Columns 129, 136, 191
S Wrarksheer Insert Bows 129, 135, 191
S Worksheer Srarus 126, 132-133, 135, 142, 151
S arksheet Titles 34, 38,127, 13%
/W orksheet Titles Horizontal 192
¥ arksheet Window 140-141
W orksheer Window Clear 141

W orksheet Window Horizontal 127, 141

356

I Forksheet Window Sync : 128, 141

{Worksheet Window Unsye 128, 141
I Warksheet Window Vertical 127, 141
Worksheet 17, 119, 130, 289, 336
Worksheet default settings 122
Worksheet dovumentation 252
Worksheet { WKS) file 169, 254, 319, 327
Worksheet global format 130
Worksheet size 21
W orkshee: standards 120
Worksheet status 126, 142
Worksheet ritles 139
XY graphs 425, 233, 236-238, 242, 244
/% commands 114-116, 336
/X G command 114
/X1 command 114
/XM cemmand 113, 306
/%M command execution 115
G command 118

Lotus License Agreement

IMPORTANT

Each L.otus predact sotd at retail is
licensed by Lotus Development
Corp.to the original purchaser and
any subsequent owner of the prod-
uct for their use unly on the terms
set forth below. Opening the disk-
efle package indicales your aceept-
ance of thess terms.

Permitied Uses

You may use the soflware on any
item of compalible hardware that
youown oruse, The Heense to use
the software soid to you includes
personal use and use in your busi-
ness or profession.

Uses Not Permitied

You may not:

A, use the software in a service
business, nelwork, timesharing,
interactive cable television,
mulitiple CPLU or multiple site
arrangement;

B. make copies of the User's Manual
ar the software disk;

C.make alterations in the software;

D. grant sublicense, leases, or other
rightis in the software 1o others;

E.make verbal ar media transla-
tions of the User'’s Manual;

¥ make modifications for usc on
non-coinpatible hardware;

G. make telecomununication data
transmissions of the software.




MAasoN-McDUFFIE co

REALTORS ® MORTGAGE BANKERS m INSURANCE m PROPERTY MANAGERS ’

2850 Telegraph Avenue, Berkeley, California 94705

(415) 845-0200 Do

File #

Dear Borrower:
Some of the information you returned to us was incomplete. We are unable to
establish the amount of assistance you should receive until. the follqw1ng in-

formation is provided.

Recertification Form for Family Composition (Orange). (Complete entire
£ 3 fO Tm. ) y

Verification of Employment (Tan). (Complete top half only.) ek,
Verification of Aid (Blue). (Complete top half only.)

Address for
(Verification was returned by Post Office.)

Confirmation of the income source circled on attached copy of your form.
They have stated that you are not employed by them. Please check for the
correct address or notify us if there has been a job change. "’

Name and social security number of the person whose social securlty account
pays benefits to your children:

Name Social Security #

For (Child) & Social Security # IR

If you need additional space to answer any of the above requests, please Use the
back of this letter.

Your prompt attention to this matter would be greatly appreciated.

Very truly yours,

235 Department
Reserves Administration Department

LA 730 rev. 5/78



LOTUS

Lotus Development Corporation

55 Wheeler Strees
Combridge,

Muassachusetts 02138
Telephons: 617/492.7171

Sinceg ely,//,
®. .

Bear Customer:

Before you begin using 1-2-3, I'd like to take a

this product.

monent and explain a little of the commitment behind

When people buy software they often
worry, with some reasan, that it will become obsolete
in the near future. That's not a problem with 1-2-3.

At Lotus, we're commitcted to the ongoing develop-
ment of 1-2-3. We're continually working to improve
the product, adding new capabilities that will help
pecple be even more productive.

We're also committed to supporting our exlsting
customers. Whenever a new version of 1-2-3 is intro-

duced, we'll make it available to vou at a very low
upgrade price.

We cannot provide this support, though, uniess we
know who you are. Please take a moment NOW to fill
out and return the Purchaser Registration Card., It's

attached to the Customer Assurapce Plan located in the
back of the 1-2-3 binder.

I promise we won't inundate you with Junk mail.

What we will do is try to provide the besat ongoing
product support we can,

Richard Landsman
Product Support Manager

gau includes personal use and use in

© A provide use of the software in a
__puter service business netwark, ti

Lotus, 0 ;
"B, make copies of the User's

¢ make alterations in the softwan
1. grant sublicense, leases; ot othe
in‘tg(:e :

E. make verbal or media translations
 F make modifications for use on no

- . make telecomiunicatio
. missions of the software,

Lotus
License
Agreement
IMPORTANT

ach Lotus product sold at rerail is
%censed by %otus Develogmam Corp. 3
the original purchaser and any subsequen
owner of the product for their use only
the terms set forth below. Opening the
diskette package indicates your accepts
of these terms.

Permitted Uses o
You rnay use the software on any ey
compatible hardware that you own o
The license to use the software sold

usiness or profession,

Uses Not Permitted

You may not.

sharing, interactive cable televisio

pie CPU or multiple user arran,%e

th
users who are not individually icen

the 1-2:3 system disks; o

software to others; ™ .
the User's Manuak

compatible hardware;

i data ¢
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