Symbols

!NAME......................................... 86, 92 !REF........................................... 90, 103 * (operator) ........................................ 79 + (operator) ....................................... 79 / (operator) ........................................ 79 ^ (operator) ....................................... 79

Numerics

3D area charts ......................... 165, 237 3D bar charts ........................... 165, 235 3D charts, perspective in .................. 242 3D charts, rotating ........................... 240 3D line charts .......................... 165, 238 3D sur face charts ............................. 237 3D wireframe charts ......................... 236 A absolute cell references .... 27, 30, 81, 82 Add Chart T ext command ................ 243 addition operator .............................. 79

Align Left command ....................... 206 Align Right command ..................... 206 aligning a cell�s contents ............ 44, 127 anchoring a selection ........................ 61 area charts ....................................... 227 arguments (in a function) .......... 97, 261 ASCII �les........................................ 180 automatic calculation ...................... 153 axes (in charts) ................. 150-156, 261 B bar charts ........................................ 220 displaying bar values .................. 223 overlapping bars ........................ 223 Best Fit Column command .............. 206 Best Fit Row command ................... 206 Bold command ............................... 205 borders

adding to cells ........................... 126 color, adding to ......................... 125 width, changing ........................ 164

Index

C cell reference ............................. 77, 261 cell references in formulas ................. 79 cells

coordinates ............................ 10, 62 copying ............................... 18, 108 deleting ..................................... 105 editing cell contents ............. 16, 101 entering data into ...... 14, 69, 71, 72 erasing the contents of .............. 102 formatting ........... 41, 116, 125, 127 inserting .............................. 39, 104 moving ................................ 41, 107 range of ................................. 10, 60 referring to in formulas ................ 79 selecting ................................ 12, 60 Cells submenu ................................. 202 Center command .................... 127, 206 charts ........................ 141-166, 219-243 axes, modifying ............ 49, 150-154 border width, changing ............. 164 Chart Inspector , using ................ 146 color, adding to .................. 161-163 copying ..................................... 146 creating ............................... 45, 143 deleting ..................................... 146 font, adjusting ..................... 50, 159 legends, using ............................ 157 line width, changing .......... 164, 165 logarithmic scaling ..................... 154 moving ................................ 50, 147 naming ...................................... 161 numbers .................................... 161 charts (continued)

parts of ....................................... 142 percentage scaling ..................... 154 resizing ....................................... 147 rotating 3D charts ...................... 240 selecting .............................. 144-145 text, adding ......... 51, 142, 159, 243 Charts menu ............................. 219-243 3D area ...................................... 237 3D line ....................................... 238 3D sur face .................................. 239 3D wireframe ............................. 236 3D bar ........................................ 235 area ............................................ 227 bar ............................................ 220 high-low ..................................... 233 horizontal bar ............................. 221 horizontal stacked bar ................ 222 line............................................ 228 pie ............................................. 223 scatter ............................... 229, 233 stacked bar ................................. 221 circular reference ................................ 88 Clear command ....................... 102, 201 Clear Special command ............ 103, 201 Close command ......................... 66, 198 colors

adding to cells ............................ 125 adding to cell borders ................ 127 adding to charts ......................... 162 adding to the grid ........................ 65 adding to headings ...................... 65 Colors panel ...................... 65, 163, 251 columns

de�nition of ........................... 9, 261 deleting ............................... 36, 106 hiding the headings ..... 66, 130, 175 inserting .................................... 104 resizing ...................................... 128 Command key ................................ 187 constants ........................................... 97 coordinates, cell .......................... 10, 62 Copy As EPS Command ................... 200 Copy command ........... 37, 81, 108, 199 copying to adjacent cells ........... 18, 110 custom formats, creating ................. 118 Cut command ......................... 102, 199 D data set ............................................ 142 date formats ................................ 75-76 default font ........................................ 64 default settings .................................. 64 Delete Cells command .................... 203 deleting a column or row ........... 36, 106 deleting space ................................. 103 delimiters ................................. 180, 262 Division (operator) ............................. 79 Document menu ...................... 193-198 E Edit menu ................................. 199-204 editing cell contents ................... 16, 101 elevation (in charts) ......................... 241

Enter key ..................................... 14, 69 entering formulas .............................. 78 entering data ................... 13, 69, 71, 72 erasing cell contents ........................ 102 explode (in pie charts) .................... 225 exponentiation .................................. 79 exporting data .......................... 181-184 expression ................................. 98, 262 F �eld ........................................ 133, 262 Fill Down command .... 18, 74, 110, 213 Fill Right command ..... 18, 74, 110, 213 Fill submenu .................................... 213 Font Panel command ................ 41, 205 Font submenu ................................. 205 font, within a cell ....................... 41, 127 Format Inspector command .... 116, 208 Format menu ........................... 205-210 formats, creating custom ................. 118 formatting cell contents 41, 116, 125-7 formatting numbers .................. 42, 116 formulas ....................................... 77-92 absolute cell references .... 27, 30, 82 cell references, including .............. 79 copying ................................. 28, 81 de�nition of ................... 22, 77, 262 entering ................................. 23, 78 functions, adding ................... 25, 94 linking to other spreadsheets ....... 89 Lotus 1-2-3 (importing) ............. 179 operators, using ........................... 78 formulas (continued)

relative cell references ............ 28, 82 writing ................................... 23, 78 forward references ............................. 88 freezing graph size .......................... 149 functions ...................................... 93-99 arguments .................................. 97 de�nition of ................. 93, 252, 262 Functions panel, using ... 26, 95, 252 parentheses ................................ 98 parts of ....................................... 97 using ..................................... 25, 98 functions, types of ............................. 94 �nancial ....................................... 95 logical ......................................... 96 math ............................................ 95 statistical ...................................... 96 string .......................................... 96 time ............................................. 96 Functions command ........................ 252 G General format ............................... 116 global macros .......................... 246, 249 Go To command ....................... 62, 216 graphs, in charts

de�nition of ............................... 142 freezing graph size ..................... 149 moving ...................................... 147 resizing ..................................... 147 selecting .................................... 145 shading ...................................... 162 grid lines

adding color to ............................. 65 charts ................................... 49, 150 de�nition of ........................ 150, 263 hiding .................... 49, 66, 130, 175 guarantee ............................................ v H handles ........................................... 263 headings .......................................... 263 Hide Column Heading command ..... 207 Hide command ................................ 187 Hide Grid command ....................... 207 Hide Page Breaks command ............. 207 Hide Row Heading command .......... 207 hiding grid lines ...49, 66, 130, 175, 207 hiding headings ......... 66, 130, 175, 207 hiding page breaks ................... 131, 207 high-low charts ................................ 233 horizontal bar charts ........................ 220 horizontal stacked bar charts ........... 222 I icon bar ............................... 11, 59, 263 Icon Bar command .......................... 255 Ignore (sort order) .......................... 136 Import command ............................ 196 importing �les ........................... 177-181 Incremental Fill ................... 73, 140, 213 Info menu ................................. 189-192 Info Panel command ........................ 189 input area ............................ 10, 58, 254 input window ...................... 10, 58, 263 Input W indow command ................. 254 Insert Cells command ....... 39, 104, 202 Inspector command ......................... 252 interpolating non-numeric data ....... 161 Italic command ................................ 205 K keyboard alternatives ....................... 187 L labels, in charts ................. 150-154, 224 removing .................................. 153 tick mark labels .................. 142, 150 x-axis labels ................................ 150 y-axis labels ................................ 153 Layout submenu ............................. 206 legends, in charts

de�nition of ............................... 142 hiding ........................................ 158 moving ...................................... 148 resizing ...................................... 148 selecting .................................... 145 level of precedence ............................ 78 License command ........................... 190 line charts ........................................ 228 line thickness (in line charts) ............ 165 linking spreadsheets .............. 89-91, 197 local macros ............................. 246, 249 logarithmic scaling, in charts ............ 154

Lotus 1-2-3 �les ......... 178-179, 181-183 M Macro menu ............................. 245-250 Macro Panel command ........... 245, 254 macros, creating ...................... 245-248 manual recalculation ......................... 87 margins, setting ...................... 170, 171 master spreadsheet ................... 89, 197 mixed cell references ......................... 83 Move Cells command ....... 41, 107, 203 moving

axes, in charts ............................ 156 cells............................. 41, 107, 203 charts .................................. 50, 147 graphs ....................................... 147 legends ..................................... 148 multiple selection ........ 31, 60, 145, 264 multiplication operator ..................... 79 N named ranges

changing the name ..................... 86 creating ............................... 84, 216 removing ..................................... 86 Named Ranges command ........ 85, 216 natural recalculation ................. 88, 212 New command ......................... 63, 194 New Global command .................... 248 New Local command ...................... 249

O Open command ........................ 63, 193 Open Links command ............... 91, 197 operator .................................... 77, 264 overlapping bars ............................. 223 overwrite ......................................... 112 P page breaks

hiding ................................ 131, 207 removing ........................... 173, 208 setting ............................... 172, 208 showing .................... 131, 172, 207 page dimensions, setting ................. 170 Page Layout panel ............. 68, 169, 210 page numbering ............................. 174 parts of ParaSheet .......................... 8, 58 Paste command ... 37, 81, 108, 111, 199 Paste Special command ... 111-113, 200 Pasteboard ..................................... 199 patterns (in custom formats) .... 119-124 parts of ...................................... 119 placeholders in .......................... 120 sample patterns ......................... 124 percentage scaling, in charts ........... 154 perspective, in 3D charts ................. 242 pie charts ....................................... 223 exploding the wedges ............... 225 labeling the wedges ................... 224 setting the starting angle ........... 227 placeholders in patterns ........... 120-123 plotting data ........................... 143, 160 pointing to cells ........................... 24, 80 precedence ..................................... 264 Preferences command ...................... 189 preferences, setting ....................... 63-66 default font .................................. 64 grid and heading color ................. 65 showing grid and headings .......... 66 spreadsheet size ........................... 64 sticky windows ............................. 66 Print command ............................... 176 printing, preparing for ............. 167-168 prioritizing �elds (in sorting) ............ 136 Q Quit command ............................... 187 R range of cells

copying ...................................... 108 de�nition of .................... 10, 60, 264 deleting ...................................... 105 entering data into ................... 69, 71 erasing the contents of ............... 102 formatting ............ 41, 116, 125, 127 inserting ..................................... 103 moving ....................................... 107 referring to in formulas ................. 79 selecting ........................... 12, 25, 60 Recalc All command ............. 87, 91, 211 Recalc command ........................ 87, 211 Recalc Options command ......... 87, 211 recalculating links ............................. 91 recalculation order ............................. 88 record ...................................... 133, 264 relative cell references .................. 27, 82 Remove All Breaks command ... 174, 208 Remove Chart T ext command .......... 243 Remove Page Break command .173, 208 Replace Link panel ..................... 92, 197 reports, creating ................................ 45 resizing

charts ........................................ 147 columns ............................. 128, 206 graphs ....................................... 147 legends ..................................... 148 rows ................................... 128, 206 Revert to Saved command .............. 195 rotating 3D charts ........................... 240 rows

deleting ..................................... 106 hiding headings ... 66, 130, 175, 207 inserting ............................... 39, 104 resizing .............................. 128, 206 Run Global command ..................... 249 Run Local command ....................... 249 S Samples command .......................... 192 Save As command ..................... 19, 194 Save command ............................... 194 Save To command ........................... 194 scatter charts .................................. 229 scienti�c notation ..................... 72, 265

Select All command ........................ 204 selecting cells ............................. 12, 60 selecting charts ................................ 144 selection box ....................... 10, 58, 254 Send To Back command ................. 207 Set Page Break command ....... 172, 208 shading, in charts ............................ 161 Sheet menu .............................. 211-218 Show Page Breaks command ... 131, 207 Smart command ............................. 206 sorting ...................................... 133-140 precautions to take .................... 139 prioritizing �elds ........................ 136 sort order , setting .............. 135, 138 Sort command ............................... 214 spreadsheet window ..................... 8, 58 stacked bar charts ............................ 220 starting angle, in pie charts ............. 226 starting ParaSheet ........................ 7, 57 subtraction operator .......................... 79 Suggestion command ..................... 191 supporting spreadsheet ............. 89, 197 T text �les ........................... 180-181, 183 Text submenu ................................. 206 tick marks

de�nition of ....................... 142, 265 labeling ..................................... 150 removing .................................. 153 time formats ................................ 75-76 Tools menu ............................... 251-256

U Unbold command ........................... 205 Undo command ........................ 37, 202 Unitalic command ........................... 205 W warranty ............................................... v Windows menu ............................... 187 X x-axis............................... 142, 150, 265 Y y-axis............................... 142, 153, 266 Z z-axis.............................. 142, 237, 266