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1. Getting started

Xerox ViewPoint Office Accessories is an optional software
ap#)lication for the 6085 Professional Computer System and 8010
Information System. Using VP Office Accessories, you have
access to a set of desktop accessories to help you with your daily
work. The set includes a clock; a personal appointment calendar;
a programmable calculator; a collection of tools, templates, and
transfer documents; and keyboard accelerators.

When you finish this training guide, you will be able to do the
following:

* Set the clock.
¢ Create an appointment calendar.
* Use the calculator.

This training guide assumes that you have completed the
ViewPoint QuickStart Training guide. If you have not yet worked
through that guide, complete it now before continuing with this
guide.

Training guide exercises

This training guide provides exercises that illustrate typical ways
of working with VP Office Accessories. You can apply the
techniques presented here when setting up a clock or personal
appointment calendar, or for using the calculator.

For complete information on VP Office Accessories, refer to the
VP Spreadsheet and VP Office Accessories Reference volume of
the VP Series Reference Library. That volume also discusses the
office accessories not covered in this training guide: the
collection of tools, templates, and transfer documents; and
keyboard accelerators.
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Hardware and software you need to begin training

GETTING STARTED

Before you begin your training, make sure you have the following
hardware and software:

An operating 6085 or 8010 workstation with a desktop, a fully
qualified user name, and a password. If you have a 6085 or
8010 workstation that is part of a network, you can get help
from your system administrator. If your workstation is a
Standalone or Documenter, you can get help from the
Workstation Administration and System Resources Reference
volume.

Default User Profile settings. The User Profile lists the
settings that control your desktop. The procedures in this
training guide are designed for desktops using the default
User Profile settings. Check with your system administrator
to make sure your desktop has the default User Profile
settings, or refer to the General User Reference volume.

Check the status of your applications before you begin training;
consult with your system administrator or follow the next
procedure.

Checking the status of applications

ol

Open the Directory icon.
Open the Workstation divider.
Open the Loader.

Compare the list of applications in the Loader window
with the list of applications here.

¢ VP Document Editor

e VP Office Accessories: Calculator, Personal Calendar,
Clock

Additional applications may be running.
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GETTING STARTED

If the Loader lists the applications you need and their STATUS
column is set to RUNNING, select [Close All] in the Loader
window header.

If the applications you need are not listed in the Loader, consult
your system administrator or refer to the General User Reference
volume for information on installing, enabling, and running the
applications in the above sequence.

If the applications you need are listed, but the STATUS column is
set to IDLE, change the status of the applications as described
next.

Running applications

If the STATUS column of an application you need is set to IDLE,
change it to RUNNING.

1. Select the application.
2. Select [Run] in the Loader window header.

3. Select [Close All] in the Loader window header when you
are finished setting applications to RUNNING.

You can also set applications to run automatically; refer to the
General User Reference volume for this procedure.

Two final notes before you begin:

e This training guide uses underlining to indicate information
that you type; however, you do not need to underline the
information you type.

* As you use this training guide, you will see terms in bold italic
type. You can find more information on these terms in the
Glossary, which is located in the QuickFind Reference volume.

You are now ready to start training.
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2. Setting the clock
&12/_ When the Clock icon is visible on your desktop, it is a functioning
93 clock.
Clo.c: - In this chapter, you set up a clock on your desktop and use the
alarm feature. Then you set up another clock and set it for Tokyo
time.

Displaying a clock set to the local time

In this exercise, you create a 12-hour digital clock and set the
alarm.

Changing the clock display from analog to digital

Sf./ 1. Copy the Clock icon from the Office Accessories divider
3 to the desktop.

N
-:|o.c;§ : The Office Accessories divider is located in the Workstation
divider of the Directory.

2. Select [Close Alll to close the divider and Directory
windows.

3. Select the Clock icon, and press <PROP'S> to display
the Clock Properties sheet.

4. Select [Digital] for the Clock Display property.

Additional options appear.
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SETTING THE CLOCK

5. Select [AM/PM Displayed] for the Show hours and
property.

The Clock Properties sheet now looks like this.

Clock display

[«

Showe hours and

Alarm Setting

Alarrn Indicator

Time Zone

lcon Label

I+

=9

gl = < |+

6. Select [Donel.

The clock display changes from analog to digital.

Setting the alarm

1. Press <PROP'S> to display the Clock Properties sheet
again.

2. Select anywhere inside the Alarm Setting property box.
3. Type the time for two minutes from the current time.

Use the format hours:minutes, followed by “AM” or “PM;“ for
example, 2:22 PM. Remember to leave a single space between the
time and “AM” or “PM.” Do not insert periods.
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4. Select [Both] for the Alarm Indicator property.

The property sheet now looks something like this.

I/
Clock display [@ v
Show hours and i nd S —
slarim setting [4:34Pm |
Alarrn Indicator
Time Zone
lcon Label Clock
I+
t
== = 30

5. Select [Donel.

In two minutes, the alarm beeps and the Clock icon flashes.

Displaying a clock set to a different time zone

SETTING THE CLOCK

10:12:36

10-27-87

Clock

Copy the Clock icon to another location on the desktop.

2. Press <PROP'S> to display the property sheet for the
new clock.

3. Delete the entry for the Alarm Setting property.
4. Select [Non Local] for the Time Zone property.

The daylight savings and time zone auxiliary menus appear.
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SETTING THE CLOCK

5. Select [Japan] from the time zone auxiliary menu.

Clock display Digital

Show hours and

<=1t

Alarm Setting
Alarm Indicator Flash lcon

Tirne Zone ij {Ea;lemll
Daylight Savings (_E_] Pacific

Mountain
lcon Label Clock  [cCentral
@ Eastern

1T > . < |+
Atlantic
Mewfoundland
GMT
Western Eurape
Australian Western

ﬂ-» Te 7

Australian Central

ian Eastern
China
Finland

Unless you have already edited the name of the clock, Tokyo
automatically appears in the box for the Icon Label property and will
appear on the Clock icon itself.

During months when daylight savings time is in effect, the workstation
beeps and displays the following message: “Please check the daylight
savings time value on the clock. It may need to be changed.” You
can then change the Daylight Savings property to correspond with the
time zone.
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6. Select [Not observed] from the daylight savings auxiliary
menu.

The property sheet now looks like this.

Clock display \
Show hours and -
Alarm Setting
Alarm Indicatar Bath
Time Zone Men Lacal |§j
Daylight Savings @ ]
lcon Label ITokyo I 4
Bl = = [+
11:59:32 7. Select [Donel].
10-27-87 _ .
[P The icon label on the clock changes to “Tokyo.”
Tokyo

Do not be surprised if the date on the Tokyo clock differs from
today’s date. The clock automatically shows the date for the time
zone you select.

You can set the clock to any time zone. Use [Other] for the Time
Zone property to specify a time zone that is not on the time zone
auxiliary menu.

You are now ready to set your own clock. For more information,
refer to the VP Spreadsheet and VP Office Accessories Reference
volume.

SETTING THE CLOCK
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3.

Creating an appointment calendar

In this chapter, you schedule events, change the schedule,
schedule a weekly class, set up a reminder of forthcoming events,

and print part of your schedule.

View The Calendar window has four views: event, day, month, and
year. Each view shows a different aspect of the calendar.
EVENT VIEW MONTH VIEW
: ] Closegshow Next E Shimar P:el.m:m_-i} Shows Day f Resel!ﬂi = Eg Closef‘ihnw l\lexj Shiave Previouzj Show Year [UI im
Repeat @ i Thursday Friday Saturday i
- o 1 2 3 :_
Time [October 27,1967 7:00 AM ] ] B
Place lvittors 1
Title [Breakfast- Don ] 5 B 10
Duration
Details [ ]
11 2 3 14 15 16 17
i +
s = 3@ U= _Ed |

DAY VIEW

. Calend ’

Close} Show Next | Shows Previou

ose | Show Hext i Show Previous KDEEEF

S Month FOJ S B
Tuesday October 27 1937 } 1387 n
Place Time Duration Title Il lanuary February March "
victar's a0 m Breakfast- Don o L2 3 L2 3456 7 3456 7 =
600 4 5 B 7 8 910 d 0910 11 12 13 14 10 11 12 13 14
11 12 15 14 1% 15 16 17 18 19 20 21 6 17 18 19 20 21
900 3 o213 24 25 26 27 28 24 25 26 27 28
10:00 31
11:00
12:00 (e June
1:00 4 12 23 4 5 8
2:00 11 o9 310 11 12 13
3:00 13 101l 6 617 13 19 20 |
400 A 4 26 Li 3 24 25 26 27 .
10 +] 0 hd
S.00 4 %
BT = = L+ Bl = [+
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Scheduling events

The personal calendar is a desktop accessory similar to an
appointment book. To schedule an event, you first open a time
slot in the day view for the day of the event. The event view
appears. Then you complete the event view.

Scheduling a lunch appointment

Calendar

CREATING AN APPOINTMENT CALENDAR

1. Copy the Calendar icon from the Office Accessories
divider to the desktop.

The Office Accessories divider is located in the Workstation
divider of the Directory.

2. Select [Close All] to close the divider and Directory
windows.

3. Open the Calendar icon.
You see the month view.
4. Select today’s square.
Note that it has a shaded header.
5. Press <OPEN> to display the day view for today.

6. Select the 12:00 time slot, and press <OPEN> to display
the event view for noon.

7. In the box for the Place option, type: Scott’s Seafood,
and press <NEXT>.

8. In the box for the Title option, type: Lunch, and press
<NEXT>.

9. Press <NEXT> to leave the value 30 in the box for the
Duration option.

VP OFFICE ACCESSORIES
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10. Ibn the box for the Details option, type: Meet with new
0sS.

The event view now looks like this.

Calendar ‘
Repeat QE_J

Time |October 26, 1987 12:00 P

Close E Show Mext E Show Previous E Shiawe Day k F:r'::'s:ti DE

Flace

Scott’s Seatood - 1

Title lLun::h |

Cruration

Ceiails Ll’-.v'\&r’:l'-.-‘v'ilh new boss ]
t
S B = 3 |

If you need to change your entries, select them using the mouse.
11. Select [Show Day] in the window header.
The day view looks like this.

[ alendar

o.—iei Show Nex.l‘E Showe Previous E

o BAonth jDJ EJ

wednesday October 28 1957

Flace Time Duration Title

[«

700
3:00
9:00
10:00
11:00

Scott’s Seafood 12:00 30 Lunch

200
.00
400

S:00

3 I ' e s

E =T+

If the day view does not appear, check to make sure that your event
view matches the event view pictured in step 10.

CREATING AN APPOINTMENT CALENDAR
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Scheduling a medical checkup

Select and open the 2:00 time slot.

2. In the box for the Time option, delete 2:00, and type:
2:30.

Remember to leave a single space between “2:30” and “PM.”
Press <NEXT>.

. In the box for the Place option, type: University Hospital,
and press <NEXT>.

5. In the box for the Title option, type: Appt. with Dr.
Smith, and press <NEXT>.

6. Delete the entry in the box for the Duration option, and
type: 1.

7. For the Duration option, select [Hours]; then press
<NEXT>.

8. In the box for the Details option, type: Checkup.

The event view now looks like this.

Time [Cctober 26, 1967 2:30 i
Flace ‘*.'niversit_-,.u Hospital ]
Title [Appt.with Dr. Smith |
Cruration [ 1] mimne:ﬁ Days l

Cetails I\'hecl\up J
ferninder By | Mail |wWindow | Bath (NI :
t
a-l = < [+

CREATING AN APPOINTMENT CALENDAR
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9.

[Etenser

Select [Show Day] in the window header.

Note the new 2:30 time slot on the day view.

Zlosel Showe Mext E Show Previous E Shov Monith | DE H

Wednesday Cctober 23,1937 ¥

Place Tirne Duration Title
700
@00
.00
10:00
11:00
jeotts Seafond 12:00 30m Lunch
1:00
2:00

University Hospital 2:3 h Appt. with Dr, Smith

=l = < [+

If the day view does not appear, check to make sure your event view
matches the event view pictured in step 8.

Scheduling a staff meeting for tomorrow

1.

Gk oW N

CREATING AN APPOINTMENT CALENDAR

Select [Show Next] in the window header to display the
day view for tomorrow.

Open the event view for 10:00.

In the box for the Place option, type: Conference Room.

In the box for the Title option, type: Staff Meeting.

Delete the entry in the box for the Duration option, and
type: 90.

VP OFFICE ACCESSORIES
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6. In the box for the Details option, type: Discuss training
needs.

The event view now looks like this.

{\E [F]Calendar lose f Show Next E Show Previous | show Da;,'E Feset ED] H uﬁ
13

Repeat lg]

Tirne I October 29

957 10:00 &6 ]

Flace ll.’unfr:-rente Roorn J
Title |5taff Meeting !
Ciaration 90 Hours | Days

Cetails | Discuss training needs ]

Rerninder By I:Mail window | Both

> [+

=1 = E=RNEY

7. Select [Show Day] in the window header.

The day view looks like this.

v |xa5ef Shovy Rex KE Shows Previous k Shoves PG

Thurzday October 29 1387 )

Place Tirne Duration Title 1

Conference Room 10 90 m Staff tleeting

1:00
2:00
300
4:00 Il
5,00 R
t
-l = ~ T+]

If the day view does not appear, check to make sure your event view
matches the event view pictured in step 6.

CREATING AN APPOINTMENT CALENDAR
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Changing the schedule

You display the day view to move or cancel appointments. You
use standard ViewPoint techniques to perform these operations.

To change the location or other aspects of the appointment, you
display the event view.

Rescheduling the staff meeting from 10:00 to 8:00

1. With the 10:00 time slot still selected, press <MOVE>.
2. Select the 8:00 time slot.

The event scheduled for 10:00 moves to the 8:00 time slot. The 10:00
time slot becomes empty.

‘:alendar L Clase E Show Next E Show Previous K shows Month k D; B
Thursday October 29,1937 }

Place Tirne Duration Title 3

7:00
Conference Room 90 m Staff Meeting

9:00
10300
11:00
12:00
100
200

300 -

400 d

S0 t

=l = < |3+ .

CREATING AN APPOINTMENT CALENDAR
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Changing the staff meeting location

1. Open the event view for 8:00.

2. Delete the entry in the box for the Place option, and
type: Room 100.

The event view now looks like this.

"{ [F)oalendar] o -Z\oseE Show Next E show Previous § Show Day | O} 8 H
Fepeat I:E_-J t
Tire [October 29,1967 8:00 AM
Flace [F(c-r;m 100 l
Title [Staff Meeting ]
Duration
Cetailz lDiscuss training needs J
t
% = [+

3. Select [Show Day] to return to the day view.

Deleting the luncheon appointment

1. Select [Show Previous] from the window header to
display the day view for today.

2. Select the 12:00 time slot (where lunch is scheduled).

CREATING AN APPOINTMENT CALENDAR

VP OFFICE ACCESSORIES
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3. Press <DEL>.

The day view for today now looks like this.

Calendar

o ClOSEE Showy Ne;tE Show Previous | Show tonth J O) 8 .

Wednesday October 28, 1937 n

Place Time Duration Title
7.00
8:00
9:00
10:00
11:00
12:00
1:00
2:00
University Hospital 2:30 th Appt, with Dr, Smith
3:00
4.00
5:00

[

1
t
|

Scheduling a repeating event

You can schedule an event that occurs at regular intervals; for
example, daily, weekly, monthly, or even yearly (such as birthdays
and anniversaries).

After you schedule a repeating event, it appears on your calendar
indefinitely, saving you from having to record the event more
than once. You stop the event from appearing by removing it
from the first day that the event no longer occurs.

Scheduling a weekly class

CREATING AN APPOINTMENT CALENDAR

1. Select [Show Month] in the window header to display the
month view.

Notice that each day with scheduled events now has an auxiliary menu
in its header. Selecting the auxiliary menu displays all events
scheduled for the day.

VP OFFICE ACCESSORIES
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2. Open the day view for the first Friday of the month.
3. Open the event view for 5:00.

4. Select [Weekly] from the auxiliary menu next to the
Repeat option.

Clase ﬁ Shiy e 'E Show Previous | Show E-:a,eJ; Fesel | Diiﬁ%

‘
H
sctober 2 1957 5:00 P
ekday (monithly) j
ekday (rmonthly) ]
weekday (yearly) S
weekday (yearly) J
8
t
— = T+H4

5. In the box for the Title option, type: Communications
class.

The event view now looks like this.

nse f Show Mes t‘E Shows Frevious }, Shows I’.-.a_,.-}; Reset ' D[ = lu

Repeat I_E__J f_
Time [October 2 1987 5:00 FM ]

Flace ] j

Title lCarru‘nunicatim'ﬁ cass I

Curation tdinutes

Details | |
Rerninder By i
*)
t
d-l = <l

CREATING AN APPOINTMENT CALENDAR
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6. Display the day view.

7. Display the month view.

The month view looks like the calendar below. Note that the class
appears every Friday.

T e Engi{p
FPCLET +

b 3 ) 3
i b ]
A 1 '4 5
2
1 .il r
) s
; ) =) S [8)
r tF 3137 Ttarr PAeani ) R

1 I )
PO e e T

1 AN 0 0 M MM A RMEEENEEENEENENBREERRRRY .|
" ”m I T

(AR

ﬁl‘

Stopping the weekly class

CREATING AN APPOINTMENT CALENDAR

You now stop the class on the first Friday two months from now.

1.

Select [Show Next] twice to display the month view for
two months after the current month.

Open the day view for the second Friday of the month.

Delete the 5:00 time slot (when the class is scheduled).

VP OFFICE ACCESSORIES
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4. Select [Show Month] to view the results.

The month view looks like the calendar below. All subsequent
occurrences of the class are removed from the calendar.

1 R SO SRRy ‘»arI:iaql
4

’Ialr - a-\;v-,a, N
£ urerlna :

unmuummmmumuumumunuwmumwmwwum

" llllllllIIIlllllllillﬂliﬂllﬂiﬂﬂﬁﬂﬂﬂIliiml!llﬂllﬂﬂlﬂllﬂlt‘
| 111 1 1] 'al

5. Select [Show Previous] twice to display the current
month.

Setting up and viewing a reminder of an event

CREATING AN APPOINTMENT CALENDAR

The event view lets you select an event reminder. You can have
the reminder displayed on your desktop. If your workstation can
send electronic mail, you can mail the reminder to a list of
recipients, including yourself.

1. Open the day view for tomorrow.

Oﬂen the event view for 8:00 (when the staff meeting is
cheduled).

3. Select [Window] for the Reminder By option.

The Remind At option appears.

VP OFFICE ACCESSORIES
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4. Delete the entry in the box for the Remind At option,
and type: 1.

5. Select [Days] for the Remind At option.

The reminder is set to take place one day before the day of the event,
or today. The event view now looks like this.

Close | Show Next | show Previous } show Day fOF 2 M
Fepeat [Z) :

Tirne l\}clober 29,1957 3:00 AM ] 7

Place LFKDOI‘n 100 - ‘

Title Lstaf'f IMeeting _‘_l
Curation g0

Details [Discuss training needs l

window Mane
Rermind &t L 1 I [Minutes LHoul‘:’- @

2 I P

Rerninder By

-> |+

6. Display the day view.

Note the reminder window. It looks like this.

4:00

S:00 hd
4
== < 1+

7. Select [Close] to close the reminder window.

8. Select [Close] to close the calendar.

CREATING AN APPOINTMENT CALENDAR
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Printing a calendar view

CREATING AN APPOINTMENT CALENDAR

When you print a calendar view, the last calendar view displayed
is automatically printed. However, if the last view is an event
view, the day view is printed instead. In this exercise, you print
the day view.

1. Copy the Calendar icon to a printer icon.

A special version of the Printing option sheet appears when you copy
the Calendar icon to a printer icon. For this exercise, do not change
any of the settings on the Printing option sheet.  For more
information, refer to the VP Spreadsheet and VP Office Accessories
Reference volume.

Fumnber of topies lj @ DMLY

Wiew 1o print tonth B

Date taprint Fram:

Cate to print - To: 10-25-1987

Cutput CRAFT MODE

S the first error S5TOP FOR INSPECTION

For each abject

Hardware options SEQUEMCER

Print Order FIRST PAGE | out first,

Printed Image [Nl ENY| SPECIAL CONTROL

Frint Collated 1

— +

after printing AU P OON'T DELETE | the print farmat docrument, "
- = = I*m

VP OFFICE ACCESSORIES
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CREATING AN APPOINTMENT CALENDAR

2. Select [Start].
The printer prints the day view for tomorrow.

Now that you've used some of the calendar features, you can try
some of these other tasks for more practice.

* Set up your own calendar, and schedule your appointments
for next week.

* Set a reminder for one of tomorrow’s appointments.

* Schedule the birthdays of your friends and relatives as
repeating events.

You are now ready to use the personal calendar to schedule
events for yourself. For more information about the features of
the personal calendar, refer to the VP Spreadsheet and VP Office
Accessories Reference volume.

VP OFFICE ACCESSORIES
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4. Using the calculator

The calculator is a desktop accessory that performs both simple
and complex calculations.

In this chapter, you calculate simple mathematical expressions,
use calculator functions and registers, use variables, and create a
new function. If you will not be using variables and user-created
functions in your calculations, you do not need to complete
those exercises.

Performing simple calculations

Even for simple operations, the calculator provides features that
other calculators do not have. With the VP Office Accessories
calculator, you can edit and copy previously entered calculations
to use in new calculations, reducing input errors.

Retrieving and renaming the Calculator icon

—

Calcula

1. Copy the Calculator icon from the Office Accessories
divider to the desktop.

The Office Accessories divider is located in the Workstation divider of
the Directory.

2. Select [Close Alll to close the divider and Directory
windows.

3. Select the Calculator icon, and press <PROP'S> to
display the property sheet for the calculator.

VP OFFICE ACCESSORIES
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USING THE CALCULATOR

4. Delete the entry in the box for the Label property, and
type: Calcl.

The property sheet for Calc1 now looks like this.

| Calculator Property Sheet
i = £

Label [caler ] o
Keep Log Of Calculations
Decimal Separator: @j
Argurnent separator:
4
+
= = 1=

5. Select [Donel.

Using the log window to evaluate a simple expression

When you type numbers and symbols, you can press keys on the
top row of the keyboard and, on 6085 workstations, the keypad
on the right, or you can select keys from the keypad window.

1. Open Calcl.

The calculator window opens, and the following message appears:
“Type an arithmetic expression at the flashing caret, and press
<NEXT> for the result.”

VP OFFICE ACCESSORIES
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USING THE CALCULATOR

Log window

The expressions you type appear in the log window of the calculator.
The log window looks like this.

@ MNAME VALUE * I SIn l@

2 | =

- LOG WINDOW —» L) L)

2 | o

a MR (%)

a | [rooT) (aes )

B] (arT) [E

B] RESULT TAERCRY

9 [ Bl R R

3 I

5]

5] l_ J | ) | J | J

% { J | ) | ) | J

B )

8 ( ) | J | J | J

5] [ ) | J | J | J ]
&) ( ) | J | ] | ) B
B] t
=l = I — S Y |

The log window is like a roll of paper in a desktop calculator or
adding machine. The line on which you are entering a calculation is
the current line. When you press or select <NEXT>, the result
appears on a new current line in the log window.

Type: 2 + 2 + 2.

If you make a mistake, you can edit the current line using standard
editing techniques.

VP OFFICE ACCESSORIES

26



USING THE CALCULATOR

3. Press <NEXT> to evaluate the expression.

The result, 6, appears both on the new line in the log window and in
the RESULT register.

1] «

[+

-

REZULT MEMORY

C I [ ]

Register A register is a place where the calculator holds a value. A value
stays in the RESULT register until you either evaluate another
expression or press < NEXT> to create a new line.

The calculator has another register called the MEMORY register.
The MEMORY register stores a value so you can use it again.

Editing the current line of the log window

You can select and copy the contents of the log window the
same way you edit text.

1. Select “ + 2 + 2,” and press <COPY>.
2. Select the end of the current line, which still contains 6.

The current line now contains 6 + 2 + 2.
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USING THE CALCULATOR

3. Press <NEXT> to evaluate.

The result, 10, appears in the log window, and the RESULT register
looks like this.

S Zez2ez
E+242 +

10

T

[+]

=

RESULT FAERIDRY

10 R I

Clearing the current line and the log window

You can remove expressions from the calculator by clearing the
current line, the log window, or the RESULT register.

Clearing the current line

You clear the current line when you want to erase an entry you
do not intend to use.

1. Type: 1 + 1.
2. Press <CLEAR>.

The current line of the log window is erased. The value 10 remains in
the RESULT register.
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Disable Buttons
Change Format

Show Keypad

Clearing the log window

You clear the log window when you want to erase the entire
contents of the log window. Clearing the log window is like
tearing the tape from an adding machine.

1. Select [Clear Log Window] from the calculator auxiliary
menu.

The following message appears: “Clear the log window YES|NO.”
2. Select [YES] in the message area to confirm.

The contents of the log window disappear. The value 10 remains in
the RESULT register.

Clearing the RESULT register

You clear the RESULT register to start a new line while keeping
the previous result visible in the log window.

1. Type: 9 + 1.
2. Press <NEXT> to evaluate.

The value 10 appears in the current line of the log window and in the
RESULT register.

3. Press <NEXT> again.

A new current line appears in the log window, and the RESULT register
is now empty.

Using different types of operators and functions

USING THE CALCULATOR

Operator

An operator specifies a mathematical operation. The calculator
includes a number of built-in operators, such as the arithmetic
operators +, -, X, and +.

For multiplication, you cannot substitute the letter “x” for the
multiplication operator. You must use the multiplication symbol
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USING THE CALCULATOR

(x) from the keypad. You can also use the asterisk (*) from the
standard keyboard for multiplication, and the slash (/) from the
standard keyboard for division.

The calculator also includes built-in functions for square root, pi,
percent, and others. The calculator window below shows the
location of the calculator function buttons.

VaLUE

B

B]

5]

B CALCULATOR

8 FUNCTION [os) (v )

8] BUTTONS I Y=

3 FJ|PWR|[%|
2 t | RoOT) [ aEs )

5 | SCRT | {sor )

S RESULT MEMOFR'

2 ‘ 11 g

2 |k ) [ ms

B] B 7 |

= [ J | ) | N |

= ' ) | R )

5

8 l J | ) | | |

3 ‘ J J I B
3 X
— « [+

Using parentheses

Inserting a part of an expression in parentheses can change the
result. The calculator evaluates the contents of the parentheses
first.

1. Select [Clear Log Window] from the calculator auxiliary
menu, and select [YES] to confirm.

2. Type: 4 + 6 X 5.
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USING THE CALCULATOR

3. Press <NEXT> once to evaluate the expression.
4. Press <NEXT> again to start a new line.
5. Type and evaluate: (4 + 6) X 5.

To evaluate means to press <NEXT> after typing a mathematical
expression.

d4+65 65
34

4 +6) xS
=)

[ &

[+1

=

RESULT MEMORY
(s0 ] |

Note that the expressions in step 2 and step 5 use the same
values and the same operators. The parentheses change the
results of these calculations because the calculator performs them
in a different order.

Refer to the VP Spreadsheet and VP Office Accessories Reference
volume for more information on using parentheses to change the
order of operations.

Using built-in calculator functions

You can select built-in calculator functions, such as SQR (square),
from the function buttons; or you can type their names. It is
usually easier to select a button when you are entering
calculations in the log window, and to type the function name
when you are creating your own function, as discussed in
“Creating a new function” later in this chapter.
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USING THE CALCULATOR

In the following steps, you calculate these values:

* 62 (the square of 6)

* 34(3 to the fourth power)

e 27 (2 times pi)

* 5% of 240

1. For the square of 6, press <NEXT>, and select SQR(6).

2. Press <NEXT> once to evaluate the expression, and
then press <NEXT> again to clear the line.

3. For 3 to the fourth power, select PWR(3,4), and press
<NEXT> twice.
For 2 times pi, select 2 x Pl, and press <NEXT> twice.
For 5 percent of 240, select and evaluate 5% x 240.
Remember that to evaluate means to press <NEXT>.
The log window now looks like this.

AR ‘

si4+8) S 2

S0

= T+7

RESULT FAERMORY

[12

| ]

Refer to the VP Spreadsheet and VP Office Accessories Reference
volume for more information on operators and functions.
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Using the register buttons

USING THE CALCULATOR

You use the register buttons shown here to move values into and
out of the MEMORY register. Using register buttons does not
affect the contents of the RESULT register.

RESULT MEMORY

| || QRN T
| Mk ,[ 1AS |

<M+ > Adds the contents of the RESULT register io the value
in the MEMORY register.

<M->  Subtracts the contents of the RESULT register from the
value in the MEMORY register.

<MR> Copies (or recalls) the contents in the MEMORY
register to the current line in the log window.

<MS> Stores the contents of the RESULT register in the
MEMORY register.

1. Press <MS> to store the RESULT register value in the

MEMORY register.

2. Press <NEXT>.

3. Type: .5 + .5, and evaluate the expression.
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4.

Select <M->.

Selecting this register button subtracts 1, the value in the RESULT
register, from 12, the value in the MEMORY register. The value in the
MEMORY register is now 11.

The log window and the registers now look like this.

T

» 50
36
1

12
c

SOF ()
PR3 4)
2
- B.233189
Sui w0 240

S+ 5

+ 6155

4

ki

= J+]

RESILT MERMORY

[1

] [ ]

5.
6.

Press <NEXT> to clear the RESULT register.
Type: 9 + , and select <MR>.

This register button copies (recalls) 11, the value in the MEMORY
register, to the current line of the log window. The current line now
reads 9 + 11.

Evaluate the expression.

The value 20 appears on the current line and in the RESULT register.
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8. Select <MS>.

This register button stores 20, the contents of the RESULT register, in
the MEMORY register.

The log window and the registers now look like this.

SQRIG)

. 36 +

s PWERI3 40 —

soE !

PR} ‘:‘
9+ 11 1
20, t

RESULT MEMORY

[20 ] [0 ]

9. Press <NEXT> to clear the RESULT register, and select
<MS> to clear the MEMORY register.

Using variables in a calculation

USING THE CALCULATOR

Variable

You can use a variable in an expression the same way you use a
number.

A variable is a word or character that represents a value. The
value can change even though the variable name stays the same.

To define a variable, you name the variable and assign a value to
it in the storage variable area of the calculator window.
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Most calculators do not include variables. If you will not be using
variables, you can skip to “Printing a log of calculations.”

The storage variable area looks like this.

E] NAME WVALUE ‘ | i [.-‘i'eSll'\lj

2 H |_cos ) [ACC'SI

2 e (A

B] [toa ) )

B]

2 Do

2 N R

B] | [FooT) [ aes |

2 le———STORAGE VARIABLE AREA [_50f1 ) | 50k

B} RESULT MERADFRY -

B] | ]L I IR N

B] MR ) s )

5] .

5] l J | ) | ) | )

'g ( ) | ) I J | J

B .

a | J | ]| J | J

5 1 J I J | J | )|
B | J L ) ) ud
B] t
d=1 = - IQjﬁ

The storage variable area is divided into cells, like a table. It has
two columns: NAME and VALUE. Each cell has an auxiliary
menu, located to the left of the NAME column.

The auxiliary menu for each cell of the storage variable area looks
like this.

N&E VALUE

Recall

“lear
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Assigning names and values to variables

In this exercise, you assign names and values to variables
representing clothing items and their unit costs. Later, you will
calculate the total cost, including sales tax, for a clothing order.
The variables are as follows:

PantsQty
PantsPrice
ShirtsQty
ShirtsPrice
Tax

You also assign a name, but not the value, to a variable called
Total. Later, you will store the value of Total in the storage
variable area.

Note that the variable names are each one word; a variable name
cannot include a space.

1. Select the first NAME cell in the storage variable area.

2. Type: PantsQty.
The storage variable area now looks like this.

144 ME W ALIUE
15} |PantsCity
B
E]
B
B]
B
B

3. Press <NEXT> to move to the corresponding VALUE
cell, and type: 5.

4. Press <NEXT>.
5. Type: PantsPrice, and press <NEXT>.
6. Type: 30.00, and press <NEXT>.
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7. Enter the following variables and
<NEXT> to move from cell to cell:

ShirtsQty 10

ShirtsPrice 20.00

Tax .06

8. In the next NAME cell, type: Total.
The storage variable area now looks like this.

NAME VALUE

12) [PantsQty 5

15} |PantsPrice 30,00

15} {shirtsGty 10

() |shirtsPrice 20,00

15 |Tax 06

B |Tota)

=

Using variables in an expression

values,

pressing

You now use the Store command, with the variables you just
defined, to assign a value to the Total variable.

1. Select [Clear Log Window] from the calculator auxiliary

2.

menu, and select [YES] to confirm.

In the log window, type: PantsQty X PantsPrice +

ShirtsQty X ShirtsPrice; then evaluate the expression.

Remember to type the “x” from the keypad.

expression “wraps” to the next line.

This expression multiplies the quantity of pants (5) by the price of
pants (30.00), and the quantity of shirts (10) by the price of shirts

(20.00). It then adds the products together.
The result is 350.

Note how the
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3. Select <MS>.

The value 350 appears in the MEMORY register. The log window and
the registers look like this.

0]

= [+]

RESULT FAEMORY

[350 ] [3s0 ]

4. Type: X Tax +, press <MR>, and press <NEXT> .

This expression multiplies the result (350) by the tax rate (.06) and
adds the tax to the amount in the MEMORY register (350). The value
371 appears on the current line.

5. Insert a space, type: Store Total, and press <NEXT>.
The value 371 appears in the value cell for the Total variable.

The log window, the storage variable area, and the registers now look
like this.

MAME YaLUE FantzFrice + shirtsdye
15) [PantsOty 5 rice ¥
15) |PantsPrice 30,00 350 - Ta + 350 -
o 371 Stare Total [~}
1mn N
20,00
.06
371
[+|
t
RESULT MERVIRY
[371 BRED ]
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USING THE CALCULATOR

Reserved words

You can create a new function that uses all the calculator
features, including operators, built-in functions, commands,
registers, and variables. You create functions using the user-
programmable function buttons.

B] RESULT MEMORY

l

2 USERPROGRAMMABLE |||
FUNCTION BUTTONS ||
|

|

[+

=

720 I < 1+

Certain words, called reserved words, cannot appear in a
function you define. For a list of reserved words and other
information about the syntax of calculator functions, refer to the
VP Spreadsheet and VP Office Accessories Reference volume.

Most calculators do not have user-programmable features. If
you do not need to create your own functions, you can skip to
“Printing a log of calculations.”
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Using the Store, Result, and Memory commands

Result

Memory

Store

These three commands are useful when you are creating a new
function. You already used the Store command in the preceding
exercise.

The Result command represents whatever value is in the RESULT
register.

The Memory command represents whatever value is in the
MEMORY register. The Memory command is the same as the
<MR> register button.

The Store command evaluates the expression that precedes it,
and stores the result in the MEMORY register or in a storage
variable.

You now use these commands.
1. Type: + Result, and evaluate the expression.

The value 742 appears on the current line and in the RESULT register.

= T+]

RESUILT MEMORY
(742 | 30 ]
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2. Insert a space; then type: Store Memory, and evaluate

the expression.

This expression stores the contents of the RESULT register in the

MEMORY register.
register, like this.

Now the value 742 appears in the MEMORY

FantsOty < PantsPrice + ShirtsOty x
ShirtsPrice
» 350 3¢ Tax + 350
i 371 Store Total
371 + Result
+ T4 Store Mermary
743,

[ =

= T+]

RESLILT MEMORY

[742 | [7a2

3. Press <NEXT>.

4. Type: 5 X Memory Store Memory, and evaluate the

expression.

The log window and the registers now look like this.

Oty o PantsPrice + ShirtsOty
i
Tas + 350 I
ore Total H
+ Result
742 Store Mernary
74z
5 o Mernary Stare Mernary
37 ]
+
t
RESLILT FAERAGRY
371 | 371 |

5. Press <NEXT>
new line.

to clear the RESULT register and start a
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Defining the function

The function you will define performs the same calculations you
performed in “Using variables in an expression.”

1. Select [Disable Buttons] from the calculator auxiliary
menu.

The following message appears: “Function buttons disabled.”
2. Select the first blank function button.

The Function Button property sheet appears on the desktop.

| Done ECanceIEﬁesetEDﬁ/E ]

abel [ ]
Cetinition L' |

wihen insok ed [ £V ALUATE IMMEDIATELY |

E* [+]

T = «— [+

3. For the Label property, type: Orders.
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4. For the Definition property, type: ((PantsQty X
PantsPrice) + (ShirtsQty X ShirtsPrice)  Store
Memory) X Tax + Memory Store Total.

The Function Button property sheet now looks like this.

one | Cancel | Reset Eﬂk Y

¥
Label lor-:lers —I | |
it

Cefinition |{{PantsQty x PantsPrice) +{ShirtsQty < shirtsPri

cel5tore Mernory) x Tax +Mernory Store Total,

when nvoked | EVALUATE IMMEDIATELY |

I
t
[ = 1+

5. Select [Done] to close the property sheet.

The label Orders appears on the function button you programmed.

rders

l
I
l

[ J ) | )
\ ) )| J
| ) ) | J
! ) ] L J
| J | ) | J

6. Select [Enable Buttons] from the calculator auxiliary
menu.

The function button is now ready for you to use. The message
“Function buttons enabled.” appears in the message area.

USING THE CALCULATOR
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1. Select the function button labeled Orders.
2. Press <NEXT>.

The result is 371, the same value that resulted when you typed the
series of expressions into the log window.

The log window now looks like this.

> PantsQty  PantsPrice + ShirtsQty =
ShirtsPrice +
» 350 x Tax + 350 Il
371 Store Total —
© 371 4+ Result
742 Stare Memory
742
.5 » Mlemory Store Memory
Orders [+]
EEAN I
t
RESULT MEMORY
[311 | [3s0 ]

3. Clear the current line.

Temporarily substituting new values for the variables

You can instruct the calculator temporarily to use different values
for the variables in a function. This substitution does not change
the values assigned to the variables in the storage variable cells,
except for the calculated variable Total.

1. Select the function button labeled Orders.

2. On the same line, next to Orders, type: (5, 35.00, 10,
25.00).

USING THE CALCULATOR
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3.

Press <NEXT>.

The following message appears: “Incorrect number of arguments in
function call.”

The Orders function has five variables; therefore, it requires five
values. The Tax variable needs a value in the variable expression.

Select the Orders function button again, type: (5, 35.00,
10, 25.00, 6%), and evaluate the expression.

The result is 450.5, which also appears in the value cell for the Total
variable.

75
MAME VALUE ShrPrie _si_) i_asin ) ¥
3 |PantsQty 5 S350 ¢ Tac + 350 W= = 4
3 {PantsPrice 30,00 371 Store Tatal H fos ) iacos) -
—— 371 + Result Fl T Tam ) i =7an :
&) [shirtsaty 1 S 7;2 S*I‘Jrf': ;':1ernc-r',l LI AL
[Z) |5hirtsPrice 20,00 742 [_LoG J 1w
[BIES 06 -5 s Mermory Store Mernory
3 |[ratal 4505 ’ ,3”;” P ) i_Exe ) |
B] 3500 10.25.001 ARSI
Orders (S 35,00 25.00 &% | _ 3
B ‘;;3:51 5.00.10, 25,00, &%) R FooT l “aes l
= ey
I?] [50RT J I_s2F )
E
] RESULT TAEMORY M+ Jlm-]
& [a505 | [azs TR (ws
B)] o
B]
B [Drder ] | ) | J | )
B
= | ) | J | J | )
B] | ) | ) | ) | )
13* [ ) | ) | ) | ) [+
B
| J | ) | J | J t
-1 = = T+

5.

Select [Close] to close the calculator window.
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Printing a log of calculations

USING THE CALCULATOR

If you skipped to this section from an earlier section, be sure to
close the calculator window before printing the calculation log.

1. Copy the Calculator icon to a printer icon.
2. Select [Start] on the Printing option sheet.

You are now ready to explore the many features of your desktop
calculator. Refer to the VP Spreadsheet and VP Office Accessories
Reference volume for more information.
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