54 Part 2: Concepts

Part 2

Concepts

Chapter 4 Getting Started

Starting Up ParaSheet 57 Parts of ParaSheet 58 Selecting Cells 60 Opening a Spreadsheet 63 Closing and Saving 66

Chapter 5 Entering Data

Planning Where to Enter Data 67 Entering Data 69 Controlling the Type of Entry 69 Entering Data in a Selected Range 71 Entering Text 71 Entering Numbers 72 Using Incremental Fill 73 Entering Dates & Times 74

Chapter 6 Using Formulas

What are Formulas? 77 Entering a Formula 78 Using Operators 78 Including Cell References in Formulas 79 Copying Formulas 81 Relative Cell References 82 Absolute Cell References 82 Mixed Cell References 83 Using Named Ranges 84 Recalculating the Spreadsheet 87

Linking Spreadsheets 89

Chapter 7 Using Functions

What Is a Function? 93 Types of Functions 94 Parts of a Function 97 Basics Steps 98

Chapter 8 Editing a Spreadsheet

Changing Cell Entries 101 Erasing Cell Contents 102 Inserting/Deleting Space on the Spreadsheet 103 Moving Cells 107 Copying Cells 108 Controlling What You Paste 111

Chapter 9 Formatting a Spreadsheet

Altering Appearance 115 Displaying Numbers in Different Formats 116 Custom Formats 118 Setting Colors 125 Adding Borders 126 Cell Alignment 127 Styling Text 127 Changing Row and Column Size 128 Hiding/Revealing Parts of the Spreadsheet 129 Showing Page Breaks 131

Chapter 10 Sorting Y our Data

Sorting Data 133 Row or Column Order 135

Prioritizing Fields 136 Setting the Sort Order 138 Sort Precautions 139

Chapter 11 Charting Y our Data

What is a Chart? 141 Parts of a Chart 142 Creating a Chart 143 Selecting A Chart 144 Deleting and Copying 146 The Chart Inspector 146 Moving and Resizing 147 Modifying Chart Axes 150 Using Legends 157 Adding Chart Text 159 Plotting Special Cases 160 Naming a Chart 161 Chart Shading/ Width 161

Chapter 12 Printing & Page Layout

Preparing for Printing 167 Designing the Page 169 Page Numbering 174 Checking Page Layout 174 Hiding Data 175 Printing 176

Chapter 13 Importing & Exporting

File Types Accepted 177 Importing 1-2-3 Files 178 Notes on 1-2-3 Import 179 Importing Formulas 179 Importing Text Files 180 Delimiting ASCII Files 180 Text File Formulas 181 Exporting Files 181 Notes on 1-2-3 Export 182 Exporting Formulas 183 Notes on Text Export 183

Part 2

Concepts

This part of the manual provides detailed explanations of the various parts of ParaSheet. It is a catalog of the concepts employed by the application, as opposed to the specif ic commands documented in Part 3.

These chapters are intended to be used as a reference, and so were written to stand on their own.

However, you can read straight through this part if you want. Y ou should find that the chapters build on one another in a logical way, to provide you with a thorough understanding of ParaSheet.

56 Part 2: Concepts