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Customer Satisfaction

If you discover physical defects in the
manuals distributed with a Lisa product
or in the media on which a software
product is distributed, Apple will
replace the documentation or media at
no charge to you during the 90-day
period after you purchased the product.

In addition, if Apple releases a
corrective update to a software product
during the 90-day period after you
purchased the software, Apple will
replace the applicable diskettes and
documentation with the revised version
at no charge to you during the six
months after the date of purchase.

In some countries the replacement
period may be different; check with
your authorized Lisa dealer. Return any
item to be replaced with proof of
purchase to Apple or to an authorized
Lisa dealer.

Limitation on Warranties and Liability

All implied warranties concerning this
manual and media, including implied
warranties of merchantability and
fitness for a particular purpose, are
limited in duration to ninety (90) days
from the date of original retail
purchase of this product.

Even though Apple has tested the
software described in this manual and
reviewed its contents, neither Apple
nor its software suppliers make any
warranty or representation, either
express or implied, with respect to the
software described in this manual, its

© 1983 by Apple Computer, Inc.
20525 Mariani Avenue
Cupertino, California 95014
(408) 996-1010

quality, performance, merchantability,
or fitness for any particular purpose.
As a result, this software is sold “as
is,” and you the purchaser are
assuming the entire risk as to its
quality and performance.

In no event will Apple or its software
suppliers be liable for direct, indirect,
special, incidental, or consequential
damages resulting from any defect in
the software or manual, even if they
have been advised of the possibility of
such damages. In particular, they shall
have no liability for any programs or
data stored in or used with Apple
products, including the costs of
recovering or reproducing these
programs or data.

The warranty and remedies set forth
above are exclusive and in lieu of all
others, oral or written, express or
implied. No Apple dealer, agent, or
employee is authorized to make any
modification, extension, or addition to
this warranty.

Some states do not allow the exclusion
or limitation of implied warranties or
liability for incidental or consequential
damages, so the above limitation or
exclusion may not apply to you. This
warranty gives you specific legal rights,
and you may also have other rights that
vary from state to state.

License and Copyright

This manual and the software
(computer programs) described in it are
copyrighted by Apple or by Apple’s
software suppliers, with all rights
reserved, and they are covered by the

Lisa Software License Agreement
signed by each Lisa owner. Under the
copyright laws and the License
Agreement, this manual or the
programs may not be copied, in whole
orin part, without the written consent of
Apple, except in the normal use of the
software or to make a backup copy.
This exception does not allow copies to
be made for others, whether or not
sold, but all of the material purchased
(with all backup copies) may be sold,
given, or loaned to other persons if they
agree to be bound by the provisions of
the License Agreement. Copying
includes translating into another
language or format.

You may use the software on any
computer owned by you, but extra
copies cannot be made for this
purpose. For some products, a multi-
use license may be purchased to allow
the software to be used on more than
one computer owned by the purchaser,
including a shared-disk system.
(Contact your authorized Lisa dealer for
information on multiuse licenses.)

Product Revisions

Unless you have purchased the product
update service available through your
authorized Lisa dealer, Apple cannot
guarantee that you will receive notice of
a revision to the software described in
this manual, even if you have returned a
registration card received with the
product. You should check periodically
with your authorized Lisa dealer.

Apple, Lisa, and the Apple logo are trademarks of Apple Computer, Inc.
Simultaneously published in the USA and Canada.

Reorder Apple Product #A6L0143
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Guide to Lisa Manuals

Set up your Lisa following the setup procedures in the
Lisa accessories box or in Appendix 1, Setup
Procedures, in the Lisa Owner’s Guide.

Go through Section A, LisaGuide, in the Lisa Owner’s
Guide, for an introduction to the Lisa.

If your dealer or service representative did not set your
system Preferences so that the Lisa knows what external
devices are attached, follow the instructions in Section
D, Desktop Manager Reference Guide, under Set, in the
Lisa Owner’s Guide.

P Go to Section A, Getting Started, in the manual for each
office tool that you want to learn, for the essentials of
using that tool.

Go to Section B, Lisa Fundamentals, in the Lisa Owner’s
Guide, for the background information you need before
beginning long-term work on the Lisa.

You are now ready to start doing your own work on the

Lisa:

B If you want self-paced instructions for using a tool, go
to Section B, Tutorial, in that tool manual.

m If you want instructions for performing specific tasks
with a tool, go to Section C, Reference Guide, in that
tool manual.

For specific instructions on filing and desktop
management, go to Section D, Desktop Manager
Reference Guide, in the Lisa Owner’s Guide.

For more information on the Lisa hardware, tips on
caring for the Lisa, and suggestions for troubleshooting
when the system isn’t working properly, go to the other
sections of the Lisa Owner’s Guide.
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Contents

Preface

A. Getting Started with LisaGraph

A quick introduction to the basic skills needed to use
LisaGraph.

B. LisaGraph Tutorial

Self-paced instructions on LisaGraph using examples on
the Lisa.

C. LisaGraph Reference Guide

Complete information on LisaGraph consisting of an
overview and step-by-step procedures.

D. Appendixes

E. Index
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Preface

LisaGraph is used to create clear, concise graphs from
even the most complex data. When you enter data in the
LisaGraph table, a graph appears automatically.
LisaGraph can make bar graphs, line graphs, pie charts,
and scattergrams.

This manual contains three kinds of documentation of
LisaGraph:

m Section A, Getting Started with LisaGraph, is a quick
introduction to the tool. It is designed to give you the
basic skills for using LisaGraph.

m Section B, LisaGraph Tutorial, is a step-by-step guide
to the major features of LisaGraph. It includes
suggestions on how to use LisaGraph efficiently and
effectively.

m Section C, LisaGraph Reference Guide, is a complete
reference section. It contains instructions for
performing specific tasks, including the details of how
each feature works.

The material in this manual assumes that you have used
LisaGuide, which teaches you the fundamentals of using
the Lisa. The LisaGuide diskette came in the front pocket
of the Lisa Owner’s Guide, and instructions for using it
appear in Section A of that manual.

Section B, Lisa Fundamentals, of the Lisa Owner’s
Guide, contains important background information
about setting up and using the Lisa for long-term work.
Make sure you understand the concepts in that section
before going on to either the Tutorial or the Reference
Guide. Refer to Section D, Desktop Manager Reference
Guide, of the Lisa Owner’s Guide, when you need to
know how to do filing or how to perform any of the other
tasks outlined in Section B, Lisa Fundamentals.

vii



viii

The material in this manual can be used in either short or
long blocks of time. You can complete Getting Started in
about 30 minutes. Then you can either go through the
Tutorial one chapter at a time or start creating your own
documents, looking up procedures in the Reference
Guide as you need them.
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Getting Started
with LisaGraph

With LisaGraph you can produce all kinds of graphs: bar
graphs, line graphs, scattergrams, and pie charts.

LisaGraph can help you compare and communicate
important information quickly and effectively, with the
graph of your choice.

Getting Started with LisaGraph is a hands-on exercise.
By going step by step through an easy example, you will
quickly become familiar with the basic skills for using
LisaGraph, and afterward be able to create, edit, file, and
print your own LisaGraph documents.

Getting Started | . . |A1
with LisaGraph » s »



What You Need
to Get Started

Here’s what you need

m A Lisa set up and plugged in, with the keyboard and mouse attached.

m A ProFile set up and plugged in, with the Office System and LisaGraph tool on it.

m A Printer set up and plugged in if you want to print. Make sure your printer is hooked
up to your Lisa and turned on. Printing is optional.

m About 30 minutes.

Note: If your system is not already set up and configured, refer to the Lisa Owner’s
Guide, Appendix 1, Setup Procedures.

ProFile

Lisa

Keyboard

Mouse

A2 ... Section A



if you haven’t yet gone through LisaGuide, in which Lisa introduces Lisa, now is a good
time to do so — it will make Getting Started even easier. For instructions on starting
LisaGuide, refer to the Lisa Owner’s Guide, Section A, LisaGuide.

If you’ve already gone through a Getting Started for another Lisa tool, you’ll see many
similarities in using LisaGraph — the basic concepts for using each Lisa tool are the

same.

Getting Started | . . |A3
with LisaGraph e e



Starting Up

What You’re About To Do

Follow the numbered steps below and on the next page to:

m Turn on and start up your ProFile and Lisa.
m Learn how to brighten the screen if it has dimmed automatically.

Note: If your ProFile and Lisa are already on, skip to step 3. The red ProFile light is lit
when the ProFile is on, and the Lisa on-off button is lit when the Lisa is on.

Do This

1 Turn on your ProFile by ProFile on-off switch
pressing the on-off switch
on the back, left-hand
side of the ProFile, as
shown.

2 Turn on your Lisa by
pressing the on-off
button, at the lower, right-
hand side of the Lisa, as
shown.

Lisa on-off button

Ad | %% Section A



Do This

3 After several minutes,
when the red ProFile light
stops flashing, your
screen should look
something like the one to
the right. (See something
different? Refer to the
Lisa Owner’s Guide,
Section G,
Troubleshooting.)

File/Print Edit View Disk

4 If your Lisa has been on
for a period of time with
no activity, the screen
may have automatically
dimmed. If your screen is
dim, just move the mouse
to brighten it.

i

Screen dim? Move the mouse

Getting Started | | . |A5
with LisaGraph e e »
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The Desktop and the Mouse

What You’re About To Do

The gray area of your screen is called the desktop. Like the desktop of an office desk,
it’s where you do your work.

The mouse is what you use to communicate with your Lisa — you use it to point out
what it is you want done.

To get familiar with your Lisa’s desktop and how to use the mouse, follow the steps
below.

Do This

1 Hold the mouse as
shown. (Don’t press the
mouse button yet.)

. s o Section A



Do This

2 Slide the mouse on your
desk to move the pointer
around the Lisa desktop
— the gray part of your
screen.

IMenu bar Desktopl

“File/Print Edit View Disk

Notice the menu bar across the
top of your screen — it contains
menus of different actions you
can take. Along the bottom of
your screen are various icons —
graphic symbols that stand for
different things.

Iconsl

3 To get oriented, move the |Point here Point here
pointer to the different
spots shown to the right.
(Trouble making the
pointer go where you
want it to go? Lift up and
reposition the mouse.)

[ JFile/Print Edit View Disk

| Wastenasket

Point here Point here

Getting Started | . . |A7
with LisaGraph e e «



Seeing What’s on a Disk

What You’re About To Do

To get at the document you’ll work with, you first need to open the ProFile disk icon as
described in the steps below.
The way you’ll open the disk will illustrate your Lisa’s most general principle:

m First you select something.
m Then you do something to what you’ve selected.

Do This

1 Select (highlight) the
ProFile disk icon by
placing the tip of the
pointer on it and clicking
the mouse button, as
shown. (Icon not
highlighted? Try again.)

Click on ProFile to select

A8 | . : Section A



Do This

2 Open the selected disk Press here
icon by choosing Open Release here
“ProFile” from the File/ 'Y Edit View Disk

Print menu. $at Bside Svbrything

Here’s how Set fiside

m Press and hold with the
pointer’s tip on File/Print
in the menu bar.

m Move the pointer down
and release when Open
““ProFile” is highlighted.
(Is the Open menu item
dim? You probably
clicked somewhere on
the gray part of the
screen and deselected
the ProFile icon. Go back
to step 1 and make sure
the ProFile icon is
selected.)

Save & Pyt §
Open "ProFile”
Duplicate L)
Tear OFF Stabiovery :
Mlakéz stabionery Pod

tor the Printer

Note: When a menu item is dim, you can’t choose it

3 Notice the window to the File/Print_Edit _View Disk
ProFile that zooms open |=

on your Lisa’s desktop. 2484 blocks free out of 9690, Bocked up: hever.

Your ProFile is like a very : B @ ﬂ
Iarge file drawer — it’s LisaCale Paper LisaGraph Paper LisaWrite Paper  LisaProject Paper Lisalast Paper
where you’ll keep most of £ ] 0] ] £

your wo rk. Lisacalc Examples  LisaGraph Examples Lisawrite Examples LisaProject Examples Lisalist Examples

o B i e
)= -4 HH
| = i ) —
Wastebasket Preferences Clock Caloulator Clipboard ProFile

Getting Started | | . |A9
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Pulling a Document

What You’re About To Do

Inside the ProFile window you should see several stationery pads and folders. The
LisaGraph Examples folder contains the example you’ll be working on here. In the
steps below, you will:

m Open the LisaGraph Examples folder.

m Tear off a sheet from the Getting Started stationery pad that’s inside the folder.
m Move the new sheet, or document, to a clear spot in the folder.

m Give the new document the name Phone Sales.

m Open the document.

Do This
m To open the LisaGraph File/Print_Edit_View Disk
Examples folder: == Profile

1 Select the LisaGraph
Examples folder by
clicking on it.

i

LisaCale Faper L1saGraph Paper L15akirite Paper L1saProject Paper Lisalist Paper Lisalraw Fap|

[ s B Y

ples  Lisswrite Examples LissProject Examples  Lisalist Examples  Lizalraw Exan|

2 Choose Open ‘“LisaGraph | uscdseanpe us
Examples’ from the File/ =
Print menu. - -

Empty Folders Toolz

[ | .isoCi oph Examples ([

Notice the window to the
LisaGraph Examples folder that
zooms open, and its contents, as
shown. The “‘graph-like”’
patterns on some of the icons in
the folder show they are
LisaGraph icons.

LisaGraph iconsl

A10 |7 27 Section A



Do This

m Copies of the Getting
Started example are on
the Getting Started
stationery pad. To tear off
a sheet from the pad:

1 Select the Getting
Started pad icon.

2 Choose Tear Off
Stationery from the File/
Print menu and wait a
moment until the new
document appears, as
shown.

Chapter 3

=

tlotk

CLppoara

m To move the new icon out
of the way, to a clear spot
in the folder:

1 Place the pointer on the
icon.

2 Press and hold down the
mouse button and move
the icon as shown; then
release the mouse
button.

m To rename the new
document:

1 Make sure the untitled
document icon is still
selected (highlighted). If
you’'ve deselected the
icon by clicking
elsewhere on the screen,
select it again by clicking
on it.

2 Type the name Phone
Sales. (Typing mistake?
Use the (Backspace) key to

correct it.)

Type Phone Sales

I} LisaGraph Examples H”H

Chapter 2 Chapter 3 Report

it 2 i

Getting Started , , , |A11
with LisaGraph o « «
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Do This

m To open the Phone Sales
document:

1 Make sure the document
icon is selected
(highlighted).

2 Choose Open “Phone
Sales’ from the File/Print
menu.

Notice how the icon zooms open
into a window. Wait a minute —
the hourglass, ¥, means wait —
until the LisaGraph tool displays
the Phone Sales document, as
shown.

Section A

File/Print Edit Type Style Page Layout Format Graph Customize
Phone
ﬂ % G Cells: Value:
[ B C O
1 list 23 a
2 1md 53
3 Prd a9
4 [4th 127 SHITEN-0n COMILNLOATIONS
5 Quarterly Sales
6 Thousands Sales
160
7
8
9
0
1
2
3
4
5. L :
6 ist Ird
7 Quarters
18 Prepared March 31, 1983
19
20
21
@l




The LisaGraph Document

The Phone Sales document is now open on your Lisa’s desktop.

Across the menu bar at the top of the screen are the LisaGraph menu names. Each
menu contains a list of actions you can take with a LisaGraph document.

On the left side of the Phone Sales document is a table; on the right side a graph. The
table is composed of lettered columns and numbered rows which intersect to form
the cells into which you enter information. For example, cell C5 is in column C, row 5.
Figures entered into the cells of the table are plotted on the graph.

The status panel, above the table and graph, contains areas labeled Cells and Value,
which display a selected cell’s coordinates (column and row location), and value.

Without pressing the mouse button, move the pointer around the screen and notice
how the shape of the pointer changes to an arrow pointer, }, when it's over the menu
bar, to a cross-hair peinter, 4+ when it’s over the table, and to a text pointer, I, when
it's over text in the graph.

| o

File/Print Edit Type Style Page Layout Format Graph Customize
g Pho

"% GCells:  |Valuer.. oo
N e

1 jlst [al
2 2nd
I3 Jrd

4 l4th
Cell C5 3
7

LisaGraph menu names

Status panel

SJ1tch-0n Comunications
Quarterly Sales

Cross-hair pointer 16
17
18
19

Quarprs
Prepared Marfh 31, 1983

21
‘ald

Table Graph

Getting Started _ _ . |A13
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Section A

What You Are Going To Do

Imagine you work for a fictional company called Switch-
On Communications, Inc. You want to plot next quarter’s
sales and profit goals on a graph with the sales and profit
figures from the last four quarters. To do this, you must
update and edit your current Phone Sales graph.

In the next several pages you will learn to:

1. Examine the current data plotted as a line graph,
scattergram, and pie chart, and then again as a bar
graph.

2. Add next quarter’s sales projection as a new bar on
the graph.

3. Add the profit information for each quarter as a new
set of bars on the graph.

4, Add text to the graph to update the graph’s title.

5. Replace text on the graph to change the graph’s
legend label and preparation date.



When you are finished, your graph will look like the one
below. Compare it with the graph now on your screen.

Add text
Change graph type

File/Print Edit Type Style Page Layout Format Graph [ustomize
[} Phone
B #ccels: Value:
A ] B O
Bl Jist a
gZ nd

3 j3rd

4 jath SM11eh-On CommunIcations Quarterly Projection
5 {Next Querterly 5aies ond Profits
3 Thouzends

230

7

8

0

1

2

3

4

15

16

Quarters

i; Pl’ipg\g\] Today

19

20

21

A

Replace text

Add a new bar

Sales

ua]
Profits

Add a new set of bars

Getting Started
with LisaGraph o« «
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Changing the Graph Type

What You’re About To Do

Follow the steps below to examine the current data plotted as:

m a Line Graph.

m a Scattergram.

= a Pie Chart.

m and then again as a Bar Graph.

Do This
1 Choose Line from the File/Print Edit Type Style Page Lauout Format Graph Customize

Graph menu. (Press and | O _ Phone Sale

hold on Graph in the $o C;”S‘ — 2"”“

menu bar; move down | i} e

and release on Line). Z e
4 1dth 12} Switch-0n Communications
3 Qquarterly Sales
6 Thousends Sales
7 t °
8
9
10
11
12
3
4
3
16
:; PreperEUQ L:‘I?r‘:; 531, 13983
19 |
20
1
Qld

A16 |, . & Section A



Do This

File/Print
]

2 Choose Scatter from the
Graph menu.

Edit Type Style Page Layout Format Graph

Customize

€ G Cells:

Value:

G

ist

|
| [
i

a

2nd

3rd

4th

Sn1teh-0n Communications

Juarterly Sales

Thoussends
160

ST P (W] Iy W9 1) ey

120 -

(=]

it

N toe] e g

ey [y
o

B

151 2nd 3rd

usrters
Frepared March 31 1353

8]

uth

File/Print

g

3 Choose Pie from the
Graph menu.

Edit Type Style Page Layout Format Graph

Customize

& G Cells:

Value;

A

<

ist

23 a

2nd

33

Ird

98

4th

177 SWITEN-0N COMIUN1CETIONS

Juerterly Sales

~|on [ fwafraf=

uth

Frepayed March 31, 1333

Getting Started
with LisaGraph




Do This

4 Choose Bar from the
Graph menu.

A18 | Section A

File/Print Edit Type Style Page Layout Format Graph Customize
G Phone

%G Cells: Value:

A B &

1 iist 23

2 iZnd 52 d!

3 i3rd 98

4 14th 127 SH1TCh-0n COMBUNCATION:.

5 usrterly Sales

6 @ Thousends Sales
7

8

9

0

L

z o

6 15t 3rd uth
7 uer ters

18 Srepared March 31, 1983

19
20
21
‘A




Adding a New Bar
to the Graph

What You’re About To Do

You need to add next quarter’s projected sales figure (202 thousand dollars) as a new
bar on the graph.

Follow the steps below to:

m Add a new x-axis label to the graph.
m Add the projected sales figure to the graph.

Do This

m To add the new x-axis
label to the graph:

1 Select cell A5 by placing
the pointer in the cell and

rxm
et
(i

clicking the mouse button 53 §
once, as shown. (Select e
the wrong cell? Move the :JS S
pointer to the cell you 12?

want and click.)

Click in cell to Select

Getting Started | . . |A19
with LisaGraph « « e



Do This

2 Type the word Next and File/Print Edit Tuype Style Page Layout Format ‘ Graph Clnstanr\fze
press the (Enter) key. 0 , Phone
(Make a mistake? I ® G Cells: 42 Value (Text): Next
i B A [ C %
or choose | 7 3
Clear Entries from the !
Edlt menu.) 4 |4th 127 Diiten-0n COMMURL CATINNE
5 o fusrtarly Sales
Notice the new label on the x- 6 o LsEn sl
axis of the graph and the space }i
made for a new bar of
information. 0
4
5 :
3 15t 2nd Ird uth
17 usrters ~
18 Frapared March 31, 1887
19
20
21
Qla
m To add the projected File/Print Edit Type Style Page Layout Format Graph Customize
sales figure to the graph: [O Phane Sale
% G Cells: BS Value (Number): 202
1 Select cell B5, type 202, Al B 1 cTlG
1 }list 22
and press (Enter). oSS d
s . 3 Prd 98
Notice how the sales figure for 4 41?;h {37 Suten-0n Communications
next quarter is immediately 5 INext q - Ruerterly Seles e
added to the graph. 5  Tsans =
8
9
10 |
1
12
2 B —
16 1zt Ind 3rd uth il
17 Querters
18 Prepared March 31, 1333
19
2
21
Qld

A20 |22 Section A




Adding a New Set of Bars
to the Graph

What You’re About To Do

Follow the steps below to add the profit information for each quarter as a new set of
bars on the graph.

Do This

1 Enter the number 9 into E File/Print_Edit _Tupe Style ayout Format Graph Customize
cell C1. (Select the cell, O l| Phone sates ||l

9

G Cells: Ci Ivalue (Number}: 3
type, and (Enter).) T
Notice the second bar that is 1 %H I3
automatically graphed next to 3 fird 3
the Sales bar for the 1st quarter. |4 lath 177 Swrto-0n ommunications
5 {Mext g fQuarterly 3ales
6 | o Thousends sales
7
[l L
9
0 L
1 -
A 100 -
3
4
5
16
7 (Quarters
7] Prepared March 31, 1983
9
2
21
Qla

Getting Started | | | |A21
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Do This

2 Follow the same

File/Print Edit Type Style Page Layout
i e z

Format Graph Customize

| Phone Sates ||l

Value (Number): 125

procedure to graph the g
remaining profit Eele =
information, as shown to Tst o910
the right. (Make a I
mistake? (Backspace) or 4 latn 127
choose Clear Entries O
from the Edit menu.) !
Quarter Profits Fn
“2nd” 20 4
“3rd” 46 Y
“4th” 69 5
“Next’”’ 125 13

18

9

0

1

Qg

A22 | .. Section A
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Adding Text To The Graph

What You’re About To Do

You can add text anywhere on the graph.
Follow the steps below to add to the current graph title, so that it reads:
“Switch-On Communications Quarterly Projection”

“Quarterly Sales and Profits”

Do This
1 Use the text pointer to Click here
select an insertion point, Il Phone sales ||
a blinking vertical line, Value:
after the word c 11
“Communications” by 9% [
clicking once just after 2

Sw1tch-0n Communication:
Quarterly Sales
Thousends Sales

the ““s”’, as shown.

]
Legand

15t 2nd 3rd uth Next

Quarters
Prepared Merch 31, 1983

Getting Started | . . |A23
with LisaGraph o e ¢



Do This

2 Press the (Spacebar) and
type the words
Quarterly Projection.

Type this

" v Value:
(Typing mistake? Use the ol S
key to correct v 1a
it.) 20
46
Note: You don’t have to press &3 Switeh-On CorUnloations
when you add text to the 78 Quarterly Sales
graph. Thousands Seles
250 )
Legend
Querters
Prepered March 31, 1983
3 Follow the same Type this
procedure to make .
‘“Quarterly Sales” read Value:
“Quarterly Sales and c 1o
Profits’’, as shown. 9.1a
20
46
69 Sy1tch-On Communications Quartefly Projection
{79 Quarterly Sales
Thousands Seles
250 ]
Legend

A24 |77 Section A
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Replacing Text
on the Graph

What You’re About To Do

Two more items on the graph need changing: the legend, which describes what the
bars stand for, and the preparation date.

Replace the word “Legend” with the word “‘Profits”’, and ‘““March 31, 1983 with
‘‘today’s date”, as described in the steps below.

Do This

1 Select (highlight) the Press here
word ““Legend”’ by Phone Sale
pressing and holding
before the ““L”, and then |
moving the pointer !
across and releasing after |
the ““d”’, as shown. (Didn’t
get it? Just try again.
Move the pointer right
before the “L”” and make
sure that it changes to a
text pointer, X, before
you press.)

Sw1tch-0n Communications Quarterly Projection

Quarterly Ssles snd Profits
Thousends Sales
250

Quarters
Prepered March 31, 1983

Release here
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Do This

2 Type Profits. (Typing Type this
mistake? Use the flif Phone sales |||
key to correct Value:
it.) TG
9
20 g

Sw1tch-On Communications Quarterly Projection
Quarterly Seles snd Profits

Thousands Sajes
250 -
200 |
180

Quarters
Prepared March 31, 1983

3 Follow the same IDeseIeot box Type today's datel
procedure to replace ile/Print Edit Type Style Page Layout Format [Graph Customize
“March 31, 1983” with Phone

G Ceils: Value:
1 A B C O
st 3 8. la
nd 53

“today’s date’’.

Your graph is now

1
2
i i 3 ird 95
Compl_ete" TO see |.t WIthOUt 4 ;{Th 136 Sw1ten-0n cammunications uerterly Projection
the blinking insertion point  J5 et 20z R
. . houzands Sules

after today’s date, click in 5 : = reams
the deselect box, as shown. o o0

0

1

5

14

= . 4 B L

16 13t 2nd Ird uth Hext

1; Preggx:ier i

9

20

1

[=A]
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Printing Your Document
(Optional)

What You’re About To Do

If you don’t want to print your graph now, or don’t have a printer available, you can skip
this section and go on to Putting Your Document Away.

To print a copy of your finished graph, follow the steps below.

Do This

1 To ensure that your work Daisy Wheel Printer
is saved on the ProFile
before you print, choose
Save & Continue from the
File/Print menu.

2 Make sure your printer is
hooked up and turned on.
(Refer to the manual that
came with your printer for
information on
connecting the printer
and loading paper and
print ribbons.)

Dot Matrix Printer
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Do This

3 Choose Print Graph from Edit Tupe Style Page Layout Format Graph Customize N
the File/Print menu to print... W Finished Quality [0 Quick Dreft (Text Only)
bring up the Print dialog Owhile You Wait MWwhile You Work

. W all Pages (Only pages: | i Through: |
box shown to the right.
. Number of Copies: I EIEIIEIE] k]
(See a different message -, -
on the Screen? Go tO the 4 14th 127 69 SW1teh-On Communications Quarterly Projection
3 |Next 202: 123 Quarterly Sales snd Profits

next page and read the 6 gy TROUSENGS sues
T3 A . : ’y 7

Trquble with printing? 5 - . Profits
section.) 5 B

4 The current settings in AIYAE Edit Tupe Style Page Layout Format Graph Customize )\
the Print dialog box are print... W Finished Quality [JQuick Draft (Text Only)

fine, so use the mouse to Owhile You Wait  Ewhile You Work
’

check “OK’’. as shown M ALl Pages ClOnly pages: {Through: | |
(Trouble? See “Trouble " * oe BITIEEEMEITED (o]
with rin:tin ?!! on the !453;; 127 g; Sv1tch-0n Communications Ouar!erly PYUJEDHOH
P g: 5 INext © 2020 125 ouerterly Sales and Profits
next page) g 2 Thousends les
Notice that the hourglass 5 zon}» N
appears for a few moments — 9 |_|
the hourglass means wait — as Click OK
your Lisa records the
information necessary to print
the document.
5 When your document IV Edit  Tupe Stule Page Layout Format Graph Customize M
begins printing and you Monitor the Printer.. Terminate
i Document being printed: Phone Sales
Se? the MOI’IItOf the Copy being printed: 1 OF 1
Printer dialog box, check Page being printed: 0 OF 1
i ” If you want to do other work while the document is being printed,
Proceed , as “ShOWI"I. click Proceed. Otherwise, just wait.
(Trouble? See “Trouble If you do decide to Procesd, you can get back here by choosing
H inti ” Manitor the Printer from the File/Print menu. You should do that if -
Wlth prmtlng? on the you hear aI whistle or if you want to terminate printing.
next page.) l
Notice that once the hourglass ElE
disappears and printing begins, Click Proceed
you can use your Lisa to do other
work.
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Trouble with printing?

m If you see the alert
message to the right,
refer to the Lisa Owner’s
Guide, Section D,
Desktop Manager
Reference Guide, under
Set Printer Configuration.

m If you see any other alert
message, follow its
instructions. If needed,
refer to the Lisa Owner’s
Guide, Section G,
Troubleshooting, under
Printers, or see the
manual that came with
your printer.

m To learn more about
printing, refer to Section
C, LisaGraph Reference
Guide, Chapter 2, under
Print.

File/Print Tupe Style  _Fage Layout,
d [i{| Phone sales ]
%G Cells: [value:

The document cannot be printed because the

intended printer does not appear to be
available, Before you try to print again,
make sure that your printer is set up the
way you want and that it is accurately
described in the Preferences window's
Device Connections.

Edit Format Graph Customize

-
ﬁ:a ~ cn'ul'b-'u NIH
(2 S WG
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Putting Your
Document Away

What You’re About To Do

Now that you’ve finished working on your document, follow the steps below to put it
away. Even if you chose to print your document and it’s still printing, you can continue
to use your Lisa to do other work.

Do This

1 Choose Save & Put Away [ File/print_Edit View Disk
from the File/Print menu. |= Profile
(Is the Save & Put Away :
menu item dim? Then you ﬁﬂ -y ﬁﬂ g
need to click in the LisaCale Papar Lisarapn Paper Lisabrite Paper  LisaProject Paper Lizalist Paper Lisalraw Pap)

document to make the £ ] ]

WindOW active_) LisaCalc Examples  L1saGrap ples  LisaWrite Examples LisaProject Examples Lisalist Examples  LisaDraw Exam|

Notice how the window zooms
down to a document icon back
in its filing home in the
LisaGraph Examples folder.,

Empty Folders Tools

3Rtting Startad Chapter 3 Report

Document is Saved & Put Away
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Starting from Scratch

What You’re About To Do

In order to start a new graph, you need to get a piece of LisaGraph stationery, as
described below. Blank LisaGraph stationery is in a pad called LisaGraph Paper, in the

ProFile window.

Do This

1 Tear off a sheet from the
LisaGraph Paper pad at
the top of the ProFile
window. (Select the pad
icon; choose Tear Off
Stationery from the File/
Print menu.)

LisaCalc Examples  LisaG!

]

Toals

Empty Folders

File/Print Edit View Disk _ ]
= fill Proite [l
2528 blocks free out of 9690. Backed up: never.
B i =
LisaWrite Paper LisaProject Paper Lisalist Paper LisaDraw Pap)

xamples  Lisawrite Examples LissProject Examples  Lisalist Examples

b

LisaDraw Exam|

2 Don’t worry right now
about moving the untitled
document out of the way.
Change the name of the
untitled document to
Monthly Results. (Make
sure the icon is selected;
then type.)

Type Monthly Results

File/Print Edit

LisaCale Examples

™7

Empty Folders Toals

LisaBraph Examples  Lisarite Examples L1saProject Examples  Lisalist Examples

)

2528 blocks free out off3690. Backed up: never.
[ = = :
Monthly Result: =
LizaCale Paper LisaGraph Paper LisaWrite Paper LisaProject Paper Lisalist Paper LisaDraw Pap]

L1z3Draw Exam)

Getting Started | . . |A31
with LisaGraph e s«



Do This

3 Open the piece of File/Print Edit Type Style Page Layout Format Graph _Customize
LisaGraph paper you [ [l Monthiy Resuts ||ij
named Monthly Results |- ———
as you would any
document. (Choose Open
“Monthly Results” from
the File/Print menu.)

Graph Title
ptitle

¥ oAX1s Title
0.16

e [~jon || lwi[r]m

4 If you want to make your
own graph, do so.
Experiment — try
different things. Press
and move across the
menu bar and look at
what’s in all your menus.
If you want specific 2.0 B
information on i (-E i & —
Something s look in the Wastenasket references Elock Caloulator Cliptoard {ProFile
LisaGraph Reference
Guide, Section C, or
check the index.

0.08 |-

0.0 -

X Axis Title
Footnote

e [
5\1|mun.l>~uN>—~o

W
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Finishing Up

What You’re About To Do

It is a good idea to save all your documents and clear off your Lisa’s desktop at least
once a day. The steps below illustrate one of the many ways you can manage things on
the Lisa desktop.

Note: When you are connecting, disconnecting, moving, or servicing equipment, you
must turn off the power. But normally, you should turn off your Lisa only at the end of
each week, and always leave your ProFile turned on.

Do This

1 Choose Set Aside File/Print Edit View Disk
“Monthly Results” from = ProFile
the File/Print menu and — — — ‘
notice how Monthly m 0= ﬁ[j

Results iS set aside as an LisaCale Faper lﬁsaﬂrapn Paper Lizawrite Paper L153Project Faper LisaL1st Paper LisaDraw Pap|
icon on the desktop.

LisaCalc Examples Lxsa/aéapﬁ E%.amples Lisakrite Examples L1saPreject Examples  Lisalist Examples  LisaDraw Exam)

Note: When you're working with
several documents at the same
time, it’s often convenient to Empty Folders Tools
keep some of them set aside on
the desktop, where it’s easy to
get at them.

Getring Started Chapter 2 Chapter 3 Report Forecast

Phone Sales

I]:?.::g

=

&

Il = -

a8a00]
Sasal

Wastebasket Preferences Clock Calculator Cliptoard Frofie

Monthly Results is
Set Aside

Getting Started | ; ;|A33
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Do This

2 If you want to file the [LisaGraph Examples [
Monthly Results '
document in a new place, @ ... cruptr 2 chuter 3
move it to a clear area in | L ——
the LisaGraph Examples | M
folder, as shown. (Press |
with the pointer on the e s
icon, move it, and release § i L L - e
when the icon is where [ vastebsovet B Feretercnces (R cook | Catouator [
you want it.)
3 If you want to throw away LisaGraph Examples
the Monthly Results ‘ | ‘ EE_E-ﬂi
document, move it to the [ e 3 roreeast

Wastebasket icon. When
the document icon is on
the Wastebasket and the
Wastebasket icon
highlights, release the

//

Phone Sales

mouse button and wait B || Preverences | i ‘ Profile
for the document to be

deposited.

Note: You can always get back
the last thing you’ve thrown
away by opening the
Wastebasket icon and moving
the deposited document back
out.
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Do This

4 Now set aside both the
LisaGraph Examples
folder and ProFile by
choosing Set Aside
Everything from the File/
Print menu.

Notice that both the Folder and

wi—
ProFile icons are now set aside
on the desktop.

LisaGraph Examples

5 You can put away the
LisaGraph Examples
folder back in its filing
home in the ProFile even
when the ProFile window
is closed. To do so, select
the LisaGraph Examples
folder and choose Save &
Put Away “‘LisaGraph
Examples’’ from the File/
Print menu.

Note: If you want to deselect a

selected icon, click once when
the pointer is not over the icon.

r

Folder is Saved & Put Away

Getting Started | | . |A35
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Do This

6 When you are ready to
work on something else,
just open the ProFile
again. When you want to
turn off Lisa's power —
for example, over the
weekend — press the lit
on-off button, as shown.
When you turn on the Lisa
again, everything will
reappear as you left it
when you turned the Lisa
off, including documents
you may have left open on
the desktop. Normally,
you should leave the
ProFile turned on.
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Using LisaGraph

You now have the basic skills necessary for using
LisaGraph to produce your own LisaGraph documents.
Because the concepts for using each Lisa tool are the
same, you also have some of the basic skills for using
other Lisa tools: LisaCalc, LisaDraw, LisaList,
LisaProject, and LisaWrite.

There is much more you can do with LisaGraph. You can
learn about other LisaGraph features by:

® Going through other exercises in the LisaGraph
Tutorial, Section B.

m Using the LisaGraph Reference Guide, Section C, as
you do your work.

m Just experimenting as you use LisaGraph. Remember
— when experimenting, you usually have to select
something before taking action with it. It’s safe to
experiment because most of the things you do can be
undone by choosing Undo Last Change from the Edit
menu. And if you’re experimenting with a document
you’ve torn off of a stationery pad, you can try almost
anything and always start fresh by either choosing
Revert to Previous Version from the File/Print menu, or
by throwing the document away into the Wastebasket,
and tearing off a fresh copy from the same stationery
pad.

Getting Started | ; ; |A37
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Other LisaGraph Features

m Enlarging or shrinking the viewing areas for the graph
and data-entry table.

m Creating mixed bar/line charts.
@ Customizing the x- and y-axes.
m Adding titles and annotations anywhere on the graph.

m Choosing from a variety of typestyles for graph titles
and annotations.

m Cutting and pasting between LisaGraph documents,
from LisaCalc to LisaGraph, and from LisaGraph to
LisaDraw. :



Guide to Lisa Manuals

Set up your Lisa following the setup procedures in the
Lisa accessories box or in Appendix 1, Setup
Procedures, in the Lisa Owner’s Guide.

Go through Section A, LisaGuide, in the Lisa Owner’s
Guide, for an introduction to the Lisa.

If your dealer or service representative did not set your
system Preferences so that the Lisa knows what external
devices are attached, follow the instructions in Section
D, Desktop Manager Reference Guide, under Set, in the
Lisa Owner’s Guide.

Go to Section A, Getting Started, in the manual for each
office tool that you want to learn, for the essentials of
using that tool.

» Go to Section B, Lisa Fundamentals, in the Lisa Owner’s
Guide, for the background information you need before
beginning long-term work on the Lisa.

You are now ready to start doing your own work on the

Lisa:

m If you want self-paced instructions for using a tool, go
to Section B, Tutorial, in that tool manual.

m If you want instructions for performing specific tasks
with a tool, go to Section C, Reference Guide, in that
tool manual.

For specific instructions on filing and desktop
management, go to Section D, Desktop Manager
Reference Guide, in the Lisa Owner’s Guide.

For more information on the Lisa hardware, tips on
caring for the Lisa, and suggestions for troubleshooting
when the system isn’t working properly, go to the other
sections of the Lisa Owner’s Guide.
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What’s in the
LisaGraph Tutorial?

This tutorial teaches you about LisaGraph as it guides
you step by step through several real-life examples. To
get the maximum value from it, you should try out the

examples on your Lisa as you read.

All major LisaGraph features are covered in the tutorial,
but not always in fine detail. A complete description of
each LisaGraph feature can be found in Chapter 2 of
Section C, the LisaGraph Reference Guide, in this
manual.

Before you start this tutorial, be sure you have completed
LisaGuide, in which Lisa introduces Lisa; you can find the
LisaGuide diskette in the front pocket of the Lisa
Owner’s Guide. Also, you should have completed Section
A, Getting Started with LisaGraph, in this manual. If you
haven’t completed one or both already, now is a good
time to do so.

To complete the activities in this tutorial, you need

m The plain LisaGraph stationery pad that is on the
ProFile.

m The sample documents for this tutorial that are in the
LisaGraph Examples folder on the ProFile.

The arrow symbol ( P> ) appears before each activity in
the tutorial, and it means ‘Do something.”” For example,

P Turn the page to begin the tutorial.

oo Bv
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Creating a Graph

The activities in this chapter cover the most basic
information about LisaGraph, such as how to get started,
how to create a standard graph, and how to print and file
it. In particular, you learn how to

m Get stationery for a new graph.

m Choose a graph format.

m Edit graph titles and the legend.

m Enter and add data to a table.

m Choose a size for the printed graph.

m Display a graph in its actual size and preview it before
printing.

= Print a graph and a table.

= File a document.

For the activities in this chapter, assume that you are
Fran Compton, Financial Controlier for Merle’s Sporting
Goods. Before the next planning session, you must
prepare a graph that compares actual profits with
projected profits over the last eight years.

Chapter 1 . .|B3
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Getting a New
LisaGraph
Document

B4 ... SectionB
¢ ¢ o LisaGraph Tutorial

To start a new LisaGraph document,

P Open the ProFile
window by clicking twice
on its icon.

P Tear off a sheet of paper
for the new document by
clicking twice on the
LisaGraph stationery
pad icon.

» Name the new document
by typing your initials
followed by -First. This
allows other people to
use the same ProFile
and not confuse their
documents with yours.

» Open the new
document’s window by
clicking twice on its icon.

ECP-Flrst

LisaGraph stationery has a table where you enter the
numbers you want plotted, and an empty graph frame
surrounded with places for your title, subtitle, axis titles,
legend text, and a footnote. When the pointer changes
from an hourglass to an arrow pointer, your document
should look like the one shown in Figure 1.



ma_‘FiIe/Print Edit Tlépe Style Format Graph Customize
] 1| Gep-First ||
%G Cells Value:
[ B G
1 4
2 Graph Title
3 swtitle
4 ¥ Axls Title
5 0.16
6
7
0
1
12
13
4
5 X Axs Title
6 Footnote
7
18
[a[

Figure 1. LisaGraph Stationery

To start a graph using traditional tools, such as a pen
and paper, you would have a table of numbers to be
plotted in two dimensions and an empty graph frame.
You would determine the X- and Y-axis scales yourself
and plot data in the graph frame manually.

However, LisaGraph automatically pairs the X-axis values
in the table with the Y-axis values and plots the
intersections of data points in the graph frame. In
addition, LisaGraph automatically changes the X- and Y-
axis scales and labels each appropriately.

For this example, assume that you have data in the form
of actual and projected profits for the last eight years, as
shown in Figure 2, and that you want to compare them.

Chapter 1 | .. |B5
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Figure 2. Actual Versus Projected Profits

The following steps outline the work flow when you begin
a new graph. The activities that you will complete follow
these steps.

1. Decide what comparison you want to make and
choose the graph format that best suits that
comparison. For this example, a bar graph is the best
graph format when comparing data over time.

2. Decide on a title that communicates the comparison
to your audience and change the title on the graph.
For this example, ‘‘Profits for Past Eight Years”
communicates the comparison.

3. Enter the data to be plotted into the table and watch
as LisaGraph automatically plots the intersection of
data points in the chosen graph format.

It’s your turn. Begin with the graph’s format.

Choosing a - LisaGraph provides four graph formats because each is

Graph Format suited to a particular kind of comparison. The graph you
will create compares data over time. A bar graph best
suits a comparison over time. To verify that a bar graph is
the chosen graph format,

B6 |. .. SectionB
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P Move the pointer into
the word “Graph” in the
menu bar, press and
hold down the mouse
button while you read
the items and note which
one is checked; then
release the mouse
button.

A bar graph is the standard format; the check mark
confirms this. To change a graph’s format, you just
choose another option from the Graph menu. However,
for this example, leave Bar checked.

Chapter 5, Sample Graphs, explains the kinds of
comparisons that you can show and which graph format
best suits a particular comparison. It also includes
several sample graphs.

The second step in creating a graph is to title it for your
audience. Following are explanations and activities that
show you how to change titles and other text on a graph.

Editing Text
on a Graph

Changing the content of your document is called
“editing,” which includes adding, cutting, moving, or
replacing text. Text on a graph consists of a title, subtitle,
footnote, and X- and Y-axis titles. In addition, you can
add annotations anywhere on a graph.

You need to replace some of the text on your graph with
descriptive text and remove what you don’t need. First,
you must select the text that you will change. In Section
A, Getting Started with LisaGraph, you learned how to
select characters; here you will learn how to select one or
more words or a line of text. For example, to select the
words “Graph Title,”

P Move the pointer into :
the first word, “Graph,” w Title
click the mouse button g ;
g ubtitl
and then press and hold ®
it down.

» Move the pointer m
directly into the word
“Title,” and release the
mouse button.

Chapter 1 , , .
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As long as you hold down the mouse button, you can
move the pointer into other words on the same line to
select them. Notice that the text you selected is
highlighted. If the words ““Graph Title”’ are not
completely highlighted, select them anew.

To replace the selected title with a real one,
» Type
Profits for Past Eight Years

If you make a mistake while typing, you can remove

characters by pressing the (Backspace) key once for each
character that you want removed. To backspace

continuously, press (Backspace), and then press and hold
it down until the desired characters are removed.

In addition, you can hold down the (&) key while pressing
the (Backspace) key to remove words. Text that you
remove with the (Backspace) key can be restored by

holding down the (Shift) key while pressing the (Backspace)
key.

To continue editing the graph, change the Y-axis title to
reflect the magnitude of the profit figures that will be
entered and plotted. By the way, you can select an entire
line instead of selecting words. For instance,

P Move the pointer into m
the line that reads ‘'Y
Axis Title’” and click the

mouse button three
times.

» Type
$ Hundred Thousand

The X-axis title runs horizontally across the bottom of the
graph. Use it to inform your audience about the X-axis
data. To do this,

P Select the line that reads
“X Axis Title.”

» Type

Dates Sampled



To change the word ‘‘Footnote’ to a phrase that reflects
an important point,

P Move the pointer into
the word ‘““Footnote” m
and click the mouse
button twice.

P Replace the footnote by typing

Management change in’81

A different technique is used to select one or more
characters. For example, to select the single quote in the
X-axis title,

P Move the pointer to the '
left of the single quote. change 1nI81

P Press and hold down the .
mouse button while change in iﬁT
moving the pointer to
the right of the quote;
then release the mouse
button.

To replace the single quote with other text,

> Type in 1979 and 1931
1979 and 19

Now, add the letter “‘s” to the end of the word ‘“‘change”
in the X-axis title.

P Move the pointer beside ;
the letter ““e”’ in changim
“change” and click the
mouse button once to
set the insertion point.

» Type changed in
S

The graph you are preparing does not have a subtitle. To
remove the text that is there,

P Select the word

Chapter 1 . . .|B9
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P Choose Cut from the
Edit menu.

Undo Last Change
Hestore Previous Ealrg

You can restore the cut text to your document, or reverse
almost any change, if you do so immediately. For example,
to return the subtitle to its original location,

» Choose Undo Last
Change from the Edit Undo Last Change |,
menu. Bastore Previcus Falry

Cut or copied text temporarily resides on the Clipboard
until you cut or copy something else. Undo Last Change
restored the cut text to the document.

P Choose Undo Last Change again to cancel the last
undo command and remove the subtitle.

After editing the text around your graph, it should look
like Figure 3. For more information about editing, see
Section C, LisaGraph Reference Guide, Chapter 2, under
Edit.

Frofits for Past Eight Years

3 Hunared Thousend
16

Dates Sampled
Management changes 1n 1973 and 1951

Figure 3. Graph with Real Titles




Saving a
Document

» Choose Save & Continue

from the File/Print
menu.

It is a good idea to save the changes you make to a
document about every quarter hour that you work on it,
and, naturally, save the changes when you finish. That
way you have a very up-to-date document to fall back to
should an unforeseen power failure wipe out the changes
you are making.

To save your first graph as it looks now,

File/Print
Set Aside Everything
Set Aside "GCP-First"”

Save & Put Away
Save & Continue
Revert to Previous Version §

About Tables

» Move the pointer into

the width control at the
bottom of the table’s
scroll bar; press and
hold down the mouse
button while moving the
width control to the right
side of the document
window.

Release the mouse
button when the width
control is beside the size
control on the right side
of the window.

The information here explains how to move around the
table and how to select cells. After you learn this, you will
enter data in the table on your screen and watch as
LisaGraph automatically plots that data as a graph.

A LisaGraph table is composed of cells that are arranged
in rows numbered 2t the left side of the table and
columns labeled alphabetically across the tabie. Each
cell is identified by its coordinates in the table, such as
A1 and J200.

Because a LisaGraph table is 255 cells across by 255
cells down, there will be times when you need to see
more of it than currently fits in the table view. To widen
the table view,

Chapter 1 , , .
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As soon as you press the mouse button, a flickering
outline appears that you can move back and forth with
the width control until you release the mouse button.
Your document should look like Figure 4; if it doesn’t,
repeat the instructions above.

g
%G Cells: [value:
A B [ D E F G H I

A M=

iy |

co|~ien|

Figure 4. Widened Table View

By the way, you can move the width control all the way to
the left to fill the window with a view of the graph. Now
back to the discussion.

Selecting a Cell

Before you can enter data in the table, you must select
the cell that you want to enter data into. To select a cell,

» Move the pointer, which A B
is a hollow cross-hair in
the table, into cell A1
and click the mouse
button once. The
selected cell is
highlighted.

Once you have a cell selected, you can use the (Tab),
(Return), and arrow keys to move to, and select, other
cells. For example,

[} gt

» Press the key once A I B P
to get to the next cell in 1 alx
the row, B1.



P Press (Tab) several times while you watch each cell in
the row become highlighted when it is selected.

You can use the (Return) key to move down to the first cell
in the next row from anywhere in the table. For example,

P Press the (Return) key. A B
Notice that cell A2 is 1 ii i
selected. 2 .

P Press(Return) several times and watch as cells A3, A4,
and Ab are selected.

In addition to the (Tab) and keys, you can use the
arrow keys to move to and select another cell. For more
information about the arrow keys, see Section C,
LisaGraph Reference Guide, Chapter 1, under Selecting.
Now that you know how to move around the table and
how to select cells, you are ready to enter data in the
table.

Entering Values

The data in each cell is called the cell's “‘value.” In the
following activities you will enter numeric values that
represent years and actual profit figures. As you type
values into row 1 of columns A and B, LisaGraph
automatically draws a bar on the graph. To enter values
into cells A1 and B1,

P Move the pointer into A B
cell A1 and click the
mouse button to select
the cell.

N —

P Type the number a

19746

When entering numbers, use whichever set of numbers is
most comfortable: either the numbered keys on the
numeric keypad or the top row of keys on the keyboard.
In both cases, you can use other keys on the keyboard to
move to and select the next cell.

Chapter 1 | | . |B13
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Avalue isn’t accepted until you select another cell, so you

can still correct typing mistakes with the key.
For example, to correct the entry in cell A1 so that it

reads ‘“1975,”

P Press the key A
to remove the 6 and 4; 111975
then type
5

» Press (Tab) to move into
cell B1 and select it;
then type

2.1

The value in cell A1 is coordinated with the value in cell
B1 and the pair of points is plotted as a bar. To see this,

» Move the width control
to the left, so that the
flickering outline that
follows it appears in the
middle of column D in
the table.

Your document should look like the one in Figure 5.

0
%G Cells: A2 [value (Blank):
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z 25 $ Hundre@ Thousand LEgEe]nd
7 20k

8 15¢

9

10 1.0+
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Figure 5. Data Pair Plotted as Bar
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The value in cell A1 is plotted horizontally across the
graph’s X-axis. On a bar graph, LisaGraph uses each
value in column A as an X-axis label whether the X-axis is
numeric or text. X-axis labels are spaced evenly across

the bottom of the graph.

The value in cell B1 is plotted vertically along the graph’s
Y-axis, between the bottom and the top of the graph.
LisaGraph calculates the range of Y-axis labels to
include all the values in columns B through I. In this case,
the Y-axis labels along the left edge of the graph range
from zero to slightly above the highest numeric value,

2.1.

The range of the axis labels determines the amount of
white space above and below bars on a graph. For
example, the difference between the high point of the Y-
axis range and the value of cell B1 provides the white
space between the bar and the top of the graph. You will
learn how to customize a range of axis labels in Chapter
2, Customizing a Graph, in this tutorial.

Adding Values

A data pair, the value in cell A1 paired with the value in
cell B1, puts one bar on the graph. When you add
another data pair to the table, for example, when you
enter another year in A2 and another profit figure in B2,
another bar will be added to the graph.

P Make sure that cell A2 is
selected and then type

1976 3.6

A B

1975

N =

AW H N ]
o

1976

There should be two bars on the graph and the axis
labels should have changed to reflect the new values in
the table. As long as you enter data into columns A and
B, bars will be added to the set and the range of axis
labels will be calculated automatically.

However, suppose you want to compare the company’s
actual profits, in column B, with its projected profits. To
do that you would enter figures for projected profits into

column C. For example,

P Select cell C1 with the
mouse and pointer.

Chapter 1 |, . |B15
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» Type A B C
1 1975 2.1 2.1
2.1 2 1976038
3.2 (Return) 3 1977 4.1 4.9
1977 4.1
4.9 (Return)

Your graph should look like Figure 6.

O
%G Cells: A4 [value (Blank):
A B C

i 1979 2.1 &1 Ta
Iz 1976 W)

3 1977 4.1 4.9 Profits for Past Eight Yesrs
4

5

3

7

Dates Sempled

Henagement changes 1n 1979 and 1961

16

Figure 6. Clustered Bar Graph

LisaGraph now pairs the data in column A with the data
in column C and adds another set of bars, with a different
pattern, to the graph to produce what is called a
clustered bar graph. Notice that a legend appears on the
right side of the graph to explain what each pattern
represents.

In this case, column A contains dates, column B contains
actual profits, and column C contains projected profits.
Therefore, the first pattern represents actual profits
compared annually, data pairs from columns A:B; the
second pattern represents projected profits compared
annually, data pairs from columns A:C.

To change the text in the legend to reflect what the data
pairs represent,

P Select the first
“‘Legend.” m

£



» Type Actual
Actual

P Select the second

“Legend.”
» Type Projected
Projected e

Though the text of a legend can be edited, its pattern
cannot. LisaGraph has eight preset patterns that are
designed to look well together on a graph; there is one
pattern for each set of data pairs from columns A:B
through A:l

To complete your graph,

P Enter these values in A A T
your table. 4 1978 1.4 6
5 1979 -3 5 2.9
6 1980 -2.8 2.9
7 1981 -_§i 1.5
8 1932 1.8 2

Remember that a vaiue isn’t entered, or data plotted,
until you select another cell in the table or press the
key. If there is an incomplete entry when you try to
save, print, or put the document away, an alert box
appears that tells you this; you must complete the entry
before you can continue. When you finish entering the
data, your graph should look like Figure 7.

Chapter 1 | . .|B17
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Figure 7. Completed Graph

» Choose Save & Continue
from the File/Print
menu.

File/Print
Set Aside Everything
Set Aside "GCP-First”

Save & Put Away
Save & Continue R

Revert to Previous Version i

Now that you have completed your graph, you will print it
to see how it looks. First, you need to choose a size for
the printed copy.

About Graph Both the graph’s printing sizes and screen sizes are
Sizes located on the Page Layout menu. To find out what the
current sizes are,

P Open the Page Layout Page Layout ;.

menu and read the fotumn widths .,

checked items; then

close the menu without Full Page Graph
vHalf Page

choosing an item.
9 Third Page

Quarter Page

Show RActual Size
vReduce to Fit
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The checked items tell you that the graph will print on
half a page and that it is reduced to fit in the graph view
regardless of the size of the view. As you prepare your
own graphs, you may notice that when a graph is
reduced to fit into a very small view text can overlap on
the screen.

To show the graph on the screen in its actual size to
see how it will look when printed on half of a sheet of
8-1/2 x 11 inch paper,

P Choose Show Actual
Size from the Page
Layout menu.

Page Layout
Coltivmy Widths ..

Full Page Graph
vHalf Page

Third Page

Quarter Page

Show RActual Size}.

The graph expands to the printing size and proportions
specified in the Page Layout menu and the Format for
Printer dialog box. To expand the graph view so that you
can see as much of the graph as possible,

P Move the width control to the left edge of the window.

Your graph should fill the window, as shown in Figure 8.

B
%G Cells: A9 IVque (Blank):

Profits for Past Eight Years

$ Hundred Thousand
g

Figure 8. Graph Fills Window
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To expand the entire window so that you can see even
more of the graph,

P Move the pointer into
the size control box in
the bottom right corner Y
of the window.

P Press and hold down the

mouse button while m
moving the flickering
outline toward the
bottom of the screen;
release the mouse
button when the pointer
touches the bottom.

]

Your screen should look like Figure 9.

G Cells: A3 [Value (Blank):

o] ]l

$ Hundred Thousand
g

1973 1976 1977 1976 1979 1980 1981 1982

Dates Sampled
Management changes in 1979 and 1981

Figure 9. Window Shows Almost Half a Page

To see another part of the graph,

» Move the pointer into
the view button in the
bottom-right corner of [IE)
the horizontal scroll bar
and click the mouse
button.

[H< e



When you click on a view button, another view of the
graph appears. In this case, you scrolled the legend on
the right side of the graph into view. To scroll the bottom
of the graph into view,

P Move the pointer into
the view button at the Y]
bottom of the graph’s
vertical scroll bar and E]
click the mouse button.

To finish previewing the graph,

P Choose the view button
in the bottom-left corner
of the horizontal scroll
bar and confirm that
nothing on the graph
looks cramped or out of

place.
Printing a To print a document, you naturally have to have a printer
LisaGraph connected to your Lisa. If you don’t have a printer, or if it
Document is not set up, you can skip this section for now, and
proceed to Putting a Document Away, later in this
chapter.

To find out how to set up your printer and hook it up to
the Lisa, refer to the manual that came with your printer.

You also need to set up Preferences correctly for your
printer. If you have not already done this, do it now. To set
up Preferences for your printer, refer to Section D,
Desktop Manager Reference Guide, in the Lisa Owner’s
Guide, under Set Printer Configuration.

Once the printer and Preferences have been set up,
printing your graph is very easy. Just

» Choose Print Graph
from the File/Print Set Aside Everything
menu. )

Format fFor Printer ...

Print Table ...
Print Graph ...
Monitor the Printer ...

A Print dialog box appears on your screen, like Figure 10.

Chapter 1 [ .. |B21
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print... WFinished Quality [JQuick Draft (Text Only)

Clone Copy While You Wait  MBwhile You Work
M Al Pages OOnly pages:i iThrough::
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Figure 10. Print Dialog Box

All print settings are as you need them right now. You
learn to use the different settings available in the Print
dialog box, and the menu item Format for Printer, in
Section C, LisaGraph Reference Guide, Chapter 2, under

Print.
P Click OK in the dialog 0K
box. ’

Your Lisa displays a message saying that it is preparing
to print your graph and allow you to continue working,
since the Print dialog box specified that you wanted to
print your first graph while you work. After that message,
the Lisa displays an alert box asking you if you want to
cancel the printing or proceed with it. To respond to the
message,

P Click Proceed to continue working while your
document is being printed.

If your Lisa cannot print the document while you work, it
will display a message to let you know that, and you will
have to wait until the document is finished printing and

the message disappears.

You can print the table when the graph finishes printing.
To print the table,

P Choose Print Table from
the File/Print menu.

Set Aside Everything
Set Aside "GCP-First"”

Format for Printer ...
Print Table ...
Print Graph ...
Monitor the Printer ...

» Click OK. )

» Click Proceed when the Monitor the Printer dialog

B22 (%% Section B box appears.
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Putting a You will need the graph that you created in this chapter
Document Away to complete the activities in Chapter 2, Customizing a
Graph. To put this document away,

P Choose Save & Put
Away from the File/Print | Set Rside Everything

menu. Set Aside "GCP-First”

Save & Put Away
Save & Continue
Revert to Previous Version §

The document window closes automatically and its icon
goes back beside the stationery pad in the disk window.
Now you can move the document icon to an empty place
in the disk window.

» Move the pointer into :
the icon of the document i
you just created. Press *r"
and hold down the
mouse button while
moving the icon to an
empty place in the disk
window.

P Release the mouse button.

This concludes Chapter 1. Go on to the next chapter if
you’d like to learn more about LisaGraph, or come back
to it at a later time.
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Chapter Get stationery
Summary for a new graph

m Open the ProFile window.

m Tear off a graph from the
LisaGraph stationery
pad.

m Name the graph.
m Open the new graph.

Choose a graph format

m Choose Bar, Line,
Scatter, or Pie from the
Graph menu.

Replace text on a graph

m Select the text.
m Type the new text.

Insert text on a graph

m Set an insertion point
where you will add text.

m Type the new text.

Cut text from a graph

m Select the text.

m Choose Cut from the Edit
menu.

Cancel a change

m Choose Undo Last
Change from the Edit
menu.

Save changes
to a document

m Choose Save & Continue
from the File/Print menu.

Move to and select
the next cell
in the row

m Press the (Tab) key.

Move to and select
the first cell
in the next row

B24 | .. Section B
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m Press the (Return) key.



Enter a value in a cell

m Select the cell.
m Type the data.

m Press (Enter), (Tab),
(Return), or an arrow

key, or select another
cell with the mouse
and pointer.

Change graph’s
printing size

m Choose a size from the
Page Layout menu.

View the graph’s
printing size

m Choose Show Actual Size
from the Page Layout
menu.

Expand the view of the
graph or table

m Move the pointer into the
width control.

m Press and hold down the
mouse button while
moving it and the
flickering outline to either
the left (to see more
graph) or to the right (to
see more table).

m Release the mouse
button when the outline
flickers in the desired
place.

Put a document away

m Choose Save & Put Away
from the File/Print menu.
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Print a graph or a table

m If you haven’t set up your
printer yet, see the
manual that came with
your printer.

m If you haven’t set printer
Preferences yet, see
Section D, Desktop
Manager Reference
Guide, in the Lisa
Owner’s Guide, under
Set Printer
Configuration.

m If you need to change any
of the options for this
document in the Format
for Printer dialog box,
choose Format for
Printer from the
File/Print menu and
change the options.

m Choose Print Graph or
Print Table from the
File/Print menu.

m Respond to any dialog
boxes that appear.
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Customizing a Graph

This chapter guides you as you customize a graph with
grid lines, annotations, and other styles of text. You also
learn about pie charts and how to add a line to a bar
graph. Specifically you learn to

m Get a filed graph.

m Add grid lines.

m Change a range of axis labels.

m Plot some data as a line.

m Change type styles.

m Duplicate a graph.

m Annotate a graph for a report.

® Plot data as a pie chart.

m Create your own LisaGraph stationery.

You will use the graph you created in Chapter 1 to
complete the activities in this chapter. If you didn’t
complete the activities in Chapter 1, now is a good time
to do so.

Chapter2 ... |B29
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Getting an
Existing
Document
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To retrieve the graph you filed at the end of Chapter 1,

» Open the window of the
graph you created in
Chapter 1.

g

If you cannot locate the graph you created in Chapter 1,

P Open the folder named
LisaGraph Examples.

P Tear off a graph from the

stationery pad named
Chapter 2. Type your
initials; then type

-First

P Open the document’s
window.

Your document should look like the one shown in

Figure 11.

g Jill cep-First ]
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Figure 11. Standard Bar Graph




The document window has the same size and
proportions as it did when you put the document away.
However, both the table and graph are visible. Notice
that the graph is displayed in its actual size, as it was
when you previewed it before printing at the end of
Chapter 1.

You will be working almost exclusively with the graph
while completing the activities in this chapter. To prepare
your screen so you can see the graph but not the table,

» Move the width control e T
and the flickering outline o ka
that follows it to the .
extreme left side of the
table.

When you release the mouse button, only the graph
should be visible. To begin customizing your graph, you
will add grid lines to make it more readable. After that
you will customize a range of axis labels and change type
styles.

Adding Grid Lines Grid lines help you interpret data points more precisely.
To see what grid lines do,

» Open the Customize
menu and note which
item is checked; then
choose Show Grid Lines.

Customize ]
Show Grid Lines
vHide GrAd Lines |

vShow Legends
Hide Legends

Your graph should look like Figure 12. A grid line extends
across the graph from each Y-axis label at the left border
to the right border.
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Figure 12. Grid Lines

The format of your graph determines where grid lines are
placed. To find out about grid lines on line graphs and
scattergrams, see the Grid Lines on a Graph procedure,
under Format, in Chapter 2 of Section C, LisaGraph
Reference Guide.

Changing a Range
of Axis Labels

B32|. .. SectionB
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On bar graphs, all values in column A of the table
become X-axis labels that appear across the bottom of
the graph. For Y-axis labels, LisaGraph automatically
calculates a numeric range that includes all values in
columns B through | of the table.

Notice that the Y-axis labels on the left side of your graph
range from —4 to +8 and that the Y-axis origin is at
zero, which accounts for the inverted bars that represent
negative values. In most cases, the automatic range of
axis labels is appropriate. However, when you aren’t
satisfied with the automatic range, you can customize it.
For example,

P Choose Y-Axis Range | Customize
from the Customize vShow Grid Lines [
menu. Hide Grid Lines [

Y-Axis,Range ...

KBRs Vnge ... g




A dialog box appears that shows that the current range
was calculated automatically. You should see a dialog
box like Figure 13.

Y-axis:  Minimum:
Origin: Automatic
Maximum: Automatic
Increment: Automatic

Please enter a number or the word “Automatic”.

Figure 13. Automatic Y-Axis Range

Notice that the values plotted on your graph range
between —3.5 and 6.0. To change the origin to —3.5, the
maximum to 7.0 and the increment to 4,

» Move the pointer into origin:
the word *‘Origin:”’ and

click the mouse button
three times to select the
current value,

“Automatic.”
» Type Minimum: Automatic
— 3.5 (Return) Origin: -3.5
7 Maximum: 7
4

Increment: 4

P Click OK to set the 0K

range.

The Y-axis range is recalculated according to your
specifications, and the graph is redrawn. Notice that
since you didn’t specify any particular axis minimum, it
was calculated automatically by LisaGraph. Your graph
should look like Figure 14.
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Figure 14. Customized Y-Axis Range

With the axis origin set at the lowest value, instead of at
zero, the bars that represent negative numbers are no
longer inverted and the drama of the negative values is
lost. To restore the automatic range to your graph,

P Choose Y-Axis Range
from the Customize
menu.

Customize
vShow Grid Lines
Hide Grid Lines

Y-Axis.Range ...

Xe-f3x38 vange
s
P Select “Origin:’’; then Minimum: Automatic
type Origin: | automatic
automatic Maximum:
(Backspace) (Return) Increment: |
(Backspace) (Return)
P Click OK.

0K )
The automatic range is restored and your graph should
again look like Figure 13. If you press (Backspace) instead
of a value in the dialog box, or if the value you enter is not
a number, LisaGraph assumes that you want the
automatic setting.



If you enter a value in the table that exceeds the specified
axis range, LisaGraph adjusts the range automatically to
include the new value. See the X-Axis Range and Y-Axis
Range procedures, under Format, in Chapter 2 of
Section C, LisaGraph Reference Guide.

Plot ting Some Your bar graph uses two sets of differently patterned

Data on a Bar bars to compare actual profits with projected profits. To

Graph as a Line dramatize the comparison between actual profits and
projected profits, plot one set of values as a line.

To prepare your screen so that you will be able to see
columns A and B in the table and part of the graph,

» Move the width control
so that the flickering
outline touches the word
“Value” in the status
panel.

To plot the actual profits in column B as a line on your bar
graph,

P Select column B by
moving the pointer into
its header and clicking
the mouse bution.

P Choose Show as Line
from the Customize
menu.

Customize
vShow Grid Lines §
Hide Grid Lines

Show as Line

The data in column B are replotted as boxes connected
with a line. Your document should look like Figure 15.
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Figure 15. Bar Graph with Line

Notice that the bars have been widened to maintain a
balanced appearance. To enhance the graph further, you
are going to change the style of the title and footnote.

Changing Many sizes and styles of type are available from the Type

Type Styles Style menu. Styles include bold, italic, underiine,
shadow, hollow, and plain. The standard type style is
plain.

You can change the style of text on a graph only when the
graph is shown actual size. You cannot change the style
of X- or Y-axis labels, however, because they are
generated by LisaGraph, and you cannot select them.

To change the graph’s Y-axis title to bold,

P Select the Y-axis title by
moving the pointer into
it and clicking the mouse
button three times.

zand

P Open the Type Style Type Style
menu and note which Plain Text
items are checked; then Underline
choose Bold.

Italic
Hollow
Shadow
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P Select the graph’s title, scrolling it into view if
necessary, and style it in bold.

P Select another spot on the graph so that you can see
the bold text.

Your document should look like the one in Figure 16.
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Figure 16. Bold Title and Y-Axis Title

There are several type “‘fonts’ available in addition to the
various styles. A font is type of a particular size and face;
a font can be any style. The standard font is plain 12
Pitch Modern.

The Type Styles for the Graph procedure, under Format,
in Chapter 2 of Section C, LisaGraph Reference Guide,
explains about type styles and sizes for the graph and
provides some guidelines used by professional printers.
In addition, there are examples of each type font in
Appendix 3, Type Fonts, in this manual.

P Print the graph if you like.
» Choose Save & Put Away from the File/Print menu.

if you would like to stop for a while, this is a good place to
do so; you can resume the tutorial with the following
section.
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Duplicating a
Graph
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You are going to make two copies of your graph: one to
annotate for a printed report and one to change into a
pie chart. To duplicate your first graph,

» Move the pointer into
the icon of your first
graph and click the
mouse button to
select it.

» Choose Duplicate from
the File/Print menu.

 File/Print
Set Aside Everything
Set Aside “LisaGraph "

Sowe & Pt By
Open "GCP-First"
Duplicate [

Tear B $tabionervy

Make Stationery Pad

Monitor the Printer ... E

A duplicate appears and its icon flashes beside the
original. You must move the flashing icon before you do
anything else or it will vanish; the duplicate is not actually
made until you move the icon. To move the icon to
another spot in the window,

» Move the pointer into
the flashing icon; press
and hold down the
mouse button while
moving the icon to a GOP-First
clear spot just to the
right of the original.

» Release the mouse
button when the icon is |«xW g
in an open space in the — o
window. GCR-First  [EMEERYE
To change the name of the duplicate,
Pie

P1

Now, do the same with the document named Pie.



» Duplicate the document named “Pie,”” move the
duplicate to a clear spot in the window and change its
name to “‘Report.”

You now have three graphs: the graph you created and
customized, a duplicate named ‘‘Pie,” and another
duplicate named ‘‘Report,” as shown in Figure 17.

A
i %5 ./

GCP-First Ple

o]

Figure 17. Original Document and Two Duplicates

Filing a Graph You could leave the documents where they are in the
ProFile window, but it would soon become cluttered with
a lot of document icons. However, you can create a folder
to contain all related documents. To do this,

» Move the pointer into
the icon named Empty
Folders in the ProFile Empty F i
window and click the Pt -
mouse button twice. lntitled
" 7
Tutorial- Enpty F
followed by your initials. -

Tutor1al-GCR
To put your first graph into your personal folder,

» Move the pointer into —
the icon of your first
graph; press and hold il
down the mouse button
while moving the
document icon over the
folder icon you just
named.

P Release the mouse
button when the folder
icon becomes
highlighted.

Tutor1al-GCP
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P Move the documents named ‘‘Pie” and ‘‘Report” into
your personal folder.

P Move your personal folder to a clear spot in the
ProFile window.

Annotating a
Graph

B40 | ;. Section B
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It is good practice to keep graphs for overhead or slide
presentations simple. When you create graphs for
reports you can annotate them to get additional
information across.

One version of the graph will be used in a report; it needs
additional information. To prepare for this activity,

» Open your personal —
folder. -
Tutor1al-GCF
» Open the document 1
named “Report.” uk
Fepart

The document is an exact duplicate of your first graph.

» Move the width control
and the flickering outline
into the row numbers on
the left side of the table.

Your graph should fill the window. To insert a note about
an overall economic slump from the second quarter of
1978 through the second quarter of 1980,

P Move the pointer to the right of the tallest bar on the
graph and click the mouse button to set an insertion
point.

» Type
Overall Economic Slump
To emphasize the annotation,
P Select it and choose Bold from the Type Style menu.

P Select another spot on the graph so that you can see
the annotation clearly.

Your graph should look like Figure 18.
P Print the graph if you like.

P Put the document away.



Il report ]|

£ G Cells: IValue:

== Me

Profits for Past Eight Years

$ Hundred Thousand
7

)

1976

Fa

Figure 18. Annotated Bar Graph

You can enhance the graph further by adding arrows to it
with LisaDraw. To do this, see the LisaDraw manual,
Section B, LisaDraw Tutorial, Chapter 5, LisaDraw and

Other Tools.
Making a Your bar graph compares actual profits against
Pie Chart projected profits over an eight-year period. But suppose

you want to show the contribution of each year’s actual
profits to the total profits for the time period. Pie charts
are best suited for this. To plot the data as a pie chart,
use the duplicate bar graph named “Pie.”

P Open the document
named ‘‘Pie.”

P Move the width control
and flickering outline
into the row numbers on
the left side of the table.

P Choose Pie from the
Graph menu.

Chapter 2 | . . |B41
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Pie charts are calculated from only the data in columns A
and B of the table. Since pie charts have no X or Y axis,
axis labels are dropped. Legends are concealed
automatically on pie charts.

The data in column A become segment labels. The
positive data in column B are totaled and each positive
value is plotted as a percentage of the total. Negative
and zero values in column B are ignored.

Pie segments are arranged clockwise from largest to
smallest, regardless of how data are arranged in the
table. Your graph should look like Figure 19.

g
%G Cells:

[4) +

a Profits for Past Eight Years

Figure 19. Pie Chart

In this case, Actual Profits for each year are compared
with the total profits for all years, the whole pie. Negative
values are, naturally, not plotted and the negative values
do not affect the total.

P Scroll to preview the pie chart, if you like.
P Print the pie chart, if you like.

» Put the document away; then put your personal folder
away.

For more information on scattergrams, line graphs, bar
graphs, and pie charts, see Chapter 5, Sample Graphs, in
this tutorial, and see the Graph Format procedure, under
Format, in Chapter 2 of Section C, LisaGraph Reference
Guide.



Creating Your To save time when preparing and formatting graphs, you

Own Stationery may want to customize stationery and make a pad with
some enhancements already on it. For example, suppose
you want grid lines and bold titles on most graphs. To
customize your own stationery,

P Tear off a graph from the
stationery pad named
LisaGraph Paper.

Ll

P Type the name
Custom Pad

P Open the document’s
window.

» Choose Show Actual
Size from the Page
Layout menu.

P Choose Show Grid Lines
from the Customize
menu.

P Select the graph title,
then choose Bold from
the Type Style menu;
repeat with the graph’s
subtitle.

Italic
Hollow
Shadow

Chapter 2 [ . . |B43
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P Choose Reduce to Fit
from the Page Layout
menu.

Page Layout
{otumn Witdthy L,

vShow Actual Size
Reduce to Fit

» Choose Save & Put
Away from the File/Print [ set Rside Everything

menu. Set Aside "Custom Pad"

Save & Put Away
Save & Continue
Revert to Previous Version f

» Make sure the
document’s icon is
selected.

Zuztorm Pad

File/Print
Set Aside Everything
Set Aside “LisaGraph Examples"”

P Choose Make Stationery
Pad from the File/Print
menu.

Save & Put Away “LisaGraph Examples”
Open "Custom Pad”
Duplicate «0
Fopn P § i

foam £y
Make Stationery Pad

[ Monitor the Printer ...

The document is transformed into an endless supply of
stationery, which you can use to create new documents.
In this case, you get grid lines and a bold title and subtitle
on all graphs that you make from this stationery. You also
can format a table and make a stationery pad.

» Move your custom stationery pad to a clear spot in
the ProFile window.

This concludes Chapter 2. If you want to continue
learning about LisaGraph, go on to Chapter 3 or begin
your own document and look in Section C, LisaGraph
Reference Guide, for directions for performing specific
tasks.
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Chapter
Summary

Get a filed graph

m Open the ProFile window.

m If the document is in a
folder, open the folder.

m Open the document’s
window.

Show grid lines

m Choose Show Grid Lines
from the Customize
menu.

Hide grid lines

m Choose Hide Grid Lines
from the Customize
menu.

Change a range
of axis labels

m Choose X-Axis Range or
Y-Axis Range from the
Customize menu.

m Select the specification
to be changed.

m Type the new
specification.

m Repeat to change other
range specifications.

= Click OK to confirm the
new range or click Cancel
to cancel the changes
you made and dismiss
the box.

Plot data on a bar graph
as a line

m Make sure you are
working with a bar graph.

m Select the column in the
table that contains the
data that you want
plotted as a line.

m Choose Show as Line
from the Customize
menu.

Chapter 2 | ;. |B45
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Change a line back
to a bar

m Make sure you are

working with a bar graph
that has some data
plotted as a line.

Select the column in the
table that contains the
data that are plotted as a
line.

Choose Show as Bar
from the Customize
menu.

Change type styles on a
graph

Select the text to be
changed.

Choose one or more
styles from the top
section of the Type Style
menu: bold, italic,
underlined, and the like.

Duplicate a graph

Select the icon of the
graph that you want to
duplicate.

Choose Duplicate from
the File/Print menu.

Move the duplicate’s
flashing icon to a new
spot in the window or into
a folder.

Change the duplicate’s
name.

File a graph

B46 | . . . Section B
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Move the document’s
icon into a folder of
related documents or
tear off an empty folder,
name it, and then move
the document’s icon
into it.



Annotate a graph m Set an insertion point
where you want to add
text on a graph.

m Type whatever text you
want to add.

Change graph’s format m Choose a format from the
Graph menu: bar, line,
scattergram, or pie.

Create your own m Tear off a graph from the
stationery stationery pad named
LisaGraph Paper.

m Type the name of the new
stationery.

m Open the new graph’s
window.

m Customize the table and
graph to suit your
application.

m Put away the customized
document.

m Select the document’s
icon, if it isn’t already
selected.

m Choose Make Stationery
Pad from the File/Print
menu.
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Formatting and
Editing a Table

In this chapter, you concentrate on the table as you
change data and see how changes affect the graph.
Specifically, you learn to

m Change the width of one or more columns.

m Change the table’s display size and printing type font.

m Change the alignment and number style of values in a
cell.

m Locate and select a particular cell in the table.

m Replace, insert, and cut data from a cell.

m Move a column.

m Insert a column and row.

For the activities in this chapter, assume that you have
received a partially completed graph from one of the
accountants in your office and that you are responsible
for editing the table and getting the graph ready for
presentation. If you have used LisaCalc, you may notice
many similarities between LisaGraph and LisaCalc; a
LisaGraph table and a LisaCalc spreadsheet share most
editing features.
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Getting To prepare for the activities in this chapter,
Ready > e

Open the ProFile
window.

» Open the LisaGraph
Examples folder.

P Tear a graph from the
pad named Chapter 3.

Chapter 3
» Type your initials; then type

-Chapter 3

» Open the document you
just named.

Your graph should look like Figure 20.

il scP-Cnapter 3 |
Value:

G
&

Income Incresses

Expenses hold at 10/61 Levels
1975 = 100
160

3 101.30
3 101,80

e 91DVE[ﬁNﬁS?SQGSGEGSﬁS"’“""“““"]“[ |1

Figure 20. LisaGraph Chapter 3
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The graph is supposed to compare income, capital
expenses, and total expenses at quarterly intervals over
a four year period. However, the table currently contains
only the Y-axis data: one column of figures each for total
expenses, income, and capital expenses. A column of
dates, the X-axis data, must be added to the table before
the correct comparison is shown on the graph.

Also, several bars are missing from the graph because
some of the Y-axis data is text instead of a number. In
fact, there are several changes that must be made to the
table before it is legible and before the graph can show
the proper comparison. This chapter guides you as you
make those changes.

Changing Asterisks fill a cell when it is not wide enough to display
Column Widths its value. To make cells wider or narrower, you can adjust
the width of a column.

As you can see on your screen, all the cells in column A
are filled with asterisks. To change the width of column A
so that you can read the values in it,

P Position the pointer over EE
the double lines, or grid 1 el B
handle, between column Z_FRERETGE. 30
A and column B.

P Press and hold down the o
mouse button while 1 peeeRpinn § o
moving the pointer and 2 pEeeerpicg. 20
the flickering outline that
follows it into column B.

P Release the mouse ~l. B
button when the outline 1__peeeRidlo] g
is on the right side of the Z_EeRioz. 3

B in the column header.

You can move a column boundary back and forth until
you release the mouse button. When you release the
mouse button, the column width is adjusted and all
following columns are repositioned.
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In this case, column A is wider than columns B and C.
You can select columns A, B, and C and use a menu item
to change the width of all three columns at once. For
instance,

P Position the pointer in
column A’s header,
press and hold down the
mouse button while
moving the pointer
through column B into
column C’s header; then
release the mouse
button.

Notice that columns A, B, and C are highlighted to
indicate that they are selected.

P Choose Column Widths
from the Page Layout
menu.

Page Layout
Column Widths

P When the dialog box
appears telling you how
many characters the first
column in the selection
can accommodate, type

9 of Charackers: 9

> Click OK. 0K

All three columns are adjusted to accommodate 9
characters each. Now,

P Move the pointer into %G Cells:
the unlabeled box, A
called the deselect box, 1 1975

above row 1, and click
the mouse button.

When you click the deselect box, everything in the
document is deselected and the document remains
active. Notice that nothing in the table is selected at the
moment. Your table should look like the one in Figure 21.
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Figure 21. Matching Column Widths

Notice how difficult it is to read the values in the tahle.
The next thing to do is to display the table in a readable

size.

Type Sizes
and the Table

When any part of the table is selected, including the
deselect box, the Type Style menu lists several type fonts
for printing and several type sizes for the screen. A font
is type of a particular size and face. To find out in which
type font the table will print,

P Select cell B1, open the Type Style,
Type Style menu and Plaiy Yext

read the item that is

checked in the middle 15 Pitch Gathic
section of the menu; /12 Pitch Modern
then release the mouse 12 Pitch Elite
button without choosing 10 Pitch Modern
an item. 10 Pitch Courier
P
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12 Pitch Modern was checked, which means the type size
for the table is 12 characters per inch in the Modern face.
You can print any font using a dot-matrix printer. If you
are using a letter quality printer, the table will print in the
size and face on the print wheel.

When you choose a type style for the table, the entire
table is affected whether it was selected at the time or
not. To print the table in a different size type font, say 10
characters per inch in the Modern face,

P Choose 10 Pitch Modern
from the Type Style
menu.

Type Style
Plain Texd

15 Pitch Gothic
v12 Pitch Modern
12 Pitch Elite
10 Pitch Modern
10 Pitch Courier

Nothing in the table changed because the view of the
table on the screen is unaffected by changes to its
printing font. The bottom portion of the Type Style menu
lists sizes used to display the table on the screen. To
change the type size of the table on the screen,

» Open the Type Style
menu, note the display
size checked at the
bottom; then choose
Show Medium Type.

Tupe Style

Piain Text

Show Actual Size
vShow Small Type g
show Medium Type :
Show Large Type |

The table had been displayed in small type, 15
characters per inch. You just changed the display type
size to medium, 12 characters per inch. Your table
should look like the one in Figure 22.



% G Cells: lval
I A B O

1 [$103.20 1101.8  10MA

2 B 102.10 9 102.30 3

3 B 101.80 $ 102.60 §

4 1 101.90 8 107.09 8

5 B 104.20 % 103.09 §

6 B 104.10 3 102.50 §

7 B 95.00 % 101.90

8 B 95.90 $ 102.00 3

9 B 104.90 % 104.70 §

10 6 105.10 $ 104.90 §

11 8 105.00 $ 105.50 §

12 B 105.20 % 106.20 §

13 1% 105.20 $ 106.50 §

14 B 105.20 3 106.70 §

15

16

17 3

18 V)

19

20

@l

Figure 22. Tabie Shown in Medium Size Type

Show Small Type lets you see a larger portion of the table
at one glance. Medium and large type are good display
sizes for reading and editing values. Show Actual Size
displays the table on the screen in the same type size
that will be printed.

The type styles in the top portion of the menu appear in
gray because they can’t be used in the table. See Type
Styles for the Table, under Format, in Chapter 2 of
Section C, LisaGraph Reference Guide, for more
information about type styles for tables.

Locating
Information
in a Table

There are two ways to bring hidden information in a table
into view. One way is to scroll hidden portions of the
table into view, and the other way is to edit the status
panel above the table so that it contains the coordinates
of the cells that you want to work with.
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Scrolling

In Chapters 1 and 2 you used scroll controls to bring
hidden portions of the graph into view. Now that the table
is shown in a larger type size, you will use its scroll
controls to bring various portions of the table into view.

Three kinds of scroll controls are provided in the bars
that frame the table and graph views, as shown below.
Each kind of control adjusts, to a lesser or greater
degree, which portion of the document is visible.

A scroll arrow changes @
what is in view one line,

column, or row at a time.

The table view and graph

view each have a set of four

directional arrows when

portions of the document

are hidden off-screen.

A view button gets the next D
view-full or the previous

view-full. The table view

and the graph view have

separate view buttons to

scroll left, right, up, and

down.

An elevator immediately
gets any view of the
document, depending on
where within the scroll bar
you move the elevator. The
position of an elevator in its
scroll bar shows the current
view in relation to the entire
document.

i b

Note the positions of the table’s elevators in their scroll
bars. When a vertical elevator is at the top of its bar, the
top of the document is visible; when it is at the bottom of
its bar, the bottom of the document is visible.

When a horizontal elevator is at the left edge of its scroll
bar, the left edge of the document is visible; when a
horizontal elevator is at the right, the right side of the
document is visible. Now the table’s elevators indicate
that the top-left corner is visible.



As you scroll, the elevators move to show you where the
visible portion of your document is in relation to the
beginning and end, and in relation to its left and right
edges. Try some short-distance scrolling and see what
happens.

» Move the pointer into ]
the table’s right-view v
button and click the nE.]
mouse button. Notice "
that column C is in view.

P Click the right-view button again, and column C
moves to the left margin.

As you scroll, the table’s elevator moves slightly in its
scroll bar to indicate where the current view is in relation
to the rest of the table. The elevator’s movement wasn’t
very noticeable because the table is so wide.

P Position the pointer in
the table’s right-view
button; hold down the mm
mouse button and watch
the table scroll
continuously while the
elevator moves
continuously in its bar.

<l

P Release the mouse button and note which column is
in view.

If you scroll past column H, notice the dotted page
boundary between columns H and I. Also, notice that
column | and beyond have gray headers to remind you
that these data are not plotted on the graph.

To scroll quickly through most of the document, for
example, to get to the other side of the table, you can
move the elevator to a new position in its scroll bar. Try it.

P Position the pointer in
the table’s horizontal
elevator; press and hold
down the mouse button
while moving the
elevator to the right side
of the scroll bar.

» Release the mouse
button when the elevator
is by the view button.
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Column IU appears in the view. Now, to scroll the bottom
of the table into view,

P Move the table’s vertical elevator to the bottom of its
scroll bar.

After you release the mouse button, the bottom-right
corner of the table comes into view, row 255 of column
IU. Your table should look like Figure 23.

B ] Gep-chapter 3 [
® G Cells: Bl Value (Text): 101.5

Income Increases

Expenses hold 8% 1Q/81 Levels
1978 = 100 Legend
160

B RMMEMRERB

B || K5 H B H |8

B E ik
B8 (4 X
(K Bl

H il K

Bl |8 K

EH 8 R

b I 1K LR

0 WK
$LFLLCTLILCEL0TAFIFLCILELRLITLEL0S . 20

Q[a £

Figure 23. Table’'s Bottom-Right Corner

Rather than moving the table’s elevators back to their
original positions to get to cell A1, you will change the
cell coordinates in the status panel and let LisaGraph
locate and select A1 automatically.

Locating Cells Using the Status Panel

The status panel consists of a Cells area and a Value
area. The Cells area shows the coordinates of the
selected cells. When only one cell is selected, the Value
area shows that cell’s value.



In addition to showing you the coordinates of the
selection in the table, the Cells area can be edited. The
Value area can also be edited. For instance, you can
replace the coordinates in the Cells area with the
coordinates of the cells you want to select, and
LisaGraph will select and display them for you. The
easiest way to select the current coordinates in the Cells
areais to

P Press and hold down the (& key while you type the
letter G. Notice that the current cell coordinates are
highlighted and the cell appears in the table view
automatically.

> Type e
al

The (&) key command that you just invoked selects the
current cell coordinates, if any, in the status panel so that
you can replace them with new coordinates. For more
information about using the (&) key, see Appendix 2,
Apple Keys, in this manual.

Cell A1 is selected and brought into view. Notice that the
Value area identifies the value of cell A1 as a number.
Your LisaGraph table should look like Figure 24.

® G Cells: Al Value (Number): 103.2
A B )

1 .

2 102,10
E 01.80 Income Incresses

4 01.90 Expenses hold at 19/81 Levels

5 04.20 1976 = 100 Legend
6 04,10 160 =]
7 55700 Legena
8 B 5590
9 B 104.90 !

0 | 105,10 i

1§ 105.00

12 1 105,20

3 15 105.30

4 15 105.20 i 1 Ll

15

16 ($105.2¢

17

18

19

2

Q

Figure 24. Status Panel Indicates Selected Cell
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P Select the current cell coordinates in the status panel
and type in the following values one at a time to see
what is selected.

3:5 (Enter) Rows 3 through 5 are
selected and displayed.
B1:D5 (Enter) Rows 1 through 5 in

columns B, C, and D are
selected and displayed.

E:F Columns E and F are
selected and displayed.

Now that you know how to locate information in a table,
you are ready to make the necessary changes to it.

About Cell Data are aligned and displayed in a cell according to the

Formats format specified on the Format menu. Alignment
options, such as left flush, center, and right flush, appear
at the top of the Format menu. Number styles, such as
floating decimal, fixed decimal, or monetary styles,
comprise the majority of the items on the Format menu.

To find out which formats are in effect,
p Select cell A1.

» Open the Format menu Format]:
and note which items Words left/Nos. Right §
are checked: Left Flush L]
Words Left/Nos. Right Center wKl
at the top of the menu Right Flush *R[]
and $ 1234.56 at the
bottom. Close the menu Floating Decimal
without choosing an No Decimal
item. Fixed Decimal ...
Scientific ...
$1,234.56
1,234.56
V$ 1234.56
1234.56
$1,235
1,235
$ 1235
1235 :
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The checked items indicate that words are put on the left
side of the cell and numbers are put on the right, and that
numbers are given a dollar sign and decimal. All cells in
columns A through C are formatted this way.

This information can help you find errors in the table. For
example, cell B1 probably contains text because its value
is aligned on the left side of the cell and it has no dollar

sign.

However, if cell A1 is still selected, notice that its value is
aligned on the right, like the others, but it has no dollar
sign. That is because in the selected cell, a number is
displayed in floating decimal number style.

Some number styles show a rounded value; the value in
the cell is not actually changed, only the way it is
displayed is changed. When a cell value is rounded,
LisaGraph rounds the number to the nearest decimal
place. For example, when LisaGraph rounds a value that
ends in 5, the value is rounded so that the preceding digit
is even to ensure a correct average. For instance,

m 1234.5 is rounded and displayed as 1234.
m 1235.5 is rounded and displayed as 1236.

To get back to your graph, the numbers in the table
actually represent hundreds of thousands of dollars
rounded to one decimal place; the wrong format is being
used. The proper format is fixed decimal with one
decimal place. To correct the format of columns A, B,
and C,

» Press the (®) key and G Cefls:
the letter G to select the
current cell coordinates
in the status panel and
then type

a:c (Return) [#G Cells: a:d

All three columns are selected immediately.
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P Choose Fixed Decimal
from the Format menu.

Format
Words left/Nos. Right H
Left Flush %L
Center ®K
Right Flush %R|

Floating Decimal
No Decimal
Fixed Decimal ...

Scientific ...
$1,234.5
P When the dialog box Places:
appears, type
1 Places: 1

» Click OK. Cox )

The dialog box shows you the current setting for the
selected cell. If more than one cell is selected when the
dialog box appears, it shows the standard setting for
decimal places, 2. The appearance of each value
changes immediately. Before you compare your table
with Figure 25,

P Move the width control to the right side of the window,
to view only the table.

P Select the deselect box %G Cells:
above row 1 to remove ry
the selection. 1 1975
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® G Celis: Ivaiue:
A B o D E F G H
03.2:101.8 101.3
2 02.1 102.3 101.2
01.8: ~102.6:  101.0
4 101.9 02.1 02.1
5 104, 03.1 01.2
6 104, 02.9 01.8
7 95.0 01.9 101.9
98.9 03.0 103.5
104.9 04.7 00.4
0 105.1 04,9 01.3
1 103.0 05.5 00.8
y 103.2 106.3 9.9
3 105.3:  106.3 10.
4 105.2 106.7 10.2
15
16
17 101.3
18 101.8
19
20
Q| &

Figure 25. Numbers Rounded to Single Decimal Place

For a comprehensive discussion about cell formats and
how they affect cell values, refer to the Cell Alignment
and Cell Number Style procedures, under Format, in
Chapter 2 of Section C, LisaGraph Reference Guide.

Editing the Table There are several errors in the table that you must
correct before the graph is complete and correct. For
example, notice that the values in cells B1 and C1 are
aligned differently than the other values. In fact, if you
select these cells individually, you will see in the Value
area of the status panel that the values are text and not
numbers.

In cells B1 and C1, the letter | (L) was used instead of the
number 1(one) and the letter O was used instead of the 0
{zero). Since only numbers can be plotted on a graph, all
values in columns B through | must be numbers. To
change the letters in cells B1 and C1 to numbers,

P Select cell B1 and read
the Value area of the
status panel; notice that
it says “‘Text.”
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P Move the pointer to the e
left side of 10l in cell B1; MoLe |
press and hold down the
mouse button while
moving the pointer
through IOL.

P Release the mouse
button when 10l is
highlighted.

Notice that the Value area in the status panel shows what
is selected.

» Type the number
101

Notice that an insertion mark blinks within the cell and
also in the Value area of the status panel to show what
you are editing. While editing, the status panel doesn’t
show what kind of value is in the cell.

P Press the (Enter) key to complete the change. Notice
that the Value area now says ‘““Number.”

When you finish editing, the status panel confirms that
cell B1 contains a number. To move to and select cell C1,

P Press the (Tab) key; then replace the letters 10l with
the numbers 101 and press the (Enter) key.

Confirm the new value is a number by reading the status
panel; then proceed.

Cells C17 and C18 contain information that is not
pertinent to this graph. To clear these values from the
table,

P Position the pointer in T
cell C17, press and hold 16
down the mouse button gm
while moving the pointer 18
into cell C18, then

release the mouse
button.




P Choose Clear Entries
from the Edit menu.

Undo Last Change

fasert Siank E

[

Several cells have incomplete data. To add the missing

data to your table,
» Select cell C14.

» Move the pointer
between the zero and
decimal and click the

mouse button to set an

insertion point there.
» Type the number
1

» Select cell C12, set an
insertion point on the
left side of “9.9.”

» Type
9

14 | 101.2]

C
12 13,

P Select cell C13, which enters the last value, and read
its value in the status panel.

In some cases, you may find it easier to edit a value in the
status panel than in the cell. For example, assuming that

cell C13 is still selected,
P Position the pointer in

the status panel, and set

an insertion point
between the zero and
decimal in the value.

» Type the number
1

[value (Number): 191 |

Value: 101.1 |
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You can edit any value in the status panel; the new value
is entered when you select another cell or press the

key. Edit a value in the status panel whenever it is
easier to select the value there. Your table should look

like Figure 26.
] i GcP-Chapter 3]
® G Cells: Al4 IVulue (Number): 105.2
A B C D E F G
1 02.2 101.8 101.3
2 02.1 102.3 101.2
3 101.8 102.6 101.0
4 101.9 102.1 102.1
3 104.2 103.1 101.2
[ 104.1 102.5 101.8
7 95.0 101.9 01.9
8 93.9 03.0 03.3
9 104.9 04.7 00.4
10 105.1 04.9 01.3
105.0 039.5 100.8
y. 105.2 06.3 99.9
13 1053 06,5, 101.1
4 106.7 101.2
3

Figure 26. Table with Corrected Values

Moving a Column Column A contains figures for total expenses, column B
has income figures, and column C contains capital
expense figures. The preferred order is income, capital
expenses, and total expenses. To move total expenses
from column A to column C,

P Position the pointer in
column A’s header and
click the mouse button
to select the column.

P Choose Cut from the
Edit menu. Undo Last Change

Hestore Previous Enlrg

Copy ®C
Paste [ 14
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Column A is removed from the table and put on the
Clipboard. The remaining columns reorder
automatically; columns B and C become columns A and
B. To paste the column back into the table,

P Select the grid handle B 95 C
between column B and 101.3
C, which is the new
position for the column
you just cut.

P Choose Paste from the
Edit menu. Undo Last Change
Restore Previous Entry

b # X
Lopy _ #

The cells you cut are pasted into a new column between
B and C and all columns to the right reorder
automatically. You now have income in column A, capital
expenses in column B, and total expenses in column C.
Your table should look like Figure 27.

O P-Chapter 3 [[f]
% G Celis: C :
A

1 101.8
2 02.3
3 02.6
4 02.1
5 103.1
6 102.5
7 101.9
8 103.0
9 104.7
10 104.9
11 103.5
12 106.3
i3 106.5

106.7

Figure 27. Reordered Columns
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You can move cells, rows, and columns. You can paste
cells over cells, rows over either rows or columns, and
columns over columns or rows. For more information
about moving cells, see the Move Cells procedure, under
Edit, in Chapter 2 of Section C, LisaGraph Reference
Guide.

Inserting Columns
and Rows

B70 | . . . Section B
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For the graph to compare income, capital expenses, and
total expenses at quarterly intervals over a four year
period, column A must contain dates. To insert a column
of dates,

P Select the grid handle % G Cells: edoe|
between the edge of the T A
table and column A; 1 101.8

read the Cells area of
the status panel to
confirm what you have

selected.

» Choose Insert Blank
Column from the Edit Undo Last Change
menu. Hestove Previous Entry

Insert Blank Column

Select All of Table :
Select ANl of Graph ®AL

When the blank column is inserted, all other columns are
automatically reordered and moved to the right, and the
blank column becomes column A. To enter dates that will
plot at quarterly intervals,



P Select cell A1 and type

1979
(Return) (Return) (Return)

80
(Return) (Return) (Return)
81
(Return) (Return) (Return)
82

Your table should look like

Figure 28.

A B D

1 1979 01.8! 01.3 03.2
B 02.3 01.2 02.1
3 02.6 01.0 01.8
4 02.1 102.1 01,
5 1'80 103.1 101.2 104,
6 102.5 101.8 104,
7 01.9 01.9 9.0
03.0 03.3 98.9
‘81 04.7 00.4 04.9
0 04.9 101.3 03.1
1 03.3 100.8 0.0
2 106.3 99.9 103.2
[13 }'82 106.5 101.1 103.3
|14 106.7 101.2 105.2

Figure 28. Column of Dates Added

When you insert a blank column or row, the new one uses
the standard format: words are shown on the left and

numbers are shown on the
number style. Notice that t

right in floating decimal
he years that contain a single

quote are treated as text, not numbers. If the values in
column A were numbers only, LisaGraph would calculate
a numeric range for the X-axis labels, and a very different
looking graph would be produced.
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In fact, two rows of data are missing from the table. The
missing data are figures for the last quarter of 1981 and
for the first quarter of 1982. This data must be added
before the graph is complete. To do so,

P Select the grid handle A
between rows 11 and 12; gﬂ
then confirm what is 12

selected in the status

panel.
P Choose Insert Blank
Row twice from the Edit Undo Last Change
menu to insert two blank Hestove Previous Enlry
rows in the table. P ————
Insert Blank Row
\
Select All of Table
Select All of Graph #Af
P Select cell B12 and type A B T D
12 106.2 100.7 105.1
106.2 (Tab) 13 106498 3083
100.7
105.1
106.4
99.2
105.2

The addition of the rows has invalidated the placement of
the year '82. To move '82 from cell A15 to cell A13,

P Select cell A15.

» Choose Cut from the
Edit menu. Undo Last Change
Heshore Brevious Fnlry
Copy ®C
Paste [ 1%

P Select cell A13.




>

Choose Paste from the
Edit menu. Undo Last Change :
Restore Previous Entry :

£l
Lopy

]
# G Cells: A13 [value (Text): '82
A B8 C D E F G H
1979 101.8 101.3 103.2
2 102.3 101.2 102.1
3 102.6 01.0 101.8
4 02.1 02.1 101.9
5 1'8 03.1 01.2 104.2
6 02.3 01.8 104.1
7 01.9 01.9 95.0
03.0 03.5 98.9
‘81 04.7 00.4 04.9
0 104.9 01.3 05.1
1 105.5 00.8 05.0
(12 06.2 00.7 035.1
’_3 06 .4 99.2 05.2
4 06.3 99.9 05.2
15 106.5 101.1 05.3
16 106.7 101.2 05.2
17
18
19
20
@l

Figure 29. Completed Table

>

Choose Save & Continue
from the File/Print Set Aside Everything

menu. Set Aside "GCP-Chapter 3"

Save & Put Away
Save & Continue B
Revert to Previous Version
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P Choose Print Table from
the File/Print menu to
print two copies of the
table.

File/Print

Set Aside Everything

Format For Printer ...
Print Table ... -
Print Graph ...
Monitor the Printer ...

P When the dialog box

appears, check 2 in the Copies: H/E

Number of copies box.

» Click OK. (o)

P Click Proceed when the Monitor the Printer dialog
box appears.

Finishing the
Graph

B74|. .. Section B
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Now that you have completed work on the table, you can
finish the graph and print it for presentation. For
instance, you need to change the graph’s format and
expand its Y-axis range. Begin by opening the graph view
and scrolling the legend into view.

» Move the width control Y
to the left into the table’s 3|

row numbers

Your graph should look like the one in Figure 30.

[m] i[i GCP-Chapter 3 |
% G Cells: A13 Ivalue (Text): ‘82

Income Incresses

Expenses hold at 1Q/81 Lavels

1978 = 100
160

Figure 30. Graph




Notice that the X-axis labels are actually the values from
column A. Notice how even the bars are; it's not a very
interesting looking graph. To show a trend, as this graph
should, you need a line graph. To change the bar graph
to a line graph,

» Choose Line from the
Graph menu.

Scatter
Pie

Your graph should look like the one in Figure 31.

& ! GcP-Chapter 3 1] \
% G Cells: A3 [Value (Text): '82 R

Income Incresses

Expenses hold at 10/81 Levels

1978 = 100
160

Figure 31. Data Plotted as a Line Graph

Notice how flat the graph looks. LisaGraph calculates a
range of Y-axis labels that includes all numbers in
columns B through D. In this case, the automatic Y-axis
range greatly exceeds the values in the table which puts a
lot of space between the graph border and the data
plotted.
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The data will be readable if the Y-axis labels ranged from
about 90 to 110 in increments of five. Also, the Y-axis
title, “1978 = 100,” indicates the point of the Y-axis
origin. To correct the range,

P Choose Y-Axis Range Customize »
from the Customize Show Grid Lines |
menu. ce~—x

Y-Axis Range ..J:
X-fixts Ravge ..,

$how as Bar
Show as Line

P When the dialog box appears showing the current
range, type

Minimum: 90
90 (Return)
100 Origin: 100
110 Maximum: 110
5 Increment: 5

» Click OK. (o)

The Y-axis range is recalculated using the new
specifications. Your graph should look like Figure 32.

[ GeP-chapter 3 (]
% G Cells: [value:

Incoma Incresses

Expenses hold at 1Q/81 Levels

1978 = 100
110

Figure 32. New Y-Axis Range
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Three sets of data are plotted on the graph: income,
capital expenses, and total expenses at quarterly
intervals. To change the graph’s legend to reflect this
information,

P Position the pointer in lﬁl
the text above the first
pattern in the legend =
and click the mouse
button twice to select

the word, then type

Income Incomel
u]
P Replace the second legend with the words ‘‘Capital
Expenses’’ and the third legend with the words ““Total
Expenses.”

When you finish editing the legend on your graph, it
should look like Figure 33.

g Jili GEP-Chapter 3 ||
%G Cells: [vaiue:

Income Incresses

Expenses hold 8t 1G/81 Levels

1978 = 100 Incone
110 a

Cspital Expenses
N

Total Expenses
+

Figure 33. Correct Legend

P Choose Full Page Graph Page Layo
from the Page Layout Column Widths |
menu.
Page D
VHalf Page
Third Page
Quarter Page
[
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Notice that the graph got smaller and fills less area than
before; it stands out against the gray background of the
graph view. When a graph is reduced, as it is now,
LisaGraph shows it's printing proportions.

For instance, a half page graph prints on half the page
length and the full page width. However, a full page graph
prints on the entire length and width of a page. To
preview the graph as it will look when printed,

» Choose Show Actual Size from the Page Layout menu
and then scroll hidden portions of the graph into view.

P Print a copy of the graph if you like.

P Put the document away. YA
Set Aside Everything 3
Set Rside “GCP-Chapter 3"

Save & Put Away
Save & Continue
Revert to Previous Version

P Move the document’s
icon to the desktop to
prepare to move it into
your personal folder in
the ProFile window.

P Move the pointer in the LisaGraph Examples folder
and click the mouse button to activate it.

P Choose Save & Put LT
. e side tver in
Away LlsaGraph Set Aside "Lisn!:iraprgn Examples”
Examples from the

File/Print menu.

fpen

» Move the document’s

icon from the desktop ﬂ
into your personal folder Tutonal.eop Stpechaprer 7
in the ProFile window. """ .

P Close the ProFile window.

This concludes Chapter 3 of the Lisagraph Tutorial.
Continue with Chapter 4 if you want to copy data from
LisaCalc into LisaGraph, or if you want to copy a graph
into LisaDraw to enhance it. You also can move or copy
data from a LisaGraph table to a LisaTerminal document.
See the LisaTerminal manual for details.



Chapter Change the width m Move the column’s right

Summary of a single column grid handle to the right or
left; then release the
mouse button.

Change the width m Select the columns.

of one or mor .
one or more columns m Choose Column Widths

from the Page Layout
menu.

m Type a number in the
dialog box.

m Click OK in the dialog
box.

Change the table’s m Select any cell in the
printing font table.

m Choose a font name from
the Type Style menu.

Change the table’s m Select any cell in the
display type size table.

m Choose a display size
from the Type Style

menu.

Edit Cells area m Select the cell

of status panel coordinates in the status
panel.

m Type new coordinates.

Format cells m Select the cells.

m Choose a cell alignment
or number style from the
Format menu.

Replace text in a cell m Select the cell.

m Select the text to be
replaced.

m Type new text.

m Press (Enter) or select
another cell.
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Clear text from a cell

m Select the cell.

m Choose Clear Entries
from the Edit menu.

Insert text in a cell

m Select the cell.

m Set the insertion point to
the left of the text that
will follow the new text.

m Type new text.

m Press or select
another cell.

Edit text in the Value
area of the status panel

m Select the cell.

m Select the text in the
Value area of the status
panel and edit as usual.

m Press or select
another cell.

Move cells

m Select the cells, rows, or
columns to be moved.

m Choose Cut from the Edit
menu.

m Select the recipient cells,
or select the grid handle
between the rows or
columns.

m Choose Paste from the
Edit menu.

Insert a row or column

B8O |. . . SectionB
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m Select the grid handle
between the rows or
columns that will bound
the new one.

m Choose Insert Blank Row
or Insert Blank Column
from the Edit menu.



Change a range m Choose Y-Axis Range or
of axis labels X-Axis Range from the
Customize menu.

m Select and replace values
in the dialog box.

m Click OK when the dialog
box shows the desired

range.
Change graph printing m Choose a printing size
size from the Page Layout
menu.
Print several copies m Choose Print Graph from
of a graph the File/Print menu.
m Click a number in the
Copies box.
m Click While You Work.
m Click OK.
Move a graph @ Put the document away.
from one file )
to another m Move the document’s

icon from one folder to
another.
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LisaGraph and Other Tools

You can copy portions of a LisaGraph document into
documents created with some of the other Lisa tools.
The activities in this chapter show you how to

m Copy cells from a LisaCalc spreadsheet into a
LisaGraph table and finish the graph.

m Copy a graph from LisaGraph into a LisaDraw
document.

For an example of how to enhance a graph with drawings
or art after pasting it into a LisaDraw document, see
Chapter 5, LisaDraw and Other Tools, in the LisaDraw
manual.
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When you copy cells from a LisaCalc spreadsheet into a
LisaGraph table, several things happen. For instance,

1. A copy of the selected cells is placed on the Clipboard.

2. When you paste a copy of the celis into a LisaGraph
table, the formulas are removed from the copied cells
automatically; a formula cannot be plotted.

3. LisaGraph automatically plots the resulting data in the
graph format of your choice.

In the guided activities that follow, you will open a new
LisaGraph document and arrange it on your screen so
that you can view two documents at one time. Next, you
will get the LisaCalc spreadsheet and copy some of the
data from it into the new LisaGraph document. Finally,
you will edit the graph’s titles and the legend.

To prepare for the activities,

» Open the ProFile disk
window.

P Tear a graph from the
pad named LisaGraph
Paper, type

Sports Forecast

LisaGraph Paper

and then open the
document’s window.

A sheet of standard LisaGraph stationery appears on the
desktop. To arrange the document on one side of your
screen so that you can view another document beside it,

» Move the window’s size 5
control box to the left, . Gl
so that it touches the :
width control.

» Move the LisaGraph
document to the right G Cells:
side of the screen.

Your screen should iook something like Figure 34.



File/Print’ Edit Type Styie Page Layout Format Graph Customize

E p are
% G Cells:
A B

= j ProFile

I =

= 3p 5t
LisaCalc Paper  LlsaDraw Paper”  L1saGraph Paper  Lisablst Paper

™

Empty Foldars Taols Lisalale Examples

;G:Gnlzslmmumu&wmu

Qld
T fes)
G Clock “” -2 e 15
£:25 pm  12/20/82 =il
1astebasket; Preferences Calcutator Llipboard TOFlle

Figure 34. LisaGraph Stationery at Screen’s Edge

To get the LisaCalc spreadsheet,

B Open the LisaGraph =
Examples folder. If
necessary, move the
pointer into the ProFile
window first and click
the mouse button to
activate it.

L135GEaph Examples

P Tear a document from
the pad named Forecast
and name the untitled
document with your
initials and the word
“Forecast.”

» Open the new
document’s window. "

GOP-Forecast

Your screen should look like Figure 35.

Chapter 4 | . |B87
LisaGraph and Other Tools e s«



B88|: . . Section B

e o ¢ LisaGraph Tutorial

File/Print

Edit Type Stl _Page Lugnu

_— ”‘;vHv“t[p,pm-ecdgt 'HHI‘ Tl AL, L L

Format

Calculate

rotect

Sports Forecast

[ Clock
6:32 pm

12/20/82

m\

¥astapasket

& G Cells: Value: T Cells: Va
& M Formula: ; ) B
A B C D )

1 FORECAST for 1983 Sneskers Jogging Toi Bandages :| €
2
3 [Monthly Projectiong :
4 JAND 1580.40 % 4400.00 71.40
) FEBS 1251.15 % 2800.00 113.05
6 MARD  834.10 ® 2000.00 148.75

7 APR$ 1097.50 § 2960.00 160.65

8 MAYS 1492.60 B 3360.00 178.30

LN 1980.40 2809.00 208‘25 0JBCt Paper  Lisalrite Paper

0 JUL$ 2085.25 B 2880,00 249.90

1 AUGH 2238.90 B 2640.00 297.30

2 SEPTH 3248.60 $ 6000.00 345.10

3 OCT$ 2962.25 $ 5200.00 238.00 GCP-Frst

4 NOVE 1492 60 B 480000 190.735

15 DECH 1580.40 § 7600.00 148.73

PYBferences;

Figure 35. LisaCalc and LisaGraph Documents Share Desktop

You can decide to plot LisaCalc data as a graph any time,
even if your LisaCalc spreadsheet is not set up like a
LisaGraph table, with the X-axis data in column A and
the Y-axis data in columns B through |. You can copy
rows from a LisaCalc spreadsheet and paste them into

columns in a LisaGraph table or copy columns and paste
them into rows. You can also paste cells from LisaGraph
into LisaCalc to perform calculations.

This particular spreadsheet was prepared specifically for
use with LisaGraph. Notice that column A contains
dates, the X-axis data; columns B, C, and D contain
projected sales figures for the year, the Y-axis data.

You need to copy only the cells that contain the data you
intend to graph: the dates and sales figures. To copy the
cells from LisaCalc to LisaGraph,

P Select rows 4 through 15 %G Cells: 4:15
in the spreadsheet. | A | B




P Choose Copy from the

Edit menu. Undo Last Chungé

Hestore Pravious Enlry

Cut

P Move the pointer into the document named ‘“Sports
Forecast’” and click the mouse button to activate it.

P Select the grid handle A
between the edge of the 1
table and row 1.

P Choose Paste from the
Edit menu.

Undo Last Change
Hestore Previcus Palry

£k

Lopy

Before pasting the ceiis, you couid have selected celi A1,
row 1, or rows 1 through 12 instead of the grid handle.
For specific details about where you can copy cells, see
the Copy Cells procedure, under Format, in Section C,
LisaGraph Reference Guide.

You are finished with the LisaCalc document at this point.
To arrange the LisaGraph document so that your screen
looks like the one shown in Figure 36,

» Move the document
window to the upper left E G Cells:
corner of the screen.

» Move the window’s size
control box to the lower
right corner of the

screen.

P Move the width control
to the left side of the
window.
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WHSporm fArecdst
G Cells: 1:12 value: m

= M |

Graph Title

Subtitle

Y AX1S Title Legend

8000 =

6000

ugoa

2000

JaN FEB MAR  APR  MAY  JUN  JUL AUG SEPT OCT  NOV  DEC

¥ Axs Title

Fontnote
]

Figure 36. Your Graph

To complete the graph, you need to make some changes.
For instance, a line graph will make the comparison
clearer.

P Choose Line from the
Graph menu.

Scatter 1
Pie '

Finally,

P Edit your graph so that it reads like the one in
Figure 37.
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ll| sports Forecast {||]
G Cells: |Value:

FORECAST

SPORTING GOODS

Sreskers
a

Jogging Togs
A

Bandages
¢

e,
JAN  FEB MAR APR MAY JUN JUL AUG SEPT OCT NOY DEC

Monthly Projections for 1983

Figure 37. Line Graph Clarifies Comparison

P Print the graph if you like.

» Put the document away; then file it in your personal
foider.

Ordinarily you would keep both the graph and the
spreadsheet in which the information was calculated.
However, in this case, the spreadsheet is a stationery pad
from which you can get a new spreadsheet anytime.

To discard the spreadsheet you used in this example,

P Activate the document File/Print
named “Forecast,” and | set Rside Everything
then choose Set Aside Set Aside |!GCP-Forecast”
from the File/Print '

menu. Save & Put Awa

» Move the document’s
icon from the desktop to
the Wastebasket.
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LisaGraph You can copy a graph and paste a copy into a LisaDraw

and LisaDraw document; however, you cannot paste a LisaGraph table
into a LisaDraw document. Once you paste the graph
into LisaDraw, it becomes part of a LisaDraw document,
and you can add art to it.

To copy a graph into a LisaDraw document,
» Open the ProFile window.

P Open the LisaGraph
Examples folder.

stationery pad named
““Report,” name the new
document as you like,
and open its window.

P Tear off a graph from the E‘

To arrange the LisaGraph document so that you can view
another document beside it on the screen,

P Move the width control to the left, so that you can
view only the graph.

P Move the document window’s size control box to the
left, so the window will be only half as wide as the
screen.

Your screen should look something like the one in
Figure 38.
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File/Print Eit _Tupe Stule Page Layout Format Graph Customize

R oo ||

P .3
] ¢ ——
4:45 . 1/13/83 EETE T

Figure 38. Graph on Left Side of Screen

Now, get the LisaDraw document.

» Move the pointer into the ProFile window and click
the mouse button to activate it.

P Tear off a sheet of
LisaDraw stationery,
name it as you like, and
open the new
document’s window.

LisaDraw Paper

» Move the pointer into the LisaGraph document, which
is mostly hidden beneath the LisaDraw document,
and click the mouse button once to activate it.

P Choose Select All of
Graph from the Edit Undo Last Change
menu. Hestore Previous Enlry

Select All of Table :
Select AIl of Graph {;..Q'R
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» Choose Copy from the
Edit menu. Undo Last Change

Hastore Py

Cut

P Move the pointer into the LisaDraw document and
click the mouse button to activate it.

P Select the center of the
LisaDraw document and Undo Last Change

choose Paste from the

Edit menu. Cut
Copy

After pasting the graph, your screen should look
something like the one shown in Figure 39.

Il Grapn [l

Profits for Past Ei ht Years

B 5 Hundred Thousand SRR SRS S

e OO/ 7

Figure 39. Each Graph Component Highlighted

The graph is centered on the insertion point you selected
and the graph is now part of the LisaDraw document.
Each component of the graph is selected, and
highlighted, in case you want to group them all or
deselect some and group the rest.
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To add arrows or other art to this graph, see Chapter 5,
LisaDraw and Other Tools, in the LisaDraw manual. For
complete information about copying a graph into a
LisaDraw document, see Chapter 2 of Section C,
LisaGraph Reference Guide, under Other Tools.
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N R

Copy cells from
LisaCalc to LisaGraph

—

m Tear off a graph from the
LisaGraph stationery
pad.

m Open the LisaGraph
document and move it to
one side of the screen.

m Open the LisaCalc
spreadsheet.

m Select the cells to be
copied.

m Choose Copy from the
Edit menu.

m Activate the LisaGraph
document.

m Select the appropriate
cell, rows, or columns in
the LisaGraph table.

m Choose Paste from the
Edit menu.

m Customize the graph.
m Print the graph.
m Put the graph away.

m Put the spreadsheet
away.



Copy a graph m Open the LisaGraph
from LisaGraph document and move it to
to LisaDraw one side of the screen.

m Open a LisaDraw
document or tear off a
sheet of LisaDraw
stationery, name it, and
open it.

m Activate the LisaGraph
document.

m Choose Select All of
Graph from the Edit
menu.

m Choose Copy from the
Edit menu.

m Activate the LisaDraw
document.

m Place the insertion point
where you want the graph
to be centered.

m Choose Paste from the
Edit menu.

® Enhance the picture.
m Print it.

m Put the LisaDraw
document away.

m Put the LisaGraph
document away.
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Sample Graphs

— I I

This chapter explains the graph formats available with
LisaGraph and the kind of comparison best suited for
each. Sample graphs that show LisaGraph’s versatility
appear at the end of the chapter, including

m Quarterly statistics for Dow Jones Industrials.

m Derivatives of a polynomial calculated with LisaCalc
and plotted with LisaGraph.

m A pie chart, exploded with LisaDraw and enhanced
with new shadings.

Unlike other chapters in this section, there are no
activities to complete.
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About Graphs With LisaGraph you can make bar graphs, line graphs,
pie charts, and scattergrams. In addition, you can plot
some data on a bar graph as a line. For information on
mixed line and bar graphs, see Chapter 2, Customizing a
Graph, in this tutorial.

Each graph format best suits a particular kind of
comparison, as described below. Included are several
key words that help get each message across.

Bar graphs are best for
comparing the size or
quantity of two or more
items to each other, but not
to the total. Keywords
include: rank, differences,
variation among.

Both line graphs and bar graphs illustrate how the
quantity of an item varies over time.

Line graphs are best when
plotting many points.

Bar graphs are best when
plotting only a few time
periods or when there is
extreme variability in the
data.
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The guidelines below may help you decide which graph
format to use to illustrate a comparison over time.

m Line graphs emphasize movement and angles of
change and therefore are best for showing data that
carry over from one time period to the next, such as

inventory data.

m Bar graphs emphasize levels or magnitude and are
more suitable for production data and activities that

occur within a set period of time.

Keywords include: increase, decrease, change, fluctuate,
rise, decline, growth, trends, since, and from (time

period) to (time period).

Pie charts are best for
comparing the contribution
of components to the
whole. LisaGraph uses only
the data in columns A and B
for pie charts. Keywords
include: percentage,
contribution, share.

Scattergrams show how a
variation in one respect
relates to variation in
another, and whether or not
the relationship follows a
meaningful pattern. This is
known as a co-relationship
comparison. Keywords and
phrases include: related,
changes with, varies with,
increase or decrease with,
and doesn’t increase or
decrease with.

Sample Graphs

Here are three examples of what you can do with
LisaGraph, other Lisa tools, and a little imagination.

Figure 40 shows a complex line graph.
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Dow Jones Industrials

Quarterly Statistics

Dollars per Share Ending Price
o

P/E Ratio * 10
-

Dividend * 10
v

1960 1962 1964 1966 1968 1970 1972 1974 1976 1978 1380 1962

From 1982 The Dow Jones Inuestor's Handoogk

Edited by Pnyllis S. Plerce

Figure 40. Line Graph

For the graph in Figure 40, data were entered directly
into LisaGraph and important events were annotated.
The data for the graph was taken from the 1982 Dow
Jones Investor’s Handbook.

The graph in Figure 41 is another example of a line
graph.



Derivatives of a Polynomial
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Figure 41. Line Graph Plots LisaCalc Data

In Figure 41, the values that are plotted were computed
with LisaCalc and copied into LisaGraph. Type styles
enhance the graph.

Figure 42 shows an exploded pie chart.
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Matterhorn Sports Shop
Projection for Fiscal 1984

Hountaineering Gear -- £1292

Sleds Sleighs

£2168 7
d iT.

Bandages — £872

Jogging Togs -- €137

Ski Togs -- £2868

Income —— Thousands of English Pounds

Figure 42. Pie Chart Enhanced with LisaDraw

The pie chart was enhanced with LisaDraw. The graph
was copied into LisaDraw where pie segments were
traced and shaded. Other shadings were added to
complete the graph.
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What’s in the
LisaGraph Reference Guide?

This LisaGraph Reference Guide contains complete
information about LisaGraph and is divided into two
parts. Chapter 1 briefly explains basic LisaGraph
concepts. Read Chapter 1 for an overview of LisaGraph
and how to use it. Chapter 2 is divided into categories.
Within each category there are procedures for
accomplishing specific tasks and some examples. Use
Chapter 2 for step-by-step instructions on how to
complete a particular task within LisaGraph.

You can look for specific topics in the Index, in the table
of contents of this Reference Guide, or at the beginning
of each category of Chapter 2 of this Reference Guide.

The information in the LisaGraph Reference Guide is
based on the assumption that you have completed
LisaGuide, for an introduction to your Lisa, and Section
A, Getting Started with LisaGraph, for a brief
introduction to the basic skills needed to use LisaGraph.
For more self-paced instructions on LisaGraph, you can
use the LisaGraph Tutorial, Section B.
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Overview

What’s in Chapter 1 covers the basic concepts and terminology for

Chapter 1? LisaGraph. It introduces you to the LisaGraph screen,
elements of a LisaGraph document, selecting, scrolling,
menus, dialog boxes, alert boxes, and the LisaGraph

work flow.
The LisaGraph A LisaGraph document window is divided into two parts:
Screen the graph view and the table view. When you work with a
LisaGraph document, the screen typically looks like
Figure 1.
Table view
Menu title Mentritem
— 1
E File/Print Edit Type Sfule Poge Layout Format o4} Customize
Menu bar vBar
r E eque 0 D 0 Line
% G Cells: Vijue: Scatter
A ) Pie
1 0-399 1197 T4
2_1000-1399 3342 1982 Sales Volune
3 12000-2995 6527 ‘ : ) .
7 oo 3556 5183 meNE;ézro;foglzst ranges between $2,000 and $2,999 sy
5 14000-4989 956 000
6
7
Window
0
1
12
z o O 2 2 O 2 Wl
14 0-999  1000-1999 2000-2999 3000-3999 400O-U999
15 § Amount of Sale
16 Shows the nurber of sales in seversl § Amount Categories
17
18
QA [EY =)
Y Clock = &2 -
B o
C 337 pm 1/19/83 = =8 ||1|1 =
erences| Calculator| Wastebasker: Clipboara: Flle]
Ilcon
IGraph view

Figure 1. Typical LisaGraph Screen
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Following are brief descriptions of what you see in

Figure 1.

Icon Graphic symbol
representing something on
the Lisa desktop.

Window Displays the contents of an
open icon, such as the
contents of a document or
a disk.

Graph view Displays the graph.

Table view Displays the table.

Menu bar Displays the names of all
available LisaGraph menus.

Menu title Name of a list of menu
items.

Menu item An option or instruction
that affects the current
selection when you
choose it.

Graph View

Graphs are automatically displayed on the right side of
the document window, as shown in Figure 2. The
Scrolling section in this chapter explains how to move
the width control to widen the graph view so that the
graph fills the entire document window.

C4 ... SectionC
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Graph frame

1952 Sales volume
The bulk of our sales renges between $2,000 W

Y-axis title —Number of Sales

8000

€000
Y-axis scale 4000 |-

2000 (-

0 . . P SR o ....'.
] {0-999  1000-1993 2000-2999 3000-3993 4000-4999

X-axis scale § Amount of Sale
X-axis title Shows the number of sales 1n several § Amount Cateqgories
Width control

Footnote

Figure 2. Graph View

Following are brief descriptions of what you see in
Figure 2.

Width control Movable bar that controls
the width of the table and
graph views.

Graph title Text that describes the
comparison shown on the
graph.

Subtitle Text that further clarifies
the comparison shown.

Legend Text that identifies what the
various patterns on a graph
represent.

Graph frame Border around the graph.
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Y-axis scale Range of values along the
vertical axis of a graph’s
two-dimensional
coordinate system.
LisaGraph automatically
computes and prints a
range of labels along this
axis.

Y-axis title Text that identifies Y-axis
information, which is taken
from columns B through | of
the table.

X-axis scale Range of values along the
horizontal axis of a graph’s
two-dimensional
coordinate system.
LisaGraph automatically
computes and prints a
range of labels along this
axis.

X-axis title Text that identifies the X-
axis information, which is
taken from column A of the
table.

Footnote Text that further explains
the data on the graph.

Table View

Tables are automatically displayed on the left side of the
document window, as shown in Figure 3. The Scrolling
section in this chapter explains how to move the width
control to widen the table view so that the table fills the
entire document window.
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Cells area

Value area

FilefPrint Edit

The bulk of our sales renges betueen $2,000 and 32,998
Nurber of Sales

Type ptyle Page Layout

Format iy Customize
vBar

Line

Scatter

Pie

1982 Sales Yolume

& o
% G Cells: Value:
Status panel a Y
- T — 1197 a
Grid handle 2 |1600-1998 5347
] }2000-2999 16522
Celi 4 |3000-3993 12189
5 4000-4999 1956
£ 8000
Value 7
8 6000 |-
9
i(l) 4000
1§ 2000
4 0
5
16
Row 17
18
19
2
Qla

Column

Width control

0-939

Shows the nuMper of sales In several § Amount Categories

Preferences

1000-1999  2000-2999  3000-3999  U000-US99
§ Arount of Sale

Calculator Clipboard Profile

Figure 3. Table View

Figure 3 also shows the status panel that displays
information about the selection in the table. Following
are brief descriptions of what you see in Figure 3.

Width control

Cell

Column

Movable bar that controls
the width of the table and
graph views.

A box at the intersection of
arow and a column, A10,
for example.

Cells arranged vertically.
Each column contains one
set of information; for
instance, in Figure 3,
column A contains sales
figures that have been
divided into several
dollar-amount ranges.

Data in column A are
plotted along the graph’s
X axis. Data in columns B
through | are plotted along
the Y axis. Data in other
columns are ignored.
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Grid handle The double line that divides
columns and rows.

‘Row Cells arranged horizontally.
Each row contains different
sets of information; for
instance, in Figure 3, row 1
contains a range of dollar
amounts from column A
and the number of sales
within that range from
column B.

Value Text in a cell, including
letters, numbers, symbols,
punctuation, and spaces.

Status panel Shows information about
the selection in the table. It
contains a Cells area and a
Value area.

Cells area Shows which cell or cells
are selected.

Value area Shows the contents of the
selected cell and the kind
of value it contains:
number, text, or date.
When two or more cells are
selected, the Value area
remains blank.

LisaGraph With LisaGraph you can make bar graphs, line graphs,

COncepts scattergrams, and pie charts. A graph is a single-page
drawing that displays numerical relationships using a
two-dimensional coordinate system. As you enter values
in the table, LisaGraph automatically plots the graph.

When plotting bar graphs, line graphs, or scattergrams,
LisaGraph uses the values in the table as follows:

m Values in column A become X-axis data, such as time
periods or categories.

m Values in columns B through | become Y-axis data,
such as profit or loss figures.

m LisaGraph pairs all X-axis values in column A with all
corresponding Y-axis values in columns B through | of
the table and plots the intersections of data points.

C8 .. SectionC
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m Each set of data appears in a different pattern on the
graph. For instance, data pairs from columns A and B
are plotted in one pattern, data pairs from columns A
and C are plotted in another pattern, and so on until
the graph is finished.

When plotting pie charts, LisaGraph uses only values in
columns A and B of the table.

m All the positive values in column B are totaled.

m Each positive value in column B is plotted as a pie
segment that represents its share of the total.

m Values in column A become pie segment labels.

A LisaGraph table is arranged like a LisaCalc
spreadsheet: cells are arranged into rows and columns.
Each cell is identified by its coordinates, that is, the row
number and the column letter. For example, cell A1isin
row 1 and column A.

To edit the contents of a cell or to edit text on a graph,
you select the portion that you want to change and then
you replace, insert, cut, copy, or move the selection. To
format a cell or to change the style of the graph or text
on it, you select the portion to be changed and then you
choose a cell format, a type style, or a graph format from
a menu. The graph is redrawn when you choose a new
format for it or when you edit the table.

Pointers

As you move the mouse, the pointer moves around the
screen and assumes different shapes as you move from
one area to another. LisaGraph has the following pointer
shapes.

I The text pointer appears
whenever you can select
text on a graph or in the
table.
+ The hollow cross-hair

pointer appears in the table
to show when you can
select cells.
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R The arrow appears outside
a table or graph to show
when you can select icons,
use scroll controls, and
choose menu items. It
always points up and to the
left.

-v‘" The check pointer is used
to make choices within
some dialog boxes or the
Preferences window.

The hourglass appears
when you need to wait while

the Lisa finishes what it is
doing.

Selecting

You indicate text that you want to change or alter in
some way by ‘‘selecting’’ it on the screen. This is an
important concept: you must always select text before
you can edit or format it.

Table 1 explains how to select the elements of a graph
and a table that you can edit and format. Note that you
cannot select an axis label or a pattern on a graph.

Whatever you have selected is referred to as the
**selection.” The selection is highlighted on the screen to
show you what will be changed when you choose a menu
item; the highlighting doesn’t print. If a selection doesn’t
include everything you want, you can always select again
to correct it.
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Table 1. Selecting in LisaGraph

To Select Do the Following
One cell, one column, m Move the pointer into the
or one row cell, column header, or

row header and click the
mouse button.

or

m Type the cell, column, or
row coordinates into the
Cells area of the status
panel, followed by (Enter).

Examples of coordinates:

C selects column C
5 selects row 5
C5 selects cell C5

Press @ key.
Press @) key or key.
Press @) key.
Press (@) key.

Next cell to the left,
right, up, or down

First cell in next row m Press the (Return) key.

Insertion point m Select the cell.

within a cell m Move the pointer to the

desired location in the
cell and click the mouse
button to set the
insertion point.

The insertion point is a
blinking vertical bar that
shows where the next
typed character will go;
the pointer vanishes until
you move the mouse.

Insertion point m Move the pointer to the
on a graph desired location and click
the mouse button.
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Table 1. Selecting in LisaGraph, continued

To Select Do the Following

The line between two m Position the pointer on
columns or between the grid handle between
two rows two columns or rows and

click the mouse button.

Several cells, columns, ® Move the pointer into the
or rows first cell, column header,
or row header.

m Press the mouse button
and hold it down while
moving the pointer into
the last cell, column
header, or row header;
then release the mouse
button.

or

m In the Cells area of the
status panel, type the
coordinates of the first
cell, column, or row.

m Type a colon (:).

m Type the coordinates of
the last cell, column, or

row, followed by (Enter).

Examples of coordinates:
A:C, 3:4, A1:B4

One or more characters m Move the pointer to the
left of the first character.

m Press and hold down the
mouse button.

m Move the pointer directly
through to the last
character and release the
mouse button.

To select one or more
characters in a cell,
select the cell first.
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Table 1. Selecting in LisaGraph, continued

To Select Do the Following

One word m Move the pointer into the
word and click the mouse
button twice.

To select a word in a cell,
select the cell first.

One line of text m Move the pointer into the
line and click the mouse
button three times.

To select aline of textin a
cell, see the entry below,
under Whole cell value.

Several words m Move the pointer into the
first word.

m Press the mouse button;
then press it again and
hold it down.

m Move the pointer into the
last word and release the
mouse button.

To select words in a cell,
select the cell first.

Whole cell value m If the cell is not selected,
move the pointer into the
cell and click the mouse
button.

m If the cell is already
selected, click the mouse
button three times; or

press the key.
Whole graph m Choose Select All of
or whole table Graph or Select All of
Table from the Edit
menu.
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Table 1. Selecting in LisaGraph, continued

To Select Do the Following

Value in Cells area m Move the pointer to the

of status panel Cells area and click the
mouse button three
times.
or

m Hold down the (&) key
and press the G key.

Value in Value area m Move the pointer to the

of status panel Value area and click the
mouse button three
times.

Extend the existing m Move the pointer to the

selection end of what you want

included in the selection.

m Press and hold down the
key and click the

mouse button.

Deselect; select nothing m Move the pointer into the

in the document unlabeled box in the
upper left corner of the
table and click the mouse
button.

Scrolling

When you can’t see all the data in the table or the entire
graph, use the view controls to scroll hidden portions of
the document into view. Figure 4 shows LisaGraph’s view
controls. Scrolling does not alter the selection in any
way.
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Figure 4. Window with View Controls

The following brief descriptions explain the purpose of
the controls shown in Figure 4.

Scroll bars

Scroll arrows

Elevators

View buttons

Width control

Contain controls that scroll
hidden portions of a graph
or table into view.

Bring hidden portions of a
graph or table into view
slowly: line-by-line, row-by-
row, or column-by-column.

Indicate where the current
view is in relation to the rest
of the table or graph. You
can move them to scroll
quickly to any spot in the
document.

Scroll the next or previous
full view into sight.

Controls the width of the
table and graph views.
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Table 2 explains the different ways to scroll in LisaGraph.

Table 2. Scrolling in LisaGraph

To Scroll Do the Following
Line by line, row by row, m Move the pointer into a
or column by column scroll arrow and click the

mouse button once for
each line, row, or column.

Continuous lines, rows, ® With the pointer in a

or columns scroll arrow, press the
mouse button and hold it
down until you can see
what you want.

View-sized increments m Move the pointer into a
view button and click the
mouse button once for
each view change.

Continuous view-sized m With the pointer in a view

increments button, press the mouse
button and hold it down
until you can see what
you want.

Large jumps m Move the pointer into an
elevator and hold down
the mouse button while
moving the elevator.

m Release the mouse
button when the elevator
is in the correct position
relative to the beginning
and end of its scroli bars
and, therefore, the
document.

Example: Elevator at top
of scroll bar shows
beginning of page.
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The width control, located at the bottom of the scroll bar
between the table and graph, determines the size of the
table and graph views.

To widen a view,

» Move the pointer into the width control; press and
hold down the mouse button while moving the control
and flickering boundary to the right or left.

P Release the mouse button when the outline shows the
desired width.

About Menus

LisaGraph’s editing, formatting, printing, and filing
operations are listed on menus. The menu bar at the top
of the screen shows the names of the available menus.
Figure 5 shows the menu bar with the names of
LisaGraph menus. A description of all LisaGraph menu
items can be found in Appendix 1, Menu Items, of this
manual.

4

r File/Print Edit Type Style Page Layout Format Graph Customize

Il untitied || ﬂ

Figure 5. LisaGraph Menu Bar

To choose a menu item,

P Move the pointer to the
menu bar and position it
over the name of the
menu you want to open.

» Press the mouse button
and hold it down. Notice
that the menu is now
showing.

P Move the pointer into
the menu item you want.
Notice that the item is
highlighted.

) Release the mouse button.
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Some menu items are accompanied by an Apple symbol
and a letter of the alphabet. This means that you can hold
down the (&) key and the letter to choose that menu item
rather than choosing the item with the mouse. Refer to
Appendix 2, Apple Keys, in this manual, for a list of the
menu items that you can choose using the (&) key.

Some menu items are followed by an ellipsis (. . . ). When
you choose one of these menu items, a dialog box
appears requesting additional information that is
required before the operation can be completed. Dialog
boxes are explained in the following section.

When a menu item is shown in gray instead of black, it
cannot be chosen at that time. This is usually because it
does not apply to the current selection.

Some menu items are grouped together and represent
the available choices for a particular menu setting. The
current setting has a check mark next to it, while the
others don’t. If you choose another setting in the group,
the current one automatically turns off.

Dialog Boxes

A dialog box appears beneath the menu bar after you
choose a menu item followed by an ellipsis ( . . . ). Figure
6 shows a LisaGraph dialog box. The current
specifications that apply to the operation are described
for you to accept or to change. Notice that the first value
in the box is selected automatically.

Y Axis:  Minimum: @
Origin: Automatic
Maximum: Automatic
Increment: Automatic

Please enter a number or the word “Automatic”.

Figure 6. Y-Axis Range Dialog Box




To fill in a dialog box,

P Position the pointer on the option you want to change,
click the mouse button three times to select it, then
type the desired specification. Repeat to change
others.

You may press the (Tab) key or the key to select
the next item in a dialog box.

» When the dialog box shows the information you want,
position the pointer in OK and click the mouse button.

To dismiss the dialog box without changing the
document, whether or not you changed a specification in
the dialog box,

P Click the button that reads Cancel.

Alert Boxes

An alert box is a box in which a message from the Lisa is
displayed. The message can be Wait, Note, Caution,
Stop, or ?, as described below. You can usually respond
to these messages by clicking the OK or Cancel button.
To do this, move the pointer to the OK or Cancel button
and click the mouse button.

Wait Message

The Wait message tells you that the Lisa is carrying out
an operation that can take some time. You don’t need to
respond to a Wait message. However, some Wait
messages give you the option of being able to terminate
the operation by holding down the (& key while typing a
period. Figure 7 is an example of a Wait message.

LisaDesk is placing a duplicate of “Frequency
Distribution” on “ProFile”,

To terminate the operation, hold down the Rpple key
while you type a period,

Figure 7. Wait Message
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Note Message

The Note message tells you that something might need
your attention. Most likely, everything is all right, but the
Lisa wants to tell you about something just in case. To
dismiss the alert box with a Note message, you just click
OK. Figure 8 shows a LisaGraph Note message.

| Note R data point you specified is less than the
Y-axis minimum that you set. LisaGraph will

pick a reasonable Y-axis minimum for you.

Figure 8. LisaGraph Note Message

Caution Message

The Caution message tells you that you are about to do
something risky that cannot be undone or something
that can take a long time. To dismiss an alert box with a
Caution message, you click OK or Cancel. Figure 9
shows a Caution message.

Do you really want the active document to

revert to the version saved 30 weeks ago?

If you want to leave the document as it
is right now, click Cancel, k

Once you click 0K, you will not be able
to change your mind, even with Undo.

Figure 9. Caution Message

Stop Message

The Stop message tells you that something you
requested cannot be done and why. To dismiss the alert
box with a Stop message, you click Cancel. Figure 10 is
an example of a LisaGraph Stop message.



Before you type, please make a selection.

X

Figure 10. LisaGraph Stop Message

? Message

The ? message tells you that you can choose one of a
number of alternative actions. Most ? messages have
two or three choices. You dismiss the alert box with a ?
message by clicking on one of the choices. Figure 11 is
an example of a ? message.

The upper diskette appears to be new.
Would you like LisaDesk to initialized it?

__Initiglize ]

Figure 11. ? Message

LisaGraph
Work Flow

The following sections outline how to start a new
LisaGraph document and how to work with an existing
document. For specific information and step-by-step
instructions, refer to Chapter 2 of this Reference Guide
and to Section D, Desktop Manager Reference Guide, in
the Lisa Owner’s Guide.

Starting a New Document

To start a new LisaGraph document,

» Open the ProFile

window.
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P Tear off a sheet of paper
from the LisaGraph
stationery pad.

» Type the new
document’s name.

P Open the new
document’s window.

P Enter data into the table. T ]
h | 1975 2.1 2.1
z 1975 3.6 3.2
3 1477 4.1 4.9
0 fgr £
5 1979: -3.5: 2.5
6 1330 -2.8i 2.5:
? 1481 - & 1.5:
8 VI 3!

P Edit data, graph titles,

and legends. Undo Last Change
Hestore Previous Enlry

P Format cells, the graph,
and text.

Left Flush
Center
Right Flush




P Save all changes about  [FITYICEL
every 15 minutes and set Aside Everything
continue working. Set Rside "GCP-First"

Save & Put Away
Save & Continue »
Revert to Previous Version

P Print the table or the File/Print
graph, if you like. set Aside Everything
Set Aside "GCP-First”

Format For Printer .
Print Table ..
Print Graph ...
Monitor the Printer ..

P Put the completed

document away. Set Aside Everything
Set Aside "GCP-First"

Save & Put Away
Save & Continue
Revert to Previous Version :

To organize your documents in a folder and to keep the
disk window uncluttered, you might want to,

P Move the saved
document into a folder
of related documents, or
tear a new folder from
the folder pad, name the Tutorial-GCP
folder, and move the
document into it.

Chapter 1 | . |C23
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Working with an Existing Document

To get a filed LisaGraph document to work with,

P Open the ProFile
window.

= preFie

P If the document is in a —
folder, open the folder -
that contains the

document that you want
to work with.

p Open the document.

p Edit and format the File/Print

document, .Saving it set Aside Everything
every 15 minutes. Set RAside "GCP-First"

Save & Put Away
Save & Continue s
Revert to Previous Version

» Print the table or graph,
if you like. set Aside Everything
Set Aside "GCP-First”

Format For Printer ...
Print Table ... -
Print Graph ...
Monitor the Printer ...

» Put away the document YT
in its original location. Set Aside Everything
Set Aside "GCP-First"

Save & Put Away

Save Ev Continue
Revert to Previous Version
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Procedures

What’s in
Chapter 2?

Chapter 2 contains the procedures for doing everything
that can be done in LisaGraph. To make the procedures
easier to find, they have been divided into categories
according to functions. The categories are:

Edit

Look here for operations that change the content of a
table or graph.

C30
C31
C35
C38
C38
C40
C43
C4a4
C46
C50
C52
C54
C56
C57

Clear Cells

Copy Cells

Copy Text

Cut Cells

Cut Texi

Enter Value

Insert Blank Columns or Rows
Insert Text

Move Cells

Move Text

Replace Text

Restore Previous Entry
Revert to Previous Version
Undo Last Change

Chapter2 [ .|C27
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Look here for operations that change the appearance of
a graph or table.

C60 Cell Alignment

C62 Cell Number Style

C66 Column Width

C68 Graph Format

C71 Graph Legend

C75 Girid Lines on a Graph
C79 Line on a Bar Graph

C82 Size of Graph on the Screen
C83 Type Styles for the Graph
C87 Type Styles for the Table
C89 X-Axis Range

C94 Y-Axis Range

Print
Look here for print operations.

C100 Change Graph Printing Size
C101 Format for Specific Printers
C107 Print Graph
C112 Print Table

Other Tools
Look here to learn how to use LisaGraph with other tools.

C120 LisaCalc
C122 LisaDraw

C28 | .2 SectionC
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C30
C31
C35
C38
C39
c40
C43
C4a4
C46
C50
C52
C54
C56
Ccs57

Clear Cells

Copy Cells

Copy Text

Cut Cells

Cut Text

Enter Value

Insert Blank Columns or Rows
Insert Text

Move Cells

Move Text

Replace Text

Restore Previous Entry
Revert to Previous Version
Undo Last Change

Chapter2 | .|C29
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Clear Cells To clear one or more cells

» Select the cell or cells
that you want to clear.

P Choose Clear Entries
from the Edit menu. Undo Last Change

Clear Entries

fusert Biank

You can clear entries from one or more cells in the table,
including entire columns or rows. When you clear entries,
values are removed from selected cells, but the cells
retain their format.

Cleared entries are not placed on the Clipboard and
therefore cannot be pasted. You can reverse this
operation immediately if you choose Undo Last Change
from the Edit menu.

C30 .. SectionC
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To copy one or more cells and paste the copy into the
same table

P Select the cell or cells
that you want to copy.

P Choose Copy from the

Edit menu. Undo Last Change
Hastors Previous Falry

Cut

P Select the location where you want to paste the cells.

P Choose Paste from the
Edit menu. Undo Last Change !

Restore Previous Entry

fut X
Loy g

You can copy one or more cells, columns, or rows and
paste an exact duplicate into the same table or into
another LisaGraph table.

Copy Cells

Chapter2 . . |C31
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Copy Cells To copy one or more cells into another LisaGraph table

(continued) P» Select the cell or cells
that you want to copy.

» Choose Copy from the :
Ed t
Edit menu. .

Undo Last Change

Hastorse Pravious Enlbry

Cut

P Get or activate the other LisaGraph document.

P Select the location where you want to paste the cells.
P Choose Paste from the

Edit menu. Undo Last Change ]
Restore Previous Entry

£l %
Copu i

C32|: . SectionC
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The copied cells remain in the table and an exact Copy Cells
duplicate, including values and formats, is put on the (continued)
Clipboard. When you paste, you are pasting a copy of the

cells from the Clipboard; a copy remains on the

Clipboard so you can paste again. Note that if you don’t

select a new area, the paste operation puts the copy over

the original and no change is apparent.

You can immediately reverse either the copy or paste
operation by choosing Undo Last Change from the Edit

menu.
When copying cells, the following combinations are
possible.
A single cell can be copied A | B L
to another cell. 2195~

21,95

A single cell can be copied
to a range of cells. The
range can be of any size or
shape.

=1uwu‘u Gl

A range of cells can be
copied to another range of
cells with the same size and
shape.

Wl N

b

(4]

Chapter2 {.|C33
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Copy Celis

(continued)
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A range of cells can be
copied to a larger range if
the new range is an exact
multiple of the size and
shape of the old range.

= U] S Ld] N} =

A range of cells can be
copied to a single cell. In
this case, the range is
pasted such that the single
cell becomes the upper left
corner of a range that is the
same size and shape as the
range that was copied.

U &= N

One or more columns can be pasted into or between
columns or rows and vice versa; the data are rearranged
automatically.

You also can copy cells from a LisaGraph table into a
LisaCalc spreadsheet, and vice versa. For details, see the
LisaCalc procedure, under Other Tools, in this chapter.



Edit

To copy text and paste a copy into the same graph

P Select the text that you want to copy.

P Choose Copy from the Edit
Edit menu. -

Undo Last Change
Fostore Brevious Folbryg

Cut

P Set the insertion point or select the text that you want
1o repiace.

P Choose Paste from the
Edit menu. lndo Last Change E

Restore Previous Entry

fob #X]
Copy N

You can copy text from a graph, or some of the text in a
cell, and paste an exact duplicate into the same graph or
into another graph. You cannot copy the X- or Y-axis
labels that are generated automatically, because you
can’t select them.

Copy Text

Chapter2 | :|C35
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Copy Text

(continued)
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To copy text and paste a copy into another graph

P Select the text that you want to copy.
P Choose Copy from the
Edit menu. Undo Last Change

Hostore Previsus Enlbry

Cut

P Get or activate the other LisaGraph document.

P Set the insertion point or seiect the text that you want
to replace.

P Choose Paste from the
Edit menu.

Undo Last Change i
Restore Previous Entry i

£k
Copy




Edit

When you copy text on a graph, or part of a cell value, an
exact duplicate is put on the Clipboard. When you paste,
you are pasting a copy of the text on the Clipboard; a
copy remains on the Clipboard so you can paste it again
and again. Note that all text is pasted to the right of the
insertion point.

You can immediately reverse either the copy or the paste
operation by choosing Undo Last Change from the Edit
menu. To copy a cell value, see the Copy Cells procedure,
under Edit, in this chapter.

Copy Text

(continued)
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Edit

Cut Cells
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To cut one or more cells from a table

P Select the cell or cells
that you want to cut.

P Choose Cut from the Edit
Edit menu.

Undo Last Change
Hestore Previous Enlry

Copy C
Paste [ 1%

You can cut the values from one or more cells, including
columns and rows; the cell itself and its alignment and
number style remain in the table. The values are removed
from the table and placed on the Clipboard.

When you cut rows or columns, the entire row or column
is removed from the table. Remaining rows or columns
are reordered automatically, which means that they fill
the space left by the ones that you cut and they are
assighed new numbers or letters.

You can reverse the cut operation if you do it
immediately: choose Undo Last Change from the Edit
menu. In addition, you can paste cells that you cut into
the same table or into another LisaGraph table; see the
Move Cells procedure, under Edit, in this chapter. Also,
you can paste the cut cells into a LisaCalc spreadsheet;
see the LisaCalc procedure, under Other Tools, in this
chapter.



Edit

To cut text from a graph
P Select the text that you
want to cut. [Sulstitle]

P Choose Cut from the m
Edit menu. Undo Last Change

Hostorse Previous Fnlry

You can cut text from a graph or cut part of a cell’s value.
You cannot cut the X- or Y-axis labels that are generated
automatically, because you can’t select them. Text that
you cut is removed from the document and placed on the
Clipboard.

When you cut part of a cell’s value, the changed value
isn’'t complete until you press the key or select
another cell. If an entry isn’t complete, it cannot be
paired with the corresponding entry and plotted on the
graph. Also, the changes cannot be saved and the
document cannot be put away.

You can reverse the cut operation if you do it
immediately: choose Undo Last Change from the Edit
menu. In addition, you can paste cut text into the same
graph or into another graph; see the Move Text
procedure, under Edit, in this chapter.

Cut Text
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Enter Value
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To enter a value in a cell

P Select the cell in which R )
you want to enter a 1
value. 2

P Type the value. a

1 [19744

P Select another cell by using the mouse and pointer, or
by pressing or (Return), one of the arrow keys, or
the key.

A cell is either blank or it contains a value. If you select a
cell that contains a value and you type a new value, the
old value is replaced by the new one. To replace part of a
value in a cell, see the Replace Text procedure, under
Edit, in this chapter. To add data to a cell value, see the
Insert Text procedure, under Edit, in this chapter.

When you enter a value, the entry isn’t complete until you
press the key or select another cell. If an entry isn’t
complete, it cannot be paired with the corresponding
entry and plotted on the graph. Also, the changes to the
document cannot be saved and the document cannot be
put away.

When a single cell is selected, you see either the whole
value or as many characters in the leftmost part of the
value as will fit in the cell. The selected cell’s full value is
shown in the Value area of the status panel. You can edit
a value in either the Cells or the Value area of the status
panel with identical results.



Edit

The value of the selected cell is identified in the Value
area of the status panel as either a number, text, or a
date. Any value that LisaGraph does not understand as
either a number or a date is classified as text.

For example, LisaGraph understands 1-3-83 as text,
1/3/83 as a date, 1.383 as a number, and 1.3.83 as text.
Also, a cell that contains only a space character will look
empty; however, LisaGraph understands the space
character as text.

The word displayed in the Value area for the selected cell
also tells you, in some cases, that you have mistyped a
value. For example, if you type 1983 with the letter L
instead of with the digit 1, the Value area says Text rather
than Number.

When a selected cell’s value is a number, the number is
shown in floating decimal number style. Essentially, what
this means is:

m If the value is equal to a whole number, it is shown
without any decimal places. That is, if you enter 2.000,
it is shown as 2 in the Value area.

m If the number has decimal places, the number that is
displayed may not be equal to the number that you
entered. For example, 123.454 might be shown as
123.45399999999999. This is because it is not always
possible to store a decimal value exactly.

m The Value area cannot show more than 23 characters,
including the sign and the decimal point, if any. Of
these 23, no more than 15 can follow the decimal point.
If the value is too large to be shown in this many
characters, it is shown in scientific number style. See
the Cell Number Style procedure, under Format, in this
chapter.

Enter Value
(continued)
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Enter Value
(continued)
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Most cells will not be selected when you look at them. In
this case, if the value is too long to be displayed in the

cell, the cell is filled with asterisks. You can see the whole
value by widening the column that the value is in. See the
Column Width procedure, under Format, in this chapter.



Edit

To insert a blank column or blank row in the table

P Select the grid handle n
between the columns or 11
rows that will border the ﬁ{’
new one.
P Choose Insert Blank
Column or Insert Blank Undo Last Change
Row from the Edit menu. Hestore Previous Ealry

Insert Blank Row

A
Select All of Table H
Select All of Graph WA

When you insert a blank column or row, any following
columns or rows are reordered automatically, which
means that they move over and are assigned new letters
or numbers. You can reverse the operation if you do so
immediately; choose Undo Last Change from the Edit
menu. Once you have inserted a blank row or column,
you can enter and edit data in it as usual.

To insert two or more blank rows or columns in the same
area, select a grid handle and choose the menu item
once for each new row or column that you want to add.
To insert rows or columns that you have copied or cut
from a table, see the Copy Cells or Move Cells
procedure, under Edit, in this chapter.

Insert Blank
Columns
or Rows
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Insert Text
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To insert text on a graph

P Position the pointer .
where you want to add ch &ﬂgérl n
text and click the mouse
button to set the
insertion point.

p Type. .
y changes occurred in

You can add text to a graph or to a cell’s value. You
cannot add text to the X- or Y-axis labels directly
because you cannot select them. To change a range of
axis labels, see the X-Axis Range or Y-Axis Range
procedure, under Format, in this chapter.

To add text to a cell value
P Select the cell.

P Position the pointer T T

where you want to add
text and click the mouse
button to set the
insertion point.

» Type.

P Select another cell by using the mouse and pointer, or
by pressing or (Return), one of the arrow keys, or
the key.




Edit

When you click the mouse button once, a blinking
vertical bar, called the insertion point, appears to show
you where the next typed character will go. The pointer
disappears when you set the insertion point and
reappears when you move the mouse.

You can add text to a graph one line at a time. When you
add to a cell value, the new value isn’t complete until you
press the key or select another cell. If an entry isn’t
complete, it cannot be paired with the corresponding
entry and plotted on the graph. Also, the changes cannot
be saved and the document cannot be put away.

Insert Text
(continued)
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Move Cells To move one or more cells within the same LisaGraph
table

P Select the cell or cells
that you want to move.

» Choose Cut from the Edit
Edit menu.

Undo Last Change
Hestore Pravious Bn

s

P Select the new location for the cells.

p Choose Paste from the
Edit menu.

Undo Last Change :
Restore Previous Entry ;

far #xi
Copy %(

You can move one or more cells, columns, or rows to
another spot in the same table or to another LisaGraph
table. When you move a column, the legend captions on
the graph do not change to reflect the new order of
columns in the table; you must edit legend captions to
reflect the new order.

C46 |, . . Section C
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To move one or more cells to another LisaGraph table Move Cells

» Select the cell or cells (continued)
that you want to move.

P Choose Cut from the

Edit
Edit menu. -

Undo Last Change
Hestare Previous Falry

Copy *C
M

P Get or activate the other table.

P Select the new location for the cells.

P Choose Paste from the
Edit menu. Undo Last Change :
Restore Previous Entry

fub #X
Lopy L[

(2
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Move Cells When you cut a range of cells, the values are removed

(continued) from the table and placed on the Clipboard; the cells
remain in the table and retain their alignment and
number style.

When you cut a range of rows or columns, those that
remain fill the space left by the cut cells. The remaining
columns or rows are reordered automatically, which
means that the columns are relettered or the rows
renumbered.

When you paste, you are pasting a copy of the cells from
the Clipboard; a copy remains on the Clipboard so you
can paste again and again. Note that if you don’t select a
new area, the paste operation puts the cut cells back
where they came from. You can reverse either the cut or
the paste operation immediately by choosing Undo Last
Change from the Edit menu.

When moving cells, the following combinations are
possible:

A single cell can be moved
to another cell.

(W10 M

A single cell can be moved
to arange of cells. The
range can be any size or
shape.

4=|HNH

A range of cells can be
moved to another range of
cells with the same size and
shape.

=) L Mo =
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A range of cells can be ry B | C

moved to a larger range if 1 158 T

the new range is an exact 7 AR g

multiple of the size and -] B :

shape of the old range. i\ 21.95: 32407
5\ T (W
6 21.95¢ 32 U7
7 23.871  14.7%:

A range of cells can be f B C

moved to a single cell. In 21,980 3% 0P 2T B

this case, the range is Z gt R T T

pasted such that the single |3

cell becomes the upper left U 21,95 37U/ 23 B

corner of arange thatisthe (5 | 23.87: 1U.79: U5.&7

same size and shape as the
range that was copied.

One or more columns can be pasted into or between
columns or rows and vice versa; the data are rearranged

automatically.

For an example of moving a column, see Section B,

LisaGraph Tutorial, Chapter 3.

Move Cells

(continued)
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Move Text
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To move text within the same graph

P Select the text that you want to move.
» Choose Cut from the

Edit menu. Undo Last Change
Hestore Pravious Enlry

Copy ®C
Paste ®V
/—/\.’\N\N"’

P> Set the insertion point or select the text that you want
to replace.
P Choose Paste from the

Edit menu. Undo Last Change |
Restore Previous Entry ;

Cat X[
Copy 2y

You can move text from one area of a graph to another or
move it to another graph. However, you cannot move X-
or Y-axis labels because you can’t select them.

You can reverse either the cut or the paste operation by
choosing Undo Last Change from the Edit menu
immediately following the operation. To move a cell’s
value, see the Move Cells procedure, under Edit, in this
chapter.



Edit

To move text to another graph

P Select the text that you want to move.

» Choose Cut from the Edit
Edit menu. -

Undo Last Change
Hestore Pravious Falry

Copy ®C
Paste 1%
M

P> Get or activate the other graph.
P Set the insertion point or select the text that you want
to replace.

P Choose Paste from the
Edit menu.

Undo Last Change :
Restore Previous Entry [§

frab #X
Copuy i

When you cut text from a graph, it is placed on the
Clipboard. When you paste, you are pasting a copy of the
text on the Clipboard; a copy remains on the Clipboard
S0 you can paste it again. If you don’t select a new area
before pasting, the cut text is pasted back where it was.

Move Text

(continued)
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Replace Text
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To replace text on a graph
P Select the text that you m
want to replace.

> Type. $ Hundred Thousane

You can replace text on a graph or in a cell. However, you
cannot replace the X- and Y-axis labels because you
can’t select them.

To replace some of the text in a cell
P Select the cell.

P Select the text that you
want to replace.

P Type.

P Select another cell by using the mouse and pointer, or
by pressing or (Return), one of the arrow keys, or
the (Enter) key.
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When you replace text in a cell, the resulting value isn’t Replace Text
complete until you press the key or select another (continued)
cell. If an entry isn’t complete, it cannot be paired with

another entry and plotted on the graph. Also, the

changes cannot be saved and the document cannot be

put away.

You can reverse the replacement immediately if you
choose Undo Last Change from the Edit menu.
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Restore To restore the previous entry to the cell that you are
Previous Entry editing
P Choose Restore

Previous Entry from
the Edit menu.

Undo Last Change ;
Restore,Previous Entry °

Restore Previous Entry is available only while you are
editing a cell. It cancels all changes made to that cell. As
soon as you select another cell or press the key,
this menu item is unavailable.

Example
Suppose you select a cell a
with this value and you 15 1234567890
1. Insert some text. A

15 1234533567890
2. Cut some text. A

15 15567890

C54 ... SectionC
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3. Add more text.

4. Choose Restore
Previous Entry.

All changes to the value are
reversed. The value the cell
started with is restored.

A

15

22715567890

Undo Last Change
Restore, Previous Entry ;

il

15

1234567890

Restore

Previous Entry
(continued)
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Revert to
Previous Version
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To cancel all changes made to a document

» Choose Revert to

Previf)us V_ersion from Set Aside Everything
the File/Print menu. Set Aside "GCP-First"

Save & Put Away
Save & Continue
Revert to Previous Version:,;

This menu item is always available and operates on the
active document. The operation restores the document
to the condition it was in when you last saved it or put it
away.

After you choose this menu item, an alert box appears
where you confirm your choice. If no changes have been
made since the document was last saved or put away, the
alert box tells you this.



Edit

To reverse the effect of the last change

P Choose Undo Last
Change from the Edit
menu.

Operations that you can undo include cutting, copying,
pasting, clearing entries, changing a column’s width,
inserting a blank row or column, formatting a cell,
changing a graph format or screen size, adding or
removing legends or grid lines, changing type styles, and
changing lines to bars or vice versa. You can usually undo
the Undo Last Change command too.

If the Undo Last Change menu item is gray, the last
change cannot be reversed. Occasionally, the menu item
is available when the operation cannot be reversed. In
this case a message appears telling you that LisaGraph
cannot undo the last change.

For example, if you enter a value in a cell, Undo Last
Change is available in the menu, but an alert box explains
that this change cannot be undone. To undo the last
change after inserting text on a graph, you must select at
least one of the inserted characters before choosing
Undo Last Change.

Undo Last

Change
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Cce60
c62
C66
C68
C71
C75
C79
c82
C83
cs7
c89
C94

Cell Alignment

Cell Number Style
Column Width

Graph Format

Graph Legend

Grid Lines on a Graph
Line on a Bar Graph

Size of Graph on the Screen
Type Styles for the Graph
Type Styles for the Table
X-Axis Range

Y-Axis Range

Chapter 2 _ ;. |C59
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Cell Alignment To change the alignment of a value in a cell

P Select the cell or cells
that you want to format.

» Choose an alignment
option from the Format
menu.

Format
Left Flush «
Center
Right Flush

A cell’s alignment determines the placement of a value
within the cell. The cells, including columns or rows, can
be blank when you choose an alignment option, as they
are on LisaGraph stationery. The standard alignment on
LisaGraph stationery puts words on the left and numbers
on the right when a value is entered.

C60 | ... SectionC
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You can change the alignment of the value within one or Cell Alignment
more cells, including columns and rows. The example (continued)
below shows columns with various cell alignments.
Centered
A B C D
1 1980:103 .2 101.8 101.3
2 102.1 102.3 101.2
3 101.3 102.6 101
4 101.9 102.09 102.09
5 §81 104.2 103.09 101.2
b 104.1 102.3 101.8
7 93 101.9 101.9
8 98.9 103 103.5
9 §'82 104.9 104.7 100.4
in -t 1 v o
Left flush
Right flush
Words left
Numbers right

Chapter 2 | . . |C61
Procedures e s e



C62
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Cell Number
Style
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To change the number style of one or more cells

P Select the cell or cells
that you want to format.

P Choose a number style
from the Format menu.

Format

Words left/Nos. Right J
Floating Decimal

No Decimal

Fixed Decimal ...

Scientific ...

$1,234.56
1,234,56

$ 1234.56
1234.56

$1,235

1,235

$ 1235

1235
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A number in a cell can be displayed in any of several
styles, depending on the number style chosen and the
size of the cell. For example, you can display the value
498 as 498.0 or $498.00 or with a scientific notation,
4.980E+2, and so forth.

Some number styles require that LisaGraph round a
value. In this case, the value in the cell is not changed,
only the way it is displayed. If the value ends in 5, it is
rounded so that the preceding digit is even to ensure an
accurate average. For instance,

m 1234.5 is rounded and displayed as 1234.
m 1235.5 is rounded and displayed as 1236.
The number styles are:

Floating Decimal Shows numbers in the most
convenient style for the size
of the value and the width of

the column.

No Decimal Shows numbers rounded to
the nearest whole number
value.

Fixed Decimal Shows numbers with a fixed

number of decimal places.
When you choose this menu
item, a dialog box appears
allowing you to set the
number of decimal places.

Cell Number
Style

(continued)
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Cell Number Scientific
Style

(continued)

Monetary style

$1,234.56
1,234.56
v$ 1234.56
1234.56
$1,235
1,235
$ 1235
1235

C64 | .2 SectionC
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Shows numbers with
scientific notation and a
fixed number of decimal
places. When you choose
this menu item, a dialog
box appears allowing you
to set the number of digits
to the right of the decimal
point.

A positive number after the
E means the decimal point
in the number to the left of
the E is to be moved to the
right that many places. A
negative number after the
E means the decimal point
in the number to the left of
the E is to be moved to the
left that many places.

Shows numbers in any of
the monetary styles
described below.

Dollar sign, commas, cents
Commas, cents

Dollar sign, cents

Cents

Dollar sign, commas
Commas

Dollar sign

Numbers only
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Note that both No Decimal, in the upper portion of the Celi Number
menu, and the monetary style, 1235, display a number Style
without a decimal pOint. (conﬁnued)
Example

To give you an idea of how a cell's number style affects
the way its value is displayed, the value 987.6543 is
shown below as it will appear in a cell that is eight
characters wide.

Number Style Displayed Value
Floating Decimal 987.6543

No Decimal 988

Fixed Decimal (1) 987.7

Scientific (3) 9.877E+2

$ 1234.56 987.65

Note that the styles above are displayed when the cell is
not selected. When a cell is selected, its value is
displayed in floating decimal number style.

Chapter2 [ . .|C65
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Column Width
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To change the width of one column,

P Position the pointer in A 5
the grid handle on the T B¥FF %1018
right side of the column. I a0 ]

P Press and hold down the mouse button while moving
the pointer and flickering boundary to the left or right.

» Release the mouse

button when the ; **&TI&%
flickering outline shows 2 PReRREI07 3G
the column width you

want.

You can move the right boundary of a column when it is
too wide or not wide enough. In addition, you can use a
menu item to set the width of several columns at once.
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To change the width of several columns at once, Column Width

P Select the columns. (continued)

P Choose Column Widths
from the Page Layout

menu. '

» When the dialog box of Characters: 9
appears showing the
number of characters
the leftmost cell in the
selection can display,
type a new number.

» Click OK. ()

Page Layout
Column Widths ... |

Chapter 2 | . .|C67
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Graph Format To change a graph’s format

» Choose a format from
the Graph menu.

Scatter
Pie

With LisaGraph you can create the four kinds of graphs
shown here. In addition, you can mix bar and line graphs;
to do this, see the Line on a Bar Graph procedure, under
Format, in this chapter.

Income Incresses Income Incresses
Expenses hold at 1G/81 Levels Expenses hold st 10/81 Levels
1978 = 100 Legand 1978 = 100 Legend
15 O 115 o
Legend Legend
10 110 »

Legend Legend
+

105 PRI 108 Paé‘é'ﬁ ‘
0 heaalhyd ““ﬂw - M‘\‘?}ngﬁ

a5 95 L/

a0 90
1980 ‘&1 '8z '8 1980 ‘81 ‘82 '83

[

C68 | . & Section C
* » « LisaGraph Reference Guide



Format

Income Incresses Profits for Past Eight Yesrs
Expenses hold at 1081 Levels
1978 = 100 Legend|
15 u] 1975
L=gend|
110 .
Legend
A AL
PO e r— o&.40.00 L4

100

9 8

Msnagement Chenges 1n 1979 and 1381

On bar graphs, line graphs, and scattergrams, LisaGraph
coordinates and pairs X-axis data from column A of the
table with Y-axis data from columns B through |, and then
plots the intersections of ‘‘data pairs’’ on the graph.

On pie charts, LisaGraph totals all the positive values in
column B and plots each positive value as a segment
representing its percentage of the total; negative and
zero values are ignored. Pie segments are arranged in
clockwise order from largest to smallest. Values in
column A become segment labels.

Most sets of data are suitable for one of the following
kinds of comparisons.

m Component: each value is compared with the total. For
example, a pie chart shows annual expenses divided
among salaries, benefits, materials, facilities, and
advertising.

m ltem: size or quantity of two or more items is
compared. For example, annual profits for each of five
branches of a store are plotted as a bar graph.

Graph Format

(continued)

Chapter2 . .°
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Graph Format m Time series: size or quantity is compared over time.
(continued) For example, sales for one branch over a 7 year period
is plotted as a line graph.

@ Frequency distribution: distribution of an item in each
of several categories of progressive size or rank is
compared. For example, number of people in each of
five weight categories is shown on a line graph.

B Co-relationship: variation in one respect is compared
with variation in another to see if a meaningful pattern
emerges. For example, birth weight versus gestation
period of dolphins studied is plotted as a scattergram.

Each kind of graph best suits a particular comparison;
each graph format works weil if your data are compiete.
However, if data are sparse, a meaningful graph cannot
be produced.

For more information about graphs and comparisons,
see Section B, LisaGraph Tutorial, Chapter 5. Also, use
the table below to help you decide which format to use
for the comparison you want to make.

ftem Time Series _Frequency Co-relation

o b |
= AN

Scatiergram

> ¢
=

C70 . .. SectionC
» « « LisaGraph Reference Guide



Format

To display the legend on a graph Graph Legend
» Choose Show Legends omize

from the Customize show Grid Lines

menu. vHide Grid Lines

vHide Legends

//\,_W/

To hide the legend
P Choose Hide Legends from the Customize menu.

LisaGraph automatically provides a legend on the right
side of a graph. It displays a caption above each pattern
currently being used on the graph. You replace the text
provided in the legend with a meaningful description of
what each pattern represents.

If you hide the legend, the graph gets wider; it expands to
fill the space the legend occupied. On pie charts, the
values in column A become segment labels and no
legend is provided.

Chapter2 ... |C71
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Graph Legend

(continued)

C72|. .. Section C
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L R I I T

There are a total of eight preset patterns used on graphs.
You cannot select or change the patterns in LisaGraph;
however, you can change the patterns using LisaDraw.
For information on how to accomplish this, see the
LisaDraw procedure, under Other Tools, in this chapter,
and also Section B, LisaDraw Tutorial, Chapter 5,
LisaDraw and Other Tools, in the LisaDraw manual.

Example

Suppose you have the table shown below and you want
to plot the data on a graph and use the legend to identify
the data.

% AeZued | %_ .
v . 7

/9251 ARERERN]

/276 cry

/277 / 9

/27, ¢

/ ;7 y, S‘

/282 + 2|81 1

/28/ - 8

/782 9 .‘J(a
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1. You begin a new A B | ¢
document and enter the [ 1475 R 29
data into the table, but 7 1976 36 3.2
save the headings for 3 1577 4.1 U.g:
later. 4 1978: 1.U: 6

5 197438 2.5
6 1930 -2.8 2.5
? 1351: -8 1.5:
8 1982: 1.9¢ 2

LisaGraph automatically coordinates and pairs the X-
axis values in column A with the Y-axis values in column B
and draws the intersections of those values on the graph
in one pattern. Then, LisaGraph coordinates the values in
column A with the values in column C and draws another
set of bars in a different pattern. After you edit the titles
on the graph, it looks like this:

Profits for Past Eight Years

$ Hundred Thousend LE%HG
Legend

=] ~ = o o
T

ot
RAL
o
kAl
.. i

1975 1976 1977 1978 19?9 1980 1981 1982
[ates Sempl
anagement Changes 1n 19?9 and 1951

Graph Legend

(continued)
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(?ocgg LZ!)'eg end 2. You replace the text Actual
provided in the legend
with the column D
headings on your F‘rojected
original.

C74 .. SectionC
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To add grid lines to a graph Grid Lines

» Choose Show Grid Lines on a Graph
from the Customize
menu.

Customize
Show Grid Lines |
vHide Grid Lines

To hide grid lines

P Choose Hide Grid Lines from the Customize menu.

Chapter 2 .. .|C75
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Grid Lines

on a Graph
(continued)

C76 | . o . SectionC
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Income Incresases
Expenses hold at 1081 Levels

1978 = 100 Legend
115 o
Legend
110
Legend
1 S % E E ...... B
a5
an

1930 ‘&1 82 '

[ (]
(Y}

Bar Graph with Grid Lines

Grid lines extend across the graph from each Y-axis
label. Pie charts have segment divisions, which are
always visible, instead of grid lines.
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§
8000

FORECAST
SPORTING GOODS

Grid Lines
on a Graph
(continued)
neskers
Q

5000

Jogging Togs
A

Bsndages
+

upna

2000

Momthly Projections for 1983

15

Line Graph with Grid Lines

Circular Function

Increment 0.5

o

Sine Curve
Y=51n X
1.5
1.0
0.5
.0 [
-0.5
-1.0 G
-i -2 0 2 u
X 1n Redlans

Deta formulated 1n LlsaCalc and copied into Llsairaph

Scattergram with Grid Lines

Chapter2 | . ¢
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Grid Lines When a line graph or scattergram has a numerical X axis,
ona Graph grid lines also extend from each X-axis label to the top of
(continued) the graph. The preceding figures show examples of a line

graph and a scattergram having a numerical X axis.

C78 ... SectionC
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To change a bar to a line

P Make sure the graph is a bar graph.

» Select the column or
columns that contain the
data that you want
plotted as a line.

P Choose Show as Line
from the Customize
menu.

Customize _
vShow Grid Lines [}
Hide Grid Lines

vShow as Bar
Show as Line |

To enhance a bar graph, you can change one or more
sets of bars to lines. To do so, you select one or more
columns that contain Y-axis data, columns B through | in
the table, and plot that data as a line. However, if you
change all sets of bars to lines, the bar graph will look

like a line graph.

To change a line back to a bar

P Select the column whose data is plotted as a line.

P Choose Show as Bar from the Customize menu.

Line on a
Bar Graph

Chapter2 . :|C79
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Lineon a Example
Bar Graph

) Suppose your graph compares actual profits with
(continued)

projected profits over time; in the table, column A
contains dates, column B contains actual profits, and
column C contains projected profits. It looks like this:

Profits for Past Eight Years

$ Hundred Thousand Actual
8 =
6 Projected

5

1975 1976 1977 1978 1979 1980 1981 1982

Detes Ssipled
Management Changes 1n 1979 and 1981

To plot projected profits as a line,

1. Select column C in the
table.

2. Choose Show as Line
from the Customize
menu.

Customize
vShow Grid Lines
Hide Grid Lines

vShow as Bar
Show as Line

C80 | . SectionC
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The data in column C is automatically replotted as a line.

The graph looks like this:

ONF'JICD

Profits for Pest Eight Yesrs

§ Hundred Thousand

-m'ﬂ M
UU

1975 1976 1997 1978 1979 1330 1981 1982

Dates Ssmpled
Menagement Chendes 1n 1379 end 1981

Actual
o

Prejected
A

Lineon a
Bar Graph

(continued)
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Size of Graph
on the Screen

C82 .. SectionC
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To see the graph in the same size as it will print

» Choose Show Actual
Size from the Page
Layout menu.

Page Layout
Colann Widths (.

Show Actual Size}, .

To reduce the graph to fit in the graph view

P Choose Reduce to Fit from the Page Layout menu.

On the screen, a graph is usually reduced to fit in the
graph view. The gray background of the graph view
enables you to see the size and proportions of the
reduced graph. The proportions of the reduced graph
depend on the graph’s printing size.

You can edit a graph when it is reduced; however, you
must display the graph in its actual size when you change
type styles or when you want to see how it will look when
it is printed. To change a graph’s printing size, see the
Change Graph Printing Size procedure, under Print, in
this chapter.
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To change the style of type on a graph

P Choose Show Actual
Size from the Page
Layout menu.

Page Layout
Cotamn Widths ..

Show RActual Size],

P Select the text on the graph that you want to change.

®» Choose one or more

Tuype Skyle
styles from the top y

- e & Plain Text
seciion of the Tvoe Sivie Underline
menu. Bold ‘

Type styles are found in the top section of the Type Style
menu and are available only when the graph is shown in
its actual size and some text on the graph is selected.
Any combination of styles is possible; however, some are
distracting.

Type Styles
for the Graph

Chapter2 | .. |C83
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Type Styles
for the Graph

(continued)

C84 | .. SectionC
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Guidelines for Type Styles

Use type styles judiciously to add impact to your words
and to aid the reader. Avoid distracting combinations;
keep the document legible.

m Bold is good for titles or strong emphasis. Use it
whenever you would otherwise underline twice.

m Italic is good for quotations or to add subtle emphasis
to other words.

In addition to the type styles, LisaGraph provides several
different type fonts. Any set of characters in a particular
size and face is called a font.
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To change a type font on the graph

P Choose Show Actual
Size from the Page
Layout menu.

Page Layout
Colamn Wigths ... B

Show Actual Sizey,

P Select the text that you want to change.

P Choose one font from
the bottom section of
the Type Style menu.

Tuype Style

15 Pitch Gothic
12 Pitch Modern
12 Pitch Elite
10 Pitch Modern
10 Pitch Courier
PS Modern

PS Executive

PS 1/3 inch Tile
PS 1/3 inch Classic

Plain Text %PJ

PS 1/4 inch Modern
P$ 1/4 inch Classic |,

Type Styles
for the Graph

(continued)

Chapter2 ,, .
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Type Styles
for the Graph

(continued)
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Fonts for the graph are listed by size and face at the
bottom of the Type Style menu. Size, or pitch, refers to
the number of characters printed per inch; 15 pitch prints
15 characters per inch and so on. PS means characters
are proportionally spaced.

The ‘““face” is the portion of the character that displays
and prints. In the Type Style menu, names like Modern
and Gothic refer to the typeface. For instance, Modern is
a sans serif face, one without serifs, or “feet,” on the
characters; Gothic is a serif face, one with “feet.”

LisaGraph will display and print a type font in any style
you choose from the top section of the Type Style menu.
See Appendix 3, Type Fonts, in this manual, for a sample
of all LisaGraph type fonts.

Guidelines for Type Fonts

Professional printers use various sizes of the same face
to produce an aesthetically pleasing document. Mixed
type faces are distracting.
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To change the printing type font of a table

P Select any cell in the table.

P Choose a font from the
middle of the Type Style
menu.

Type Style

Piain Text

15 Pitch Gothic
v12 Pitch Modern
12 Pitch Elite i
10 Pitch Modern |
10 Pitch Courier " [

LisaGraph provides several different printing type fonts
for the table; any set of characters in a particular size and
face is called a font. In addition, LisaGraph provides
several sizes of type for the table on the screen. When
you choose a type font for a table, the entire table is
changed even if only one cell or the deselect box is
selected.

Type Styles

for the Table

Chapter2 . .|C87
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Type Styles To change the type size of the table on the screen
for the Table P Select any cell in the table.
(continued)

P Choose a display type
size from the bottom of
the Type Style menu.

Type Style
Pigin Text

Show Actual Size
vShow Small Type [
Show Medium Tupe
show Large Type

The table can be displayed on the screen in small,
medium, or large type, regardless of the size in which it
will print. For instance, you can choose Show Small Type,
15 characters per inch, to check the table’s appearance,
or Show Large Type, 10 characters per inch, to read and
edit values easily. Show Actual Size shows the size of
type in which the table will print.

Fonts for the table are listed by size and face in the
middle of the Type Style menu. Size, or pitch, refers to
the number of characters printed per inch; 15 pitch prints
15 characters per inch and so on. PS means characters
are proportionally spaced.

The ““face” is the portion of the character that displays
and prints. In the Type Style menu, names like Modern
and Gothic refer to the type face. For instance, Modern is
a sans serif face, one without serifs, or “‘feet,” on the
characters and Gothic is a serif face, one with ““feet.”

Fonts in a table display and print only in plain type style;
other styles cannot be used. See Appendix 3, Type
Fonts, in this manual, for a sample of all LisaGraph type
fonts.
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To change the range of labels along a graph’s X axis

P Choose X-Axis Range
from the Customize
menu.

Show Grid Lines
vHide Grid Lines

Y-Axis Range ...
X-Axis Range ...}.:

$how a5 Bar

Show as Line

I When the dialog hox anpears with the current
specifications, select the value you want to change.
p Type a number or the word “automatic’’ and press

the (Return) key to move to and select the next value.
Repeat until the dialog box shows the desired range.

» Click OK. m

A graph displays numerical relationships using a two-
dimensional coordinate system. The horizontal scale is
the graph’s X axis. The range of X-axis labels along the

bottom of the graph is derived from the data in column A.

Data in column A are used in the following ways:

m On pie charts, each value in column A appears as a
label beside the segment it identifies,

m On bar graphs, the values in column A are evenly
spaced across the bottom of the graph in the same
order as they appear in the table.

X-Axis Range

Chapter 2 _ . .|C89
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X-Axis Range

(continued)
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m On line graphs and scattergrams with one or more text
values in column A, the values themselves are evenly
spaced across the bottom of the graph in the same
order as they appear in the table.

Also, if any cell in column A contains only a space, the
X-axis label will be a blank space. If column A contains
no data, there will be no X-axis labels.

m On line graphs and scattergrams with only humbers in
column A, LisaGraph automatically computes a range
of labels that includes all values in column A. Values
appear along the X axis from lowest to highest; they
are not plotted in the same order as they appear in the
table. The X-Axis Range menu item is available for use
with these graphs only.

If a numeric range of X-axis labels on a line graph or
scattergram doesn’t suit your needs, you can change the
range. Of course, if you enter a value in the table that
exceeds the range you specified, LisaGraph will adjust
the range automatically to include the new value. The X-
axis range has four attributes:

Minimum value The lowest number in the
range. It determines how
much space appears
between the graph’s left
border and the lowest value
plotted.

Axis origin The number at which the
reference line appears,
from which distances or
angles are measured.

Maximum value The highest number in the
range. It determines how
much space appears
between the graph’s right
border and the highest
value plotted.
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Increment The number amount
between successive labels.
It determines the number of
labels across the X axis.

Note that the X-Axis Range menu item is availabie only
when you have a line graph or scattergram with a
numerical X axis. If you enter a text value in column A, the
X-axis labels will revert to text labels and the X-Axis
Range menu item will be unavailable; see the discussion
about data in column A earlier in this procedure. Also
note that instead of typing the word ‘‘automatic’’ you can
press the key to remove a value in the dialog
box and let LisaGraph determine that part of the range
autocimaticaily.

Example

Suppose you have created a line graph that compares
income, capital expenses, and total expenses from 1968

through 1983 and the automatic X-axis labels look like
this:

Income Increasses
Expenses hold at 1Q/81 Levels
1978 = 100 Income
0 o]

Cap1tal Expenses
'y

105 = W Total Expenses
L]
MA‘ N

100 -
|

95}'

80 L | I Il
1965 1370 1875 1980 1085 1990

X-Axis Range

(continued)
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X-Axis Range To change the range of the numerical X-axis labels,

(continued) 1. Choose X-Axis Range

from the Customize Show Grid Lines
menu. vHide Grid Lines
2. When the dialog box Minimum: 1966
appears, you type
PP youtyp Origin: Automatic
1966 .
1984 Maximum: 1984
2 Increment: 2

3. Click OK. o )

C92 (... SectionC
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The new X-axis labels are computed and displayed. Your X-Axis Range
graph now looks like this: (continued)
Maximum
Income Increases
Expenses hold et 10/81 Lavels
1978 = 100 Income
110 [s]
Cap1tal Expenses
< B .
05 - Fs ¥ E‘xpenses
100 '
‘\ ‘
95 /
90 | L 1 1 | L 1 L
1966 1968 1870 1972 1974 1376 1978 1980 1982 193U
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Y-Axis Range To change the range of labels along the graph’s Y axis

P Choose Y-Axis Range
from the Customize
menu.

vShow Grid Lines
Hide Grid Lines

» When the dialog box appears with the current
specifications, select the value you want to change.

» Type a number or the word ‘‘automatic’ and press
the (Return) key to move to and select the next value.
Repeat until the dialog box shows the desired range.

P Click OK. @

C94 |: .1 SectionC
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A graph displays numerical relationships using a two-
dimensional coordinate system. The vertical scale is the
Y axis of the graph. Y-axis data must be numeric to be
plotted.

The range of Y-axis labels along the graph’s left border is
derived from the data in columns B through | in the table.
Y-axis data are used in the following way on bar graphs,
line graphs, and scattergrams:

m The Y-axis values in column B are coordinated and
“paired’” with the X-axis values in column A, and the
intersections of these ‘‘data pairs’’ are plotted in one
pattern. The Y-axis values in column C are coordinated
and paired with the X-axis values in column A, and
these intersections are plotted in another pattern, and
so on until as many as eight sets of data have been
plotted in eight different patterns.

m Before data pairs are plotted on the graph, LisaGraph
computes a range of Y-axis labels that includes the
lowest and highest values plotted. The range is divided
into four or five labels that are spaced evenly along the
graph’s Y axis.

Y-Axis Range

(continued)
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Y-Axis Range

(continued)
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When the range of Y-axis labels-is not sufficient for your
needs, you can change it. Of course, if you enter a value
in the table that exceeds the range you specified,
LisaGraph will adjust the range automatically to include
the new value. The Y-axis range has four attributes:

The lowest number in the
range. It determines how
much space appears
between the graph’s
bottom border and the
lowest value plotted.

Minimum value

The number at which the
horizontal reference line
appears.

AXxis origin

Maximum value The highest number in the
range. It determines how
much space appears
between the graph’s top
border and the highest

value plotted.

The number amount
between successive labels.
It determines the number of
labels along the Y axis.

Increment

Pie charts have no Y axis. When making pie charts,
LisaGraph totals the positive Y-axis values in column B
only and divides each positive value into a percentage of
the whole. The resulting percentages are plotted as pie

- segments. Values in column A are coordinated with

values in column B to become segment labels.

Note that you can press the (Backspace) key to remove a
value in the dialog box and let LisaGraph determine that
part of the range automatically.
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Example Y-Axis Range
Suppose the values in columns B through D of your table (continued)
range from 95 to 106 and that the Y-axis labels provided

automatically range from 0 to 160. This range produces a
very flat graph.

Income Increases
Expenses hold st 10/81 Levels
1978 = 100 Income
160 o
Capital Expenses
-
120 - Total Expenses
*""‘"“"“thmﬂ +
80 -
uw -
0 1 1 1 | I 1 1 1
1966 1968 1970 1972 1974 1976 1978 1980 1982 193U

To label the Y axis with a range between 90 and 110, with

increments of 5 between each label and the origin line
drawn at 100,

1. Choose Y-Axis Range
from the Customize
menu.

Customize ]
/Show Grid Lines [
Hide Grid Lines §
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Y-Axis Range

(continued)
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2. When the dialog box
appears, you type the
range shown here.

90 (Return)
100 (Return)
110 (Return)
5 (Return)

3. Click OK.

graph now iooks like this:

Maximum

Minimum:
Origin:
Maximum:

Increment

ok ]

The new Y-axis labels are computed and displayed. Your

90
100
110

Income Incresses

l 1978 = 100
110

Expenses hold at 10481 Levels

105 -~

5

%0 L 1 | |

100 b S o

1 |

|1966 1968 1970 1972 197U 1976 1978 1080 1982 | 138U

Income
[=

Copital Expenses
-

Total Expenses
+

Minimum New axis origin
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C100 Change Graph Printing Size
C101 Format for Specific Printers
C107 Print Graph
C112 Print Table
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Change Graph
Printing Size

C100 | .. SectionC
e « ¢ LisaGraph Reference Guide

To change the size in which the graph will print

P Choose a size option from the Page Layout menu.

You can print a graph in one of four sizes: full page, half
page, third page, or quarter page. The graph fills the
portion of the page that is dictated by its size and by the
paper size and the orientation specified when you format
the document for a specific printer. See the Format for
Specific Printers procedure, under Print, in this chapter.
To change the size of the graph on the screen, see the
Size of Graph on the Screen procedure, under Format, in
this chapter.
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To format your document for a specific printer

» Choose Format for Fm
Printer from the set Rside Everything !

File/Print menu. Set Aside "GCP-First”

Format for Printer ...
Print Table ...
Print Graph ...
Monitor the Printer ...

Check the type of printer that this document wiii
print on.

v

P If you are using a dot matrix printer, check the
orientation and resolution that you want to use for this
document.

P If you are using a daisy wheel printer, check the paper
size and print wheel style that you want to use for this
document.

P Check the response you want the Lisa to make if no
printer matches the settings you’ve picked.

B Click OK. [——Dm

The settings you check in the Format for Printer dialog
box work with the formats you set in your document as
you enter data and edit the document. These printer
settings are saved with each document and become part
of the settings that determine how your document
displays on the screen, as well as how it prints out.

Format for
Specific Printers

Chapter2 { . .|C101
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Format for It's a good idea to choose the Format for Printer settings
SPGCifiC Printers for a document before you customize your document,
(continued) because some Format for Printer settings may limit the

other formatting settings available to you. These are
discussed under the individual settings, below.

Printer format settings take effect after you click OK in
the dialog box.

Settings in the Format for Printer Dialog Box

The Format for Printer dialog box lets you check the kind
of printer you want this document to print on, and then
lets you specify some detaiis on size of paper and
resolution.

You can tell the Lisa to print your document on a dot
matrix or daisy wheel printer. The items that follow Print
Method in the dialog box change when you change your
printer preference from dot matrix to daisy wheel, or
back.

Dot Matrix Printer Settings

When you choose Dot Matrix printer in the Format for
Printer dialog box, you see these additional choices:

Format For Printer... Cancel

On which printer do you intend to print this documént?
Print Method: MDot Metrix  CDaisy Wheet
Paper Length: M 11" Ou
Orientation: Wrortrait (tal) Clsndscape (wide)
Resolution: BNormal (JHigh

Wwhat do you want done if the printer you've specified

; ! pec
doeﬁnot appear to_be connected to this maching?

Tell Me  IBPick an Available Printer for Me [ Disregard it

Paper Length: With a dot matrix printer, you can print
on 11 or 14 inch paper.

C102|: o : SectionC
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Orientation: This setting tells the Lisa whether to print Format for
your document horizontally or vertically on the paper in Specific Printers
your printer. When the orientation is Portrait, the Lisa (continued)

prints the table or graph across the 8-1/2 inch width of
your paper, from left to right. When the orientation is
Landscape, the Lisa treats the length of the paper, 11 or
14 inches, as the width. In other words, it treats the paper
as though it could turn it on its side before printing.

Portrait Landscape

Resolution: This tells the Lisa what quality you want the
document to print with. Normal resolution gives you a
standard character image. High resolution produces a
much finer quality character image but takes longer to
print.

When using landscape orientation and normal resolution,
the font size of the text will be smaller when it is printed
than it was shown on the screen.

Chapter2 .. .|C103
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Format for

Specific Printers
(continued)
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Daisy Wheel Printer Settings

When you choose Daisy Wheel printer in the Format for
Printer dialog box, you see these additional choices:

Format For Printer...

On which printer do you intend to print this document?
Print Method: CJDot Matrix M Daisy Wheel
Paper Size: MasSx11" [J11x85"
Oeaoxwa Ci4xgs” [Ji4xir”
Print Wheel: [Jcotnc 15 MElite 12 Ocourier 10 [JExecutive P8
(3PS plus ftaties [J10/12/P8  [D10/12+Rddn' L ghéréctérs

What do you want done if the printer you've specified

does not sppesr to _be connected to this machine?
o Cx

Tell Me Pick an Available Printer for Me [ Disregard it

Paper Size: When you print with a daisy wheel printer,
you have five choices for paper size: 8-1/2 x 11 inches; 11
x 8-1/2 inches; 8-1/2 x 14 inches; 14 x 8-1/2 inches; and
14 x 11 inches. The size you choose here is reflected on
the graph on the screen when you show it in its actual
size, and also by the dotted gray page boundaries on the
table.

Print Wheel: You have a range of choices in print wheels.
The wheel you decide to use does limit the range of type
styles and fonts that you can use in your document. For
instance, if the print wheel you choose does not contain
italic characters, italics will not display in the text of your
document. Similarly, if you check 15 pitch as your print
wheel, text will not display in 10 pitch on your screen,
even if you’ve chosen it on the Type Style menu. When
you try to use a type style or font that is incompatible with
the current printer settings, you’ll see this alert box:

You said to Format this document for a
Note printer that has a Fixed-pitch print wheel
different from the cne you chose from the

Type Style menu.

LisaGraph will Figure out where to put page
breaks in the table based on the style of the

print wheel not on the style you chose from -
the menu. .m
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When Settings Don’t Match a Printer

In order for the Lisa to follow your instructions in this
Format for Printer dialog box, two other factors must be
true: Preferences must show that the type of printer with
the settings you choose here is attached to the Lisa, and
such a printer must be attached.

Whenever you click OK in the Format for Printer dialog
box, the Lisa checks the new settings against the printer
settings lisied in Preferences. If they don’t match, the
Lisa then looks at the bottom line of the dialog box to see
what you want done.

Tell Me: Whien Teli Me is checked, the Lisa notiiies vou
that no printer specified in Preferences meets the
settings you have checked. An alert box appears, so that
you can decide what you want to do next. Here is what it
looks like:

Intended Printer Unavailable!
According to the Preferences Window's list of Device Connections, the
Intended Printer for this document is not connected to this machine.

On which printer do you intend to print this document?
O A printer that is not listed in Preferences right now
M slot 2 Upper -- Dot Matrix -- 11"

What do you want done if the printer you've specified

uoes.not appear to be connected to this maching?

TellMe  [OPick an Available Printer for Me  [JDisregerd it

Format for

Specific Printers
(continued)
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Format for

Specific Printers
(continued)
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Pick an Available Printer: When Pick an Available
Printer is checked, the Lisa will choose an alternative
printer if one doesn’t match exactly the settings you
requested. For instance, if you’'ve specified a daisy wheel
printer but only a dot matrix is attached and checked in
Preferences, the Lisa formats your document for the dot
matrix printer, rather than for a daisy wheel printer.

Disregard It: When Disregard It is checked, the Lisa
notes the difference in printer settings and available
printers, but doesn’t do anything. This allows you to
continue working with your document without being
interrupted to make a decision about print formats now.
You should check this box when you intend to print the
document on a different printer from the one that is
connected to your Lisa now.
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To print a graph

» Make sure your printer is set up and connected to
your Lisa. For assistance, see the manual that came

with your printer.

P If you have not previously specified the printer(s) you
use in Preferences, do so now. For assistance, refer to
Section D, Desktop Manager Reference Guide, in the
Lisa Owner’s Guide, under Set Printer Configuration.

P Get or activate the document.

P If you need to change
any of the options in the
Format for Printer dialog
box for this document,
choose Format for
Printer from the
File/Print menu.

Set Aside Everything
Set Aside "GCP-First"

Format for Printer ...
Print Table ...
Print Graph ...
Monitor the Printer ...

» Make any necessary changes in the Format for Printer

dialog box that appears.
» Click OK.

%)

Print Graph
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Pr"!t Graph P Choose a size option

(continued) Page Layout
from the Page Layout Colarnn Widths .
menu.

Full Page Graph
vHalf Page

Third Page
Quarter Page |[:

P Choose Print Graph
from the File/Print Set RAside Everything

menu. Set Aside “Sports Forecast”

Save & Put Away
Save & Continue
Revert to Previous Version

Format for Printer ...
Print Table ...
Print Graph ...

Monitor the Printer ...

» Make any necessary changes in the Print dialog box
that appears.

» Click OK. @

C108 | . .. Section C
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Using the current printer settings and the formats you
specified for the graph and table, the graph begins
printing after you click OK.

To learn how to make changes in the Format for Printer
dialog box, see the Format for Specific Printers
procedure, under Print, in this chapter.

If the printer settings and printer don’t match, an alert
box appears. Alert boxes resulting from a mismatch are
discussed in the Format for Specific Printers procedure,
under Print, in this chapter.

Print Dialog Box Settings

Print... WFinished Quality [JQuick Draft (Text Only) -
Clane Copy While You wWait M while You Work
WAl Pages ClOnly pages: ‘Through:!
Number of Copies: .E‘EEEEE

The Print dialog box lets you specify some final details
about how your graph will print. The choices in the Print
dialog box are discussed below.

Quality

Finished Quality: Finished Quality prints your graph as
you have formatted it on the screen, including special
type styles and fonts.

Quick Draft: Quick Draft lets you get a printed copy of
the text faster, but without any graphics or special type
styles and fonts used in your graph. On a dot matrix
printer, the built-in font is used for Quick Draft. On a
daisy wheel printer, whatever print wheel is on the printer
will be used, even if you've specified a different one in
your graph.

Print Graph

(continued)
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Print Graph

(continued)
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Speed

While You Wait: You can have the Lisa use most of its
attention to print your graph while you wait. A graph will
print more quickly if you choose While You Wait, but you
won’t be able to use the Lisa for any other tasks. Also,
you will get only one copy if you print while you wait, even
if you’ve specified two or more copies in the Print dialog
box.

While You Work: You can have the graph print while you
continue to use the Lisa for other tasks. Some printing
conditions make printing while you work inconvenient,
however. For example, if you are single sheet feeding
paper into your printer, and printing a Quick Draft, you
won’t have time to do other activities on the Lisa.

When you choose While You Work, the Monitor the
Printer dialog box appears.

Monitor the Printer.. Terminate

Document being printed: GCR-Chapter 3
Copy being printed: Q
Page being printed: -1 Of 1
If you want to do other work while the document is being printed,
click Proceed. Otherwise, just wait. k

If you do decide to Proceed, you can get back here by choosing

Monitor the Printer from the File/Print menu. You should do that if

you hear a whistle or if you want to terminate printing.

This dialog box tells you the name of the document, the
copy, and the page now being printed. Click Proceed to
return to LisaGraph and to continue working. Click
Terminate if you want to stop the printing. If you decide
to proceed, you can return to this dialog box at any time
to stop the printing by choosing Monitor the Printer from
the File/Print menu.

Note that if you hear a whistle, there is a problem with
printing while you work. Choose Monitor the Printer from
the File/Print menu to see what the problem is.



Print

Number of Pages Print Graph

All Pages: A graph is always printed on a single page. If (continued)

All Pages is checked in the Print dialog box, the graph
will print without a problem.

Selective Pages: A graph is always a single page. To
print it, check either All Pages or Only Pages and “*1.”

Number of Copies

You can print from 1 to 10 copies of a graph. Just check
the box with the number of copies you want printed. Only
one copy will print if you also have checked While You
Wait.
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Print Table
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To print a table

» Make sure your printer is set up and connected to
your Lisa. For assistance, see the manual that came

with your printer.

if you have not previously specified the printer{s) you

use in Preferences, do so now. For assistance, refer to
Section D, Desktop Manager Reference Guide, in the
Lisa Owner’s Guide, under Set Printer Configuration.

B Get or activate the document.

P If you need to change
any of the options in the
Format for Printer dialog
box for this document,
choose Format for
Printer from the
File/Print menu.

Set Aside "GCP-First”

Format for Printer ...
Print Table ...
Print Graph ...
Monitor the Printer ..

set Aside Everything E

B Make any necessary changes in the Format for Printer

dialog box that appears.
P Click OK.

%)



Print

B Choose Print Table from
the File/Print menu. set Aside Everything
Set Aside "GCP-First”

Format for Printer ...
D h O

Print Graph ...
Monitor the Printer ...

B> Make any necessary changes in the Print dialog box
inai annears.

» Click OK. m

Using the current printer settings and the formats you
specified for the table, the table begins printing after you
click OK.

To learn how to make changes in the Format for Printer
dialog box, see the Format for Specific Printers
procedure, under Print, in this chapter.

If the printer settings and printer don’t match, an alert
box appears. Alert boxes resulting from a mismatch are
discussed in the Format for Specific Printers procedure,
under Print, in this chapter.

Sometimes a Monitor the Printer dialog box will appear.
See While You Work, later in this chapter, for information
on this alert box.

Print Table

(continued)
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Print Table

(continued)
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Print Dialog Box Settings

print... WFinished Quality [JQuick Draft (Text Only) -
(Jone Copy While You Wait  Wlwhile You Work
WAL Pages Clonly pages: i Through:|
Number of Copies: IZ\IEEE]EE\E]

The Print dialog box lets you specify some final details
about how your table will print. The choices in the Print
dialog box are discussed below.

Quality

Finished Quality: Finished Quality prints your table as
you have formatted it on the screen, including type fonts.

Quick Draft: Quick Draft lets you get a printed copy of
the text faster, but without any special type fonts used in
your table. On a dot matrix printer, the built-in font is
used for Quick Draft. On a daisy wheel printer, whatever
print wheel is on the printer will be used, even if you've
specified a different one in your table.

Speed

While You Wait: You can have the Lisa use most of its
attention to print your table while you wait. A document
will print more quickly if you choose While You Wait, but
you won'’t be able to use the Lisa for any other tasks. Also
you will get only one copy if you print while you wait, even
if you’ve specified two or more copies in the Print dialog
box.
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While You Work: You can have the table print while you
continue to use the Lisa for other tasks. Some printing
conditions make printing while you work inconvenient,
however. For example, if you are single sheet feeding
paper into your printer, and printing a Quick Draft, you
won’t have time to do other activities on the Lisa.

When you choose While You Work, the Monitor the
Printer dialog box appears.

Monitor the Printer.. Terminate

Document being printed: GCP-Chapter 3
Copy being printed: 0 OF 0
Page being printed: -1 of 1

If you want to do other work while the document is being printed,
click Proceed. Otherwise, just wait. k

If you do decide to Proceed, you can get back here by chocsing
Monitor the Printer from the File/Print menu. You should do that if
you hear a whistle or if you want to terminate printing.

This dialog box tells you the name of the document, the
copy, and the page now being printed. Click Proceed to
return to LisaGraph and to continue working. Click
Terminate if you want to stop the printing. If you decide to
proceed, you can return to this dialog box at any time to
stop the printing by choosing Monitor the Printer from
the File/Print menu.

Note that if you hear a whistle, there is a problem with
printing while you work. Choose Monitor the Printer from
the File/Print menu to see what the problem is.

Print Table

(continued)
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Print Table

(continued)
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Number of Pages

All Pages: You can print all pages of the table that
contain data. Just make sure All Pages is checked in the
Print dialog box. LisaGraph tables are automatically
divided into pages for printing. Page divisions appear as
dotted lines along column and row boundaries. When the
data in a table are more than one page long and one
page wide, the pages are printed in this order:

Page 1 Page 3

Page 2 Page 4




Print

Selective Pages: To print selective pages of a table, Print Table
check Only Pages and then fill in the boxes with the (continued)
starting and ending pages to print.

When you want to print from the beginning of a table
through some page number, say 8, you enter “8” in the
second box after Through. Similarly, if you want to start
at a given page number and print to the end, you need to
enter the starting page number in the box after Only
Pages.

Number of Copies

You can print from 1 to 10 copies of any table. Just check
the box with the number of copies you wani printed. Oniy
one copy will print if you also have checked While You
Wait.
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C120 LisaCalc
C122 LisaDraw
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LisaCalc

C120|: . SectionC
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To copy data from a LisaCalc spreadsheet into a
LisaGraph table

P Get or activate the LisaCalc spreadsheet.

P Select the cells, columns, or rows that you want to
copy.

P Choose Copy from the Edit
Edit menu.

Undo Last Change

Heshors Previous Enbry

Cut

P Get or activate the LisaGraph document or tear off a
new sheet of LisaGraph stationery and open it.

P Select the location in the LisaGraph table where you
want to paste the cells.

» Choose Paste from the

Edit menu. Undo Last Change ;
Restore Previous Entry

Lt
Copy

P Edit and format the graph and table, and then save,
print, and file the LisaGraph document as usual.




Other Tools

When you copy data from a LisaCalc spreadsheet and LisaCalc
paste it into a LisaGraph table, LisaGraph retains the (continued)
values, alignment, and number style but not the

formulas, protection, or column width. You can paste

rows of LisaCalc cells into columns, and you can paste

columns of LisaCalc cells into rows. This enables you to

arrange the data from the spreadsheet into X- and Y-axis

data necessary to produce an accurate graph.

The values that you paste are automatically plotted in the
graph view after pasting. If you would like to try this
yourself, follow the step-by-step example in Section B,
LisaGraph Tutorial, Chapter 4.

You can alsc copy cells from LisaGraph into LisaCaic to
perform calculations on the values.
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LisaDraw
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To copy a graph from LisaGraph into LisaDraw

>
>

Get or activate the graph.

Choose Select All of
Graph from the Edit Undo Last Change
menu. 4

Select A!l of Table

Select All of Graph|:

Choose Copy from the
Edit menu. Undo Last Change

Hestore Pravinus Eabry

Cut

Get or activate the LisaDraw document or tear off a
new sheet of LisaDraw stationery and open it.
Select the spot where you want to paste the graph.

Choose Paste from the
Edit menu.

Undo Last Change 3
Restore Previous Entry [

fal
Lopy

Add lines, arrows, or other drawings, or change the
patterns on the graph; then save, print, and file the
document as usual.




Other Tools

You can copy a graph into a LisaDraw document to LisaDraw
enhance the graph. Once you enhance a graph with (continued)
LisaDraw, the graph becomes a LisaDraw document

rather than a LisaGraph document. Rules that apply to

LisaDraw documents now apply to the enhanced graph.

You cannot move a table into LisaDraw, and you cannot

move the enhanced graph back into LisaGraph.

When you paste the graph into a LisaDraw document, the
center of the graph is placed on the selected spot. If you
would like to try a simple example, see the LisaDraw
manual, Section B, LisaDraw Tutorial, Chapter 5,
LisaDraw and Other Tools.
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Appendix 1
Menu Items

File/Print Menu

Returns all windows to their icons
without saving the contents.

Returns the active document to its
icon without saving the contents.

File/Print]:
Set Aside Everything
Set Aside "Pie Chart”

Saves the contents of the
document, closes the window, and
returns the icon to its original
location.

Saves the contents of the
document and leaves the window
open.

Returns the document to the
condition it was in the last time you
saved it or put it away.

Sets formats in the document
based on the printer that will be
used.

Prints the table.
Prints the graph.

Shows the status of the
document(s) printing.

Save & Put Away /
Save & Continue
Revert to Previous Version

Format for Printer ...
Print Table ...
Print Graph ...
Monitor the Printer ...

Appendix 1 | ;. |D1
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Edit Menu

q Restores the document to its
§ condition before the last
Undo Last Change operation.
Restore Previous Entry fle Restores the last entered value to
a cell.
Cut
Copy Indicate basic editing functions.
Paste

Clear Entries Clears the contents of cells.

Inserts a blank column or row
when the grid handle between
columns or rows is selected.

insert Bonk -

Select All of Table Selects entire table.

Select All of Graph #Afl <« Selects entire graph.

Graph Type Style Menu

VPlain Textt %P

Shows standard type style and

size.
Underline ®UJi Customize text with underlini
: ustomize text with underlining,
Bold «B : bolding, and italics.
ltalic ® |
Hollow . Customize text by making the
Shadow characters appear hollowed or

shadowed.

15 Pitch Gothic
12 Pitch Modern
12 Pitch Elite
+'10 Pitch Modern
10 Pitch Courier
PS Modern
PS Executive :
PS 1/4 inch Modern |
PS 1/4 inch Classic §
PS 1/3 inch Tile
PS 1/3 inch Classic

Indicate type fonts available for a
graph. See Appendix 3, Type
Fonts, for examples.

D2 |. .. Section D
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Table Type Style Menu

Type Style

Pioin Yext ®
Underbine %t
Bold %5

i %}

Shadon

15 Pitch Gothic
V12 Pitch Modern
12 Pitch Elite
10 Pitch Modern

10 Pitch Courier

Show Actual Size
Show Small Type
vShow Medium Type

Show Large Type

Show in gray the type styles that
are not available with the table.

Show type fonts for the printed
table.

Show display sizes for the table
on the screen.

Page Layout Menu

Page Layoutl;
Column Widths ...

Full Page Graph
vHalf Page

Third Page
Quarter Page

Show Rctual Size
vReduce to Fit

Brings up the dialog box where you
adjust the width of the selected
columns.

List sizes for the printed graph.

List sizes for the graph on the
screen.

Appendix 1 .,
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Format Menu

Words left/Nos. Right B

Align the value in a cell so that
words appear on the left and
numbers on the right, or so that

Left Flush WLl the value appears on the cell’s left
; boundary, centered within the cell
Ct_enter . boundaries, or on the cell’s right
Right Flush L boundary.
Style the number in a cell so it
Floating Decimal fits, or styles the number without a
No Decimal decimal or with a fixed number of
) A decimal places.
Fixed Decimal ...
Scientific ... Styles the number in a cell with a
$1,234.56 scientific notation.
1,234.56
$ 1234.56
1234.56 Style the number in a cell with the
$1,235 — monetary symbols shown.
1,235
$ 1235
1235
Graph Menu

Scatter »
Pie :

Plot data pairs from columns A:B
through A:l of the table as either a
bar graph, line graph, scattergram,
or pie chart.

Customize Menu

Show Grid Lines
vHide Grid Lines

D___
L

vShow Legends
Hide Legends

Y-Axis Range |.
X-Axis Range ...

Show as By

Shiow as Live

Draw grid lines on a graph, or
hides grid lines.

Add legends to a graph, or hides
legends.

Bring up a dialog box where you
can specify a new range for the
labels along a graph’s X- or Y-axis
scale.

Plot data in the selected column
in the table as a bar or a line. For
use with bar graphs only.



Appendix 2
Apple Keys

Some LisaGraph menu items contain the Apple key

symbol followed by a character.

Menu items that appear with the Apple key symbol can
be chosen by using the mouse or by pressing the (&)
key and the character associated with that menu item.
For example, to use the Cut menu item, you first select
what you want to delete, press the (& key, and while

holding it down, press the X key.

The following list shows the characters that can be used
in combination with the (&) key in LisaGraph:

o m >

X < Cc 1 VT r X

Select All of Graph
Bold

Copy
Italics
Center
Left Flush
Plain Text
Right Flush
Underline
Paste

Cut

Terminate

Appendix2 | . |D5
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Appendix 3
Type Fonts

Type of one size and face is called a font. The “face” is
the portion of the character that displays and prints. On
the Type Style menu, some font names are preceded by a
number that indicates character size. This number
indicates how many characters will print per inch when
you use that type font. “PS” in front of a font name
stands for proportionally spaced.

The list on the next page shows the fonts as they print.
The type style of each font is ““plain.”” On a graph, each of
these fonts also may be styled in bold, italics, hollow,
shadow, or underlined. Text in the table may be plain
only; items in the top portion of the Type Style menu are
gray when any part of the table is selected.

You can print any combination of type fonts and styles on
a dot matrix printer. In order to use them with a daisy
wheel printer, however, you must have the appropriate
print wheel for each font. If you choose a font that your
printer is not set up to use, an alert message is displayed
on the screen.

Appendix 3 ... (|D7
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15 P1teh Gotue
12 Pitch Modern

12 Pitch Elite

10 Pitch Modern
10 Pitch Courier
PS Modarn

P8 Executive

1/4 inch Modern
1/4 inch Classic

1/3 inch Modem
1/3 inch Classic

Serif faces Sans serif faces
15 Patch Sothic

12 Pitch Elite 12 Pitch Modern

10 Pitch Courier 10 Pitch Modern

P8 Executive PS Modern

1/4inchClassic  1/3 inch Modern
1/3 inch Classic
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Index

A

Activate window, B78, B87, B93, B94
Actual size graph, B19

When changing type styles, B36
Add

Blank column or row, B70, B81

“Graph legend, C71

Text, B9, B40, C44

To selection, C14

To value, B67

Value, B15
Alert boxes, B22, C19, C20, C56
Alignment

Cf cells, B65, C60

Options on Format menu, B62

Standard, C60
Annotate graph, B40, B47
Apple key commands, B8, B61, C14, C18, D5

Terminating operations, C19
Arrange documents on desktop, B86, B89, B92
Arrangement, cells, C9
Arrow

Keys, C44

Pointer, C10

Scroll controls, B58, C15
Asterisks, in cells, B53
Axis, B5, B15, B53, B71, B75, C89

Range of iabels, B5, B32, B75, C6, C8, C89

Scales B5, C6

Titles, B4, C6

Type styles, B36
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B

Backspace key, B8, B14
Bar graph, B102, C68
Axes, B15, B32, B53, C8, C89, C94
Axis labels, B5, B32, B75, C6, C8, C89, C94
Combined with lines, B35, C79
Grid lines, C76
Plotting, C8
Time series comparison, B6, B103, C70
Bar graph menu item, B7, D4
Between columns or rows, see Grid handle
Blank column or row, inserting, B70, B72, B81, C43
Bold
Apple key command, D5
On stationery, B43
On Type Style menu, B36, D2
Border, graph, C5

C

Cancel
Last change, B10, C57
Operations in progress, C19, D5
Captions, legend, C72
Carry over data, B103
Caution message, C20
Cell coordinates, B57, B61, B62, B63
Cell width, B53
Cells, B11, C7, C9
Alignment, B62, C60
Clearing values, B80, C30
Copying, C31
Copying from LisaCalc, B86, B88, B96, C120
Cutting, B68, C38
Formats, B62, B63, B79, C9, C60, C62
Incomplete entry, B17, C39
Monetary styles, B62, C65
Moving, B70, B72, B80, C46
Number style, B62, C62
Pasting, B70, B80, C46
Reordering columns or rows, C48
Replacing text within, B79
Selecting, B60, B66, C11, C12
Size vs. number style, C63
Value, C13, C40
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Cells area
Editing, B61, B79, C11, C12
Selecting value, C14
Status panel, B60, C8
Center cells
Apple key command, D5
Format menu item, B62, D4
Sample, C60
Change, undoing last, C57
Characters, selecting, C12
Check beside menu item, C18
Check pointer, C10
Clear
Cells, B80, C30
Undoing, C30
Clear Entries, C30, D2
Clipboard, B10, B69, C30, C51
Clustered bar graph, comparing sets, B16
Co-relationship, comparison, B103, C69
Column boundary, C66, see also Grid handle
Column headers, B54
Gray, B59
Columns, B11, C7, C9
Clearing entries, C30
Cutting, C38, C46
Copying, B88, C31, C33
Grid handle, C12
Inserting blank, B70, C43
Moving, B68, C46, C48
Pasting, C34, C46
Reordering, B69, B71, C38, C48
Selecting, B54, B68, C11, C12
Standard format, B71
Width, B53, B54, B79, C66, D3
Combined graph, line on bar, B35, C79
Compare data, B5
Comparison
Actual vs. projected, B15
Co-relationship, B103, C69
Component, C69
Frequency distribution, C70
ltems, B102, C69
Over time, B53, B6
Percentage share of total, B41
Showing trend, B75
Time series, B102
Complete entry, B17, B18, B67, C39, C52
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Compute
X-axis range, C89, C91,
Y-axis range, B32, C94, C97
Concepts, LisaGraph, C8
Confirm specifications in dialog box, C19
Coordinated data pairs, B14
Coordinates, cell, C9
Copies, printing, B81, C111, C117
Copy, D5
Cells, C31
Cells from LisaCalc, B86, B88, B89, C120
Graph into LisaDraw, B92, B97, C122
Text, C35
Undoing, C33, C36
Correct mistakes
Backspace key, B14
Editing procedures, B7 B65, C29, D1, D5
Cross-hair pointer, C9
Customize
Graph, B29
Stationery, B43, B47
Customize menu, D4
Cut, D2, D5
Cells, B72, C38, C46
Columns, B68, C38
Rows, C38
Text, B10, C39, C50
Undoing, C38, C48, C51
Value, C38

D

Daisy wheel printer
Formatting for, C101, C103
Paper sizes, C104
Print wheels, C105
Type fonts, B56
Data, B13, B102
Copying from LisaCalc, B88, B89
Entering, C40
Pairs, B14, B16, C8
Pattern, C9
Quarterly statistics, B104
Sets, B77, C7, C9
Sets combined as bars and lines, B35
Sparse, C70



Decimal places
Selection, C14
Standard, B64
Default, see Standard
Delete document, B91
Deselect box, in table, B54, C14
Dialog boxes, C18, C19, C106
Column width, B54
Current settings in, B64
Fixed decimal, B64
Format for printer, C101
Monitor printer, B22, C110
Pick available printer, C106
Print table, B74
Print, B22, C109
X-axis range, C89
Y-axis range, B32, B76, C18, C94
Differences, data, B102
Discard documents, B91
Dismiss
Alert, C19, C20, C21
Dialog box, C19
Display size, B56, see also Screen size
Document window, size and proportions, B20, B30
Documents
Arranging on desktop, B86, B89, B92
Discarding, B91
Filing, B46, B81, C23
Getting, C24
Saving, B11, B23, B78
Scrolling, B58
Setting aside, B91
Dot matrix printer
Formatting for, C101
Orientations for, C103
Paper length, C102
Printing resolution, C103
Settings in dialog box, C102
Type fonts, B56
Duplicate
Celis, C31, C34
Graph only, B46
Text, C35
Whole document, B38
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Edit, B7, B65, C29
Cells area, B61, B79, C11, C12
Clearing cells, C30
Entering values, C40
Inserting text, B9, B24, B40, C44
Legend captions, B77
Replacing text, B8, B24
Table, B65
Text, B7, C9
Undoing last change, C57
Value area, B67, B68, B80
Edit menu, D2
Elevators, B58, B59, C15
Ellipsis following menu items, C18
Empty folders, tearing from pad, B39
Enter
Cell coordinates, B61
Values, B13, B17, B25, C40
Enter key, B17, B62, B66, C40, C44
Escape, terminate operation, C19, D5
Existing document, C24
Expand
Column, B53
Graph view, B19, B31, C17
Table view, B11, C17
Window, B20, B92
Exploded pie chart, B106
Extend selection, C14

F

File documents, B39, B46, B81, C23
File/Print menu, D1
Filed graph, retrieving, B45
Fill in dialog box, C19
Finished quality, printing, C109, C114
Fixed decimal
Format menu item, B64, D4
Number style, B62, B64, B71, C63, C65
Flashing icon, B38
Folders, B39, B78
Fonts, B37, B56, C85, C87, D7
Footnote, graph, C6
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Format, B51, C59

Cells, B51, B62, B79, C9, C60
Column width, B53

For specific printers, C101

Graph, B6, B47, B90, B102, C9, C68
Graph legend, C71

X-axis range, C89

Y-axis range, B32, B76, C94

Format for printer

Dialog box, C101

File/Print menu item, C101, C107, C112, D1

Format menu items, D4

Fr

equency distribution, C69

Full page graph, B78, C100, D3

G

Get

Empty folder, B39
Filed document, B30, B45, B52, C24
Stationery, B4

Graph, B101, C5, C8, C68

Annotating, B40, B47

Axis range, B5, B15, B32, B45, B81, C6, C8, C89, C94

Bar, B15, B102, C68

Clustered bar, B16

Copying into LisaDraw, B92, B97, C122
Duplicating, B38, B46

Exploded pie chart, B106

Filing, B39, B46

For slides or written reports, B40
Formatting, B6, B47, B81, B101, C9, C68
Grid lines, B31, B45, C75

In general, B3, B6, B15, B29, B51, B85
Inserting text, B40

Legend, B4, B16, C71

Line, B90, B102, C68

Mixed bar and line, B35

Pie chart, B41, B42, B103, C9, C68
Printing, C107

Printing size, B18, B77, B81, C100
Reduced to fit, B19

Scattergram, B103, C68

Screen size, B18, B19, C82

Showing actual size, B19

Showing trend, B75
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Graph, continued
Standard format, B7
Type styles, B36, B46, C83, D2
Vertical scale, C95
View, B19, C4, C17, C82
X axis, B5, B15, B53, C6, C89
Y axis, B5, B15, B45, B81, C6, C94
Graph menu items, D4
Gray
Column headers, B59,
Graph view background, C82
Menu items, B57
Page boundaries, C104
Grid handle, B69, C7
Moving, C66
Selecting, B89, C12, C66
Grid lines, B31, B45, C75
Numeric X-axis, C78
Guidelines, type styles, C84, C86, C88

H
Half page graph, B18, B19, B78, D3
Hide

Grid lines, C75, D4

Legend, C72, D4
Horizontal axis, C6, C8
Hourglass pointer, C10

I

icon, C4
Moving, B38
Incomplete entry, B17, C39
Incorrect comparison, B53
Increase
Selection, C14
View size, B11, B14, C15
Window size, B20
Increment, axis range, B76, C90, C96
Insert
Blank column or row, B70, B72, B81, C43, D2
Text in cell, B13, B67, B80, C40, C44
Text on graph, B9, B40, C44
Insertion point, B9, C11, C44
In cell, B66
On graph, B40
Item comparison, B102, C69
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K
Keyboard, B13

L

Landscape printing orientation, C103
Last change, undoing, B10, C57
Left Flush, B62, D4, D5
Legend, C5, C71, D4
Editing captions, B16, B77, C72
Letter quality printer, see Daisy wheel printer
Letters vs. numbers, in table, B65
Line, Graph menu item, B90, D4
Line between columns and rows, see Grid handle
Line graph, B75, B90, B102, B103, C8, C68
Formatting, B90
Grid lines, C77
X axis, B5, B53, C8, C89, C91
Y axis, B5, B32, B76, C8, C94
Line on bar graph, Y-axis data, B35, C79
LisaCalc, B86, B88, C120
LisaDraw, B92, B94, B97, C122
Locating cells, status panel, B57, B60

M

Make stationery pad, B42, B44, B47,
Maximum
X-axis range, C90
Y-axis range, B76, C96
Menus, C4, C17, D1
Check marks in, B7, B63, C18
Choosing items, C17
Gray item, B57, C18
Grouped items, C18
Minimum
X-axis range, C90
Y-axis range, B76, C96
Missing data, B53
Mixed bar and line graphs, B35, C79
Monetary number styles, B62, C64, D4
Monitor printer, C110, C115, D1
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Move
Cells, B70, B72, B80, C46, C48
Columns, B68, C46
Elevators, B59
Grid handles, B53, C66
Icons, B23, B38, B78
Rows, C46, C49
Size control box, B20
Text, C50
Values, C46, C49
Width control, B11, C15, C17
Multiple copies, printing, B81

N

Name

Duplicate documents, B38

New graph, B4
New column or row, inserting, C43
New document, B3, B4, B6, B44, C21
No Decimal, B62, C63, C65, D4
Note message, C20
Number styles, B62, C62, C63, C64, C65, D4
Numbers

in vaiue area, B606

Plotting, B65

Rounding, B63, C41, C63
Numeric axis range, B32

With grid lines, C78

X-axis labels, C89, C91

Y-axis labels, B75, C94, C97
Numerical relationships, C8, C89, C94

(0]
Open
Graph or table view, B31, B74, C17
Windows, B4
Orientations, printing, C100, C103
Origin, axis range, B76, C90, C96
Other tools
LisaCalc, B86, B89, B96, C120
LisaDraw, B92, C122
Overlapping text, reduced graph, B19
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P

Page boundaries, table, C104, C116
Page Layout menu items, D3
Pair, data, B14
Paper length, dot matrix printer, C102
Paper size, daisy wheel printer, C104
Paste, D2, D5
Cells, B70, B80, C31, C33, C36, C46, C49
Cells from LisaCalc, B86, B89
Columns, B70, C31, C34, C46, C49
Graph into LisaDraw, B94
Rows, B70, B86, C31, C34, C46, C49
Transposing, B70, C33
Undoing, C51
Patterns, B16, B17, C72
Percentage of total, B41, B103
Pick available printer, C106
Pie chart, B41, B103
Axis labels on, C89, C96
Exploded, B106
Standard, B42, C9, C68
Plotting, C9
Plot data, B5, B6, B45, B65, C8, C9
Pointer shapes, B4, C9, C10
Polynomial, graph, B105
Portrait printing orientation, C103
Power failure, B11
Preset, see standard
Print, B21, B26, B74, C99
Finished quality, C114
Graph size, B19, B81, C100
Graph, B21, C107
Multiple copies, B75, B81, C117
Quality, C109
Selective pages, C116
Speed, C110
Table, B22, C112, C117
Type styles, B36, B56, C83, C87
While you wait, G115
While you work, C115
Print wheel, C105
Printer settings, mismatch, C105
Printers, formatting for specific, C101
Put away, B23, B26, B78
If entry incomplete, B18
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Q

Quarter page graph, C100, D3
Quick draft, printing, C109, C114

R

Range

Of axis labels, B15, B32, B75, C6, C89, C94

Of cells, C33, C34
Rank, B102
Recalculate, Y-axis range, B33, B76
Recording for printing, alert box, B22
Reduce to fit, B19, B78, C82, D3
Reorder columns or rows, B69, B71, C38, C48
Replace

Cell coordinates, B61

Text, B7, B8, B9, B65, C52

Whole value, C40
Resize

Window, B20

View, B11, B14, B31, C17
Resolution, dot matrix printer, C103
Restore, D1, D2

Cut cells, C38, C57

Cut text, B10, C39, C57

Document, C56

Previous entry, C54
Retrieve filed graph, B30, B52, C24
Return key, B8, C11, C19, C44
Revert to Previous Version, C56, D1
Right Flush, B62, D4, D5
Rounding numbers, B63, C63
Rows, B11, C8

Clearing entries, C30

Cutting, C38, C46

Copying, C31, C33, C34

Inserting blank, B72, C43

Moving, B70, C46, C48

Reordering, B69, B71, C38, C48

Selecting, C11, C12
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S

Save, D1
Document, B11, B18, B23, B44, B73, B78
Folder, B78
If entry incomplete, B18
Scattergram, B103, C8, C68, D4
Axis labels, C89
Grid lines, C78
Scientific
Format menu item, B62, D4
Number style, C64
Screen sizes
For graph, B19, C82
For cells, B55, B56, B79, C87
On Page Layout menu, C82
On Type Style menu, B56 C87
Scroll arrows, C15
Scroll bars, B20, C15
Scroll controis, B58, C15
Scrolling, B20, B21, B57, B59, B60, C15, C16
Segments, pie chart, B42, C69
Selecting, C10, C11, C12, C13, C14
Text, B7, B8, B9, B67, B68, B78
Cells, B12, B1i3, B14, B35, B54, B66
Grid handle, B53
Values, B61, B63
Set aside, B91, D1
Set insertion point, B9, B67
Sets
Clustered bars, B16
Data, B77, C8
Lines on bar graph, B35
Shift key, B8, C14
Show Actual Size
Page Layout menu, B19, C82, C85, D3
Type Style menu, B56, D3
Show as Bar, C79, D4
Show as Line, B35, C79, D4
Show Grid Lines, B31, B43, C75, D4
Show Large Type, B56, D3
Show Legends, C71, D4
Show Medium Type, B56, C87, D3
Show Small Type, B56, D3
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Size
Graph printing, B18, B77, C100
Graph on screen, B18, C82
Graph type fonts, B36, C83
Table on screen, B56, C88
Table printing, B55, C87
Size control box, B20, B92
Sparse data, C70
Speed, printing, G110, C114
Standard
Cell alignment, C60
Column format, B71
Decimal places, B64
Type font, B37
Type style, B36
Start
New document, B4, C21
New stationery pad, B42
Stationery, B4, B43, B44, B47
Status panel, B57, B60, C7, C8, C12
Stop message, C20
Stop operations, C19, D5

T

Tab key, B66, C11, C19, C44
Table, B4, B11, B35, B51, C6, C7, C8
Deselecting, B54, C15
Editing, B65, C29
Formatting, B51, C59
Letters vs. numbers in cells, B65
Missing data, B53
Printing, C112
Screen size, B55, B79, C87
Scrolling, B57, B58, B59, B60, C15, C16
Selecting, C10, C11, C12
Type styles, B79, B55, C87, D3, D7
View, B11, C4, C17
X- and Y-axis data, B5, B15, B32, B53, C8, C9
Tear Off Stationery, B4, B39
Terminate, C19, D5
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Text, B62
Axis labels, C89, C95

Editing, B7, B9, B16, B40, B65, B79, C29

Graph legend, B17, B77, C71
Formatting, B36, B40, C59

In cell, B62, B65, B71, C40, C42
Inserting in cells or graph, C40, C44
Overlapping, B19

Pointer, C9

Printing, C86, C105, C108, C112, C114

Selecting, B7, C10, C13
Third Page, D3
Time series, B102, B103
Comparison, C70
Transpose, see Move

Two-dimensional coordinate system, C6, C8, C89, C94

Type size, B55, C86
Type Style menu items, D2, D3, D5, D7
Type styles

Graph, B36, C83

Samples, D7

Table, B55, C87

u

Underline, B36, D2, D5

Undo
Clearing entries, C30
Copying, C33, C37
Cutting, C38, C39, C48, C51
Inserting columns or rows, C43
Pasting, C33, C37, C48, C51
Replacing text, C53

Undo Last Change, B10, C57, D2

|4

Value, B13, C8, C40
Adding to, B67
Alignment within cell, B65, C60
Cutting, C38
Date, C41
Entering, B13, B15, B17, C40
Number style within cell, C41, C62
Replacing, B66
Restoring, C53
Rounding, B63, C41
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Value, continued
Selecting in status panel, C14
Selecting, B66
Text, B71, C41
X- and Y-axis, C8, C9
Value area, B60, B61, B65, C8, C41
Editing, B67, B68, B80, C14
Values, table, C8
Variation, meaningful patterns, B102
Vertical axis, C6
Vertical elevator, B60, C14, C15
Vertical scale, C95
View controls, B20, C15
Scrolling, B58, C14, C15

w

Wait message, C19
Wastebasket, B91
While you wait, printing, C110, C114
While you work, printing, C110, C115
Whole graph, table, or cell value, C13
Width
Columns, B53, C66
Graph view, B12, C17
Table view, B11, C17
Window, C4
Activating, B78, B87, B93, B94
Graph view, C3, C17
Resizing, B92
Table view, C3, C17
Scroll controls, C15
Words, selecting, B7, B78, C13
Words left/Nos Right, B62, D4
Work flow, B3, C21
Filing documents, C23, B39
Retrieving filed documents, B30, C24
Starting new documents, B6, C22
Wrong comparison, B53

X

X axis, B5, B32, B53, B71, B75, C6, C78, C89
X-Axis Range, D4
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Y

Y axis, B5, B32, B45, B53, B75, B81, C6, C94

Y-axis data, line on bar graph, C79
Y-Axis Range, D4

Z
Zero, B65

? message, C21
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