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The information in this book is designed to get you started with Quattro. It
tells you what you need to do to get Quattro up and running, and
introduces you to Quattro’s features. It includes an easy-to-follow tutorial
that will give you immediate hands-on experience with the program.

This Getting Started book accompanies the main Quattro documentation:
The User’s Guide, which contains detailed “how-to” information about every
aspect of Quattro, and The Reference Guide, which contains simplified
explanations and procedures for each major Quattro operation, as well as
information on each of Quattro’s @functions and macro commands.

Who Should Use This Book?

This book is essential to both experienced and inexperienced spreadsheet
users.

If you’re new to spreadsheet programs, you should read through this book
in its entirety. The tutorial in the last chapter will give you a step-by-step
introduction to Quattro, as well as spreadsheets in general.

If you're an experienced spreadsheet user, install the program using the
instructions in Chapter 2 of this book, “Before You Begin.” You can skim
through the rest of the book as you see fit, paying special attention to the
section “Quattro for 1-2-3 Users.”

Once you've read this book, you'll know how to

m get Quattro up and running

m use Quattro menus and get on-screen help

m create and print a basic accounting spreadsheet
mbuild, save, and print a customized Quattro graph
m use simple macros

m save your data and exit Quattro
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Inside This Book

Here’s what you’ll find in this book:

Chapter 1, “Welcome to Quattro,” describes the contents of your Quattro
package and the hardware required to run Quattro. It also introduces you
to some of Quattro’s basic features.

Chapter 2, “Before You Begin,” tells you how to copy Quattro onto your
hard disk, or onto back-up floppy disks.

Chapter 3, “Quattro for the Beginning Spreadsheet User,” offers basic
information about spreadsheets, graphs, and databases. It tells you how to
use Quattro menus and get context-sensitive help, and how to start and exit
Quattro.

Chapter 4, “Quattro for Lotus 1-2-3 Users,” describes the differences
between Quattro and its major competitor, Lotus 1-2-3. It tells you how to
instruct Lotus to accept Lotus-compatible commands if you prefer, and
how to use macros in relation to 1-2-3 and Quattro.

Chapter 5, “A Tutorial,” takes you step by step through the essential
Quattro features, from moving around the spreadsheet to building macros.
When you’ve completed the tutorial, you’'ll have a solid foundation for
using Quattro.

Where Do I Go From Here?

Once you feel comfortable with the material presented in this book, you
have a couple of options. If you're an experienced spreadsheet user, or if
you plan to begin with a simple Quattro spreadsheet, you can go ahead and
experiment with the program. You can refer to information in the Quattro
User’s Guide and Quattro Reference Guide for assistance.

If you want to learn more about the features presented here, or if you're
interested in stretching the program to its full potential, we suggest you
move on to the Quattro User’s Guide for more in-depth practice with the
program. And, of course, the Quattro Reference Guide provides quick, easily
digestible information about every aspect of Quattro.

Borland’s No-Nonsense License Statement

This software is protected by both United States Copyright Law and
International Treaty provisions. Therefore, you must treat this software just
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like a book with the following single exception: Borland International
authorizes you to make archival copies of Quattro for the sole purpose of
backing up your software and protecting your investment from loss.

By saying, “just like a book,” Borland means, for example, that this
software may be used by any number of people and may be freely moved
from one computer location to another, so long as there is no possibility of its
being used at one location while it’s being used at another. Just like a book
that can’t be read by two different people at the same time, neither can the
software be used by two different people in two different places at the same
time (unless, of course, Borland’s copyright has been violated).

How to Contact Borland

The best way to contact Borland is to log on to Borland’s Forum on
CompuServe: Type GO BOR from the main CompuServe menu and select
“Enter Business Products Forum” from the Borland main menu. Leave
your questions or comments there for the support staff to process.

If you prefer, write a letter detailing your comments and send it to:
Technical Support Department
Borland International
4585 Scotts Valley Drive
Scotts Valley, CA
95066, USA

As a last resort, if you cannot write to us for some reason, you can
telephone our Technical Support department at (408) 438-5300. Please have
the following information handy before you call:

= product name, version number, and serial number

m computer make and model number

m operating system and version number

Trademarks

Within this book, references are made to the following products:

m Lotus 1-2-3 is a registered trademark of Lotus Development Corp.
m MS-DOS is a registered trademark of Microsoft Corporation.
m Quattro is a trademark of Borland International, Inc.
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Welcome to Quattro

Welcome to the world of Quattro. The Quattro spreadsheet is designed to
make your working life easier. It can minimize the amount of time you
spend keeping records, balancing books, and drawing graphs, and give you
more time to focus on the future. Its automatic features can help you make
connections between different areas, uncover weak points, and predict
future trends.

The Quattro program includes numerous special features that make data
entry and analysis easier than ever:

m Pop-up menus. All Quattro commands can be accessed through pop-up
menus that temporarily overlay what you're doing. Simply press the
slash key (/) to display the first in a tree of menus. To select a command
from a menu, highlight it by using the arrow keys and press Enter, or
simply enter the first letter of your selection.

m On-line help. From anywhere within Quattro, you can press F1 to
display a help screen describing the current area.and your options within
it. Press Ctrl-Break and you're instantly returned to the spreadsheet.

m Shortcuts. You can assign any Quattro menu command to a Ctrl key
sequence to cut down on keystrokes.

m Choice lists. The NAMES key, F3, lets you display a list of existing block
names. You can also display a list of @functions and their syntax (Al-F3),
or macros (Shift-F3). Selecting an item from a list automatically enters it in
the input line.

m Pointing. Specify areas in the spreadsheet by using the arrow keys to
point them out. The cell block you point out is automatically entered on
the command line.
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m Sorting. You can arrange and rearrange data in your spreadsheet in
alphabetical or numerical order.

m Searching. You can automatically search through your spreadsheet for
specific cells or records. You can also copy or delete records that meet
specified conditions, for example, all records with a value greater than
1000 in the Profit field. You can also automatically replace all instances of
one value with another value (“search and replace”).

mImporting files. Files created with several other spreadsheet and
database programs (Lotus 1-2-3, dBASE, Paradox, and Symphony) are
compatible with Quattro. Quattro translates the files automatically when
you retrieve them. You can also import ASCII or text files into a Quattro
spreadsheet.

m Macros. You can create an unlimited number of macros for use with your
spreadsheet. With macros, you can enter often-used data or commands
with just a few keystrokes. Macro Record mode records your steps
automatically as a macro. You can also use Quattro’s extended set of
macro commands to build customized program applications.

m Functions. Quattro includes ninety-nine built-in formulas, called
functions, that let you perform mathematical tasks with ease. For
example, the @SUM function lets you add the values contained in a
range of cells.

m Flexible Menus. The Menu Builder program extension lets you rewrite
or reorganize any of Quattro’s menus. You can also load other preset
menus such as one that accepts Lotus-compatible command names.

This booklet introduces most of the features listed here. Details on these
and other Quattro functions are covered in the Quattro User’s Guide and
Quattro Reference Guide.
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Before You Begin

Quattro requires very little or no installation. However, before you begin
working with Quattro, there are a few things you need to do first:

m Check the contents of your Quattro package, including your program
disks.

m Make sure you have the correct equipment for running the program.
m Ready the README.DOC file on your Help Disk.

m Format work disks for storing your work (if you're using a floppy-drive
system).

m Make back-up copies of your Quattro disks or copy the disks onto your
hard disk.

m If you're using a floppy-drive system, install Quattro for use with floppy
drives, and copy the DOS Command file to your System Disk so you can
access DOS from within Quattro.

This chapter discusses each of these requirements. It describes the
procedures required to get ready to run Quattro from both a hard disk and
a floppy-drive system. Follow the procedures appropriate for the system
you're using. When you're finished, you'll be ready to go to work with
Quattro.
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The Quattro Package

Your complete Quattro package includes the following:
m three Quattro manuals, including this one

m three Quattro disks, labeled System Disk, Resource Disk, and Help Disk

m function-key templates designed to fit over and label the function keys
on your keyboard

Before you go further, check to make sure you have everything listed here.
If anything is missing, take the entire package back to where you bought it,
or contact Borland (see page 3).

Necessary Equipment

Quattro runs on any IBM or compatible computer. It requires only

m a minimum of 512K bytes of system memory (RAM)
m the DOS operating system, version 2.0 or later

If you want to display graphs, you also need a computer graphics card
(either color or monochrome). You can still build and print graphs without
one, however.

Quattro automatically detects the type of screen you're using and acts
accordingly. If you're using a non-standard screen display (such as a black
and white monitor with a color graphics card), you will need to specify this
with the Defaults Hardware Screen command (see Chapter 5 of the Quattro
User’s Guide).

You can use any type of printer for printing spreadsheets. Quattro assumes
you're using a parallel printer attached to your computer’s first parallel
port. If not, you need to specify your printer’s setup with the Default
Hardware Text Printer command (see Chapter 5 of the Quattro User’s
Guide).

To print graphs, you must have a graphics printer and must first specify the
type of graphics printer you're using with the Graph Print Printers
command (see Chapter 8 of the Quattro User’s Guide).

The Quattro Disks

There are three disks included in your Quattro package: the Quattro
System Disk, the Resource Disk, and the Help Disk.
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The System Disk contains the Quattro program, including the following

files:

Q.EXE
Q2.0VL
Q4.0VL
Q123.BAT
QF.BAT

main Quattro program

program overlay file

program overlay file

batch file to load 123.RSC menu tree and defaults
batch file to set directories for use with
floppy-drive system

The Resource Disk contains driver files that tell Quattro specific
information about your computer:

Q1.0VL
Q2.0VL
Q3.0VL
Q4.0VL
QUATTRO. DEF
123.DEF

* TRN

*BGI

*CHR

program overlay file

program overlay file

program overlay file

program overlay file

Quattro defaults file

defaults file for Lotus-compatibility
several files used to translate files

several files used to print graphs

several files used to display graph titles in
different fonts

The Help disk contains the help information displayed in Quattro and a
sample Quattro file used in the tutorial in Chapter 4 of this book:

QUATTRO.HLP
SAMPLE.WKQ
README.COM
README.DOC
DEMO.WKQ
NOVICE.RSC
TRANS.QAI

Help screens displayed with F1

Sample spreadsheet for tutorial in Chapter 5
program file used to read README.DOC
latest information on Quattro

sample spreadsheet used for demonstration
alternative menu tree

Transcript add-in

MENUBLDR.QAIMenu Builder add-in

HARD.BAT
FLOPPY.BAT
Q123.DEF
QF123.DEF

QH123.BAT

QF123.BAT

batch file used to reset Quattro for hard disk
batch file used to set Quattro for floppy system
defaults file loaded with Q123.BAT

defaults file loaded with QF123.BAT if you have a
floppy system

batch file loaded with Q123.BAT if you have a
hard disk

batch file loaded with Q123.BAT 1f you have a
floppy system

Remember that floppy disks are sensitive and must be handled With care.
Otherwise, you risk losing the information stored on them. Keep them
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away from direct sunlight and magnetic fields. Do not touch the exposed
disk surface, bend them, or attach paper clips to them. When not in use, the
disks should be stored in their envelopes.

Reading the README File

Any last-minute changes or additions to the Quattro program are
documented in a file on the Help Disk called README.DOC. You should
review this file carefully before working with Quattro and make note of
any changes.

To display the README.DOC file one screenful at a time, simply type
README

on the DOS command line and press Enter.

You can also print this file with the DOS PRINT command.

Using a Hard Disk

To run Quattro from a hard disk, simply copy the files to your hard disk.
Because there are many files on these disks, you may want to put them in a
separate directory. In the following procedure, you will create a directory
called QUATTRO off the root directory, then copy your Quattro files into it.
(For more information on directories, see Appendix B, “A DOS Primer,” in
the Quattro User’s Guide.)

1. TypecD c:\ and press Enter to go to the root directory.

2. Type mp QUATTRO and press Enter to create a new directory called
QUATTRO.

3. Move into the new directory by typing cb QUATTRO and pressing Enter.
Insert the Quattro System Disk in Drive A and type copy A:*.* Enter.

5. Replace the System Disk with the Resource Disk and repeat the COPY
command.

6. Replace the Resource Disk with the Help Disk and repeat the COPY
command.

=

Note: If you're using a hard disk, you can access your help files more
quickly by specifying Instant as the Help Access Method default setting
(see Chapter 5 of the Quattro User’s Guide).
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Using a Floppy-Drive System

If you're using a floppy-drive system (with no hard disk), you need to do
the following before working with Quattro:

m Format a few blank disks

# Back up your Quattro disks

m Copy the COMMAND.COM file from DOS to your System Disk
m Install Quattro for floppy-drive use

Note: This and other Quattro manuals assume that your floppy-drive
system has two disk drives.

Formatting Your Work Disks

To make backup copies of your Quattro disks, you need three blank work
disks. You'll also need a few extra disks to save the work you do with
Quattro. Before a new disk can be used for storage, it must be formatted.

To format a floppy disk:

1. Put your DOS disk in Drive A and turn the computer on. Your screen
displays A>.

2. Type rOorRMAT B: and press Enter. The system prompts you to insert a
disk in Drive B.

3. Insert a new disk in Drive B and press any key.

4. When formatting is finished, the system asks if you want to format
another disk. If you do, press Y and insert another new disk. If you
don’t, press N, and the A> prompt reappears.

Note: If you're using Quattro and find that the disk you're working with is
full, you don’t need to exit Quattro (and lose your work) to format a new
disk. The OS (Operating System) command on the File menu (/FO) lets you
access DOS without erasing your spreadsheet; it is only temporarily
removed from the screen. Just type Exit and press Enter when you're
finished using DOS commands and your spreadsheet will return intact.
(See Chapter 1 of the Quattro User’s Guide for details.)

Backing Up Your Quattro Disks

Before you work with Quattro, you need to make copies of each of the
Quattro disks. You can then work with the copies and save the originals for
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backup. The original disks then remain intact and can be recopied should
anything happen to the copies.

To copy your Quattro disks, you need three blank, formatted floppy disks.
To make backup copies of the Quattro disks:

1. With DOS loaded, type a: and press Enter to activate Drive A.

2. Insert the Quattro System Disk in Drive A and a blank, formatted disk
in Drive B.

3. Type copy *.* B: and press Enter. This copies all the files on the disk in
Drive A to the disk in Drive B. The files are displayed as copied. When
finished, the system redisplays the A> prompt. '

4. Insert the Quattro Resource Disk in Drive A and a blank, formatted disk
in Drive B.

5. Type copy *.* B: and press Enter. The Resource Disk is copied onto the
blank disk.

6. Now insert the Help Disk in Drive A and another blank, formatted disk
in Drive B.

7. Type cory *.* B: and press Enter. The Help Disk is then copied onto
the blank disk.

8. When the A> prompt returns, remove both disks. Store the original
disks in a safe place as backups and work with the copies.

Copying COMMAND.COM

After you've copied your Quattro disks, you can add the
COMMAND.COM file on your DOS disk to the copy of your Quattro Help
Disk. This lets you access DOS from within Quattro.

To copy COMMAND.COM onto your Help Disk:

Insert your DOS disk in Drive A.
Insert the copy you made of the Quattro Help Disk in Drive B.
If the A> prompt is not displayed, type A: and press Enter.

Type copy coMMaND.cOM B: and press Enter. The Command file is
copied to the Help Disk in Drive B.

L

When you access DOS with the OS command, be sure you have the Help
Disk in Drive B.

If you don’t have COMMAND.COM on your Help Disk, you'll need to
insert your DOS disk in Drive B before you can use the OS command (/FO).
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And each time you exit the program, you will receive a message asking you
to insert your DOS disk in the current drive.

Installing Quattro for a Floppy-Drive System

The first time you use Quattro on a floppy-drive system, you need to install
Quattro for floppy-drive use:

. Put the Quattro Help Disk in Drive A.
. Put the Quattro System Disk in Drive B.
. Make sure the DOS prompt is A>. (If not, type A: and press Enter.)

. Type rLOPPY and press Enter. Quattro prompts you to replace the System
Disk with the Resource Disk.

5. Remove the System Disk from Drive B and insert the Resource Disk in
its place. Quattro prompts you to remove the floppy disks.

6. Remove both disks from the disk drives.

=W N =

The FLOPPY commands initiates a batch file that sets your default
directories appropriately for a floppy-drive system. You can then load
Quattro correctly (see Chapter 3) with the oF command.

Once you've installed Quattro for a floppy-drive system, you shouldn’t
have to do it again. If you should switch to a hard disk system, however,
you'll need to set up Quattro for running from a hard disk before copying
the files to your hard disk.

To install Quattro for a hard disk system (after installing it for floppy-drive
use):

Put the Quattro Help Disk in Drive A.
Put the Quattro System Disk in Drive B.

Make sure you're logged on to Drive A. (If not, type 2: and press Enier.)
Type HARD and press Enter.

AT A

When prompted, replace the System Disk in Drive B with the Resource
Disk.

6. When prompted, remove both disks.

You can then copy the Quattro disks safely onto your hard disk.
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Quattro for the Beginning
Spreadsheet User

Quattro uses a spreadsheet, or rectangular grid, to collect and calculate data.
You type the information you want to keep track of into the spreadsheet.
You can then use Quattro’s myriad features to work on that data—figure
totals, calculate formulas, sort information, and so on.

You can use a spreadsheet to record numeric information, such as monthly
sales figures or income and expenses. You can also use it as a database
manager, to keep track of customer information, for example, or employee
records.

Quattro also includes an advanced graphics program, which lets you
translate the figures in your spreadsheet into effective visual graphics.

Quattro’s extensive features make it a well-rounded program. It acts as an
electronic spreadsheet, a database manager, and a business graphics
program all in one.

What Is a Spreadsheet?

A spreadsheet is an electronic version of an accountant’s ledger book. You
use it to record figures and other information. Of course, because Quattro is
a computer program, it has a great many advantages over an old-fashioned
ledger, just a few of which are

m Spreadsheet Size. What you see on the screen is actually only a fraction
of the entire spreadsheet. You can scroll the spreadsheet, use the Quattro
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GOTO key (F5), or even open a second “window” to display different
areas.

m Automatic Calculation. You can enter formulas in the spreadsheet to
automatically calculate values, for example, to total figures in a column
or to calculate the average in a range of entries.

-m Easy Editing. It's simple to change a Quattro spreadsheet. Other entries
that are affected by the change are automatically updated.

mInstant Graphs. You can instantly create and print graphs (up to 10
different kinds) to help analyze your spreadsheet data.

The spreadsheet shown in Figure 3.1 tracks monthly business expenses for
a small company. Formulas entered in the last row total monthly figures.

[ & B C D E |
1] JANUARY FEBRUARY MARCH APRIL
2
3 | Advertising $652 $833 $599 $734
4 | Car expenses $456 $305 $522 $478
5 | Postage $68 $59 $73 $79
6 | Insurance $379 $379 $379 $379
7 | Cleaning $80 $80 $80 $80
8 | Office Rent $750 $750 $750 $750
9 | Utilities $164 $145 $121 $103
10| Office Supplies $173 $76 $119 $64
11| Travel $842 598 $366 $711
121 Entertainment $109 156 $364 $258
13| Telephone $159 $194 $209 $187
{4 Printing $407 $0 $85 $255
5
16| TOTAL $4,339 $3,575 $3,667 $4,078
17
18
19
20 : ,
| A1 | READY
| 12-Oct-87 03:44 PM |

Figure 3.1: A Sample Spreadsheet

What Is a Database?

In Quattro, a database is any part of your spreadsheet in which information
is stored in database format. In this format, information is divided into
rows, called records. Each column, or field, contains a category of data,
defined by column headings, called field names.

Figure 3.2 shows an address database entered in a Quattro spreadsheet.
Each row of information is an individual record, containing one name and
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address. The field names at the top of the spreadsheet identify the different
types of information: Name, Address, City, State, and Zip.

[ A B C D E |
NAME ADDRESS CITY STATE ZIP
Sally Rogers 5843 Old County Rd. Bloomdale MS 29548
Bill Rivers 990 Middlefield St.  Louisville IN 30929
Sandy Marks 224 Handley Dr. Canyon PA 12553
Cindy Klein 155 Miguel St. Atlanta GA 30309
Denise Miller 829 Powers Dr. Tallahassee FL 35007
Mark Taylor 399 Glenview Way  Harrisburg PA 13099
Kate Hill 8398 Inlet Rd. Ft. Worth TX 50294

E |

[AL'NAME |

[ 12-Oct-87 03:44 PM |

Figure 3.2: A Sample Database

Quattro includes special commands for use with database information.
With them, you can sort the records of your database and search for
records that meet specified conditions.

What Is a Graph?

Sometimes a visual representation of data is more effective than words and
numbers in presenting information. With Quattro, you can use the
information stored in a spreadsheet to create up to 10 types of data graphs:
m Bar graphs (standard, stacked, three-dimensional, and rotated)

m Line graphs

a Pie charts

m XY graphs

m Area charts

® Marker graphs and combined lines and markers

You can print the graphs immediately, or store them for future reference.
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Figure 3.3 shows a bar graph charting yearly sales for each region over five
years.

REGIONAL SALES COMPARISON
1983 — 1987

1983 1984 1985 1986 1987

Figure 3.3: A Sample Bar Graph

Loading Quattro

In order to work with Quattro, you have to load it into your computer’s
memory. This displays the spreadsheet on the screen and lets you use all of
Quattro’s features.

To load Quattro from a hard disk, simply go to the directory that contains
your Quattro files (for example, type cD \QUATTRO, then press Enter), then
type 0 and press Enter.

To load Quattro from a floppy-drive system:

1. Place the Quattro System Disk in Drive A and the Resource Disk in
Drive B. If your screen does not show the A> prompt, type A: and press
Enter.

2. Type oF and press Enter.

3. Remove the Quattro System Disk from Drive A and move the Resource
Disk from Drive B to Drive A. In Drive B, put the Help Disk (if you
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want to access on-screen help) or a data disk for storing and retrieving
your spreadsheets.

With Quattro loaded and a blank spreadsheet displayed, you're ready to
begin working with the program.

Note: If you have a floppy-drive system, be sure to always use the oF
command (instead of Q) to load Quattro.

Entering Information in the Spreadsheet

With the blank spreadsheet on the screen, the first thing you’ll want to do is
begin filling in your data. The spreadsheet is divided into hundreds of
rectangles, called cells. Each cell can contain a separate value.

To enter information in a cell, use the direction keys on the right side of
your keyboard to move the highlighted cell selector around the spreadsheet.
Move the selector to the cell in which you want to enter data, then type the
information. The characters you type are displayed above the spreadsheet
on the input line. Use the Backspace key to erase any mistakes. When you’re
ready to enter the data you typed into the spreadsheet, press Enter or any of
the direction keys.

Getting Help

Any time you're confused or need assistance while using Quattro, press the
HELP key, F1. The help window appears, with information pertinent to what
you're doing. For example, if you're using a menu, it describes the
highlighted item on that menu. If an error message is displayed in the
middle of your screen, it interprets the message and tells you what you
should do.

Each help screen contains several selectable items, called zoom boxes, that
contain different topics. To display additional information about a topic,
select its zoom box. To back up to the previous help screen, press Esc.

If you ever get confused about where you are in the help system, press F1
again, and information about the help system is displayed.

To return to the main help screen, press Alt-F1. To return directly to the
spreadsheet from within any level of help, select the Back to Quattro zoom
box or press Ctrl-Break.

Once you're back in the spreadsheet, you can return directly to the last help
screen displayed by pressing Alt-F1.
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Using the Menus

Quattro offers hundreds of commands for manipulating and displaying
data. Of course, you're not expected to memorize all these commands.
Instead, Quattro uses a tree of menus to contain its commands. To initiate a
command, you simply select it from one of the displayed menus.

All Quattro menus are accessed through a single menu—the main menu.
To display this main menu, just press the slash key (/). The main menu
contains a list of commands and command categories. When you select a
command category, another menu is displayed, listing commands available
in that category.

There are two ways to select a command from a menu:

m Use the Up and Down arrow keys (on the right side of the keyboard) to
highlight the command you want. Then press Enter.

m Press the key corresponding to the beginning letter of the menu item you
want. For example, to select File, press F.

To back out of a menu, press Esc. To exit the menus altogether and return to
the spreadsheet, select Quit from any menu except the main menu, or press
Ctrland Break at the same time.

You should find Quattro’s menus convenient, intuitive, and easy-to-use. If
you’re not sure what a menu command does, highlight it. A short
description of the command is displayed on the command line above the
spreadsheet. For further details on the command, press F1, and a help
window is displayed with more in-depth information.

Ending a Work Session

Remember that when you loaded Quattro, the program was copied from
disk into the your computer’s temporary memory. When you exit Quattro,
the program will be erased from that memory, and with it, any work you
accomplished in the meantime. For this reason, you need to save any work
you've done by copying it from the temporary memory to a file on disk
before you exit the program.

Each spreadsheet you create will be stored in a separate file. A file is simply
a means of organizing your work, like a file in a file drawer. When you
store data in a file, you give the file a name. Then, to display the
information in that file, you simply ask for it by name.
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To save your work, press (/) to display the main menu. Select File (press F),
then select Save (press S). Quattro displays a message at the top of the
screen, asking you for the name you want to give the spreadsheet file. Enter
a name of up to eight letters or numbers. (Quattro automatically adds a
file-name extension.) Avoid punctuation characters. You can use either
upper or lowercase; however, Quattro and DOS will translate lowercase
letters into uppercase.

When you press Enter, Quattro saves the data in the displayed spreadsheet
in a file and assigns it the file name you specified. To redisplay that
spreadsheet data at a later time, you'll simply select the File Retrieve
command and specify the name you gave the file.

To exit Quattro, press the slash key (/) to display the main menu. Then
select Quit (press Q). If the spreadsheet contains any data that you haven't
saved, Quattro displays a warning menu asking, “Lose Your Changes?” If
you want to discard the work you’ve done, select Yes. If you forgot to save
your work, select No, save your work, and select Quit from the main menu
again.

This chapter has introduced you to general concepts and skills used in
Quattro. To begin experimenting with what you’ve learned and dig in
deeper, skip Chapter 4 and begin the tutorial in Chapter 5.
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Quattro for Lotus 1-2-3 Users

Quattro is similar in format to Lotus 1-2-3 and other spreadsheet programs,
although the user interface is considerably different. If you've used Lotus
1-2-3, you should make note of several differences and improvements. If
you're more comfortable using the same keys to activate Quattro
commands that you used in 1-2-3, you can install a menu tree that uses
similar commands.

This chapter includes the following information:

m differences between Quattro and Lotus 1-2-3

m loading Quattro with the 1-2-3-like menu tree and defaults
m installing the 1-2-3-like menu tree

m setting Quattro defaults to emulate 1-2-3

m using 1-2-3 macros with Quattro

If you're a 1-2-3 user, this chapter will help orient you to Quattro with a
minimum of relearning.

How Is Quattro Different from 1-2-3?

Like Quattro, Lotus 1-2-3 uses a spreadsheet to store, calculate, and display
data, and uses graphs to present a visual interpretation of the data.
However, there are significant differences:

m Minimal installation. Quattro automatically detects the type of
computer you are using, eliminating the need for any program
installation. If you have a hard disk, just copy the Quattro disks to your
hard disk and load the program. If you have a floppy disk, you need only
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insert the disks and type FLOPPY to install Quattro for use with floppy
drives.

m No separate access system. All of Quattro’s functions can be accessed
directly from the Quattro spreadsheet. Unlike 1-2-3, you can print a
graph or translate a file without exiting the spreadsheet.

m Smarter recalculation. Each time a formula in 1-2-3 needs to be
recalculated, the program recalculates every formula in the spreadsheet.
Quattro recalculates only the formulas whose elements have changed,
greatly reducing recalculation time.

u No copy protection. Borland does not copy-protect its programs. They
can be run from a hard disk without inserting the System Disk in the
floppy drive, and there’s no need to use special commands to copy
protected files onto the hard disk.

m Easy Date Entry. Quattro makes it easy to enter dates in the spreadsheet.
Instead of using @functions and changing the display format to Date as
required in 1-2-3, you simply press Ctrl-D, then enter a date in any of the
acceptable formats. Quattro automatically changes the format for that cell
to Date.

m Greater macro capability. Create hundreds of macros per spreadsheet (as
opposed to Lotus” 27) with a full set of macro commands. Create macros
by actually “recording” your actions rather than typing them. (See
“Quattro Macros versus 1-2-3 Macros” at the end of this chapter for
details.)

m Full debugging environment. Quattro’s macro debugging facility lets
you watch your macros as they execute step by step. You can set both
standard and conditional breakpoints to invoke Single-Step mode at
certain points in macros. You can set trace cells, whose contents are
displayed in the Debug Window, while the macro is being debugged.
And you can edit macros without leaving the Debug Window.

m Better graphics. Quattro offers a greater variety of graph types, including
three-dimensional and rotated bar graphs, area graphs, and combined
graph types (using different types for different series of values). It also
offers more customization options, such as the size and font of titles. Both
displayed and printed graphs are better quality than those in Lotus 1-2-3,
and Quattro supports both EGA and VGA graphics cards.

m Simpler graph printing and customization. All Quattro’s graphics
features can be accessed from within the main program. You never have
to leave the spreadsheet to print or customize a graph. And once you've
set up your basic printing parameters, you can print graphs by just
selecting Go from the Graph Print menu.

m Direct compatibility with Lotus 1-2-3 files. In most cases, no extra steps
are required to use files created with 1-2-3 and other spreadsheet or
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database products. Quattro translates files automatically when you
retrieve them. And you can automatically translate a Quattro
spreadsheet for use with another program simply by saving it with the
appropriate extension. Not only can you pass spreadsheet files back and
forth between Quattro and 1-2-3; you can also pass macros.

m Greater flexibility. You can customize the Quattro program to your own
liking. Prefer the Lotus-type commands? Install a menu tree that lets you
use familar command sequences, or custom build your own. Prefer a
different color scheme for displaying the program? Select from a vast
range of colors, hues, and intensities to display any part of the Quattro
program.

m Transcript Add-In. Quattro includes a program add-in, called Transcript.
When loaded, Transcript records every action you take and stores it in a
command history file. You can access the file to view your actions, replay
all or part of them, and even copy sections to the spreadsheet to create
macros.

Using the 123.RSC Menu Tree and Defaults

Quattro’s menu tree includes the same functions as the menus in Lotus
- 1-2-3 (and then some). If you take the time to learn Quattro’s menus, you
will probably find them much easier to use. But if you still prefer using the
commands you're already familiar with, you can adapt Quattro’s menu tree
to accept them.

Quattro includes a program add-in, called the Menu Builder, which allows
you to make changes to the Quattro menu tree. Also included is a file
containing an alternative menu tree (123.RSC) created with the Menu
Builder. This menu tree allows you to use the Lotus-compatible commands
you've already learned. (Additional Quattro commands on the menus are
indicated with a filled-in square next to the command.)

Caution: If you use Quattro additions to the 1-2-3 menus in a macro, you
won’t be able to run the macro in Lotus 1-2-3.

To load Quattro with the 1-2-3 menu tree, simply type

0123

on the DOS command line and press Enter. This loads Quattro and the
123.RSC menu tree. It also sets several Quattro defaults to be Lotus-
compatible. :
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Note: If you're going to be using macros created with Lotus 1-2-3, it's best
to load 123.RSC with Quattro in this way, because all the defaults are set as
well, ensuring accurate macro execution.

Also included with Quattro is a Lotus-compatible menu tree that’s
abbreviated for use as an alternate (123.ALT). You can load it along with
your regular menu tree, then switch to it when you need it from within
Quattro, for example to use 1-2-3 macros. Alternate menu trees contain all
the necessary commands, but rely on the main menu tree for prompts and
messages that depend on the menus.

The following sections describe how to load 123.RSC and 123.ALT from
within Quattro and how to set Quattro defaults to be Lotus-compatible.

Note: See the inside cover of the Quattro Reference Guide for a diagram of
the 123.RSC menu tree.

Installing 123.RSC and 123.ALT from within Quattro

Once you're in Quattro, you can specify a different menu tree to be used
consistently or as an alternate menu tree.

To specify 123.RSC as the default main menu tree:

1. With Quattro loaded, press /DS to select Startup from the Default menu.
2. Select Menu Tree. The Menu Tree menu is displayed.

3. Select Main Menus. A list of available main menu trees (*.RSC) is
displayed.

4. Select 123.RSC.

5. Press Esc twice to return to the Default menu.

6. Select Update. This stores 123.RSC as the new default.

To establish the new menu tree, you must exit Quattro and reload the
program.

Note: Remember that if you load Quattro using 0123, the 123.RSC menu
tree is loaded automatically, regardless of the default menu tree.

To specify 123.ALT as the alternate menu tree:

1. With Quattro loaded, press /DS to select Startup from the Default menu.
Select Menu Tree. The Menu Tree menu is displayed.

2. Select Alternate Menus. A list of available menu trees (*.ALT) is
displayed.
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3. Select 123.ALT.
4. Press Esc twice to return to the Default menu.

5. Select Update. This stores 123.ALT as the new default alternate menu
tree.

To switch to the alternate menu tree, select Switch Menus from the Menu
Tree menu (/DSCMS), then select Alternate Menus. The alternate menu tree
is immediately used. To switch back to the main menu tree, select Switch
Menus, then Main Menus.

With 123.ALT specified as the alternate, you can switch to the Lotus-
compatible menus any time you want, without having to leave Quattro.

Note: Having two menu trees loaded at once (both main and alternate) uses
approximately 16K bytes of memory space. Only load the alternate menu
tree if you really need it. ;

Caution: If you use either 123.RSC or 123.ALT without setting defaults to
be Lotus-compatible (by loading Quattro with the 0123 command), and
you intend to use 1-2-3 macros, be sure to set the Borland Style and
Remember defaults to No and During Macros to Yes (see page 30).
Otherwise, your 1-2-3 macros may not work as expected.

You can make changes to any of the available menu trees with the Menu
Builder add-in. You can create your own alternate menu tree by
reorganizing the menu commands, changing command names, and even
changing the actions taken by certain commands. The Menu Builder is
described in Chapter 13 of the Quattro User’s Guide.

Setting Quattro Defaults for Compatibility

In addition to the difference in user interfaces, there are several other
differences between Quattro and Lotus 1-2-3. The next few pages tell you
how to customize Quattro to behave in ways more familiar to you, or to be
compatible with macros you created with other products.

The features you can change are as follows:

m Descriptor line placement. You can move the descriptor line at the
bottom of the Quattro screen to the top of the screen.

m File-name extension. You can change the default file-name extension
from .WKQ to .WK1 or .WKS to automatically assume the Lotus-
compatible file-name extension.
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m Autoload file. You can change the name of the file automatically
retrieved when you load Quattro from QUATTRO.WKQ to
AUTO123.WK1 or AUTO123.WKS to match Lotus 1-2-3.

m Menus. Unlike Lotus 1-2-3, Quattro automatically remembers the last
command you used in each menu. If you want, you can change this so
that it always highlights the first, or default, item on each menu.

u Confirmation Prompts. Quattro prompts you for confirmation when you
erase a spreadsheet, retrieve a file, or exit Quattro only if there is data that
may be lost. Lotus 1-2-3 prompts you for confirmation consistently,
regardless of possible data loss.

Caution: After you've reset any of the defaults, be sure to use the Update
command to store the new default values with Quattro. Otherwise, the
previous default values will be restored the next time you use Quattro.

Descriptor Line Placement

If you prefer, you can move the first descriptor line underneath the
spreadsheet to the top of the screen.

To move the descriptor line:

1. Press /LD to select Descriptor Line from the Layout menu.

2. To store the new position as a permanent default, press Esc to return to
the main menu, then press DU to select Update from the Default menu.

Note: If you're using the 123.RSC menu tree, press /IST to move the
descriptor line.

File-Name Extension

Quattro automatically assumes the file-name extension .WKQ when none
other is specified. You can change the default extension to anything you
like, or you can type in an extension with the file name.

To change the default file-name extension:

1. Press /DSE to select Extension from the Default Startup menu. Quattro
prompts you for an extension.

2. Enter the extension you want to use as the default.
3. Press Esc to return to the Default menu.
4. Select Update to store the extension as the new default.
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Note: If you're using the 123.RSC menu tree, press /ISE to change the file-
name extension.

Autoload File

When you load Quattro, the program searches through the default data
directory for a file named QUATTRO.WKQ. If it finds one, it automatically
retrieves the file and displays it on the screen.

You can change the name of the file Quattro loads automatically to
AUTO123.WK1 or AUTO123.WKS (Lotus autoload file names), or to any
other file name you like.

To change the name of the autoload file:

1. Press /DSA to select Autoload File from the Default Startup menu.
Quattro prompts you for a file name.

2. Enter the name of the file you want retrieved automatically each time
you load Quattro.

3. Press Esc to return to the Default menu.
4. Select Update to store the extension as the new default.

Note: If you're using the 123.RSC menu tree, press /ISA to set the Autoload
File default.

Menu Memory

Quattro keeps track of the last command you used on each menu. When
you redisplay the menu, the last-used command is highlighted. This makes
it easy to return to the last command you used; just press Enter repeatedly
until you reach the submenu containing the command.

If you prefer to have the first, or default, item on each menu highlighted,
you can turn this feature off.

To turn off menu memory:

1. Press /DSCR to select Remember from the Default Startup Compatibility
menu.

2. Select No from the displayed menu.

3. If you want to use this default from now on, press Esc twice to return to
the Default menu, then select Update.
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Note: If you're using the 123.RSC menu tree, press /ISCRN to set the
Remember default to No.

Confirm Options

Normally, Quattro displays a confirmation menu whenever you erase a
spreadsheet, retrieve a file, or quit Quattro, and you haven’t saved the data
in your current spreadsheet. You then have the option of continuing with
the operation or canceling it. Lotus 1-2-3 prompts for confirmation at
different times.

Table 4.1 shows the different times at which Lotus 1-2-3 and Quattro
prompt for confirmation.

Table 4.1: Quattro and Lotus 1-2-3 Confirmation Prompts
Lotus Style Borland Style

Erase Always If you'll lose changes
Quit Always If you'll lose changes
Block Advanced Never Always

Reset

Graph Name Never Always

Reset

If you prefer to use Lotus” style of confirmation, you can specify this as the
default:

1. Press /DSCB to select Borland-Style from the Default Startup
Compatibility Options menu.
2. Select No from the displayed menu.

3. If you want to use this default from now on, press Esc twice to return to
the Default menu, then select Update.

Note: If you're using the 123.RSC menu tree, press //SCBN to set Borland
Style to No.

Macro Recording

Quattro lets you record actions as macros instead of entering the keystrokes
required to perform the actions. It translates the recorded actions into
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menu-equivalent commands, which can then be interpreted by any menu tree
in effect. (See Chapter 4 of the Quattro Reference Guide for a tables listing
these commands.)

If you want to use macros you create within Quattro with Lotus 1-2-3, you
can specify keystroke macro recording. Quattro then records actual
keystrokes instead of menu-equivalent commands. Your macros will then
be executable in Lotus 1-2-3 (as long as you had the 123.RSC menu tree
loaded when you recorded the macros and didn’t use any additional
Quattro commands).

Note: You can always execute macros you created with Lotus 1-2-3 in
Quattro, regardless of the Macro Recording default.

To set the Macro Recording default to Keystroke:
1. Select the Macro Recording command from the Default Startup
Compatibility Options menu (/DSCM).

2. Select Keystroke from the displayed menu.

3. If you want to use this default from now on, press Esc twice to return to
the Default menu, then select Update.

Caution: You won’t be able to execute macros recorded while Macro
Recording is set to Keystroke with any other menu tree.

Note: If you're using the 123.RSC menu tree, press /ISCMK to set the Macro
Recording default to Keystroke.

Quattro Macros versus 1-2-3 Macros

Quattro offers several improvements over the macro facilities available
with Lotus 1-2-3 and similar products.

m The Record mode lets you record the steps you want to store in the
macro as you perform them, instead of requiring you to remember the
necessary keystroke sequence and enter it as a label in a cell.

mIn addition to using the Alt key to execute macros, Quattro also
incorporates a Macro Execute command (/ME or the F8 key) that lets you
execute an unlimited number of macros. No longer are you restricted to
27 macros per spreadsheet.

mThe MACROS choice key (Shift-F3) speeds up macro creation by
displaying a list of all macro commands. You can quickly insert a macro
command in your macro by selecting it from the list and supplying any
required arguments.
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m In logical macro recording mode, any menu commands you record in a
macro are displayed in the spreadsheet as menu-equivalent commands
instead of keystrokes, making the macro much easier to read. For
example, /BAP would appear as {/ Block,Protect}Bl..B20~ instead of
/RPB1..B20~.

m Quattro supports macro user menus with more than eight items (the
limit for Lotus 1-2-3).

m Several Quattro macro commands have a more flexible syntax than Lotus
1-2-3.

To use macros created with Lotus 1-2-3 in Quattro, you must have a Lotus-
compatible menu tree loaded (see page 26). If you don’t normally use
123.RSC as the main menu tree, you can specify 123.ALT as the alternate
menu tree and revert to it as necessary to execute Lotus macros.

You can use macros you record in Quattro with any Quattro menu tree,
regardless of the menu tree in effect when you recorded the macros. You
can also use them with Lotus 1-2-3, if you create them with the following
restrictions:

m Be sure a Lotus-compatible menu tree is in effect when you create the
macro, either as the main menu tree or as the alternate.

mSet the Macro Recording default to Keystroke. Don’t use any of the
“Quattro-only” commands on the 123.RSC or 123.ALT menu tree. (These
are identified with boxes on the menus.)

m Don’t use any of the Quattro @function commands that aren’t available
in Lotus 1-2-3:
@CELLINDEX
@CURVALUE
@DEGREES
@FILEEXISTS
@HEXTONUM
@NUMTOHEX
@MEMAVAIL
@MEMEMSAVAIL
@RADIANS
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mDon’t use any of the Quattro key-equivalent or macro commands that
aren’t available in Lotus 1-2-3:
{ADDIN}
{CLEAR}
{CR}
{DATE}
{FUNCTIONS}
{MACROS}
{STEPOFF}
{STEPON}
i}
m Limit macro user menus to eight items (Lotus’ limit).

m Where Quattro allows a more flexible command syntax (for example,
referencing an address containing a value instead of giving a value or
calling a subroutine by its coordinates), use the more restricted syntax
required by Lotus.

Chapter 4, Quattro for Lotus 1-2-3 Users 33



34

Getting Starfed with Quattro



A Tutorial

Welcome to the Quattro Tutorial. The six lessons in this chapter present the
basic tools required to use Quattro:

m Lesson 1: Setting Up a Spreadsheet
Loading Quattro
Creating Headings
Adjusting Headings
Saving Your Work
m Lesson 2: Entering Information
Entering and Copying Data
Entering Formulas
Making Changes to the Spreadsheet

m Lesson 3: Working with Your Database
Searching
Sorting

m Lesson 4: Building a Graph
Creating a Graph
Customizing Your Graph
Naming Your Graph

m Lesson 5: Creating a Macro
Recording a Macro
Executing Your Macro

m Lesson 6: Printing
Printing Your Spreadsheet
Printing Your Graph

Chapter 5, A Tutorial _ 35



Who Should Use This Tutorial

Both new and experienced users of spreadsheet software can benefit from
the information in this tutorial. The tutorial lessons cover Quattro’s major
features. In each lesson you’ll learn basic spreadsheet functions and then
use Quattro to practice them.

If you're a new user, complete each lesson in order to learn Quattro a step
at a time.

If you're an experienced user of spreadsheet software, you can scan each
lesson and review the parts of Quattro that may be new or unfamiliar to
you. If you want to skip the first couple of lessons, you can retrieve a
sample spreadsheet file from the Help Disk (called SAMPLE.WKQ) that
includes the spreadsheet created in those lessons.

Another alternative is to complete just the steps in the practice sessions to
get a quick, guided tour of Quattro. In the practice sessions you'll get to try
out all Quattro’s features as you create an expense report spreadsheet for a
fictitious company called Allison Springs. The practice sessions should be
completed in order, as some sessions use material you created in previous
sessions. :

Before you get started, you may want to review previous chapters:
m Chapter 2, “Before You Begin” tells you how to set up your computer
system to use Quattro.

m Chapter 3, “Quattro for the Beginning Spreadsheet User” explains terms
and techniques that all new Quattro users will need to know. Review this
chapter to learn, for example, how to use Quattro’s help facilities.

m Chapter 4, “Quattro for 1-2-3 Users” will help Lotus 1-2-3 users quickly
make the transition to Quattro.

Note: This tutorial assumes that you're using the standard Quattro menu
tree.

How to Use the Tutorial

Each lesson in the tutorial is divided into sections that explain a common
task. The section starts with an overview of concepts related to the task. For
example, the overview to the section “Entering and Copying Data” in
Lesson 2 introduces the three data types Quattro uses and shows an
example of each.

A practice session follows that shows you how to use Quattro to
accomplish the task. Each practice session lists new terms and commands
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for your reference and then gives you step-by-step instructions that tell you
what to do and how to do it.

Instructions (which may be one or several keystrokes) are always indented
and shown in bold type. Tips are sometimes included to give you
additional information or to tell you another way to complete the task.

Now you're ready to get started with Lesson 1.
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Lesson 1: Setting Up a Spreadsheet

In this lesson you'll set up the expense report spreadsheet for a company
called Allison Springs. You will

m load Quattro

m create headings to label the rows and columns

m adjust the heading display so the spreadsheet is easy to read

m save your spreadsheet in a file

Loading Quattro

Before you can create a spreadsheet, you must first load Quattro into your
computer’s memory. The procedure for this differs, depending on whether
you’re using a hard disk system or one with only floppy drives.

To load Quattro with a hard disk system:

1. Go to the directory that contains your Quattro files. For example, in
your Quattro files are in directory called QUATTRO off your root
directory:

Type: CD \QUATTRO
Press: Enter

2. Now load Quattro:

Type: Q
Press: Enter

To load Quattro from a floppy-drive system:

1. Place the Quattro System Disk in Drive A and the Resource Disk in
Drive B. Make sure you're logged onto Drive A:

Type: A:
Press: Enter
2. Now load Quattro:

Type: QF
Press: Enter
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3. Remove the Quattro System Disk from Drive A and move the Resource
Disk from Drive B to Drive A. Put the Help Disk in Drive B.

Checkpoint. Your screen should now look like the screen shown in Figure
5.1. The READY indicator in the bottom right corner means that Quattro is
ready for you to do something.

>
[ A \_ B C w~D E F G H |

\lnput Line \C
olumns

CO\]O)UTI-#(QM'—‘I

/‘°_A

Rows
Spreadsheet Window

DD = bt et b et et bt o s et
IO‘.OG)‘\'IO‘)(.D»A(A)N'—'O

/Descriptor Line
| Al: —|
| 12-Oct-87 03:44 PM 4—————Status Line ‘

Figure 5.1: The Quattro Spreadsheet

The spreadsheet has four main areas:

m The Input Line is initially blank. You'll use it to enter or edit information
in the spreadsheet. It's also used by Quattro to prompt you for
information and display information about menu commands.

m The Spreadsheet Window is made up of cells where you enter, display,
and organize information in the spreadsheet area.

Every cell has an address. The address of the cell highlighted in Figure 5.1
is Al. The address includes the cell’s column and row coordinates, in this
example Column A and Row 1.

The screen shows columns A-H and rows 1-20. The entire spreadsheet,
however, has 256 columns (lettered A-Z, then AA-AZ, BA-BZ and so on,
up to IV) and 8192 rows. You'll find as you use Quattro that you typically
use much more of the spreadsheet than fits on the screen at one time. You
can scroll the spreadsheet to view different areas.
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m The Descriptor Line displays information about the current cell and any
error messages.

m The Status Line displays the date, time and the current spreads‘heet
mode or status condition, such as READY or CAPS.

Creating Headings

Usually, the first thing you do when creating a new spreadsheet is to figure
out the structure for your spreadsheet. You do this by creating column
and/or row headings to define your data. Figure 5.2 shows the column and
row headings for the spreadsheet for Allison Springs.

A B C D E F G

1

2

3 EXPENSE REPORT FOR ALLISON SPRINGS

4 WEEK ENDING JUNE 27, 1967

5

6 |DAY OF WEEK DATE ~ LOCATION TRANSPORT ~ HOTEL ~ ENTERTAIN ~ MEALS

7 | SUNDAY 06/21/87 SAN DIEGO $89.00 $0.00 $1000  $3695
8 | MONDAY 06/22/87 SAN DIEGO $9.00  $67.00 $3250 81956
9 |TUESDAY 06/23/87 SAN DIEGO $2155  $67.00 $0.00 93500
10| WEDNESDAY ~ 06/24/87 SAN DIEGO $1250  $67.00 $9810 34515
11|THURSDAY ~ 06/25/87 SAN DIEGO $0.00  $67.00 000 425
12| FRIDAY 06/26/87 SAN DIEGO $0.00  $67.00 000 $2855
%3 SATURDAY 06/21/87 SAN JOSE $133.00 $0.00 $0.00 $0.00
4

15| TOTAL $271.05  $335.00 $14060  $189.46
16

17

18

19

20

[ AL: [W13] |

| 12-Oct-87 03:44 PM | READY

Figure 5.2: The Allison Springs Expense Report Spreadsheet

As with any form you create, good planning pays off. The more care you
put into structuring your Quattro spreadsheet, the happier you'll be with
the results. Take time to think about what you want Quattro to accomplish,
and organize your data accordingly. You may even want to make some
pencil sketches of the spreadsheet before you start.

This practice session introduces the following terms and procedures:

3 Cell Selector. The highlighted rectangle that indicates the current cell is
called the cell selector.
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O Moving the Cell Selector. To enter spreadsheet information you position
the cell selector and start typing. In this lesson you'll use the arrow keys
on your keyboard to move the cell selector. Arrow keys are shown as
Right arrow, Left arrow, Up arrow and Down arrow.

O Label. A label is any text you enter into a cell. Labels can begin with any
letter or punctuation mark other than . (period), / (slash), + (plus), -
(minus), $ (dollar sign), ( (left parenthesis), @ (at sign), or # (pound sign).

O Entering Labels. The label appears on the input line as you type it. If
you mistype, press Backspace and retype. To write the label into the
current cell, press Enter.

To enter labels for the expense report spreadsheet:

1. Move the cell selector to cell B3 and enter the label for the spreadsheet’s
main heading (refer to Figure 5.2 if necessary):

Press: Right arrow then Down arrow twice to move to cell B3
Type: EXPENSE REPORT FOR ALLISON SPRINGS
Press: Enter

Tips: Use your Caps Lock key to enter data in all capital letters. If numbers
appear on the input line when you try to move the cell selector, you may have
inadvertently pressed the Num Lock key. This causes the numeric keypad keys to
be used as numbers rather than as direction keys. Press Num Lock to turn off the
Num Lock function.

2. Move the cell selector to cell B4 and enter the subheading for the
spreadsheet:
Press: Down arrow to move to cell B4
Type: WEEK ENDING JUNE 27, 1987
Press: Enter

3. Move the cell selector to cell A6 and enter the first column heading:

Press: Down arrow twice then Left arrow to move to cell A6
Type: DAY OF WEEK
Press: Enter

4. As you can see, entering labels is a rather straightforward process. So
far you haven’t encountered anything unusual. Watch what happens
though when you enter the next label. Move to cell B6 and enter the
next column heading;:

Press: Right arrow to move to cell B6
Type: DATE
Press: Enter
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Checkpoint: Your spreadsheet should now look like the one shown in
Figure 5.3.

[ A B ¢] D E F G H

EXPENSE REPORT FOR ALLISON SPRINGS
WEEK ENDING JUNE 27, 1987

/s DATE

BEESSGKGBZSOmumm»wle

/Descriptor Line

| A6:DAY OF WEEK |

[[12-0ct-87 03:44 PM |

Figure 6.3: Creating Headings for the Allison Springs Spreadsheet

You added a main heading, subheading and two column headings to the
spreadsheet. When you added the label to cell B6 it covered up part of the
label in cell A6. This is because the label for A6 was too long to fit in
column A.

You can see a cell’s full contents by reading the descriptor line. Move the
cell selector to cell A6 to display the descriptor line as shown in Figure 5.3.

You can leave the spreadsheet as is and refer to the cell description to read
the entire label. Or, you can adjust the spreadsheet so the full label appears
in the spreadsheet area. The next section shows you how to widen column
A to display the full label.

Adjusting Headings

There are many ways to adjust the appearance of a spreadsheet so it’s
easier to read and use. In this section you'll see how to make two common
adjustments: changing the width of a column and changing the alignment
of the label in the cell.
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You make all adjustments to the spreadsheet by selecting commands from
Quattro’s main menu (see Figure 5.4). Press the / (slash) key next to the
right Shift key to display the main menu.

Move, Copy, Erase, Format, Fill, Search, Name Blocks . . .

- B C D E F G H |
1

2 EXPENSE REPORT FOR ALLISON SPRINGS
3 WEEK ENDING JUNE 27, 1987 Row

‘51 Erase

6 | DAY OF WE DATE /’ E!';ph

g Main Menu Macro

g Lo

ut

10 Defait

g Advanced

13 Quit

14

15

16

17

18

19

ﬂ
[ Al: J
| 12-Oct-87 03:44 PM | MENU

Figure 5.4: The Quatiro Main Menu

The input line now displays a description of the highlighted command. In
Figure 5.4 the Block command is highlighted. The input line displays the
commands you can access through the Block command. As you move the
highlight with the arrow keys, the description changes.

Changing Column Width

This practice session introduces the following terms and procedures:
O Selecting Menu Commands. To select a command you can:
Press the arrow keys to highlight a command and then press Enter.
Type the first letter of the command name.

Note: The spreadsheet must be in Ready mode (with the READY indicator in
the bottom right corner) in order to use the menus. If a slash is shown on the top
line when you press |, you've accidentally begun a cell entry. Press ESc to erase
the entry, then press [ again.
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O Function Keys. The function keys on the left or top of your keyboard
perform frequently used Quattro commands. In this practice session
you'll use:

F5 (GOTO) displays the prompt Enter address to go to: on the
input line. You can use this key as a short cut (instead of the direction
keys) to move the cell selector.

F2 (EDIT) puts the spreadsheet in Edit mode so you can change the
current cell’s entry.

O Default Commands: Default is a command on the main menu. Select it
to display a menu of commands that let you change settings that affect
the entire Quattro program.

To ad]ust the width of column A and then add the rest of the
column and row headings shown in Figure 5.2:

1. Increase the width of column A. If you're not already in column A,
move to any cell in it, and then select the Column Width command:

Press: Left arrow until the cell selector is in any row in
column A
Press: / (the slash key) to display the main menu
Press: C to select the Column command
Press: W to select the Width command
Tip: Don’t confuse the slash key (/) with the backslash key (\). Use the slash
key to display the main menu.
2. Type the number of characters (1 to 240) to make column A after the
prompt Alter the width of the current column (1..240):
Type: 13
Press: Enter
Tip: If you don’t know how many characters wide to make a column, use Right
arrow and Left arrow to actually “stretch” or contract the column on the screen.
When it’s the width you want, press Enter.
3. Now add the rest of the labels for this part of the spreadsheet. Move to
column C6 and add the label LOCATION:
Press: F5
Type: C6
Press: Enter
Type: LOCATION
Press: Enter
Press: Right arrow
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4. Complete the remaining column headings. Enter the label for cell D6
(the cell selector should be in cell D6):

Type: TRANSPORT
Press: Enter
Press: Right arrow

Repeat this procedure for the other labels:

In cell: Type:

E6  HOTEL

F6  ENTERTAIN
G6  MEALS

H6  TOTAL

Tip: Press Right arrow instead of Enter after typing the label name to move one
cell to the right after entering the label. Then you can enter the label for that
cell.

5. You can widen columns D through H so the labels aren’t quite so close
to each other. An easy way to do this is to change the default column
width. This will change the width of every column on the spreadsheet,
except those changed (previously or in the future) with the Column
Width command. From the spreadsheet, select the Default Formats
Width of Col command: :

Press: /DFW

Tip: If you select the wrong command, or if you change your mind after
selecting a command, just press Esc to back up to the previous menu.

6. Replace the current default column width (9 characters) with a new
default:
Type: 10
Press: Enter
7. Now that the column width is 10 characters, fewer columns fit on the

screen. To see the entire spreadsheet, use any of these keys to scroll
what’s displayed on the screen:

m Arrow keys to move one cell in the direction of the arrow

= Ctrl Right arrow and Ctrl Left arrow to move right or left one screen

a Pg Up and Pg Dn to move one screenful (20 rows) up or down

m End <direction key> to move to the border of the current block or, if the
current cell is empty, the next filled-in cell in the direction of the
arrow

m Home to go to cell Al

8. Now complete the row headings. Move to cell A7 and enter the label:

Press: direction keys or F5 to move to cell A7
Type: SUNDAY
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Press: Down arrow
Repeat this procedure for the other labels:
In cell: Type:

A8

A9

Al0
All
Al2
Al3
Al4

MONDAY
TUESDAY

WEDNESDAY
THURSDAY
FRIDAY
SATURDAY
TOTAL

9. Check over your spreadsheet now.
If you want to edit a label:

Press: direction keys or F5 to move to the cell you want to
edit.

Press: F2 to put the spreadsheet in EDIT mode. Press Left
arrow to position the cursor at the error. Type the new
character(s) you want to insert or press INS (the Insert key)
to use Overtype mode (OVR) to replace characters. (Insert
mode is the default.) If you don’t want to edit the label,
press Esc.

If you want to replace a label:
Press: Enter to write the corrected label.
If you want to erase a label:

Press: direction keys or F5 to move to the cell you want to
erase.

. Press: DEL (the delete key) to erase the cell contents
completely.

Checkpoint: Your spreadsheet should now look like the one shown in

Figure 5.5.
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é

3 EXPENSE REPORT FOR ALLISON SPRINGS

4 WEEK ENDING JUNE 27, 1987

5

6 (DAY OF WEEK DATE LOCATION TRANSPORT HOTEL ENTERTAIN MEALS  TOTAL
7 |SUNDAY

8 | MONDAY

9 |TUESDAY

10| WEDNESDAY
11| THURSDAY
12| FRIDAY
13| SATURDAY _

v
s

18 Column Width

|_Xl4: [W13] |

[ 12-Oct-87 03:44 PM |

Figure 6.5: The Spreadsheet After Adjusting Column Widths and Adding Labels

You adjusted the column widths to make the spreadsheet more readable.
You widened column A to 13 characters to accommodate the label in cell
A6. (If the selector’s in column A, the descriptor line shows the column
width after the cell address.) And you widened all other columns to 10
characters by changing the default. These changes will remain in effect
until you change them again.

Aligning Headings

Another adjustment you can make is to change the label position
(alignment) within a cell. A label is aligned in a cell according to the
spreadsheet’s label alignment default. This default is initially left, but can
be changed to right or centered.

This practice session introduces the following terms and commands:

O Label-Prefix Character. Every cell label is preceded by a label-prefix
character to show its alignment in the cell. If you don’t enter one, the
default label prefix (initially an apostrophe for left-aligned) is
automatically inserted. You can align a label differently by preceding it
with a different label prefix—a quotation mark (“) to align it right or a
caret (") to center it. Label-prefix characters aren’t displayed in the
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spreadsheet. You can see them, however, on the descriptor line when a
label is selected.

O Block of Cells. A cell block is defined by block coordinates. Block
coordinates indicate the top left and bottom right cell in the block. The
block coordinates A1..B3 include the cells A1, A2, A3, B1, B2, and B3. A
block can also be a single cell. The block coordinates A7..A7 include
only the cell A7.

O Block Commands. Block commands perform a single action, such as
changing label alignment, on a block of cells. You'll use the Label Align
command on the Block menu (the Block Label Align command) to
change the label alignment for several cells.

To center the labels for cells B6 through H6 on the Allison
Springs spreadsheet:

1. From the spreadsheet, select the Block Label Align command:
Press: /BL

2. From the Label Align menu select the Center command:
Press: C

3. Type the block coordinates to be affected by this alignment:

Type: B6.H6
Press: Enter

Checkpoint: Your spreadsheet should now look like the one shown in
Figure 5.6. Be sure the cell selector is on DATE in cell B6.
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3 EXPENSE REPORT FOR ALLISON SPRINGS

4 WEEK ENDING JUNE 27, 1987

5

6| DAY OF WEEK!\RYZ " LOCATION TRANSPORT HOTEL ENTERTAIN MEALS
7| SUNDAY

8| MONDAY L J
9| TUESDAY |

10|  WEDNESDAY Centered Headings

11|  THURSDAY

12|  FRIDAY

13|  SATURDAY

14| TOTAL

15
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%g Label Prefix Character

19
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[ B6:"DATE |
[ 12-Oct-87 03:44 PM | READY

Figure 5.6: The Spreadsheet After Changing Label Alignment

Changing label alignment is another way to adjust the way a spreadsheet
looks. In this spreadsheet you centered the labels for the block of cells
B6..H6. The other labels remain left-aligned, the current default. If the
current cell contains a label, the descriptor line shows the label-prefix
character.

Saving Your Work and Returning to DOS

Each time you fill in a cell, the information is stored temporarily in
computer memory. If for any reason the power to your computer is
interrupted, the information currently stored in memory is permanently
lost. Therefore, store your work frequently, or as soon as you've created
something you don’t want to have to re-create!

This practice session introduces the following terms and commands:

O File Name. Each spreadsheet in Quattro is stored in a separate file that
has a name. File names can have as many as eight characters, including
letters, numbers and punctuation marks. If you don’t include a file-name
extension, Quattro adds the default extension automatically (the initial
default is . WKQ).
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O File Commands. File commands let you work with spreadsheet files.
You'll use two commands on the File menu: Save and Retrieve.

To save the spreadsheet for Allison Springs, return to DOS,
and then retrieve the spreadsheet:

1. From the spreadsheet, select the File Save command to save the current
spreadsheet:

Press: /FS
2. The input line displays the prompt Enter file name: followed by the
path of your current directory, for example C:\QUATTRO. Enter a file
name for this spreadsheet:
Type: expenses
Press: Enter

3. The file is saved. Quattro automatically adds the default file-name
extension. You can erase the screen without worry:

Press: /E
Note: If you select the Erase command without first saving the spreadsheet,
Quattro will display a warning menu: “Lose Your Changes?” You can respond
No (so you can first save the spreadsheet) or Yes (and lose the work you've
done).

4. Now retrieve the file:

Press: /FR

Move: Highlight bar to EXPENSES.WKQ (if necessary)

Press: Enter

5. Now exit Quattro and return to DOS; select the Quit command from the
main menu:

Press: /Q

Checkpoint: You’ve saved the spreadsheet. Your current hard disk
directory (or floppy disk) now contains the file EXPENSES.WKQ. You
erased the screen and retrieved your file from disk. At this point, you can
continue with the tutorial or take a break.

When you're ready to continue the tutorial, load Quattro again and use the
File Retrieve command to display the spreadsheet.

You can take a break at any point in the tutorial. Be sure to save your work
first (press /FS and press Enter, then press R to replace the existing file). Then
press /Q to exit. :
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Summary

In Lesson 1 you set up headings for an expense report spreadsheet. You
adjusted headings so the spreadsheet is easy to read, and you saved the
spreadsheet in a file.

The following table summarizes the tasks presented in Lesson 1:

Table 5.1: Tasks in Lesson 1

Task Action

Start Quattro At the DOS prompt type Q (QF if you have a
floppy-drive system) and press Enter.

Display main menu Press the slash (/) key.

Select a command Use the arrow keys to highlight the command

and press Enter.
Type the first letter of the command name.

Move to a cell Press the arrow keys to move the cell selector in
the direction of the arrow.

Press the F5 GOTO key to select a specific cell
address to go to.

Press Pg Dn, Pg Up, Ctrl-Right arrow or Ctrl-Left arrow
to scroll the spreadsheet one screenful at a time.

Press Home to go to cell Al.

Enter a label Move the cell selector to a cell, type the label
and press Enter or an arrow key.

Edit a label Move the cell selector to the cell you want to
edit and press the F2 EDIT key. Correct the entry
and press Enter.

Move the cell selector to the cell you want to
edit and retype the label. Then press Enter or an
arrow key.

Move the cell selector to the cell you want to
erase and press DEL.

Change column width  To change the default column width for the
spreadsheet, display the Default Formats menu
(/DF). Select the Width of Col command and
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the number of characters you want to use
as the default.

To change a single column, move the cell
selector to any row in the column whose width
you want to change. Display the Column menu
(/C). Select the Width command and type the
number of characters you want the column to
be, or use the arrow keys to adjust it.

Change label alignment

Display the Block (/B) menu. Use the Label
Align command to select the type of alignment
(left, center, or right). After the prompt, enter the
block coordinates of the cells whose labels you
want to align.

The descriptor line shows the label-prefix
character of the current label.

Save the spreadsheet

Display the File menu (/F). Select the Save
command and enter a name for the spreadsheet
file. Or, press Enter to use the file name shown on
the input line.

If displayed, select Cancel, Replace, or Backup
from the Overwrite Confirmation menu.

Erase the spreadsheet

Select the Erase command from the main menu

(/B).

Retrieve a spreadsheet

Select the File Retrieve command from the main

menu (/FR). Press direction keys to highlight the

spreadsheet you want to work with and press
nter.

Quit Quattro

Select the Quit command from the main menu

(/Q.

If displayed, select No or Yes from the Exit
Confirmation menu: “Lose Your Changes?”

If You’re Ready for More ...

As you become more experienced with Quattro, you will discover other
ways to accomplish the tasks presented in this lesson. And you will
discover many more things you can do with the program.

Your Quattro User's Guide provides detailed information about all areas of
Quattro and is written in a straightforward, easy-to-understand manner.
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Chapters in the Quattro User’s Guide that contain information related to this
lesson include:

m Chapter 1, “Quattro Basics”

o Other ways to move the cell selector
¢ How to use the Quattro help system
o How to back out of or cancel an action

m Chapter 3, “Entering and Editing Data”

o More about labels that are wider than one cell
o How to set the label alignment when you enter the label
o Keys to use in Edit mode

m Chapter 6, “Saving and Retrieving Files”

o How to load a file from the DOS command line
e How to delete a file

This is the end of Lesson 1. In Lesson 2 you will learn how to enter
information into the spreadsheet.
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Lesson 2: Entering Information

In this lesson you'll enter information into the Allison Springs expense
spreadsheet you set up in Lesson 1. You will

m enter data, such as dates and dollar amounts for the expense categories

m copy information from one part of the spreadsheet to another

m enter formulas to calculate data in the spreadsheet

m change the spreadsheet display

Entering and Copying Data

All data entered in a Quattro spreadsheet can be classified as either labels
(like the headings you entered in Lesson 1) or values. Figure 5.7 points out
labels and three kinds of value entries: dates, numbers, and formulas.

1A B C D E F G |
1

2

3 EXPENSE REPORT FOR ALLISON SPRINGS

451 WEEK ENDING JUNE 27, 1987

6 |DAY OF WEEK DATE  LOCATION TRANSPORT HOTEL ENTERTAIN MEALS
7 {SUNDAY 06/21/87  SAN DIEGO 89 0 10 36.95
8 |MONDAY 06/22/87 SAN DIEGO 9 67 325 19.56
9 |TUESDAY 06/23/87  SAN DIEGO 21.55 67 0 35
10| WEDNESDAY 06/24/87 SAN DIEGO 125 67 9.1 45.15
11 |[THURSDAY 06/25/87 SAN DIEGO 0 67 0 24.25
12| FRIDAY 06/26/87 SAN DIEGO 0 67 0 28.55
131 SATURDAY 06/27/87 SAN JOSE 133 67 0 0
14 TOTAL / /271.05 402 1406 189.46
15

%6 Date Number 1

7

18 Labels Formula

19 Formula Results
&
[ D14:+D7+D8+D9+DI0+DI1 +DI2+DI3 |
[ 12-Oct-87 03:44 PM | READY

Figure 5.7: Labels and Values in a Spreadsheet

m Dates. Cells B7..B13 contain dates. Quattro uses a special date prefix to
distinguish dates from other numbers, making it very easy for you to
enter dates.
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m Numbers. Cells D7..G13 contain numbers. Numbers are initially
displayed as you entered them, but you can change the format to show
currency, percentage, scientific notation and other number display
formats.

m Formula. Cells D14..H14 and H7..H14 contain formulas. Formulas
combine values (such as a number or a cell address) and operators (such as
+or*).

mLabels. Cells C7..C13 contain labels. A label is any text entry in a
spreadsheet, not just a heading.

Entering Dates and Locations

This practice session introduces the following procedures:

O Entering Dates. Quattro uses a date prefix to distinguish dates from
numbers. You enter the date prefix by holding down Ctrl and pressing D
before you type the date.

O Block Copy. The Block Copy command lets you copy the contents of one
block of cells to another. You specify the block to copy (the source) and
the block to copy data into (the destination).

O Pointing out cells. Instead of typing block coordinates, you can use the
cell selector to point to them on the spreadsheet. Move to one corner of
the block, press the period key, move to the other corner, and press Enter.

To enter dates and locations for the spreadsheet shown in
Figure 5.7:

1. Move to cell B7 and enter Sunday’s date:

Move: to cell B7

Press: Cirl-D

Type: 6/21 (Quattro assumes the current year)
Press: Down arrow

Note: If the date doesn’t appear as expected, try again. If the number 0.285714
appeared (the result of dividing 6 by 21), you probably didn’t press Ctrl-D. If
ERR appeared, you probably didn’t enter the full date, for example you forgot
to press / between the month and year.

2. The cell selector should now be in cell B8. (If you pressed Enter after
entering the date in cell B7, press Down arrow now to move to cell B8.)
Enter Monday’s date:
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Press: Ctrl-D
Type: 6/22
Press: Down arrow

Now the cell selector is in cell B9. Repeat this procedure for the dates for
cells B9 through B13:
In cell: Type:
B9  Cirl-D6/23
'B10  Ctl-D6/24
B11  Ctl-D6/25
B12  Ctl-D6/26
B13  Ct-D6/27
3. Now enter the labels shown in the Location column in Figure 5.7. The
Block Copy command makes this easy. First, move to cell C7 and enter
the label:
Move: to cell C7
Type: SAN DIEGO
Press: Enter

4. Copy the label in cell C7 to cells C8 through C12 with the Block Copy
command:

Press: /BC

5. Use the source block coordinates displayed after the prompt source
block of cells: C7..CT:

Press: Enter

Note: If the coordinates C7..C7 are not displayed, it's because you were in a
different cell when you selected the Block Copy command. To select the correct
source block, just type C7 and press Enter.

6. After the prompt Destination for cells: C7, type the block of cells
to copy cell C7 to (the destination cells)

Type: C8.C12

Press: Enter
Tip: Instead of typing the cell coordinates, you can point them out. To do this,
move the cell selector to cell C8 and press the period key (.) to anchor this cell as
the first cell coordinate. Press Down arrow until you're in cell C12, then press
Enter.

7. Enter the label in cell C13 to complete the entries for the Location

column:

Press: Down arrow six times

Type: SanJose

Press: Enter

8. Save your work:
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Press: /FS
Press: Enter

9. Select Replace from the Overwrite Confirmation menu: |
Press: R

Note: If you don’t want to save your changes, select Cancel and then Quit
Quattro. Select Backup to create a second copy of the EXPENSES file.

Checkpoint: Your spreadsheet should now look like the one shown in
Figure 5.8. The cell selector is in cell B13.

[ & B C D . E F G

EXPENSE REPORT FOR ALLISON SPRINGS
WEEK ENDING JUNE 27, 1987

DAY OF WEEK DATE LOCATION TRANSPORT HOTEL  ENTERTAIN = MEALS
SUNDAY 06/21/87  SAN DIEGO

MONDAY 06/22/87  SAN DIEGO

TUESDAY 06/23/87  SAN DIEGO

WEDNESDAY  06/24/87  SAN DIEGO

THURSDAY 06/25/87  SAN DIEGO

FRIDAY 06/26/87  SAN DIEGO

SATURDAY SAN JOSE

TOTAL

Date as a Serial Number

B e

[ BI3: 31955 % |

[ 12-Oct-87 03:44 PM |

Figure 6.8: The Spreadsheet After Entering Dates and Locations

You entered dates for this expense report in cells B7 through B13. The dates
are displayed on the spreadsheet in the standard (default) format. On the
descriptor line, however, a date is displayed as a serial number: January 1,
1900 is 0; January 2, 1900 is 1 and June 27, 1987 is 31955.

You also used the Block Copy command to enter the labels for cells in the
Location column.

Entering Numbers

If the first character you type is a number, Quattro assumes you're typing a
number value (as opposed to a date or label). When you enter numbers in a
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spreadsheet, never include dollar signs ($) or commas. You can also leave
off zeroes after decimal points. (For example, to enter $65.10, just type 65.1
Enter.)

You can set the display format in Quattro to automatically add dollar signs,
commas, and additional zeroes after the decimal point.

To enter the numbers for the spreadsheet shown in Figure 5.7:

1. Move to cell D7 and enter the transportation costs for Sunday:

Move: to cell D7
Type: 89
Press: Down arrow
Repeat this procedure for the other entries:

Monday (D8) 9
Tuesday (D9) 27.55
Wednesday (D10) 12.5
Thursday (D11) 0
Friday (D12) 0
Saturday (D13) 133

Tip: If you make an error, press Backspace to erase the mistake. To start over,
press Esc before you press Enter or, if you've already pressed Enter, press DEL to
erase the contents of the current cell.
2. Move to cell E7 and enter the hotel costs for Sunday and Monday:
Move: to cell E7
Type: 0
Press: Down arrow
Type: 67
Press: Enter
3. Complete the other entries for the Hotel column. Since the values are
identical, you can copy the values. From the spreadsheet, select the
Block Copy command: '
Press: /BC

4. Use the cell coordinates displayed after the prompt source block of
cells: E8..E8:

Press: Enter
Note: If E8..E8 is not displayed after the prompt, type E8 before you press Enter.
5. Point out the block of cells to copy cell E8 to (the destination cells):

Press: Down arrow
Type: . (period)
Press: Down arrow until you reach cell E13.
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Press: Enter
Tip: You can type the Block coordinates E9..E13 instead of pointing out the
cells.
6. Complete the entries for the Entertainment column:

Move: to cell F7
Type: 0
Press: Down
Type: 325
Press: Down

Use this procedure for the other entries:

In cell: Type:
F9 (Tuesday) 0
F10 (Wednesday) 98.1
F11 (Thursday) 0
F12 (Friday) 0
F13 (Saturday) 0
7. Complete the entries for the Meals column:
In cell: Type:
G7 (Sunday) 36.95
G8 (Monday) 19.56
G9 (Tuesday) 35
G10 (Wednesday) 45.15
G11 (Thursday) 24.25
G12 (Friday) 28.55
G13 (Saturday) 0
8. This is the end of this practice session. Save your work:
Press: /FS
Press: Enter
Press: A

Checkpoint: Your spreadsheet should now look like the one shown in
Figure 5.9.
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| A B C D _ E F G

3]

3 EXPENSE REPORT FOR ALLISON SPRINGS

4 WEEK ENDING JUNE 27, 1987

5

6 DAY OF WEEK DATE ~ LOCATION TRANSPORT ~ HOTEL ENTERTAIN  MEALS
7 |SUNDAY 06/21/87  SAN DIEGO 8 0 0 36.95
8 | MONDAY 06/22/87  SAN DIEGO 9 61 325 19.56
9 | TUESDAY 06/23/87  SAN DIEGO 21.55 67 0 3
10| WEDNESDAY ~ 06/24/87 ~ SAN DIEGO 125 67 %.1 45.15
11 [THURSDAY ~ 06/25/87 SAN DIEGO 0 67 0 24.25
12| FRIDAY 06/26/87  SAN DIEGO 0 67 0 2855
13|SATURDAY ~ 06/27/87 SAN JOSE 133 67 0 0
14| TOTAL

15

16

17

18

19

20
I B15: |
| 12-Oct-87 03:44 PM | READY

Figure 5.9: The Spreadsheet After Entering Numbers

You entered dollar amounts for this expense report in the Transportation,
Hotel, Entertainment and Meals columns. The numbers are displayed as
you entered them. (You will change the format to include the dollar sign
and decimal places later.)

You also used the Block Copy command to copy numbers in the Hotel
column. ‘ '

Entering Formulas

A formula is an equation that Quattro solves. A formula can be as simple as
adding a column of figures, or as complicated as calculating gross profit
margins.

A formula includes values (such as the cell C12) and operators (such as +).
For example, the formula +G12+8 adds the value 8 to the contents of cell
G12. (The plus sign preceding G12 tells Quattro to view this as a value, not
a label.) '
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_|B c D E F G H

2

3 EXPENSE REPORT FOR ALLISON SPRINGS

4 WEEK ENDING JUNE 27, 1987

5

6 [DATE LOCATION TRANSPORT ~HOTEL ~ ENTERTAIN ~ MEALS  TOTAL
7{06/21/87  SAN DIEGO 8 0 0 36.95
8106/22/87 SAN DIEGO 9 67 325 19.56 !
9106/23/87 SAN DIEGO 2155 67 0 B 1295
10{06/24/87  SAN DIEGO 125 67 9. 415 22275
11{06/25/87  SAN DIEGO 0 67 0 2%.25 91.25
12{06/26/87  SAN DIEGO 0 67 0 2855 95.55
13]06/27/87 SANJOSE 133 67 0 0 200
14 21105 402 1406 18946 100311
15

16

17

18

19

20

{ H7: @SUM(D7..G7) |

[ 12-Oct-87 03:44 PM |

Figure 5.10: A Formula in a Spreadsheet

The cell displays the results of the formula. In Figure 5.10, cell H7 contains
a formula to add the values of all the expenses for Monday. You can see the
formula on the descriptor line and the results in cell H7.

Before you start this practice session, make sure your spreadsheet contains
values for the expense categories, as shown in Figure 5.9. This practice
session introduces the following terms and procedure:

O Entering Formulas. To enter a formula, move to the cell where you want
the results of the calculations displayed, type the formula, and press
Enter. Formulas begin with one of these characters:

0123456789.+-(@#%or*

O @ Functions. Quattro @ functions are a set of standard formula
commands. The standard format for @ functions is:

@function(argument)

The function tells Quattro what to do; the argument tells Quattro how to
do it. In the formula @SUM(G12+8), the function @SUM tells Quattro to
add; the argument (G12+8) tells Quattro to add a value of 8 to the value
of cell G12.
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To enter formulas for cells D14-G14 and H7-H14:

1.

62

In cell D14 enter a formula that adds the values of entries in the
Transportation column:

Move: to cell D14
Type: +D7+D8+D9+D10+D11+D12+D13
Press: Enter

The same formula, with different cell references, is used for the other
expense columns: Hotel, Entertainment, and Meals. You can use the
Block Copy command to copy the formula because Quattro
automatically adjusts formulas to include the correct cells. From the
spreadsheet, select the Block Copy command:

Press: /BC

Use the cell coordinates displayed after the prompt Source block of
cells: D14..D14:

Press: Enter

Note: If D14..D14 is not displayed after the prompt, type D14 before you press
Enter.

. After the prompt Destination for cells: D14, specify the block of

cells to copy the formula in cell D14 to (the destination cells):
Type: E14.G14
Press: Enter

Tip: Any time you use the Block Copy command you can point out the source
and destination cells. See the summary (page 67) to review the procedure.

. Quattro has successfully copied and adjusted the formula so the totals

are accurate for each column. Move the cell selector to cell E14:
Press: Right arrow

When Quattro copied the cell, it adjusted the formula for this column.
(You can see the formula on the descriptor line.) Move the cell selector
to cells F14 and G14 and note how the formula is adjusted.

In cell H7 use an @function to total the expenses for Sunday:

Move: to cell H7
Type: @SUM
Type: (D7.G7)
Press: Enter

Note: If you mistype, for example if you insert a space or forget to type a
parenthesis, Quattro will display an error message and attempt to position the
cursor at the place of the error. Correct the error and then press Enter, or press
Esc to cancel the formula and start over.
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8. You can use the Block Copy command to copy the formula in cell H7 to
cells H8..H14:
Press: /BC
Type: H7
Press: Enter
Type: H8.H14
Press: Enter
9. Now put Quattro to work. Enter a $10.00 entertainment expense in cell
F7. As soon as you make the change, the total expenses in columns H7,
F14 and H14 increase by $10.00.
Move: to cell F7
Type: 10
The totals in cells F14 and H14 should automatically increase by $10.00
(If not, you may have entered a formula incorrectly. Check the formulas
in those cells and, if necessary, reenter them and try again.)
10. This is the end of this practice session. Save your work:
Press: /FS
Press: Enter
Press: R

Checkpoint: Your spreadsheet should now look like the one shown in
Figure 5.11.
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- C D E F G H
%
3 EXPENSE REPORT FOR ALLISON SPRINGS
4 WEEK ENDING JUNE 27, 1987
5
6 |DATE LOCATION TRANSPORT HOTEL  ENTERTAIN  MEALS TOTAL
7 106/21/87 SAN DIEGO 89 0 10 36.95 135.95
8(06/22/87 SAN DIEGO 9 67 325 19.56 128.06
9106/23/87 SAN DIEGO 2155 67 0 3 12955
10|06/24/87 SAN DIEGO 125 67 9.1 4515 2215
11/06/25/87 SAN DIEGO 0 67 0 24.25 91.25
12|06/26/87 SAN DIEGO 0 67 0 255 9555
13(06/27/87 SAN JOSE 133 67 0 0 )
14 27105 402 1406 189.46
15
16
17
18 Formula for H14
19
20
{ Hl4: @SUM(D14..G14) | ;
{ 12-Oct-87 03:44 PM | READY

Figure 5.11: The Spreadsheet After Entering Formulas

To complete the spreadsheet, you entered formulas for the cells showing
row and column totals. Because the formulas for these cells were identical
(except for the cells used in the argument), you could use the Block Copy
command.

While the cell shows the result of the calculation, the formula itself is
displayed on the descriptor line when the cell is highlighted.

Though fairly simple, the spreadsheet for Allison Springs is now
functionally complete. The next section gives you just a taste of ways you
can use Quattro to adjust your spreadsheet.

Making Changes

After you enter a spreadsheet’s essential information you'll often want to
change how the information is displayed. With Quattro you can make just
about any change you’d want.

To make this spreadsheet easier to read, you'll now make the following
changes:

m Change the display format to display the numbers you entered as
currency.
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m Insert a dotted line between the daily values and totals.
u Freeze headings on the screen as titles.

This practice session introduces the following terms and concepts:

O Backslash Command. To repeat a character across an entire cell, precede
it with a backslash. For example, \- enters a row of dashes across a cell.

O Display Format. You can change the way numbers are displayed in the
spreadsheet by changing the display format. You can change display
format for a block of cells or for the entire spreadsheet.

O Titles. Titles are specific rows and columns that remain fixed on the
screen when you scroll other parts of the spreadsheet.

Displaying Numbers as Currency

Because all of the numbers in the spreadsheet represent dollars, the
quickest way to display the numbers as currency is by changing the default
display format.

To display the numbers in your spreadsheet as dollars:

1. Select the Default Formats Display command:
Press: /DFD

2. Choose Currency as the display format.
Press: C

3. Quattro prompts you for the number of decimal places to show. Use the
default number (2) displayed with the prompt:

Press: Enter
4. Select Quit to exit the Default menu and return to the spreadsheet.

Tip: You can also use the Block Display Format command /BDF to change the
display format for specified blocks of the spreadsheet.

Insert a Dashed Line

Dashed lines between columns of values and totals can make the
spreadsheet more readable.
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To insert a dashed line between the totals on row 14 and the
values in columns D through H:

1. Insert a blank row above row 14:

Move: to cell D14
Press: /Rl to select Row Insert
Press: Enter

The totals for columns D through H are now in row 15 and row 14 is
blank. The cell selector should be in cell D14.

2. Use a shortcut to draw a dashed line in cell D14:

Type: |- (backslash minus sign)
Press: Enter
Tip: The backslash (\) repeats the character following it across the width of the
cell.
3. Copy this line to the cells E14..H14 with the Block Copy command:
Press: /BC
Press: Enter after the first prompt
Type: E14.H14
Press: Enter

Freezing Titles on the Screen

You probably noticed that when you entered totals in column H, the row
headings disappeared from the left of the screen. You can use the Titles
command to specify headings as titles. Titles stay on the screen at all times,
no matter where you scroll.

To freeze headings as titles:

1. Move the cell selector to the top left corner of the part of the spreadsheet
you want to be able to see titles:

Move: to cell B7
Note: All cells above and to the left of the selector will become titles.

2. Specify both the column and row headings as titles with the Layout
Titles command:

Press: /LT
Press: B to select Both from the Titles menu

If you have a color monitor, the titles appear in a different color.

Tip: You can also freeze just rows (Horizontal) or just columns (Vertical). To
clear titles, select Clear from the Layout Titles menu (/LTC).
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Now watch what happens when you scroll the spreadsheet:

Press: End-Right
Press: Home.

The titles stay on your screen, even when you scroll.
3. This is the end of this practice session. Save your work:

Press: /FS
Press: Enter
Press: R
Checkpoint: Your spreadsheet should now look like the one shown in
Figure 5.12.
| & B C D E F G |
é Titles
3
6 (i LOCATION TRANSPORT HOTEL  ENTERTAIN MEALS
7 SAN DIEGO $89.00 $0.00 $10.00 $36.95
8 SAN DIEGO $9.00 $67.00 $32.50 $19.56
9 06/23/87 SAN DIEGO $21.55 $67.00 $0.00 $35.00
10 06/24/87 SAN DIEGO $12.50 $67.00 $98.10 $45.13
11 06/25/87 SAN DIEGO $0.00 $67.00 $0.00 $24.25
12 06/26/87 SAN DIEGO $0.00 $67.00 $0.00 $28.55
13 06/27/87 SAN JOSE $133.00 $67.00 $0.00 $0.00
14
15(¢ $271.05 $402.00 $140.60 $189.46
16
17 - ~" -
18
19 Numbers Displayed in Currency Format
20
[B7 (D4 31949 |
[ 12-Oct-87 03:44 PM | READY
Figure 5.12: The Spreadsheet After Making Changes
You made changes to the screen to make it easier to read and to use. You

changed the expense entries to display the currency format, inserted a row
and added a dotted line before the total figures, and froze titles on the
screen so you can see the headings when you scroll the spreadsheet.
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Lesson 2 Summary

In Lesson 2 you entered dates, numbers and formulas in the spreadsheet
for Allison Springs. You also practiced some common techniques for
changing the way information is displayed on the screen.

The following table summarizes the tasks presented in Lesson 2:

Table 5.2: Tasks in Lesson 2
Task Action

Enter a date Position the cell selector. Press Ctrl-D, type the
date and press Enter.

Enter a number Position the cell selector. Type the number and
press Enter. You don’t need to enter zeroes after
decimal points, and you shouldn’t enter the $
symbol for dollar amounts.

Enter a formula Position the cell selector. Type the formula and
press Enter. Formulas contain values and
operators and begin with any of these

aracters:
0123456789.+-(@#$or*

The standard format for @ functions is:
@function(argument).

Insert a row Move to the row below where you want the new
row inserted. Display the Row menu (/R). Select
the Insert command and press Enter or enter new
coordinates after the prompt.

Display numbers To change the default display format to
as currency curren% displaly the Default Formats Display
menu (/DFD). Select the Currency option, enter

the number of decimal digits you want display,
and press Enter.

To change the display format of a block to
currency, display the Block Display Format
menu (/BD). Select the Currency command and
specify the number of decimaly digits and the
block to be affected by the format.

Unlike label alignment, you can set the number
display format before you’ve entered numbers
in the cell.
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Set titles

Move the cell selector below the row or to the
right of the column you want to freeze as a
;}éreadsheet title. Display the Layout menu (/L).
lect the Titles command and pick Both,
Horizontal, or Vertical from the menu.

Copy cell contents

Display the Block menu (/B). Select the Cop
command. Indicate block coordinates after the
prompts Source Block of Cells: and
Destination for Cells:.Source and
destination blocks can be single cells or
multiple-cell blocks.

To indicate coordinates you can:

1. Press Enter to use the coordinates shown;
2. Type new coordinates;

3. l};e the direction keys to point them out.

Pointing

Position the selector in one corner of the block
and press the period key (.) to anchor cell. Move
to the opposite corner and press Enter.

Some prompts assume the current cell is an
anchor. To unanchor the cell, press Esc. You can
then move to a new cell and anchor it with the
period key.

If You’re Ready for More ...

For more information on any of the material covered here, see the Quattro
User’s Guide. In addition, the following sections of the User’s Guide contain
information related to this lesson:

m Chapter 3 “Entering and Editing Data”

o How to enter numbers as a label (such as a phone number)

o What to do when a value appears as a string of asterisks
m Chapter 4 “Making Changes” '

o« How to move data from one block to another

+ How to use two windows to view a spreadsheet

+ How to transpose rows and columns

e How to change numerous cell entries instantaneously with the
Search/Replace command

m Chapter 5 “Changing the System Defaults”

e How to change the default currency format
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o How to change the default display format

This is the end of Lesson 2. In Lesson 3 you’ll search through your
spreadsheet for specified data and sort the rows of your data.
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Lesson 3: Working With Your Database

A database is any collection of information that’s organized so you can find
individual entries quickly. A calendar is a database organized by dates. An
address book is a database organized alphabetically.

A spreadsheet database requires a specific format: columns contain
categories of information called fields; rows contain groups of related
information about a single entry called records. Most of your spreadsheet
(A6..H13) is set up like a database (see Figure 5.13).

B C D E F G

EXPENSE REPORT FOR ALLISON SPRINGS
WEEK ENDING JUNE 27, 1987

Fields —

QOCD'\'I@U]J-\(A)M'—'I

15 TOTAL $271.05  $402.00 $140.60 $189.46
17 Records Database

| AlL: [W13] ]

[ 12-Oct-87 03:44 PM |

Figure 5.13: The Spreadsheet as a Database

In this lesson you’ll use some of Quattro’s database capabilities with your
spreadsheet. You will

m search through your database for specified information.
m sort entries in your database.

Searching the Database

This practice session introduces the following terms and commands:
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O Fields. A database typically has several fields that organize the entries
into categories of information, such as meal expenses.

O Field Names. The labels, or column headings, defining a database’s
fields are called field names.

O Records. A record contains all given information about a single entry, for
example, the expenses incurred in a single day.

O Search Criteria. Search criteria tell Quattro what field(s) to search and
what data to search for. Quattro looks for all records that match the
search criteria.

O Block to Search. You can define all or part of your spreadsheet as the
block in which Quattro searches for records that match the search
criteria.

O Output Block. An output block is a separate area of the spreadsheet
where you can copy the records that match the search criteria—for
example, to create a list of all customers in Tallahassee. The output block
includes the names of the fields you want copied for those records.

O Formula Criterion. The formula criterion is a type of search criteria that
includes a cell reference, an operator and a value, for example F9>50.
The cell reference tells Quattro the field to search (column F) and the row
to begin the search (row 9). The operator and value tell Quattro what to
look for (entries that are greater than 50).

O Query Command. Searching is done with the Query command on the
Advanced Database menu.

To search through your spreadsheet (database) for all records
that show more than $30.00 in the Meals column, then copy
parts of those records to a different area:

1. First, set up the output block that tells Quattro which fields of the
matching records to copy. Copy the DAY OF WEEK and DATE field
names to an area to the right of the database:

Move: to cell A6

Press: /BC

Press: . (period) to anchor the cell
Press: Right arrow

Press: Enter

Type: J6 as the destination block
Press: Enter
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Tip: You can put the output block anywhere. A good area to pick is to the right
of the spreadsheet.

Notice: When you moved the selector to cell A6, column A was duplicated on
the screen. This gives you access to the frozen titles.

2. Copy the field name MEALS to the output block:

Press: /BC

Type: G6

Press: Enter

Type: L6

Press: Enter
Tip: You can type the field names in the output block instead of using the Block
Copy command. However, if the field names in the output block don’t match
exactly the field names in the database, Quattro will not be able to successfully
copy the matching records.

3. Move to Column ] and use the Column Width command to increase the
column’s width to 13 so the full field name is displayed:

‘Press: Ctrl-Right arrow to scroll right
Move: to any cell in column J
Press: /CW
Type: 13
Press: Enter
4. Now you are ready to set up the database search with the Advanced
Database Query command:

Press: /ADQ

5. Use the Formula Criterion command to specify a search condition that
looks for records with an amount greater than $30.00 in the Meals field.

Press: F
Type: G7>30
Press: Enter

Note: G7 is the address of the first entry in the field you want to search (not the
field name); >30 tells Quattro to match records whose value is greater than 30.

6. Quattro displays the database search information on the menu as you
define it to help you keep track of what you've done. Now define the
output block you set up in steps 1 and 2 (J6..L6):

Press: O

Move: to cell J6 (if you're not already there)
Press: . (period)

Press: Right arrow two times

Press: Enter

Tip: When you specify the heading row only as the output block, Quattro will
copy all the matching records under these headings, overwriting any existing
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10.

11.

12.

13.

14.

information in the cells below. If you specify an exact block to copy to,
including rows beneath the headings, Quattro fills only that block.

. Finally, tell Quattro what part of the database to search with the Block

command:

Press: B

Type: A6.G13

Press: Enter
Tip: Always include the field names you want to search in the search block. You
do not have to include all rows in the database, however.

. Now you can perform the search. Select the Locate command:

Press: L

. Quattro lets you look at the matches one at a time. The first match is

highlighted. Scroll the Meals column into view:

Press: Right arrow repeatedly until the Meals column shows
Highlight the next match:

Press: Down arrow

Continue pressing Down arrow to look at matches. Quattro will beep
when you've reached the last match. If you want to look at the matches
again, press Up arrow or Home. Then return to the Query menu:

Press: Enter
Now copy the matches to the output block with the Extract command:
Press: £
If you blinked, you may not have seen Quattro perform that action.
Return to the spreadsheet to see the matches in the output block:
Press: Q
This is the end of this practice session. Save your work:
Press: /FS

Press: Enter
Press: R

Checkpoint: Your output block should now contain the records shown in
Figure 5.14.
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. G H i I K L |
1

2

3

5

6 | ENTERTAIN MEALS  TOTAL DAY OF WEEK DATE  MEALS

7 $10.00 $36.95  $135.95 SUNDAY 06/21/87  $36.95

8 $32.50 $19.56  $128.06 TUESDAY 06/23/87  $35.00

9 $0.00 $35.00  $129.55 WEDNESDAY 06/24/87  $45.15

10 $98.10 $45.15  $222.75

11 $0.00 $2425  $91.25

12 $0.00 $28.55  $95.55

5{ $0.00 $0.00  $200.00

%2 $140.60  $189.46  $1,003.11

17 Matching Records in Output Block

18

19

20

LFL: |

[12:0ct-87 03:44 PM |

Figure 5.14: An Output Block

You used commands on the Advanced Database Query menu to set up and
search a database. You used a Formula Criterion to specify the search
criteria and you put a copy of the matching records in an Output Block.

The Allison Springs Expense Report is small enough that you can probably
do a database search as quickly as Quattro. You'll find, however, that this
process makes searching even a very large database quite simple and fast.

Sorting the Database

Another Database command you’ll find useful is Sort. The Sort command
lets you rearrange data so it’s easier to locate specific information. Your
database records are currently sorted by date.

In this practice session, you'll order the records in the output block you just
created by values in the Meal field.

This practice session introduces the following terms and commands:

O Sort Key. Quattro lets you specify up to five fields, or sort keys, to sort the
database. Records are first sorted by the primary sort key, then the
secondary, and so on.
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O Sort Directions. Each key can be sorted in ascending order (for example
0-10 or A-Z) or in descending order (10-0 or Z-A).

To sort the records in the output block by meal values:

1. Specify the output block as the block you want to sort with the
Advanced Database Sort Block command:
Press: /ADSB
Move: to cell J7
Press: the period key (.)
Press: End-Down arrow to move to cell J9
Press: End-Right arrow to move to cell L9
Press: Enter
Note: When you specify the block to search, be sure to specify all the columns of
the records you want to sort; otherwise, the fields of your database will be
mismatched. But don't include the row with the field names or it will be sorted
with the records.
2. Specify the Meals field as the primary key to sort by with the 1st Key
command:
Press: 1
Move: to any cell in column L
Press: Enter
- Tip: You can select the cell that contains the field name, or any other cell in that
column.

3. Specify Ascending as the sort order:
Press: A

4. Sort the block with the Go command:
Press: G

5. Exit the Sort menu:
Press: Q

Notice: The output records are now sorted by the increasing values in the
Meals column. This is the end of this practice session. Use the File Save
command to save your work:

Press: /FS
Press: Enter
Press: R

Checkpoint: Your output block of the spreadsheet should now look like the
one shown in Figure 5.15.
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1

2

3

5

6 | ENTERTAIN MEALS  TOTAL DAY OF WEEK DATE  MEALS
7 $10.00 $36.95  $135.95 TUESDAY 06/23/87  $35.00
8 $32.50 $19.56  $128.06 SUNDAY 06/21/87  $36.95
9 $0.00 $35.00  $129.55 WEDNESDAY 06/24/87  $45.15
10 $98.10 $45.15  $222.75

11 $0.00 $24.25 $91.25

12 $0.00 $28.55 $95.55

%2 $0.00 $0.00  $200.00

%g $140.60  $189.46  $1,003.11

17

18

19

20

I Fl: J

[ 12-Oct-87 03:44 PM | READY

Figure 5.15: The Database After Sorting

You sorted the records in the search output block to arrange the values in
the Meals column in ascending order, from least to most expensive. There
were so few records in this block, you could easily sort them in your mind.
You can imagine how handy sorting is, however, when you have a database
with hundreds of records.

Lesson 3 Summary

In Lesson 3 you learned about Quattro’s database capabilities. You searched
through your database and extracted records to an output block. Then you
sorted the extracted records.

The following table summarizes the tasks presented in Lesson 3:
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Table 5.3: Tasks in Lesson 3

Task Action
Set up a spreadsheet A spreadsheet database uses labels as field
as a database names in the top row. The first record is entered

in the next row (do not separate the field names
and)the records with a blank row or dashed
line).

Search a database Display the Advanced Database Query menu
(/ADQ). Use the Block command to specify the
block in the database you want to search. You
can enter the search conditions with the
Formula Criterion command and perform the
search with the Locate command.

If you have set up an output block (and
specified it with the Output Block command),
you can use the Extract command to copy
specified fields of the matching records.

Sort a database Display the Advanced Database Sort menu
(/ADS). Use the Block command to specify the
data you want to sort. Select the primary sort
field with the 1st Key command.%erform the
sort with the Go command.

If You’re Ready for More ...

For more information on any of the material covered here, see the Quattro
User’s Guide. In addition, the following sections of the User’s Guide contain
information related to this lesson:

m Chapter 9 “Working with Your Database”

o How to restore the original order of your database

o How to use a criteria table to specify multiple criteria for a database
search

o How to set up a form for data entry

This is the end of Lesson 3. In Lesson 4 you will learn how to build a graph
using your spreadsheet data.
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Lesson 4: Building a Graph

With Quattro you can instantly prepare a graphics presentation of the data
in your spreadsheet. You can use different graph types to depict your data.
And you can print the graphs or store them with the spreadsheet for future

reference.
In this lesson you will

m create a basic pie graph from your spreadsheet data.

m create graphic effects by adding titles and changing the layout.
= store the graph with your spreadsheet.

(Lesson 6, “Printing,” tells you how to print your graph.)

Note: If your computer doesn’t have a graphics card, you won't be able to
display graphs on your screen. You can still create the graph, however, and
print it on a graphics printer.

Creating a Graph

You can select from 10 kinds of graphs, including area graphs, pie charts, xy
graphs, and various types of bar and line graphs. If you don’t select a graph
type, Quattro automatically prepares a bar graph as shown in Figure 5.16.
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Expenses June 21-27, 1987
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Figure 5.16: A Bar Graph

This graph includes:
m Titles. You can add a main title and titles for each axis to your graph.

m X-Axis Labels. You select the x-axis labels from headings on your
spreadsheet to define the data plotted.

m Series values. For all but pie graphs, you can plot up to six series of
values on the spreadsheet. Pie graphs plot one series of data at a time.
The graph in Figure 5.16 plots one series of values: the total amount for
each expense category.

m Y-Axis Values. Quattro automatically selects the y-axis values for the
data you selected to graph. However, you can adjust the scale of this axis
and the number of tick marks displayed.

Once you select one or more data series to graph, you can instantly see it
presented in any of the graph types.

This practice session introduces the following terms and commands:

O Pie Graph. A pie graph uses only one series of data. It shows the
relationship of one value in the series (as a slice) to the entire series (the
pie).

O Series. Each group of values you plot on a graph is called a series.
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O Font. Quattro lets you select from 11 different typefaces to use for graph
titles.

O X-Axis Labels. You can add labels to the values you're graphing with the
X-Axis Labels command.

To create a pie graph that shows the total amounts for each of the expense
categories:

1. Specify the total amounts for the expense categories as the series of
values to plot with the Graph Series Values 1st Series command:

Press: /GS1

Move: to cell D15

Press: . to anchor the cell selector

Press: Right arrow three times

Press: Enter
Tip: If the cell selector is already anchored, press ESC to release it. If you prefer,
you can type the block coordinates (D15..G15).
Note: Pie graphs use only the first series values. If you select more series
values, they will be ignored in pie graphs. ’
You can display the graph as soon as you've selected the values to plot.
Quattro automatically creates a stacked bar graph. From the Series
Values menu, select the View command to see the graph:

Press: V
Note: Your computer must have a graphics board for you to display the graph
on your screen. If you have a hard disk, the graph files must be in your resource
directory. If you have a floppy-drive system, make sure the Resource Disk is in
Drive A.

2. Return to the Series Values menu:
Press: any key

3. Now display the data in a pie graph. From the Graph menu select the
Graph Type Pie command:

Press: Esc to return to the Graph menu
Press: GP

4. Display the graph as a pie graph with the View command:
Press: V

Tip: You can view your graph from most graph menus with the View
command. You can also view it directly from the spreadsheet with the GRAPH
key (F10).

5. You can see the percentages the different expenses contribute to the
whole, but you can’t see which expense refers to which type of expense.
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You can make this clear by adding labels with the X-Axis Labels
command:
Press: any key to return to the Graph menu.
Press: X
Move: to cell D6
Press: the period key to anchor the cell
Press: Right arrow three times
Press: Enter
6. Take a look at the pie graph with the labels:

Press: V
Press: any key
7. Now add a title to identify this graph with the Titles 1st Line command:

Press: T1 .
Type: Expenses June 21-27, 1987
Press: Enter
Press: V to see the results
Press: any key to return to the Titles menu
8. Change the font to Triplex give the graph a different look:

Press: F to select Font
Press: C to select the Triplex font
9. From this menu you can also enlarge the labels next to the pie slices
with the Size command:

Press: S
Press: X
Press: L for Large
10. Display the graph. Experiment with other fonts and sizes if you like.
Press: V
Press: any key to return to the Titles menu
11. This is the end of this practice session. Select the Quit command and
then save your work:

Press: Q
Press: /FS
Press: Enter
Press: R

Note: The last graph you created is saved with the spreadsheet. Shortly, you'll
learn how to save more than one graph.

Checkpoint: Figure 5.17 shows the pie graph you created.
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Expenses June 21—-27, 1987

TRANSPORT (27%)

HOTEL (40%)

MEALS (19%)

ENTERTAN (14%)

Figure 6.17: A Pie Graph for the Allison Springs Expense Report

You used commands on the Graph menu to specify the spreadsheet data to
graph, select the type of graph, and add a title to the graph.

Customizing Your Graph

When you customize a graph, you change the defaults Quattro uses to
prepare the basic graph. For example, you can

m select different colors and patterns to represent the series values or slices
of a pie.

mchange the patterns used to display grids, or remove the gridlines
entirely.

madjust the scale on the y-axis and the tick marks on the x-axis of bar
graphs.

m explode, or offset, a pie slice for emphasis.
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To add finishing touches to the pie graph you created in the
previous practice session:

1. Change the percentages shown next to each slice to dollar amounts. Use
the Customize Pies Label Format command:

Press: /GCPL

Press: Down arrow to highlight $

Press: Enter

Press: Vto view the changes

Press: any key to return to the Customize Pies menu
2. Now explode the slice showing the entertainment total:

Press: £

Press: 3 to select the third slice

Press: £

Press: Vto view the change

Press: any key to return to the Explode menu
3. This is the end of this practice session. Select the Quit command and

then save your work:

Press: Q

Press: /FS

Press: Enter

Press: R

Checkpoint: Your graph should now look like the one shown in Figure
5.18.
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Expenses June 21—-27, 1987

TRANSPORT ($271 )

HOTEL ($402 )

MEALS ($189 )

ENTERTAN ($141 )

Figure 5.18: After Customizing a Graph
You made custom changes to the graph for the Allison Springs Expense
Report with commands on the Customize Pies menu. You used the Label

Format command to change percentages to dollar amounts and the
Explode command to pull out one of the slices from the pie.

Naming Your Graph

When you save your spreadsheet, Quattro automatically saves the last
graph you created. To create more than one graph with a spreadsheet,
simply give each graph a name. Then Quattro stores it with the
spreadsheet.

Named graphs are stored with the spreadsheet and can be displayed at any
time. When you redisplay the graph it will reflect any changes that have
been made to the spreadsheet data.

To store and redisplay your graph:

1. Store the current graph with the Graph Name Store command:
Press: /GNS
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Type: totals-pie
Press: Enter
Tip: You can use any graph name up to 15 characters.

The graph is stored and you are returned to the Graph menu. Now
create a second graph and store it. Select the Graph Type command:

Press: G

Press: R to select a Rotated Bar graph

Press: V

Press: any key
Tip: Quattro will use the current series values in the new graph. If you want
the new graph to plot different data you can select the Graph Series Values
command and specify new series values.

2. Store the second graph. From the Graph menu select the Name Store
command:

Press: NS

Type: totals-rotate

Press: Enter
Note: Each graph name must be unique. If the graph name already exists,
Quattro will overwrite the graph assigned to it.

3. Redisplay the pie chart with the Name Display command:
Press: ND
Press: Down arrow to highlight TOTALS-PIE
Press: Enter
4. You are returned to the Graph menu and now the pie chart is current
again. Select the View command:

Press: V
Press: any key

5. This is the end of this practice session. Save your work:

Press: Q
Press: /FS
Press: Enter
Press: R

Checkpoint: You used commands on the Graph Name menu to store and
retrieve named graphs. You stored the current graph (with the Name Store
command), created a new graph (with the Type of Graph command),
stored it (with the Name Store command) and then redisplayed the first
graph (with the Name Display command).
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Lesson 4 Summary

In Lesson 4 you learned about Quattro graphs. You created a basic pie
graph, selecting the series of values to graph and the labels to define the
values. You added a graph title and changed its font and size. You then
customized the graph, changing the way information is displayed. Finally,
you stored two versions of the graph with the spreadsheet.

The following table summarizes the tasks presented in Lesson 4:

Table 5.4: Tasks in Lesson 4

Task Action

Select a graph type Display the Graph menu (/G). Select the Graph
Tﬁrpe command and select a graph from the list
shown.

Select the data to graph  Display the Graph Series Values menu (/GS). For
each series of values you want the graph to
deFict, specify the block that contains those
values.

Use the 1st Series command to enter coordinates
for the first series of values, 2nd Series to enter
coordinates for the second series of values, and
so on uE to six series. Type the cell coordinates
or use the cell selector to point them out.

While there is no limit to the number of values
allowed in a series, a crowded graph can be
hard to read.

Add a title Display the Graph Titles menu (/GT). Select the
st Eine command and type a title for the graph.
Select the Font command to change the typeface
and the Size command to change the type size.

Change the layout Display the Graph Customize menu (/GC). To
change the graph color and patterns, use the
Colors command.

To change a pie graph, select the Pies command.

Store a graph Display the Graph Name menu (/GN). Select

with the spreadsheet the Store command to type a name for the
current graph. Select the Display command to
display a stored graph.

Update a graph Because Quattro stores graph settings and not a

“picture” of the graph with the spreadsheet, the
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graph is automatically updated when you
change the data in the spreadsheet.

View a graph Select the View command. The View command
'~ appears on most menus in the Graph menu
structure. Press any key to return to the menu.

If You’re Ready for More ...

For more information on any of the material covered here, see the Quattro
User’s Guide. In addition, the following sections of the User’s Guide contain
information related to this lesson:

u Chapter 8 “Building Graphs”

e Store a graph in a DOS file
o Change the colors and fill patterns
o Specify a different graph type for individual series of values

This is the end of Lesson 4. In Lesson 5 you will learn how to create macros.
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Lesson 5: Creating a Macro

Imagine that you have just inherited a large spreadsheet that contains 16
columns of numbers, all of different lengths. You want to add a formula at
the end of each column that totals the contents of the column. Will you
have to type separate formulas for each column? No. Not if you know how
to create a macro, that is.

A macro is a list of instructions for Quattro to carry out. When you invoke
the macro, Quattro follows the instructions exactly as you've listed them.
Thus, a macro accomplishes in one step what you normally accomplish in
several keystrokes or commands.

A macro can be as simple as a label entered into a cell, or as complicated as
an interactive program that guides users through Quattro.

In this lesson you will

m define a macro by recording keystrokes.
m try out the macro by executing it.

Recording a Macro

The simplest way to define a macro is to record it. When you record the
macro, Quattro makes a list of everything you type and every command
you select. This list is stored in a cell, just like other data.

When you create a macro you assign it

m a name. Each macro is given a name that’s added to a macro list for the
current spreadsheet. To run the macro, you select it from the macro list.

m a cell location. The best place to locate a macro is in a block to the right
and below the spreadsheet. In this position, there’s less danger of
accidentally deleting your macro when you edit the spreadsheet. If the
macro you're creating will write data into the current cell, be sure to
specify a macro location that’s different from the cell you're using to
record.

This practice session introduces the following terms and concepts:

O Record Mode. When you create a macro, you actually record it by
walking through the steps you want the macro to perform.
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O AIlt-F8. You start and stop recording a macro by holding down the Altkey
and pressing F8. The first time you press Alf-F8, Quattro asks you for the
name and location of the macro, then enters Record mode.

In this practice session you'll create a macro that enters a dashed line in the
current cell, moves to the cell below, and enters a formula to total the
column.

To create the macro:

1. Move to an empty cell and start the macro record process:

Move: to cell 120
Press: Alt-F8

2. Enter a name for the macro:

Type: lotal
Press: Enter

3. Enter the location for the macro:

Type: J20
Press: Enter

Note: Because this macro will enter data in the current cell, you must specify a
different location for storing the macro.

4. The RECORD indicator appears on the status line. Each key you press
will now be stored in cell J20 as a macro. Record the process for entering
a dashed line in a cell and moving to the cell below:
Type: \-
Press: <Down arrow>
5. Now create a formula that will add all the values in a column,
regardless of its length:
Type: @sum(
Press: Up arrow
Press: the period key (.)
Press: <End>
Press: Up arrow
Press: the close parenthesis key [ ) ]
Press: Enter

Tip: Eng-Up arrow moves the selector to the first filled-in cell in the block. Stop
the recording process:

Press: Alt-F8

The dashed line and formula are stored in cell J20 as a macro named
TOTAL. '

6. Erase the dashed line and formula you entered while creating this
macro:
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Move: to cell 120
Press: Del
Move: to cell 121
Press: Del

7. Now save your work:
Press: /FS

Press: Enter
Press: R

Checkpoint: You recorded your macro in cell J20. Your spreadsheet should
now look like the one shown in Figure 5.19.

| E F G H I ]

5

6 | TRANSPORT HOTEL ENTERTAIN MEALS  TOTAL

7 $89.00  $0.00 $10.00 9395 913595

8 $9.00  $67.00 $3250 91956  $128.06

9 $2755  $67.00 3000 $35.00 $12055

10 $1250  $67.00 $98.10  $4515 §222.75

11 $0.00  $67.00 %000 2425 99125

12 $0.00  $67.00 000  $2855  $95.55

13 $13300  $0.00 $0.00 $0.00  $133.00

14

%g $271.05 $33500  $140.60  $189.46  $936.11

17 ’

18

20 {down}@sum({up}.{end}{up})”™
20 \-{down} @sum({up}.{end}{up})
21 / -

22 Macro

23

24

| H20:TOTAL{cr} |

| 12-Oct-87 03:44 PM | NUM READY

Figure 5.19: Your Macro in cell J20

When you record a macro, the keys you press and the commands you select
are entered as special notations. The Up arrow key appears as {UP} and the
carriage return appears as a tilde (~).

Executing a Macro

To execute a recorded macro, you press the MACRO key (F8). A list of all
macros for the spreadsheet is displayed, and you can select one from the
list to execute it.
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In this practice session, you'll delete the totals from columns D and E of
your spreadsheet, then use the the macro you created in the last session to
reenter them. You also create a short column of numbers, then use the
macro to total them.

To practice using your TOTAL macro:

1. First, erase the dashed lines and formulas in cells D14..E15 with the
Block Erase command:

Move: to cell D14
Press: /BE

Press: the period key (.)
Press: Down arrow

Press: Right arrow

Press: Enter

2. Now, execute the macro:

Press: F8
Press: Enter

3. Execute the macro again for column E:

Move: to cell E14
Press: F8
Press: Enter

Note: Quattro adjusted the formula for the current column, just as it did when
you used the Block Copy command to copy the formula.

4. Now create two new columns of numbers to see how this macro works
for a column of any length:

Move: to cell B20
Press: 1 Down arrow
Press: 2 Down arrow
Press: 3 Down arrow
Press: 4 Down arrow
Press: 5 Down arrow

Note: The numbers are shown as dollars, since this is the default display
format. You could change the display format for the block (using the Block
Display Format command) to General or Fixed to display them simply as
digits.
Move to cell D20 and type a shorter column:

Move: to cell D20

Press: 1 Down arrow

Press: 2 Down arrow

Press: 3 Down arrow

5. Use the TOTAL macro to total the columns:
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Move: to cell B25
Press: F8

Press: Enter
Move: to cell D23
Press: F8

Press: Enter

Checkpoint: Your spreadsheet should now look like the one shown in
Figure 5.20.

LA B C D E F G|
7 |SUNDAY 06/21/87 SAN DIEGO $8900  $0.00 $1000  $36.95
8 |MONDAY 06/22/87 SAN DIEGO $9.00  $67.00 $050 91956
9 |TUESDAY 06/23/87 SAN DIEGO $2155  $67.00 000 $35.00
10{WEDNESDAY ~ 06/24/87 SAN DIEGO $1250  $67.00 $9810  $4515
11 |THURSDAY ~  06/25/87 SAN DIEGO 9000 967.00 000 $425
12| FRIDAY 06/26/87 SAN DIEGO $000  $67.00 000 $2855
13 SATURDAY ~ 06/27/87 SANJOSE $13300  $0.00 $0.00 $0.00
15 | TOTAL $27105  $335.00 $14060 918946
16

17

18

19

20 $1.00 $1.00

21 $2.00 $2.00

22 $3.00 $3.00

23 $4.00 E——

24 $5.00 $6.00

25 —_—

26 $15.00

[ B25:@SUM(B20..B24) |

[ 12-Oct-87 03:44 PM | READY

Figure 5.20: Invoking Macros

You executed the macro you created to work on both existing and new
columns of your spreadsheet. The macro entered dashed lines and totaled
figures in the column above the current cell. The totals for the new columns
included only those values you just entered, because there was at least one
blank cell between the new values and the figures above them.

Lesson 5 Summary

In Lesson 5 you learned about creating and executing a macro for a
spreadsheet. You created a simple macro and executed it.
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The following table summarizes the tasks presented in Lesson 5:

Table 5.5: Tasks in Lesson 5

Task

Action

Create a macro

To start recording a macro, press Alf-F8. Enter a
name for the macro. Enter the address of a cell
in which to store it.

Press the keys and select the commands
required to carry out the steps in the macro.

To stop recording the macro, press Alt-F8 again.

Execute a macro

If the macro enters data in the current cell, move
the selector to where you want the data entered.
Press the MACRO (F8) to display the macro list.
Highlight the macro you wnat to execute and
press Enter.

If You're Ready for More ...

For more information on any of the material covered here, see the Quattro
User’s Guide. In addition, the following sections of the User’s Guide contain
information related to this lesson:

m Chapter 12 “Using Macros”

o Create an “instant” macro that’s executed with the Altkey

o Use macro commands

o Test (“debug”) macros

o Create a macro that’'s executed automatically when you retrieve a

spreadsheet
o Delete macros

This is the end of Lesson 5. In Lesson 6 you will learn how to print a

spreadsheet and a graph.
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Lesson 6: Printing

In this lesson you will

m print the main part of your Allison Springs spreadsheet
m print the pie chart you created in Lesson 4

Note: In order to print graphs, your printer must have graphics capability.

Printing Your Spreadsheet

With Quattro, you can print a simple list of values from a spreadsheet, or
create a thorough, multi-page report, complete with headers, footers, and
borders.

In this session, you will print the main section of your spreadsheet. Because
it is wider than 76 characters, it will be printed on two pages, which you
can then tape together to see the full spreadsheet.

Note: Quattro assumes that you're using a parallel printer attached to your
computer’s first parallel port. It also assumes that your printer doesn’t have
automatic line feed and that it uses continuous-feed paper. If this is not the
case, you need to specify differences with the Default Hardware Text
Printer command. (See Chapter 5 of the Quattro User’s Guide for details.)

To print the Allison Springs Expense Report spreadsheet:

1. Make sure your printer is turned on and the paper in it properly
aligned.

2. Display the Print menu:
Press: /P

3. Specify the block of cells to print with the Block command:
Press: B

Type: A1.H15
Press: Enter

4. The Allison Springs spreadsheet has too many columns to fit on an
8.5x11 sheet of paper. Quattro will print as much as it can on the first
page, then print the rightmost columns on the next page. To make the
spreadsheet appear centered when you combine the pages, widen the
left margin with the Page Layout Margins & Length Left command:
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Press: PML
Type: 25
Press: Enter
Tip: The default left margin setting will return next time you use Quattro. To

permanently change the margin settings, select the Print Page Layout Update
command (/PPU).

. Now print the spreadsheet. Return to the Print menu and select the Go

command:

Press: Esc twice to return to the Print menu
Press: G

Note: If the printer is not turned on, or if there is another problem in printing
the report, Quattro will display a warning menu on the bottom line of the
screen. Correct the situation and then press any key to continue printing.

Tip: To interrupt printing, hold down Ctrl and press Break.

Checkpoint: You printed the Allison Springs Expense Report spreadsheet.
To make the printed spreadsheet more readable, you can tape the two
pages together (see Figure 5.21).

OO0 00000000 0ODO0OO0OO0OO0OD0ODOOO0OO0OO0
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EXPENSE REPORT FOR ALLISON SPRINGS
WEEK ENDING JUNE 27, 1987

DAY OF WEEK DATE LOCATION TRANSPORT  HOTEL  ENTERTAIN  MEALS TOTAL
SUNDAY 06/21/87 SAN DIEGO  $89.00 $0.00 $10.00 $36.95  $135.95
MONDAY 06/22/87 SAN DIEGO $9.00 $67.00 $32.50 $19.56  $128.06
TUESDAY 06/23/87 SAN DIEGO  $27.55 $67.00 $0.00 $35.00 $129.55
WEDNESDAY 06/24/87 SAN DIEGO  §$12.50 $67.00 $98.10 $45.15  $222.75
THURSDAY 06/25/87 SAN DIEGO $0.00 $67.00 $0.00 $24.25 $91.25
FRIDAY 06/26/87 SAN DIEGO $0.00 $67.00 $0.00 $28.55 $95.55
SATURDAY 06/27/87 SAN JOSE  $133.00 $67.00 $0.00 $0.00 $200.00
TOTAL $271.05  $402.00 $140.60 $189.46 $1,003.11

OO0 0000000000000 ODO0OOO0OO0OO0

Figure 5.21: Combining the Two Printed Pages
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Printing a Graph

Printing a graph is like printing a spreadsheet, except that you may need to
experiment a bit more to position the graph exactly the way you want it on
the page. If your printer does not have graphics capability, you will not be
able to complete this section.

This practice session introduces the following terms and commands:

O Printer Make, Model and Mode. Select your printer manufacturer and
model from lists Quattro provides. If relevant, Quattro will also prompt
you for the printer mode (dots per inch).

O Device connection indicates which port is used to connect the printer to
your computer.

O Serial Printer Information. If your printer is connected through a serial
port, Quattro uses the baud rate (data transmission speed, 110-19200),
parity (the error handling mechanism, odd or even) and stop bits (the
number of bits at the end of serial data, 1 or 2) determined by DOS. You
only need to specify this information if you haven’t yet used this printer
with your computer.

Before you can print a graph, you must specify information about your
printer. You only need to do this once. When you update the Quattro
configuration file (with the Graph Print Update command), your printer
specifications are stored within Quattro.

To specify information about your printer:

1. Display the Graph Print menu:
Press: /GP

2. Specify information for your primary graphics printer:
Press: P to select Printers
Press: 1 to select 1st Printer
Press: T to select Type of Printer
Press: Down arrow until your printer make is highlighted
Press: Enter
Press: Down arrow until your printer model is highlighted
Press: Enter
Press: Down arrow until the mode you want is highlighted
Press: Enter
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Note: If your exact printer make or model aren’t listed, select the one closest in
compatibility. If you're using a dot matrix printer, different dpi’s will be listed
as modes. You can use any dpi (dots per inch), but the higher the dpi, the better
the quality will be.
If you're using a serial printer or if your printer’s connected to other
than the first parallel port, you need to specify the device connection:

Press: D to select Device

Press: Down arrow to highlight your printer’s port

Press: Enter
Note: If you're using a serial printer, Quattro uses the baud rate, parity, and
stop bit settings determined by DOS. If you haven't used this printer with
DOS before, you may need to change these settings.

3. After setting your printer specifications, you need to store them with
Quattro:

Press: Esc twice to return to the Print menu
Press: U to select Update

Note: Once you've updated this information, there’s no need to enter it again,
unless you use a different printer.

Now that the printer specifications are set, you can print the graph.

To print the pie chart you created in Lesson 4:

1. Use the Graph Print Layout Orientation command to specify printing
the graph vertically instead of horizontally (the default):

Press: LO
Press: P to select Portrait (Vertical)

2. Begin printing:
Press: Esc
Press: G
Note: If Quattro can’t find the graph printing files, it can’t print your graph.
Be sure the files ending with .BGI are in the disk or directory indicated by your
default resource directory.

Tip: To interrupt printing before it’s complete, hold down the Ctrl key and press
Break.

This is the end of the last practice session in the tutorial. Before you quit
Quattro and return to DOS, you can:

Save this spreadsheet:

Press: Q to return to the spreadsheet
Press: /FS to select the File Save command
Press: A to save the latest changes
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Delete this spreadsheet:

Press: Q to return to the spreadsheet

Press: /E to erase the spreadsheet from the screen
Press: /FE to select the File Erase command
Press: Wto erase the worksheet (spreadsheet) file
Press: Down arrow to highlight EXPENSES.WKQ
Press: Enter to delete the spreadsheet

Press: Y to confirm

3. Quit Quattro and return to DOS:
Press: Q

Checkpoint: You set printer specifications (with the Printers command) for
your primary graphics printer. (If you are using a serial printer, you
specified port and possibly baud rate, parity and stop bit information as
well.) You used the Orientation command to position the graph vertically
on the page, then sent the graph to the printer with the Go command. The
graph you printed should look exactly like that in Figure 5.17.

Lesson 6 Summary

In Lesson 6 you learned about printing spreadsheets and graphs.

The following table summarizes the tasks presented in Lesson 6:

Table 5.6: Tasks in Lesson 6
Task ' Action

Print a spreadsheet Display the Print menu (/P). Use the Block
command to slgecify the part of the spreadsheet
to print. Use the Page Layout command to
specify how you want the spreadsheet layed out
on the page. Select the Go command to send the
spreadsheet to the printer.

Print a graph Display the Graph Print menu (/GP). If you
haven't already, use the Printers command to set
printer specifications. Use the Layout command
to position the graph on the page. Use the Go
command to send the graph to the printer.
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If You’re Ready for More ...

For more information on any of the material covered here, see the Quattro
User’s Guide. In addition, the following sections of the User’s Guide contain
information related to this lesson:

m Chapter 7 “Printing”

o Add text to be printed as headers and/or footers on each page
e Print row or column headings on each page
e Use setup strings to send commands to your printer, for example, to
produce compressed or letter-quality printing
u Chapter 8 “Building Graphs”

o Print more than one graph on a page
¢ Change the position of a graph on the page
o Change the colors used to print the graph on a color printer or plotter

This is the end of Lesson 6 and the tutorial.

Congratulations! You have finished practicing all the basic Quattro features.
You should now be able to build your own simple spreadsheet.

From here, you should go to the Quattro User’s Guide for detailed
information on each of the areas covered here, as well as much other
information not touched upon by this tutorial. Once you feel secure with
your knowledge of Quattro, you can use the Quattro Reference Guide to look
up the basic procedures for most Quattro operations. The Reference Guide
also includes detailed information about @functions, macro commands,
and menu-equivalent commands.

For assistance while you're working with Quattro, you can also use the
HELP key F1. This key accesses Quattro’s extensive context-sensitive help
system, which displays information on your screen about what you're
doing.
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Glossary

address—the location of a cell in a spreadsheet, defined by the letter of its
column followed by the number of its row. For example, C5 is the address
of the cell in column C and row 5.

block—any rectangular group of cells, indicated by the addresses of the
top-left and bottom-right cells.

borders—the lettered row at the top of the spreadsheet and the numbered
column to the left that are used to identify cell addresses.

cell—a box in the spreadsheet used to enter data. A spreadsheet is made up
of thousands of cells, ordered by rows and columns.

cell selector—the highlighted rectangle that indicates the current cell.

coordinates—the two points of reference that define a cell or block. The
address of a cell is the letter of the column followed by the number of the
row containing it. The coordinates of a block are the addresses of the top-
left and bottom-right cells in the block.

database—an organized collection of information. In Quattro, a database is
organized as rows, or records, of information, divided into separate
columns, or fields.

default—a standard setting used when none other is specified. For
example, the default column width is nine. You can change a default value
temporarily or permanently. And you can depart from the default value for
specified areas of the spreadsheet (for example, changing the width of an
individual column).
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descriptor line—the line on which information about the current cell (and
any error messages) are displayed. Initially, this is the second line from the
bottom of the screen. You can optionally move it to the top of the screen.

direction keys—keys on the numeric keypad (on the right side of the
keyboard) used to move the cursor or cell selector.

directory—a section of a disk created with the DOS MKDIR or MD
command. Sometimes directories are further broken down into
subdirectories.

display format—the format in which a value is displayed.
DOS—the computer operating system required in order to run Quattro.

field—a category of information in a database. In a Quattro database, fields
are set up as columns of information.

file—a section of a disk used to store data.

floppy-drive system—a computer that in lieu of a hard disk has two
floppy-disk drives used to write and read files from a floppy disk.

frozen titles—columns and/or rows that have been fixed on the screen.
They remain in place even when the rest of the spreadsheet is scrolled.

function—one of a set of special commands that can be entered in a
spreadsheet cell, either alone or within a formula. They perform advanced
calculations and provide the resulting value. Also called @functions,
because they all begin with an @.

function keys—the keys labeled F1 through F10 at the top or left of the
keyboard, used to perform special Quattro functions.

hard disk—part of a computer used to store data in files.

hardware—the physical equipment used to run Quattro: your computer,
disk drivers, screen, and printer.

headings—a column and/or row that contains text defining data below or
to the right.

input line—the line above the spreadsheet used to display data when you
enter or edit it. It's also used for menu descriptions and system prompts.

label—any textual cell entry.

label-prefix character—a character preceding a label entry that indicates
how to align the entry. A single quote (') aligns a label entry left, a double
quote () aligns it right, and a caret (*) centers it.

macro—a sequence of keystrokes and/or commands that are recorded and
stored in a spreadsheet and that can be executed automatically.
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macro commands—a set of special commands that can be used within
macros.

menu-equivalent commands—special commands that correspond to menu
items, used in macros and command history transcripts.

operating system—the base software your computer uses to run other
programs. For example, Quattro requires DOS as a base in order to run.

operator—a mathematical symbol used in a formula to express a
relationship between two values. For example, in the formula A6 + 10 / B2,
both + and / are operators.

plotter—a computer printing device that uses interchangeable colored ink
jets, or pins, to print multicolored text and graphs.

pointing—the method of indicating a cell block by moving the cell selector
to its coordinates.

protection—a security function that prevents the contents of a cell block or
the entire spreadsheet from being changed.

RAM (random-access memory)—a temporary storage area within your
computer, used for storing your work until you save it to disk.

recalculation—the act of calculating formulas in a spreadsheet.

record (n.)—a set of information in a database. In a Quattro database,
records are rows of data.

resolution—the number of pixels used by a screen to display graphics and
text. The greater the resolution, the sharper the screen display is.

series — a series of values plotted as a group on a graph.

status line—the bottom line of the spreadsheet screen, showing date, time,
spreadsheet mode, and any status conditions.

value—any numeric value in the spreadsheet, entered either as a number, a
date, or a formula that calculates a number.

window—the part of the spreadsheet screen used to view data. You can
open a second window in Quattro, and use it to view a different part of
your spreadsheet.

x-axis—the horizontal line at the bottom of a graph, used to plot values.

y-axis—the vertical line at the left of a graph, used to plot values.
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123.ALT 26
loading 26

123.RSC 26
loading 26
menu trees 25

@ functions 61

A
adjusting headings 42
autoload file 29

automatic retrieving of spreadsheets
29

B

backing up disks 11
backslash command 65
beginning users 15
black and white monitor 8
block to search 72
Borland

contacting for help 3
Borland-style

confirmation

prompts 30

C

Caps Lock key 41
cell(s) 19
address 39
pointing out 55
selector 19
moving 41, 51
changing column width 43
choice lists 5
column width
changing 43, 51
COMMAND.COM
copying 12
commas 58
confirm options 30
Borland-style 30
Lotus 1-2-3 30
confirmation prompts 30
copy protection
versus Lotus 1-2-3 24
copying
COMMAND.COM 12
data 54, 55, 69
files toI/O 10
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creating spreadsheet headings 40
currency 65

D

dashed lines 65
data
copying 54, 55, 69
entering 54
database 71
field names 16, 72
fields 16, 71
records 16, 71, 72
searching 71, 78
setting up 78
sorting 75, 78
dates 54
entering 24, 55, 68
defaults 44
descriptor line 40
positioning 28
direction keys 19
disks 8
backing up 11
floppy 10
formatting 11
hard 10
display format 65
currency 65, 68
dollar signs 58
DOS 8
accessing 11

E

EDIT key (F2) 44
editing 16
entering
data 54
dates 24
information in spreadsheet 19
labels 41
equipment required
DOS 8
graphics card 8
RAM 8
screen 8
error message 19
exiting
Help 19
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Quattro 21
extension
file-name 28

F
field(s) 16, 71
names 16, 72
file(s)
autoload 29
compatibility
with Lotus 1-2-3 24
importing 6
name 21
extension 28, 49
README 10
retrieving 21, 50
sample spreadsheet 36
saving 21, 49, 52
floppy disks 9
floppy-drive system 11
formatting work disks 11
loading Quattro 38
font 81
format
display 65
formatting work disks 11
formula criterion 72
formula(s) 55
entering 60, 61, 68
freezing titles 65, 66, 69
function keys 44
templates 8
functions 6

G
GOTO key (F5) 44
graphics
card 8
printer 8
graphs 16, 79
colors 83
creating 79
customizing 83
displaying 85
font 81
grids 83
layout 87
naming 85, 87
pie 80

Index

pie chart
exploding 83

printing 97, 99

saving 85, 87

scale 83

selecting a type 87

series values 80, 87

storing 85, 87

tick marks 83

titles 80, 87

types of 17

updating 87

versus Lotus 1-2-3 24

viewing 88

x-axis labels 80, 81

y-axis values 80

H

hard disk 13
copying files to 10
help access method 10
1I/010
loading Quattro 38
reverting to after floppy
installation 13
headings
adjusting 42
aligning 47, 52
creating 40
help
access method 10
displaying 19
exiting 19
files 9
on-line 5
Help key (F1) 19

I

importing files 6

input line 19, 39

installation '
for floppy-drive systems 13
versus Lotus 1-2-3 23

K

keystroke macro
recording 30
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L

label(s) 41, 55
aligning 47, 52
editing 51
entering 41, 51
prefix character 47
loading
123.ALT 26
123.RSC 26
Quattro 18, 38, 51
with floppy-drive system 18, 38
with hard disk 18, 38
Lotus 1-2-3
compatibility defaults 27
confirmation prompts 30
differences between Quattro and
23
loading compatible defaults 25
running 1-2-3 macros on Quattro
27,32

M

MACRO key (F8) 91
macros 6
creating 89, 94
debugging
versus Lotus 1-2-3 24
executing 91, 94
Quattro versus Lotus 1-2-3 31
recording 30, 89, 94
running 1-2-3 macros 27, 32
running on Lotus 1-2-3 25
versus Lotus 1-2-3 24
Menu Builder 6, 25, 27
menu trees
123.ALT
loading 26
123.RSC
loading 25, 26
alternate 26
switching to alternate 27
menu-equivalent commands 31
menus
pop-up 5
remembering last command 29
using 20, 43, 51
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N

Num Lock key 41

number(s) 55
currency 65, 68
entering 57, 68

o

on-line help 5
operating system

accessing 11
operators 60
options—confirming 30
output block 72

P
pie graph 80
pointing 5, 55, 69
pop-up menus 5
positioning the descriptor line 28
prefix character and labels 47
printer 8
graphics 8
device connection 97
make, model, and mode 97
serial 97
printing
graphs 97, 99
spreadsheets 95, 99
prompts for confirmation 30

Q

Quattro
and Lotus 1-2-3 users 23

default commands 44

disks 8

exiting 21, 50, 52

for the beginner 15

getting help 19

installing for floppy-drive systems

13

loading 18, 38, 51
with floppy-drive system 18, 38
with hard disk 18, 38

package 8

using menus 20

versus Lotus 1-2-3 23
compatibility 27
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compatible defaults 25
querying a database See: searching

R

RAM 8
README file 10
recalculation 16
verses Lotus 1-2-3 24
recording
macros 89
keystroke 31
logical 31
records 16, 72
remembering last command See:
menus
retrieving spreadsheets 20, 52
automatically 29
row—inserting 68
running 1-2-3 macros 27

S

saving spreadsheets 49
screens 8
black and white monitor 8
search criteria 72
searching 6
block to search 72
criteria 72
formula criterion 72
output block 72
selector—moving 51
series of values 80
shortcuts 5
sort
directions 76
key 75
sorting 6
spreadsheets 15
creating headings 40
editing 16
entering information 19

Index

erasing 52
graphs 16
making changes to 64
printing 95, 99
recalculation 16
retrieving 20, 52
retrieving automatically 29
saving 20, 49, 50, 52
scrolling 39
size 15
titles 65, 66, 69
window 39

status line 40

switching to alternate menu tree 27

T

templates
function key 8
text printer 8
titles
freezing 65, 69
graph 80, 87
spreadsheet 65, 69
freezing 66
Transcript 25
types of graphs 17

U

using menus 20, 43

\"

values 60

X

x-axis labels 80, 81

Y

y-axis values 80

Z

zoom box 19
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Borland
Software

BORLAND

INTERNATIONAL 4585 Scotts Valley Drive, Scotts Valley, CA 95066

Available at better dealers nationwide.
To order by credit card, call (800) 255-8008; CA (800) 742-1133;
CANADA (800) 237-1136.



* THE DESKTOP

- SIDEKICK: "tectize

Whether you’re running WordStar,” Lotus,” dBASE,®
or any other program, SideKick puts all these desktop
accessories at your fingertips—instantly!

A tull-screen WordStar-like Editor to jot A Monthly Calendar from 1901 through
down notes and edit files up to 25 pages 2099.

long. Appointment Calendar to remind you
A Phone Directory for names, addresses, of important meetings and appointments.

and telephone numbers. Finding a name or a

number s a snap. A full-featured Calculator ideal for

business use. It also performs decimal
An Autodialer for all your phone calls. It will to hexadecimal to binary conversions.

look up and dial telephone numbers for you.
(A modem is required to use this function.) An ASCH Table for easy reference.

All the SideKick windows stacked up over Lotus 1-2-3° Here's SideKick running over Lotus 1-2-3. In the
From bottom to top: SideKick's “Menu Window,” ASCI SideKick Notepad you'll notice data tha’s been imported
Table, Notepad, Calculator, Appointment Calendar, Monthly directly from the Lotus screen. In the upper right you can
Calendar, and Phone Dialer. see the Cglculatm
The Critics’ Choice

“In a simple, beautiful implementation of WordStar's “SideKick is by far the best we've seen. it is also
block copy commands, SideKick can transport all the least expensive.” .
or any part of the display screen (even an area —Ron Mansfield, ENTREPRENEUR
overlaid by the notepad display) to the notepad.” " I .

—_Charles Petzold, PC MAGAZINE If you use a PC, get SideKick. You'll soon become

dependent on it.”

“SideKick deserves a place in every PC.” —Jerry Pournelle, BYTE

—@Gary Ray, PC WEEK
Suggested Retail Price: $84.95 (not copy protected)

Minimum system configuration: IBM PC, XT, AT, PCjr and true compatibles. PC-DOS (MS-D0S) 2.0 or greater. 128K RAM. One disk
drive. A Hayes-compatible modem, 1BM PCjr internal modem, or AT&T Modem 4000 is required for the autodialer function.

SideKick is a registered trademark of Borland nternational, Inc. dBASE is a registered trademark of

EX Ashton-Tate. IBM, XT, AT, and PCjr are registered trademarks of International Business Machines Corp.
= AT&T is a registered trademark of American Telephone & Telegraph Company. Lotus and 1-2-3 are
INTERNATIONA n istered ks of Lotus Develop! Corp. WordStar is a registered trademark of MicroPro

g
International Corp. Hayes is a trademark of Hayes Micri puter Products, Inc.
Copyright 1987 Borland International BOR0D060C




SUPEBKEY- m: pronucrmm

RAM-resident
Increased productivity for IBM°PCs or compatibles

SuperKey’s simple macros are electronic shortcuts to success.
By letting you reduce a lengthy paragraph into a single keystroke
of your choice, SuperKey eliminates repetition.

SuperKey turns 1,000 keystrokes into 1!
Superkey can record lengthy keystroke sequences and play them back at the touch of a single key.
instantly. Like magic.

In fact, with SuperKey’s simple macros, you can turn “Dear Customer: Thank you for your inquiry.
We are pleased to let you know that shipment will be made within 24 hours. Sincerely,” into the
one keystroke of your choice! ‘

SuperKey keeps your confidential files—confidentiall
Without encryption, your files are open secrets. Anyone can walk up to your PC and read your
confidential files (tax returns, business plans, customer lists, personal letters, etc.).

With SuperKey you can encrypt any file, even while running another program. As long as you keep
the password secret, only you can decode your file cotrectly. SuperKey aIso implements the U.S.
government Data Encryption Standard (DES).

M RAM resident—accepts new macro files ™ Keyboard buffer increases 16 character
even while running other programs keyboard “type-ahead” buffer to 128

& Pull-down menus characters

™ Superfast file encryption & Real-time delay causes macro playback

& Choice of two encryption schemes to pause for specified interval

@ On-line context-sensitive help & Transparent display macros allow

& One-finger mode reduces key creation of menus on top of application
commands to single keystroke o pDrograms f _ )

™ Screen OFF/ON blanks out and restores ,.f?;:dgpgf fcgria%rlgl?tﬁgﬁjnstml using
screen to protect against “burn in’ & Command stack recalls last 256

o E:;tti)écl)la?(; complete reorganization of characters entered

Suggested Retail Price: $99.95 (not copy protected)

Minimum system configuration: IBM PC, XT, AT, PCjr, and true compatibles. PC-DOS (MS-DOS)
2.0 or greater. 128K RAM. One disk drive.

a .
= BORLAND SuperKey is a registered trademark of Borland International, Inc. IBM, XT, AT, and PCjr are
= registered trademarks of International Business Machines Corp. MS-DOS is a registered

INTERNATIONAL trademark of Microsoft Corp. BOR 0062C



If you use an IBM® PC, you need

Lightnin

Turbo Lightning teams up
with the Random House
Concise Word List to
check your spelling as
you type!

Turbo Lightning, using the
80,000-word Random House
Dictionary, checks your spelling
as you type. If you misspell a
word, it alerts you with a
“beep.” At the touch of a key,
Turbo Lightning opens a
window on top of your
application program and
suggests the correct spelling.
Just press one key and the
misspelled word is instantly
replaced with the correct word.

Turbo Lightning works
hand-in-hand with the
Random House Thesaurus
to give you instant access
to synonyms

Turbo Lightning lets you
choose just the right word from
a list of alternates, so you
don't say the same thing the
same way every time. Once
Turbo Lightning opens the
Thesaurus window, you see a
list of alternate words; select
the word you want, press
ENTER and your new word will
instantly replace the original
word. Pure magic!

If you ever write a
word, think a word, or
say a word, you need
Turbo Lightning

The Turbo Lightning Thesaurus

Suggested Retail Price: $99.95 (not copy protected)

o

®

You can teach Turbo
Lightning new words

You can teach your new Turbo
Lightning your name, business
associates’ names, street
names, addresses, correct
capitalizations, and any
specialized words you use
frequently. Teach Turbo
Lightning once, and it

knows forever.

Turbo Lightning is the
engine that powers
Borland’s Turbo Lightning
Library®

Turbo Lightning brings
electronic power to the
Random House Concise Word
List and Random House
Thesaurus. They're at your
fingertips—even while you're
running other programs. Turbo
Lightning wilt also “drive”
soon-to-be-released
encyclopedias, extended
thesauruses, specialized
dictionaries, and many other
popular reference works. You
get a head start with this

first volume in the Turbo
Lightning Library.

Minimum system configuration: IBM PC, XT, AT, PCjr, and true compatibles with 2 floppy disk drives. PC-DOS (MS-DOS) 2.0 or greater.

256K RAM. Hard disk recommended.

5 BORLAND

INTERNATIONAL

Turbo Lightning and Turbo Lightning Library are registered trademarks of Borland International, Inc.
IBM, XT, AT, and PCir are registered lrademarks of International Business Machines Corp. Random
House is a registered trademark of Random House, Inc. Copyright 1987 Borland International

BOR 0070B



Your Development Toolbox and Technical Reference Manual for Turbo Lightning®

L I & H T N | N &

I'! I'I ™

Lightning Word Wizard includes complete, commented Turbo
Pascal® source code and all the technical information you’ll
need to understand and work with Turbo Lightning’s “engine.”
More than 20 fully documented Turbo Pascal procedures
reveal powerful Turbo Lightning engine calls. Harness the full power
of the complete and authoritative Random House® Concise
Word List and Random House Thesaurus.

Turbo Lightning’s “Reference The ultimate collection of word
Manual” games and crossword solvers!

Developers can use the versatile on-line The excitement, challenge, competition,
examples to harness Turbo Lightning's and education of four games and three

power to do rapid word searches. Lightning  solver utilities—puzzles, scrambles, spell-

Word Wizard is the forerunner of the data- searches, synonym-seekings, hidden words,

base access systems that will incorporate crossword solutions, and more. You and

and engineer the Turbo Lightning Library® your friends {up to four people total) can

of electronic reference works. set the difficulty level and contest the high-
speed smarts of Lightning Word Wizard!

Turbo Lightning—Critics’ Choice
“Lightning’s good enough to make programmers and users cheer, executives of other

software companies weep.” Jim Seymour, PC Week
“The real future of Lightning clearly lies not with the spelling checker-and thesaurus currently
included, but with other uses of its powerful look-up engine.” Ted Silveira, Profiles
“This newest product from Borland has it all.” Don Roy, Computing Now!

Minimum system configuration: IBM PC, XT, AT, PCjr, Portable, and true compatibles. 256K RAM minimum. PC-DOS (MS-DOS) 2.0
or greater. Turbo Lightning software required. Optional—Turbo Pascal 3.0 or greater to edit and compile Turbo Pascal source code.

% LAND Suggested Retail Price: $69.95

INTERNATIONAL (not copy protected)

Turbo Pascal, Turbo Lightning and Turbo Lightning Library are registered trademarks and Lightning Word Wizard is a trademark of Borland Interational, Inc. Random
House is a registered trademark of Random House, Inc. IBM, XT, AT, and PCir are registered trademarks of International Business Machines Corp. MS-DOS is a
registered trademark of Microsoft Corp. Copyright 1987 Borland International BOR0087B



BEFLEN.: iaea

The high-performance database manager
that’s so advanced it’s easy to use!

Lets you organize, analyze and report information faster than ever before! If you manage mailing lists,
customer files, or even your company’s budgets—Reflex is the database manager for you!

Reflex is the acclaimed, high-performance database manager you've been waiting for. Reflex extends
database management with business graphics. Because a picture is often worth a 1000 words, Reflex
lets you extract critical information buried in mountains of data. With Reflex, when you look, you see.

The REPORT VIEW allows you to generate everything from mailing labels to sophisticated reports.
You can use database files created with Reflex or transferred from Lotus 1-2-32 dBASE?® PFS: File?
and other applications.

Reflex: The Critics’ Chaice

“.. . if you use a PC, you should know about Reflex . . . may be the best bargain in software today.”
‘ Jerry Pournelle, BYTE
“Everyone agrees that Reflex is the best-looking database they've ever seen.”
Adam B. Green, InfoWorld

“The next generation of software has officially arrived.” Peter Norton, PC Week

Reflex: don’t use your PC without it!

Join hundreds of thousands of enthusiastic Reflex users and experience the power and ease of use of
Borland’s award-winning Reflex.

Suggested Retail Price: $149.95 (not copy protected)

Minimum system configuration: IBM PC, XT, AT, and true compatibles. 384K RAM minimum. IBM Color Graphics Adapter, Hercules
Monochrome Graphics CArd, or equivalent. PC-D0OS (MS-D0S) 2.0 or greater. Hard disk and mouse optional. Lotus 1-2-3, dBASE,
or PFS: File optional.

Reflex is a trademark of Borland/Analytica Inc. Lotus 1-2-3 is a registered trademark of Lotus
a Development Corporation. dBASE is a registered trademark of Ashton-Tate. PFS: File is a
= == BORLA“D registered trademark of Software Publishing Corporation. [BM, XT, AT, and IBM Color Graphics
= Adapter are registered trademarks of International Business Machines Corporation. Hercules
INTERNATIONAL " Graphics Card is a trademark of Hercules Computer Technology. MS-DOS is a registered
. frademark of Microsoft Corp. Copyright 1987 Borland International BOR 0066C



”f’ ‘f”: THE WORKSHOP

Includes 22 “instant templates” covering a broad range of
business applications (listed below). Also shows you how to
customize databases, graphs, crosstabs, and reports. It’s an invaluable
analytical tool and an important addition to another one of
our best sellers, Reflex: The Database Manager.

Fast-start tutorial examples:

Learn Reflex® as you work with practical business applications. The Reflex Workshop Disk supplies
databases and reports large enough to illustrate the power and variety of Reflex features. Instructions in each
Reflex Workshop chapter take you through a step-by-step analysis of sample data. You then follow simple
steps to adapt the files to your own needs.

22 practical business applications:
Workshop’s 22 “instant templates” give you a wide range of analytical tools:

Administration * Tracking Manufacturing Quality Assurance
« Scheduling Appointments * Analyzing Product Costs

> Planning Conlerence Faciities Accounting and Financial Planning

¢ Managing a Project )
. : i * Tracking Petty Cash
Crealing a Maiing System * Entering Purchase Orders

* Managing Employment Applications * Organizing Outgoing Purchase Orders

Sales and Marketing « Analyzing Accounts Receivable

« Researching Store Check Inventory * Maintaining Letters of Credit

« Tracking Sales Leads * Reporting Business Expenses

¢ Summarizing Sales Trends » Managing Debits and Credits

¢ Analyzing Trends * Examining Leased Inventory Trends

. . Tracking Fixed Assets
Production and Operations Planning Commercial Real Estate Investment
o Summarizing Repair Turnaround

Whether you're a newcomer learning Reflex basics or an experienced “power user” looking for tips, Reflex:
The Workshop will help you quickly become an expert database analyst.

Minimum system configuration: IBM PC, AT, and XT, and true compal:bies. PC-DOS (MS-DOS) 2.0 or greater. 384K RAM minimum. Requires Reflex:
The Database Manager, and IBM Color Graphics Adapter, Hercules Monochrome Graphics Card or equivalent.

= BORLAND Suggested Retail Price: $69.95

INTERNATIONAL (not copy protected)

i

Reflex is a registered trademark and Reflex: The Workshop is a trademark of Borland/Analytica, Inc. IBM, AT, and XT are registered trademarks of International Business
Machines Corp. Hercules is a trademark of Hercules Computer Technology. MS-DOS is a registered trademark of Microsoft Corp. Copyright 1987 Boriand International
BOR 00888



TURBO PASGAL

VERSION 4.0

Turbo Pascal 4.0 has all the features

Turbo Pascal 4.0 has all the features of Turbo
Pascal 3.0, plus an amazing compilation speed of
27,000 lines per minute,* support for programs
larger than 64K, a library of powerful standard
units, separate compilation, and much more.

The single-pass, native code compiler offers
improved code generation, smart linking to remove
unused code from your programs, built-in project
management, separate compilation using units, out-
put screen saved in a window, MAP files for use
with standard debuggers, a command-line version
of the compiler and MAKE utility, and built-in sup-
port for 8087,/80287,/80387 math coprocessors.

All these advanced features, plus the integrated
programming environment, online help, and
Borland's famous pull-down menus, make Turbo
Pascal 4.0 the high-speed, high-performance devel-
opment tool every programmer hopes for.

Built-in editor

An improved, full-screen editor for editing, compil-
ing, and finding and correcting errors from inside
the integrated development environment. Supports
25, 43, and 50 lines per screen, tabs, colors, and
new command installation.

Interactive error detection

The compiler instantly locates errors, automatically
activates the editor, and shows you the location of
the error in the source code.

Pick list
Lets you pick a file from a list of the last eight files
loaded into the editor and opens it at the exact spot

where you last edited the file. It even remembers
your last search string and search options.

Free MicroCalc spreadsheet

A new and improved version of the full-fledged
spreadsheet included on your Turbo Pascal disk,
absolutely free! You get the complete, revised
source code, ready to compile and run.

Compatibility with Turbo Pascal 3.0

A conversion program and compatibility units help
you convert all your 3.0 programs to 4.0.

Other Technical Features:

o Several powerful standard units (System Dos,
Crt, and Graph)

o Device-independent graphics support for CGA,
MCGA, EGA, VGA, Hercules, AT&T 6300, and
IBM 3270 PC

o Extended data types, including Longint

o Optional range- and stack-checking; short-circuit
Boolean expression evaluation

o Support for inline statements, inline macros, and
powerful assembly language interface

o Faster software-only floating point; toggle switch
for 80x87 support including Single, Double,
Extended, and Comp IEEE reals (with numeric
€Oprocessor)

o Automatic execution of initialization and exit
code for each unit

o Nested include files up to 8 levels deep, includ-
ing main module and units

o Operating system calls and interrupts

o Interrupt procedure support for ISRs

o Variable and value typecasting

o Shell to DOS transfer

Minimum system requirements: For the IBM PS/2™ and the IBM® and

Compaq® families of personal computers and all 100% compatibles. Inte-

grated environment: 384K; command line: 256K; one floppy drive.
*Run on an 8MHz IBM AT

Suggested retail price $99.95
(not copy protected)
All Borfand products are trademarks or registered trademarks of Borland international, Inc.

Other brand and product names are or registered of their respective
holders. Copyright ©1987 Borland International, Inc. BOR 0506




TURBD PRSGAL

TOGLBOXES AND DEVEOPER'S LIBRARY

An unsurpassed collection of TURBO
PASCAL TOOLS that make you the
expert, now upgraded to Version 4.0!

Turbo Pascal Tutor:

For both the novice programmer and the profes-
sional. Everything you need to write a simple pro-
gram or handle advanced concepts like using
assembly language routines with your Turbo Pascal
programs. The programmer’s guide covers the fine
points of Turbo Pascal programming with lots of
examples; and on accompanying disk gives you all
the source code. A real education for just $69.95!

Turbo Pascal Editor Toolbox:

Everything you need to build your own custom
text editor or word processor including easy-to-
install modules, source code and plenty of know-
how. Includes all the popular features like word-
wrap, auto indent, find/replace. Just $99.95!

Turbo Pascal Database Toolbox:

A complete library of Pascal procedures that let
you sort and search your data and build powerful
applications. Includes Turbo Access files that use
B+ trees to organize and search your data, and
Turbo Sort to sort it. GINST even gets your pro-
grams up and running on other terminals! Includes
a free database that you can use as is or modify to
suit your needs. Just $99.95!

Turbo Pascal Graphix Toolbox:

Gives you all the high-resolution graphics and
graphic window management capabilities you need,
with tools to draw and hatch pie charts, bar charts,
circles, rectangles and a full range of geometric
shapes. Save and restore graphic images to and
from disk, plot precise curves, and create anima-
tion.* All for just $99.95!

Turbo Pascal GameWorks:

Secrets and strategies of the masters with easy-
to-understand examples that teach you how to
quickly create your own computer games using
Turbo Pascal. For instant excitement, play the three
great computer games included on disk—Turbo
Chess, Turbo Bridge and Turbo Go-Moku. They're
all compiled and ready to run. Just $99.95!

Turbo Pascal Numerical
Methods Toolbox:

All the state-of-the-art applied mathematical
tools you'll ever need. A collection of Turbo Pascal
mathematical routines and programs and ten inde-
pendent modules that you can easily adapt to dif-
ferent programs. Gives you the kind of mathemati-
cal routines IMSL® and NAG libraries provide for
FORTRAN. Complete with sample programs and
source code for each module. All for just $99.95!

Buy them separately or get The
Developer’s Library, which includes
all six, for just $395 suggested retail
price! Not copy protected!

System Requirements: For the IBM PS/2" and the IBM® and Compag®
families of personal computers and all 100% compatibles.

Operating System: PC-DOS (MS-DOS) 2.0 or later.

*Turbo Pascal Graphix Toolbox also requires one of the following
graphics adapters: CGA, EGA, Hercules, or [BM 3270.

All Borland products are trademarks or registered tradernarks of Borland International, Inc.

Borland Turbo Toolbox® products. Other brand and product name are trademarks or regis-

tered trademarks of their respective holders. Copyright ©1987 Borland International, Inc.
BOR 0486



the natural language of Artificial Infelligence

Turbo Prolog brings fifth-generation supercomputer
power to your IBM°PC! |

Turbo Prolog takes
programming into a new,
natural, and logical
environment

With Turbo Prolog,

because of its natural,

logical approach, both

people new to programming
and professional programmers
can build powerful applica-
tions such as expert systems,
customized knowledge

bases, natural language
interfaces, and smart
information management systems.

Turbo Prolog is a declarative language which
uses deductive reasoning to solve
programming problems.

Turbo Prolog’s development system
includes:

O A complete Prolog compiler that is a variation
of the Clocksin and Mellish Edinburgh
standard Prolog.

O A full-screen interactive editor.

O Support for both graphic and text windows.

O All the tools that let you build your own
expert systems and Al applications with
unprecedented ease.
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Turbo Prolog provides
a fully integrated pro-
gramming environment
like Borland’s Turbo
Pascal® the de facto
worldwide standard.

You get the
complete Turbo

¢ Prolog programming
| system

You get the 200-page
" manual you're holding,
oftware that includes
he lightning-fast Turbo
Prolog six-pass
compiler and interactive editor, and the
free GeoBase natural query language
database, which includes commented
source code on disk, ready to compile.
(GeoBase is a complete database designed
and developed around U.S. geography.
You can modify it or use it “as is.”)

Minimum system configuration: IBM PC, XT, AT, Portable, 3270, PCjr
and true compatibles. PC-DOS (MS-DOS) 2.0 or later. 384K RAM
minimum.

Suggested Retail Price: $99.95
(not copy protected)

Turbo Prolog is a trademark and Turbo Pascal is a registered trademark of Borland International, Inc.
IBM, AT, XT, and PCjr are registered trad of Ir ional Business Machines Corp. MS-DOS is a
registered trademark of Microsoft Corp. Copyright 1987 Borland International BOR 0016D




TURBO PROLOG
- TODLBOX

Enhances Turbo Prolog with more than 80 tools
and over 8,000 lines of source code

Turbo Prolog, the natural language of Artificial Intelligence, is the
most popular Al package in the world with more than 100,000 users.
Our new Turbo Prolog Toolbox extends its possibilities.

The Turbo Prolog Toolbox enhances Turbo Prolog—our 5th-generation computer programming
language that brings supercomputer power to your IBM PC and compatibles—with its more than 80
tools and over 8,000 lines of source code that can be incorporated into your programs, quite easily.

Turbo Prolog Toolbox features include:
Business graphics generation: boxes, circles, ellipses, bar charts, pie charts, scaled graphics
Complete communications package: supports XModem protocol
File transfers from Reflex® dBASE I11,° Lotus 1-2-3,° Symphony®
A unique parser generator: construct your own compiler or query language
Sophisticated user-interface design tools
40 example programs
Easy-to-use screen editor: design your screen layout and 1/0
Calculated fields definition
Over 8,000 lines of source code you can incorporate into your own programs

] [ [ ] ] ] ] &R

Suggested Retail Price: $99.95 (not copy protected)

Minimum system configuration: IBM PC, XT, AT or true compatibles. PC-DOS (MS-DOS) 2.0 or fater. Requires Turbo Prolog 1.10
or higher. Dual-floppy disk drive or hard disk. 512K.

Turbo Prolog Toolbox and Turbo Prolog are trademarks of Borland International, inc. Reflex
is a registered trademark of Borland/Analytica, Inc. dBASE Hli is a registered trademark of

2
= = BORLA“D Ashton-Tate. Lotus 1-2-3 and Symphony are registered trademarks of Lotus Development
= Corp. IBM, XT, and AT are registered trademarks of International Business Machines Corp.

INTERNATIONAL MS-DOS s a registered trademark of Microsoft Corp. BOR 0240



TURBO BASIG

The high-speed BASIC you’ve been waiting for!

You probably know us for our Turbo Pascal® and Turbo Prolog.c Well, we’ve done
it again! We’ve created Turbo Basic, because BASIC doesn’t have to be slow.

If BASIC taught you how to walk, Turbo Basic will teach you how to run!

With Turbo Basic, your only speed is “Full Speed Ahead”! Turbo Basic is a complete development envir-
onment with an amazingly fast compiler, an interactive editor and a trace debugging system. And because
Turbo Basic is also compatible with BASICA, chances are that you already know how to use Turbo Basic.

Turbo Basic ends the basic confusion

There’s now one standard: Turbo Basic. And because Turbo Basic is a Borland product, the price is right,
the quality is there, and the power is at your fingertips. Turbo Basic is part of the fast-growing Borland
family of programming languages we call the “Turbo Family.” And hundreds of thousands of users are
already using Borland’s languages. So, welcome to a whole new generation of smart PC users!

Free spreadsheet included with source code!
Yes, we've included MicroCalc,” our sample spreadsheet, complete with source code. So you can get
started right away with a “real program.” You can compile and run it “as is,” or modify it.

A technical look at Turbo Basic
™ Full recursion supported executable program, with separate windows
™ Standard IEEE floating-point format for editing, messages, tracing, and execution
 Floating-point support, with full 8087 copro- ™ Compile and run-time errors place you in
cessor integration. Software emulation if no source code where error occurred
8087 present ™ Access to local, static and global variables
™ Program size limited only by available ™ New long integer (32-bit) data type
memory (no 64K limitation) ™ Full 80-bit precision
& EGA, CGA, MCGA and VGA support ™ Pull-down menus
™ Full integration of the compiler, editor, and o Full window management

Suggested Retail Price: $99.95 (not copy protected)

Minimum system configuration: 1BM PC, AT XT PS/2 or true compatibles. 320K. One floppy drive. PC-DOS {MS-DOS) 2.0 or later.

= Turbo Basic, Turbo Protog and Turbo Pascal are registered trademarks and MicroCalc is a trade-
= mark of Borland International, Inc. Other brand and product names are trademarks or registered
trademarks of their respective holders.
INTERNATIONAL
Copyright 1987 Borland International BOR 02658



TURBOBASIE
DATABASE TOOLBOX

With the Turbo Basic Database Toolbox you can build your own
powerful, professional-quality database programs. And like all other
Borland Toolboxes, it’s advanced enough for professional
programmers yet easy enough for beginners.

Three ready-to-use modules Free sample database

The Toolbox enhances your program- Included is a free sample database
ming with three problem-solving with source code. Just compile it, and it's
modules: ready to go to work for you—you can
Turbo Access quickly locates, inserts, use it as is or customize it. You can
or deletes records in a database using search the database by keywords or
B+ trees—the fastest method for finding numbers, update records, or add and
and retrieving database information. delete them, as needed.
(Source code is included.) .

) Saves you time and money
Turbo Sort uses the Quicksort If you're a professional programmer
method to sort data on single items writing software for databases or other
or on multiple keys. Features virtual applications where search-and-sort capa-
memory management for sorting large bilities are important, we can save you
data files. (Commented source code time and money. Instead of writing the
is on disk.) same tedious but essential routines over
TRAINER is a demonstration program and over again, you can simply include
that graphically displays how B+ trees any of the Toolbox’s modules
work. You can key in sample records and in your own compiled programs.
see a visual index of B+ trees being
built.
Technical Features
@ Maximum number of files open: 15 files, @ Maximum number of records: +2 billion
or 7 data sets M Maximum field size: 32K
M Maximum file size: 32 Mb (M Maximum key size: 128 bytes
M Maximum record size: 32K M Maximum number of keys: +2 billion

Suggested Retail Price: $99.95 (not copy protected)

Minimum system requirements: For the IBM PS/2 and the IBM® and Compag® families of personal computers and all 100% compatibles, running
Turbo Basic 1.0. PC-DOS (MS-DOS®) 2.0 or later. Memory: 640K.

= Al Borland products are registered trademarks or trademarks of Borland
= BORLA“D International, Inc. or Borland/Analytica, Inc. A Boriand Turbo Toolbox pro-
= dJuct. Other brand and product names are trademarks or registered trade-
INTERNATIONAL marks of their respective holders. Copyright 1387 Borland International.
BOR 0384A



TURBO BASIC'
EDITOR TOOLBON

With Turbo Basic we gave you the fastest BASIC around. Now the
Turbo Basic Editor Toolbox will help you build your own superfast
editor to incorporate into your Turbo Basic programs. We provide all
the editing routines. You plug in the features you want!

Two sample editors with source code
To demonstrate the tremendous power of the Toolbox, we've included two sample editors
with complete source code:

FirstEd. A complete editor with windows, block commands, and memory-mapped screen
routines, all ready to include in your programs.

MicroStar™: A full-blown text editor with a pull-down menu user interface and all the standard
features you'd expect in any word processor. Plus features other word processors can't begin
to match:

M RAM-based editor for superfast editing @ Multitasking to let you print in the
& View and edit up to eight windows at a “background”
time @ Keyboard installation for customizing
™ Support for line, stream, and column command keys
block mode [ Custom designing of colors for text,
[ Instant paging, scrolling, and text windows, menus, and status line
display [ Support for DOS functions like Copy
M Up to eight hidden buffers at a time to file, Delete file, Change directory, and
edit, swap, and call text from Change logged drive

Build the word processor of your choice!

We give you easy-to-install modules. Use them to build yourself a full-screen editor with
pull-down menus, and make it work as fast as most word processors——wﬁhout having to
spend hundreds of dollars!

Source code for everythlng in the Toolbox is provided. Use any of its features in your own
Turbo Basic programs or in programs you develop for others. You don’t even have to pay
royalties!

Suggested Retail Price: $99.95 (not copy protected)

Minimum system requirements: For the IBM PS/2~ and the IBM= and Compaq® families of personal computers and all 100%
compatibles running Turbo Basic 1.0. PC-DOS (MS-D0S®) 2.0 or greater. Memory: 640K.

All Borland products are trademarks or registered trademarks of Borland
u“b International, Inc. or Borfand/Analytica, Inc. Other brand and product names
are trademarks or registered of their respective holders. A Bor-

INTERNATIONAL land Turbo Toolbox producl Copyright 1987 Borland International BOR 0383




Includes freé
MicroCalc spreadsheet
with source code

TURBO &

A complete interactive development environment

With Turbo C, you can expect what only Borland delivers:

Quality, Speed, Power and Price. And with its compilation

speed of more than 7000 lines a minute, Turbo C makes
everything else look like an exercise in slow motion.

Turbo C: The C compiler for both amateurs and professionals

If you're just beginning and you've “kinda wanted to learn C,” now’s your chance to do it the easy way.
Turbo C’s got everything to get you going. If you're already programming in C, switching to Turbo C will
considerably increase your productivity and help make your programs both smaller and faster.

Turbo C: a complete interactive development environment

Like Turbo Pascal® and Turbo Prolog,™ Turbo C comes with an interactive editor that will show
you syntax errors right in your source code. Developing, debugging, and running a Turbo C
program is a snap!

Technical Specifications

& Compiler: One-pass compiler generating native in- & Development Environment: A powerful “Make” is
line code, linkable object modules and assembler. included so that managing Turbo C program
The object module format is compatible with the development is easy. Borland's fast “Turbo
PC-DOS linker. Supports small, medium, compact, Linker” is also included. Also includes pull-down
large, and huge memory mode! libraries. Can mix menus and windows. Can run from the environ-
models with near and far pointers. Includes ment or generate an executable file.
floating point emulator (utilizes 8087/80287 if [&' Links with relocatable object modules created

installed). using Borland’s Turbo Prolog into a
& Interactive Editor: The system includes a powerful, sin%Ie program.
interactive full-screen text editor. If the compiler [/ ANSI C compatible.

Start-up routine source code included.
@ Both command line and integrated environment
versions included.

detects an error, the editor automatically positions
the cursor appropriately in the source code.

“Sieve” benchmark (25 iterations)

Turbo C Microsoft® C Lattice C
Compile time 3.89 16.37 13.90
Compile and link time 9.94 29.06 27.79
Execution time 5.77 9.51 13.79
Object code size 274 297 301
Price $99.95 $450.00 $500.00

Benchmark run on a 6 Mhz IBM AT using Turbo C version 1.0 and the Turbo Linker version 1.0; Microsoft C version 4.0 and the
MS overlay linker version 3.51; Lattice C version 3.1 and the MS obiject linker version 3.05.

Suggested Retail Price: $99.95* (not copy protected)  ruca.ciory ofer good ough duiy 1, 1987.

Minimum system configuration: IBM PC, XT, AT and true compatibles. PC-DOS (MS-DOS) 2.0 or later. One floppy drive. 320K.

=Y Turbo C and Turbo Pascal are registered irademarks and Turbo Prolog is a rademark of Borland
= BORLA“D International, Inc. Microsoft C and MS-DOS ae registered trademarks of Microsoft Corp. Lattice C
is a registered trademark of Lattice, Inc. IBM, XT, and AT are registered trademarks of International

INTERNATIONAL  pyes Machines Cor. BOR 0243



f””f“ﬂ.’ THE SOIVER

The solution to your most complex
equations—in seconds!

If you're a scientist, engineer, financial analyst, student, teacher, or any other professional working with
equations, Eureka: The Solver can do your Algebra, Trigonometry and Calculus problems in a snap.

Eureka also handles maximization and minimization problems, plots functions, generates reports, and
saves an incredible amount of time. Even if you're not a computer specialist, Eureka can help you
solve your real-world mathematical problems fast, without having to learn numerical approximation
techniques. Using Borland's famous pull-down menu design and contexi-sensitive help screens, Eureka
is easy to learn and easy to use—as simple as a hand-held calculator.

X + exp(X) = 10 solved instantly instead of eventually!

Imagine you have to “solve for X,” where X -+ exp(X) = 10, and you don't have Eureka: The Solver.
What you do have is a problem, because it's going to take a lot of time guessing at “X.” With Eureka,
there’s no guessing, no dancing in the dark—you get the right answer, right now. (PS: X = 2.0705799,
and Eureka solved that one in .4 of a second!)

How to use Eureka: The Solver

It's easy. o You can then tell Eureka to
1. Enter your equation into the ® Evaluate your solution
full-screen editor ® Plot a graph
2. Select the “Solve” command ® Generate a report, then send the output
3. Look at the answer to your printer, disk file or screen
4. You're done m Or all of the above
Some of Eureka’s key features Eureka: The Solver includes
You can key in: ™ A full-screen editor
™ A formula or formulas ™ Pull-down menus
™ A series of equations—and solve for ™ Context-sensitive Help
all variables ™ On-screen calculator
™ Constraints (fike X has to be ™ Automatic 8087 math co-processor
<or=2) chip support
& A function to plot ™ Powerful financial functions
™ Unit conversions ™ Built-in and user-defined math and
™ Maximization and minimization problems financial functions
™ Interest Rate/Present Value calculations « Ability to generate reports complete with
™ Variables we call “What happens?,” like plots and lists
“What happens if | change this variable to ™ Polynomial finder
21 and that variable to 27?” ™ Inequality solutions
glzi%mugl[syslem cl:%llium:éioona Slan'a SP% 6«; XZIOPS/g, Portable, Suggested Retail Price: $167.00
27 e compates { )20 an (not copy protected)

=Y Eureka: The Solver is a trademark of Borland International, Inc. IBM, AT, and XT are registered
= trademarks of International Business Machines Corp. MS-DOS is a registered trademark of

INTERNATIONAL Microsoft Corp. Copyright 1987 Borland International BOR 02218



SIDERICK: iz

Macintosh™

The most complete and comprehensive collection of
desk accessories available for your Macintosh!

Thousands of users already know that SideKick is the best collection of desk accessories available
for the Macintosh. With our new Release 2.0, the best just got better.

We've just added two powerful high-performance tools to SideKick—Outlook™ The Qutliner
and MacPlan™ The Spreadsheet. They work in perfect harmony with each other and while you
run other programs!

Outlook: The Outliner
s |t's the desk accessory with more power than a stand-alone outliner
= A great desktop publishing tool, Outlook lets you incorporate both text and graphics
into your outlines
= Works hand-in-hand with MacPlan
= Allows you to work on several outlines at the same time

MacPlan: The Spreadsheet
= Integrates spreadsheets and graphs
= Does both formulas and straight numbers
= Graph types include bar charts, stacked bar charts, pie charts and line graphs
s Includes 12 example templates free!
» Pastes graphics and data right into Outlook creating professional memos and reports, complete
with headers and footers.

% File Edit Uiew Special IWaorksheet

SideKick: The Desktop Organizer, Forecast
Release 2.0 now includes i i a— e =
& Outlook: The Outliner Hackien Sroph o

& MacPlan: The Spreadsheet
™ Mini word processor

& Calendar

& Phonelog

™ Analog clock

W 13678 Sakes 4
B 1594% Saess
B 25618 Tolal Revenu
o%

B 0% Bpenses
O 031K bor
[ 466% Materiss
B 621% ovmrheas _
B 1188 Tolal Expenses

™ Alarm system B s v )

& Calculator

E Report genergtoy . MacPlan does both spreadsheets and business

™ Telecommunications (new version now graphs. Paste them into your Outlook fils and
supports XModem file transfer protocol) generate professional reports.

Suggested Retail Price: $99.95 (not copy protected)

Minimum system configurations: Macintosh 512K or Macintosh Plus with one disk drive. One 800K or two 400K drives are recommended.
With one 400K drive, a limited number of desk accessories will be installable per disk.

=Y
mu"b SideKick is a registered trademark and Outlook and MacPlan are trademarks of Borland
= International, Inc. Macintosh is a trademark of Melntosh Laboratory, Inc. licensed to Apple

INTERNATIONAL Computer, Inc. Copyright 1987 Borland International BOR 0069D



THE DATABASE

REFLEN PLUS: visiciz

Macintash

All the Power & Flexibility of a Relational Database Made Easy!
Reflex Plus: The Database Manager is the first relational database that’s
easy to learn, powerful, and aimed at your needs. Reflex Plus is
not a mere file organizer, nor is it a monstrously complicated behemoth
aimed solely at consultants. Reflex Plus is the only relational database
aimed at your needs and time constraints.

Reflex Plus accomplishes this by taking full advantage of the
Macintosh’s superior graphic ability while still giving users what
they want: unlimited flexibility in creating databases, accessing
data, and producing reports.

What puts the plus into Reflex Pius?

Borland listens 1o its customers and has added the most-
asked-for features and improvements to Refiex Plus.

High-powered Ieaturés of Reflex Plus:

Multiple entry forms for the same database.

Entry for more than one database in a single entry form.
Your choice of having an entry form that shows one record
at a time, or one that shows all the records at once.
Calculated fields in entry forms.

Display-only fields.

Default (but editable) fields. .

New functions like GROUPBY, which lets you easily show
records grouped by values in common.

A selection of useful templates.

Larger record size. (You can now choose record sizes of
1000, 2000, or 4000 characters.)

Check out these Reflex Plus features:

[ Visual database design.

@ A "what you see is what you get” design capability both
for entry forms and reports.

M Compatible with all Macintoshes with at least 512K,
including the SE™, and Macintosh 11"

The heart of Reflex Plus is in its special functions with
which you create formulas. With over 50 function words to
choose from, you are given all the power of programming with-
out struggling with complex syntax. Reflex Plus functions are
straightforward and can handle all types of data.

W HELE QR

Armed with these functions, you create formulas that
sort, search, calculate, quantity, qualify—you name it. And if
you don't feel up to writing the formula yourself, Reflex Plus
will do it for you. Using the FormulaBuild dialog box, you can
master even the most complicated formula.

Display grouped data. Reflex Plus gives you unlimited
flexibility when you want to display your data grouped in mean-
ingful ways.

Flexible entry forms. Most databases have a data entry
form, and that's that. Reflex Plus lets you design your own (but
if-you don’t want to bother, Reflex Plus will make one for you).
Here are just some of the options available in your entry forms:

& View all records at once.

[ View one record at a time.

[ Enter data into many databases at once.

™ Use calculated fields.

™ Default values in fields, display-only values, and lots more.

Convenience and Ease

M Preset entry forms. Let Reflex Plus create an entry

form for you.

Preset reports. Let Reflex Plus create a table-style

report for you.

Paste Formula command. Let Reflex Plus guide you

through the steps of creating formulas for power searching

and data manipulation.

On-line help facility. Reflex Plus has an extensive on-

screen, context-sensitive help feature.

Paste Choice command. This command lets you paste

in figlds that duplicate all the attributes of another field. A

great time saver. The command also lets you build formu-

las by pointing and clicking.

™ Auto-save. You'll never lose data again with Reflex
Plus’s auto-save feature.

& & K

Database specifications: Maximum single field length: 4072 bytes. Maximum fields per record: 254. Maximum record length: 4080 bytes.
Maximum records per file: limited only by disk capacity. Maximum number of linked database files: 200. Maximum number of open windows:
15. Maximum number of files that can be used by a report: no fimit.

- Suggested Retail Price: $279.00 (not copy protected)

Minimum system requirements: Runs on any Macintosh with at least 512K memory. Minimum setup is one 800K (double-sided) disk drive or two 400K (single-sided)
drives. Works with the Hierarchical File System, Switcher, and most hard disks. Supports printing on the ImageWriter and the LaserWriter.

Reflex is a registered trademark of Borland/Analytica, In¢. Other brand and pro-
duct names are trademarks or registered trademarks of their respective
holders. Copyright 1987 Borland International BOR 0149A



TURBO
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The ultimate Pascal development environment

Borland’s new Turbo Pascal for the Mac is so incredibly fast that it can
compile 1,420 lines of source code in the 7.1 seconds it took you to read this!

And reading the rest of this takes about 5 minutes, which is plenty of time for Turbo Pascal for the Mac
to compile at least 60,000 more lines of source code!

Turbo Pascal for the Mac does both Windows and “Units”’

The separate compilation of routines offered by Turbo Pascal for the Mac creates modules called “Units,”
which can be linked to any Turbo Pascal program. This “modular pathway” gives you “pieces” which can
then be integrated into larger programs. You get a more efficient use of memory and a reduction in the
time it takes to develop large programs.

Turbo Pascal for the Mac is so compatible with Lisa® that they should be living together
Routines from Macintosh Programmer’s Workshop Pascal and Inside Macintosh can be compiled and run
with only the subtlest changes. Turbo Pascal for the Mac is also compatible with the Hierarchical File
System of the Macintosh.

The 27-second Guide to Turbo Pascal for the Mac
e Compilation speed of more than 12,000 lines Workshop Pascal (with minimal changes)
per minute ® Compatibility with Hierarchical File System of
e “Unit" structure lets you create programs in your Mac
modular form ® Ability to define default volume and folder names
e Multiple editing windows—up to 8 at once used in compiler directives
® Compilation options include compiling to disk or ® Search and change features in the editor speed up
memory, or compile and run and simplify alteration of routines
® No need to switch between programs to compile ® Ability to use all available Macintosh memory
Of run a program without limit
o Sireamlined development and debugging o “Units" included to call all the routines provided by
o Compatibility with Macintosh Programmer’s Macintosh Toolbox

Suggested Retail Price: $99.95* (not copy protected)

*Introductory price expires July 1, 1987

Minimum system configuration: Macintosh 512K or Macintosh Plus with one disk drive.

Turbo Pascal and SideKick are registered trademarks of Borland International, Inc. and Reflex is a

= BORLA"D registered trademark of Borland/Analytica, inc. Macintosh is a trademark of Mcintosh Laboratories, Inc. licensed
= fo Apple Computer with its express permission. Lisa is a regi k of Apple Computer, Inc. Inside
= INTERNATIONAL Macintosh is a copyright of Apple Computer, Inc.
Copyright 1987 Borland International BOR 0167A




TURBO PASGAL®

TUTOR

From the folks who created Turbo Pascal. Borland’s new
Turbo Pascal Tutor is everything you need to start pro-
gramming in Turbo Pascal on the Macintosh!™ It takes

you from the bare basics to advanced programming in a

simple, easy-to-understand fashion.

No gimmicks. It's all here.

The manual, the Tutor application, and 30 sample
programs provide a step-by-step tutorial in three
phases. programming in Pascal, programming on
the Macintosh, and programming in Turbo Pascal
on the Macintosh. Here's how the manual is set
up:

Turbo Pascal for the Absolute Novice
delivers the basics—a concise history of Pascal,
key terminology, your first program.

A Programmer’s Guide to Turbo Pascal
covers Pascal specifics—program structure,
procedures and functions, arrays, strings, and so
on. We've also included Turbo Typist, a textbook
sample program.

Advanced Programming

takes you a step higher into stacks, queues,
binary trees, linked structures, writing large pro-
grams, and more.

Using the Power of the Macintosh
discusses the revolutionary hardware and soft-
ware features of this machine. It introduces the
600-plus utility routines in the Apple Toolbox.

Programming the Macintosh in Turbo Pascal

shows you how to create true Macintosh pro-
grams that use graphics, pull-down menus, dia-
log boxes, and so on. Finally, MacTypist, a com-
plete stand-alone application featuring animated
graphics, builds on Turbo Typist and demon-
strates what you can do with all the knowledge
you've just acquired.

The disk contains the source code for all the
sample programs, including Turbo Typist, MacTy-
pist, and Turbo Tutor. The Tutor’s split screen lets
you run a procedure and view its source code
simultaneously. After running it, you can take a
test on the procedure. If you're stuck for an
answer, a Hint option steers you in the right
direction.

™ memory management

‘™ resources and resource files
™ QuickDraw

M events

™ windows

™ controls

Macintosh topics included are

™ menus

™ desk accessory support
™ dialogs

™ File Manager

™ debugging

Suggested Retail Price: $69.95

Minimum system requirements: Any Macintosh with at least 512K of RAM. Requires Turbo Pascal.

% BORLAND

INTERNATIONAL

Turbo Pascal and Turbo Tutor are registered trademarks of Borland International, Inc. Other brand and product names
are trademarks of registered trademarks of their respective holders. Copyright 1987 Borland International, BOR 0381



f”Bf”A = THE SOIVER

If you’re a scientist, engineer, financial analyst, student, teacher, or any
other prpfessional working with equations, Eureka: The Solver can do
your Algebra, Trigonometry and Calculus problems in a snap.

Eureka also handles maximization and minimiza-
tion problems, plots functions, generates reports,
and saves an incredible amount of time. Even if
you're not a computer specialist, Eureka can help
you solve your real-world mathematical problems
fast, without having to learn numerical approximation
techniques. Eureka is easy to learn and easy to
use—as simple as a hand-held calculator.

X + exp(X) = 10 solved instantly instead
of eventually!
Imagine you have to solve for X, where X +

exp(X) = 10, and you don’t have Eureka: The Solver.

What you do have is a problem, because it's going
to take a lot of time guessing at X. With Eureka,
there’s no guessing, no dancing in the dark—

you get the right answer, right now. (PS: X =
2.0705799, and Eureka solved that one in less than
5 seconds!)

How to use Eureka: The Solver

It's easy.

1. Enter your equation into a problem
text window

2. Select the “Solve” command

3. Look at the answer

4. You're done

You can then tell Eureka to:

| \Verify the solutions

= Draw a graph

m Zoom in on interesting areas of the graph

m (enerate a report and send the output to
_your printer or disk file

& Or all of the above

Some of Eureka’s key features
You can key in:
[M A formula or formulas
M A series of equations—and solve for
all variables
[ Constraints (like X must be < or = 2)
M Functions to plot
& Unit conversions
[ Maximization and minimization problems
[ Interest Rate/Present Value calculations
M Variables we call “What happens?,” like
“What happens if | change this variable 1o
21 and that variable to 27?"

Eureka: The Solver includes:

Calculator+ desk accessory

Powerful financial functions

Built-in and user-defined functions
Reports: generate and save them as
MacWrite™ files—complete with graphs
and lists—or as Text Only files
Polynomial root finder

Inequality constraints

Logging: keep an up-to-the-minute record
of your work

™ Macintosh™ text editor

[ On-screen Help system

el [ & &

&l ] [

Suggested Retail Price: $195.00 (not copy protected)

Minimum system configuration: Macintosh 512K, Macintosh Plus, SE, or I} with one 800K disk drive or two 400K disk drives.

=59 BORLAND
%INTERNATIONAL

Eureka: The Solver is a trad of Borland | ional, Inc. Macintosh is
a trademark of Mcintosh Laboratory, inc. licensed to Apple Computer, Inc.
Copyright 1987 Borland International BOR 0415



TURBD PASCAL TOOLBOX™

NUMERIGAL METHODS

Turbo Pascal Numerical Methods Toolbox for the Macintosh
implements the latest high-level mathematical methods to solve
common scientific and engineering problems. Fast.

So every time you need to calculate an integral, work with Fourier transforms, or incorporate any of
the classical numerical analysis tools into your programs, you don't have to reinvent the wheel, because
the Numerical Methods Toolbox is a complete collection of Turbo Pascal routines and programs that
gives you applied state-of-the-art math tools. It also includes two graphics demo programs that use
least-square and Fast Fourier Transform routines to give you the picture along with the numbers.

The Turbo Pascal Numerical Methods Toolbox is a must if you're involved with any type of scientific or
engineering computing on the Macintosh. Because it comes with complete source code, you have total
control of your application at all times.

What Numerical Methods Toolbox will do for you:

B Find solutions 1o equations m Differential equations

B |nterpolations : B | east-squares approximations
® Calculus: numerical derivatives and integrals ® Fourier transforms

B Matrix operations: inversions, determinants, and eigenvalues | Graphics

Five free ways to look at Least-Squares Fit!
As well as a free demo of Fast Fourier Transforms, you also get the Least-Squares Fit in
five different forms—which gives you five ditferent methods of fitting curves to a collection
of data points. You instantly get the picture! The five different forms are

1. Power 4, 5-term Fourier
2. Exponential 5. 5-term
3. Logarithm Poynomial

They're all ready to compile and run as is.

Suggested Retail Price: $99.95 (not copy protected)

Minimum system requirements: Macintosh 512K, Macintosh Plus, SE, or II, with one 800K disk drive (or two 400K).

=
= BORLA"D All Borland products are trademarks or registered trademarks of Borland International,
= ’ Inc. or Borland/Analylica, Inc. Macintosh is a trademark licensed to Apple Computer,

INTERNATIONAL . Inc. Copyright 1987 Borland international. A Borland Turbo Toolbox product.
BOR 0419
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