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Welcome!

Note: Up until now, the manual contains only basic information on how to opera-
te the software using the new ribbon interface. More detailed instructions will be
added in a later edition.

Tip: A table showing which ribbon command corresponds to each menu com-
mand can be found here: section “Menu commands and corresponding ribbon
commands” (page 745).

Welcome to PlanMaker, the powerful and easy-to-use spreadsheet application.

We have made every effort in the development of PlanMaker to ensure its func-
tions provide the maximum benefits while minimizing user time and effort.

Note: In SoftMaker FreeOffice (the free version of SoftMaker Office), some
features have been disabled. Features that are not available in the free version are
tagged with a red box like this one.

Some of PlanMaker’s features
m Available for Windows, Mac, Linux, and Android

m Well-designed, ergonomic user interface - either with modern “ribbons” or
classic menus and toolbars

= More than 330 built-in arithmetic functions

m Makes creating attractive worksheets easy through numerous formatting opti-
ons. Long, boring columns of numbers can be turned into appealing tables with
the AutoFormat command. With cell styles and character styles, you apply
frequently needed formatting with just a key press.

m Integrated charting module that lets you present numbers vividly in charts
m ... and much more!

PlanMaker is in continuing development, and we welcome comments and sugges-
tions from our users. If, in the course of your work, you encounter a need for a fea-
ture that isn’t present, or you have other suggestions, write to us — we want Plan-
Maker to measure up to the users’ wishes!
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Android versions

FreeOffice: Currently, there is no Android version of SoftMaker FreeOffice
available. However, we are offering free versions of our Android apps from time
to time. Visit www.freeoffice.com to find out more.

PlanMaker is also available for Android devices. There are two different versions:
m PlanMaker HD for Android

This version contains practically all features of the Windows version. It is de-
signed to be used on tablets.

m PlanMaker Mobile for Android

This version contains only parts of the features of the Windows version. It is
designed to be used on smart phones.

All instructions in this manual refer to the HD version. (The Mobile version comes
with its own user manual.)

Technical support

If you have any questions, our technical support team will be glad to assist you.
You can reach us as follows:

Website

Our website provides program updates, tips and tricks, free downloads, and much
more.

Visit us at: www.softmaker.com

Support forums

Feel free to communicate with our technical support team, as well as other users, in
our support forums.

You find them at: forum.softmaker.com
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Inquiries to our support
If you have a problem with our software, we will gladly help you.

You can post your questions here: www.softmaker.com/en/support-assistant

About this manual

PlanMaker has been developed with an understanding that there is a broad range of
user experience. While it has many functions and customization options for the
advanced user, it is designed to be an extremely useful tool for the novice as well.

The chapters of this manual are organized as follows:

m Chapter “Installation and program startup” (page 25): Describes how to in-
stall and start PlanMaker.

m Chapter “Screen elements” (page 31): Describes the individual components of
PlanMaker’s application window.

m Chapter “PlanMaker basics” (page 39): Acquaints you with PlanMaker’s basic
functions and explains basic spreadsheet terminology.

m Chapter “The PlanMaker Tour” (page 47): Introduces you to the operation of
PlanMaker with some practical examples.

m Chapters “Editing worksheets” (page 57) and following are the reference part
of the manual. These chapters are organized by subject, like a reference book,
and describe all the functions of the program in detail.

System requirements

In order to run this software, the following hardware and software is required:

Windows version

m Windows 10, Windows 8/8.1, or Windows 7 (32 or 64 bit)
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Mac version

m macOS or OS X version 10.9 (“Mavericks™) or better

Linux version

m Any x86 Linux (32 or 64 bit)

Android-Version

m Android 4.0 or better
= ARM compatible CPU
m Display size: 7 inch or larger recommended
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Installation and program startup

This chapter covers information on installing and starting PlanMaker.

It is divided into the following sections:

Installing under Windows

Installing under macOS

Installing under Linux
m Installing on an Android device

Please go directly to the section that covers your operating system.

Installing under Windows

Download

If you obtained the software by download from our website, you will find installa-
tion instructions included in the e-mail that you received after purchasing the soft-
ware.

CD-ROM

If you obtained the software on CD-ROM, please launch the installation program
provided in the root folder of the CD.

Then, follow the installation program’s instructions to install the software.

Starting

To start the installed programs, use the Start menu at the lower left corner of the
screen. You will find your SoftMaker Office applications in a sub-folder called
SoftMaker Office.

Note: When you start PlanMaker for the first time, you will be asked to enter your name and address.
This information is not for the purpose of registering the program, but allows you to insert your name,
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mailing address, etc., in documents through the USERFIELD function. You can always change this
information later (see section “Preferences, General tab”, page 395).

Installing under mac0OS

You will find information about installing the software in the e-mail that you recei-
ved after purchasing it.

Error message appears when launching the installation program?

Depending on your system settings, you may receive the following error message
when you try to start the installation program:

“softmaker-office-2018-923.pkg"” can't be
) ; opened because it was not downloaded
9 from the App Store.

Your security preferences allow installation of only
apps from the App Store.

Safari downloaded this file today at 14:51 from
www.softmaker.net

i
This happens when your system's security settings specify that only programs that
have been downloaded from the App Store should be allowed to run.

Clicking on the question mark in the lower left corner of the message reveals how
you can launch the installation program anyway. A help window appears, recom-
mending the following procedure:

1. Close the error message.
2. Hold down the ctrl key and click on the installation program.
3. Acontext menu appears. Select the Open command.

4. A message appears asking if you really want to open this application. Confirm
this by clicking on the Open button.

The installation program will now start.
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Starting

After the installation is complete, icons for each of the installed applications will
appear in both the Launchpad and the Dock at the bottom of the screen. To start
one of the apps, click on its icon.

Installing under Linux

You will find information about installing the software in the e-mail that you recei-
ved after purchasing it.

Starting

In most Linux distributions, the installer automatically creates shortcut icons for all
SoftMaker Office applications in the menu. To start any of the applications, click
on the corresponding icon.

Alternatively, the following shell scripts are available for launching the programs:
m textmaker18free launches TextMaker

m planmakerl18free launches PlanMaker

m presentations18free launches Presentations

You can execute these scripts in a shell, for example.

Note: When you start PlanMaker for the first time, you will be asked to enter your name and address.
This information is not for the purpose of registering the program, but allows you to insert your name,
mailing address, etc., in documents through the USERFIELD function. You can always change this
information later (see section “Preferences, General tab”, page 395).

Installing on an Android device

FreeOffice: Currently, there is no Android version of SoftMaker FreeOffice
available. However, we are offering free versions of our Android apps from time
to time. Visit www.freeoffice.com to find out more.

The installation procedure on Android devices depends on where you purchased
the software:
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Purchased in Google Play Store

When you purchase an app using the Google Play Store on your Android device,
there is nothing you have to do: The app will be downloaded and installed automa-
tically, right after you bought it.

Purchased in Amazon App Shop

The same applies when you purchase an app in the Amazon App Shop on your
device: The app will be downloaded and installed automatically right afterwards.

Note: In case the installation aborts with an error message saying that apps from
“unknown sources” cannot be installed, please read the section “Allowing the
installation of apps from unknown sources” below.

Purchased on our website www.softmaker.com

If you have purchased SoftMaker Office directly on our website www.soft-
maker.com, proceed as follows to install the software:

1. Immediately after your purchase, you will receive an e-mail containing down-
load links for each of the individual components of SoftMaker Office. Click on
each of these links to download the respective installation archives (APK files).

2. If you are downloading these files on your Android device, the installation
might start automatically as soon as the download is finished — this depends on
the device. If the installation does not start automatically, you can always start
it manually: Launch any file manager of your choice and open the Download
folder on your SD card in it. There, tap once on each of the downloaded files.

If, on the other hand, you have performed the download on a different device
(for example, a PC), first copy the downloaded APK files to your Android de-
vice, and then tap on each of the files in a file manager.

This will start the installation process of the respective application.

Note: In case the installation aborts with an error message saying that apps from
“unknown sources” cannot be installed, please read the section “Allowing the
installation of apps from unknown sources” below.
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Allowing the installation of apps from unknown sources

If you have purchased the apps via the Amazon App Shop or directly from our
website, you might encounter an error message when trying to install the software:

Most Android devices are configured to allow the installation of applications only
from within Google Play Store. When you try to install an installation archive di-
rectly, an error message will appear, saying that apps from “unknown sources”
cannot be installed.

In order to be able to install the software, you must first allow the installation of
software from “unknown sources”. This can be achieved as follows:

1. Open the Settings of your Android device.

2. Tap on Security.

3. Activate the option Unknown Sources.

After that, you will be able to install SoftMaker Office as described above.

Hint: When the installation is complete, you should consider turning this option off
again for security reasons.
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Screen elements

On the following pages, the individual components of PlanMaker’s user interface
are described in detail.
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PlanMaker s application window (Windows version)

Note: Most of the illustrations in this manual were prepared with the Windows
version of PlanMaker. On other operating systems, some of the controls have a
slightly different appearance, but their modes of operation are identical.

Title bar

At the top of the application window, you will find the title bar.

(P PlanMaker - [Test.prdx *]

The title bar indicates the name of the application and the name of the current
document.
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If this document contains changes that have not been saved yet, a little asterisk is
displayed behind its name.

Menu bar

The menu bar is found directly under the title bar.

File Edit View Format Insert Table Object Tools Window Help

It contains all of PlanMaker’s commands in the form of clearly arranged menus.
Click on a menu item to open a menu and invoke a command.

Context menu
In addition, a menu called context menu is also available.

This menu contains different commands depending on the current situation. For
example, when you select some text and open the context menu, it will offer com-
mands for cutting, copying, or formatting that text.

Text

of= Cut Ctrl+X
gl Copy Ctrl+C
Pacte Ctrl+V

Character... Ctrl+2
é_ﬂ Character Style...

To open the context menu, you usually first select something in your document and
then click on that selection with the right mouse button.

Android: In the Android version, you can also open the context menu with your fin-
ger: Just tap on the screen and hold your finger there for about a second.
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Standard toolbar

The Standard toolbar is shown below the menu bar. It contains icons for the most
commonly used commands.

DoE bR fEvOv@-é m® AOHA & M- & v

Toolbars, such as the Standard toolbar, allow fast access to a program’s functions.
Each icon represents a specific command. If you click on it, the corresponding
command is invoked.

Tip: If you point the mouse cursor at an icon (without clicking) and hold it there,
a text box called a “tooltip” is shown. The tooltip describes the icon’s function.

There are additional toolbars in PlanMaker that you can turn on and off as you
choose. To do this, either invoke the menu command View > Toolbars or click
with the right mouse button on one of the displayed toolbars. A menu appears,
from which you can select toolbars that you would like displayed.

Customizing toolbars: You can customize the built-in toolbars to your liking and even
create your own toolbars. For more information, see the section “Customizing
toolbars”, page 426.

Formatting toolbar

The Formatting toolbar, which appears beneath the Standard toolbar, allows you to
format text by choosing the desired font and style, such as bold, italics, underline,
etc.

(2 Normal v | | Arial vl (10 v A v J U 1 = »

To choose, for example, a different font, click on the little arrow to the right of the
font name to open a list, and then select a font.

Other icons in the Formatting toolbar are switches that you can turn on and off by
clicking, for example, the B for bold.
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Edit toolbar

Below the Standard and the Formatting toolbar is the Edit toolbar.

>3

= % |AB/AS

The Edit toolbar contains the following control elements:

Cell address

The address of the currently active cell is displayed at the very left.

Symbols and input field for editing cell contents
To the right of the cell address are four icons and an input field.

Click into the input field to edit the content of the current cell. Or, to edit the cell
directly, simply click in the cell and begin typing. For detailed information on ente-
ring and editing cells, see section “Entering data in cells”, page 60.

The Edit toolbar icons have the following functions:

Icon Function

Invokes the Insert > Function menu command

=
=

=0 Accepts the user input in the input field (identical to pressing the Enter key
(<)
= Cancels the user input in the input field (identical to pressing the key)

For more information on entering formulas, see section “Entering formulas”, page
459,

Ribbon

If you have selected in the settings that you would prefer to use a ribbon interface
instead of classic menus and toolbars, the uppermost area of the program window
will look like this on your device:
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The ribbon and the Quick Access Toolbar (at the bottom)

Ribbons are a modern type of user interface supposed to replace menus and tool-
bars (by combining them) in order to simplify the handling of the software.

As you can see, the ribbon has several tabs that are displayed at its top (File, Ho-
me, Insert, etc.). You can switch between them with the click of a mouse. Each tab
contains icons for a specific topic.

The Quick Access Toolbar is displayed below the ribbon. It provides a selection of
the most frequently used commands.

Note: Up until now, the manual contains only basic information on how to opera-
te the software using the ribbon. More detailed instructions will be added in a
later edition.

Tip #1: A table showing which ribbon command corresponds to each menu
command can be found here: section “Menu commands and corresponding rib-
bon commands” (page 745).

Tip #2: You can access the classic menu also from the ribbon: Simply click on
the = icon in the Quick Access Toolbar to open it.

Tip #3: You can switch the user interface between ribbon and classic menus and
toolbars at any time. To do this, invoke the menu command Tools > Option (or,
in the ribbon, the command File > Options). In the dialog, switch to the
Appearance tab and click on the User Interface button. A dialog box appears in
which you can select the type of user interface you prefer.
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Document tabs

FreeOffice: The functions for working with Document tabs are not included in
SoftMaker FreeOffice. However, you can open several documents in different
program windows.

A bar with document tabs can be found below the Edit toolbar. It displays one tab
for each open document.

Bo  Untitled1 x o Chatpmd x Bu Solverpmd X% [ StockQuotes.. X

The document tabs bar
The following actions can be performed here:

m To make a document become the active document, click on its tab with the left
mouse button. This allows you to switch between the currently open documents
quickly.

m To close a document, click on its tab with the middle mouse button. (Alterna-
tively, left-click on the x icon displayed on the right of the tab).

Documents can also be opened in a new program window if desired. For details on
working with multiple documents at the same time, see the chapter “Working with
multiple documents” beginning on page 387.

Document

The document itself takes up the largest area of the program window. This is the
work area where you enter data, carry out calculations, etc.

Detailed information on editing the document and entering data can be found
throughout this manual; in particular, in the chapter “Editing worksheets”, page 57.

Worksheet register

Below the document is the worksheet register.
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A PlanMaker document can consist of multiple worksheets, which are layered like
a stack of paper sheets, one on top of another. With the worksheet register, you can
switch between the individual worksheets in a document (by clicking on its tab),
create new sheets, and manage the existing ones. For details, see the section
“Working with multiple worksheets”, page 85).

He |4 | [# [l =Sheet1= § Sheet? § Sheets | [/

In the illustration above, the document consists of three worksheets, with “Sheet1”
as the active worksheet.

Status bar

The Status bar is found at the bottom of the program window.

Create a new document Sheetl Ins AUTO

When you point to an icon or other control in the user interface with your mouse, a
short explanation of its function is displayed in the status bar.

Apart from that, the following information is provided in the status bar (from left
to right):

Example Explanation

On the very left, information is displayed about the toolbar icon or
menu entry that the mouse is currently pointing at.

Sheetl The name of the current worksheet is displayed here.

Sum=6 If just a single cell is selected, its content is shown here. If multiple
cells are selected, the sum of their cell contents is indicated. (You
can change the type of calculation displayed here with the Calcula-
tion in status bar option in the dialog box of the Tools > Options
menu command).

@ This icon lights up if the worksheet contains circular references. This
usually indicates an erroneously written formula — for example, a
formula in cell Al that refers to cell Al itself.

If you click this icon, PlanMaker selects the cell with the circular
reference. If you click again, it jumps to the next such cell (if more
of them exist).

Ins Shows whether Insert Mode (Ins) or Overstrike Mode (Ovr) is acti-
ve.
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AUTO

Ins: Insert mode is active — newly entered text will be inserted into
existing text.

Ovr: Overwrite mode is active — newly entered text will be written
over existing text.

The default setting is Insert Mode. You switch between these modes
by pressing the key.

Indicates the current input mode:

AUTO: Normal input mode — numbers are automatically recognized
as numbers, and formulas as formulas. This is the standard setting.

TEXT: Text input mode — everything you enter is interpreted as text,
including formulas and numbers.

To switch between these two modes, either click on the text “AU-
TO” in the status bar or press the key combination

(ctri){shifto](F4].

Note: If you switch to TEXT input mode, a single quotation mark (")
is automatically prepended to all numbers and formulas that you
enter, converting them into text — which can not be used for calcula-
tions anymore. (In order to turn text into numbers or formulas again,
switch back to AUTO mode and simply remove the leading quotati-
on mark.)

Additionally, a zoom slider can be found in the status bar:

+ 100%

To change the zoom level, either drag the slider with your mouse, or click on the
minus or plus icon. (See also section “Zoom level”, page 425.)
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PlanMaker basics

This chapter gives you a brief description of basic PlanMaker functions and termi-
nology.

Topics covered in this chapter:

m The structure of a spreadsheet
m Moving around in a worksheet
m Entering data and Deleting data

m Undoing changes

Starting a new document

Opening a document, Printing a document and Saving a document

Exiting PlanMaker

The structure of a spreadsheet

First, let’s have a look at how spreadsheets are organized.
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Spreadsheets are divided into lines and columns. Each spreadsheet can contain up
to 1 million rows and 16384 columns, labeled as follows:

m The rows are numbered.

m The columns are labeled with alphabetic characters: A to Z, then AA to AZ,
then BAto BZ, etc.

The matrix of rows and columns results in a cell grid. Each of the cells has its indi-
vidual coordinates: B5, for example, describes the cell in the fifth line of column B
(the second column). A3 would be the cell in the third row of column A (the first
column), etc. These coordinates are referred to as the cell address.

The cell address is very important because calculations often refer to other cells: If,
for example, you want to put twice the value of cell Al in cell A2, you would enter
in cell A2: =Al1*2.

Twice the value of Al is now displayed in A2. If you change the value in Al, the
resulting calculation of cell A2 is automatically updated.
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Moving around in a worksheet

If you enter data in PlanMaker, it is always inserted into the active cell. A thin dark
frame, known as the cell frame, indicates the active cell:

1

You can move the cell frame to another cell as follows:
Mouse: Click on the desired cell.

Keyboard: Use the arrow keys of the keyboard to move the cell frame. A list of
available keystroke commands can be found in the section “Keyboard shortcuts”
(page 758).

Entering data

In order to enter data into a cell, move to the desired cell using the arrow keys or
the mouse, and begin typing.

To complete your input, press the Enter key [(<].

To undo an input error, press the key. PlanMaker restores the previous cell
content.

Alternatively, use the following buttons of the Edit toolbar:

=,

m To accept the input, click the =’ button (identical to pressing the Enter key
().

m To cancel the input, click the % button (identical to pressing the key).

To edit the content of an already populated cell, double-click it, or navigate to the
cell and press the key.

For detailed information on this topic, see section “Entering data in cells”, page 60.
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Deleting data

There are several ways to delete data from a document:
m Deleting the content of a cell

In order to delete the content of a cell, navigate to the cell and press the
key — or choose the Edit > Delete menu command.

m Deleting only parts of the cell content

In order to delete only a part of the contents of a cell, double-click it. Alterna-
tively, navigate to the cell and press the key. This allows you to edit the
cell content and, for example, delete parts of it.

m Deleting the contents of multiple cells

To delete multiple cells at once, select them before you press the key or
choose the Edit > Delete menu command. For information on how to select
cells, see section “Selecting cells and cell contents”, page 64.

More detailed information on this topic can be found in the section “Deleting cells
and cell contents”, page 68.

Undoing changes

The Edit > Undo menu command reverses changes made to a document, one by
one, in reverse order. The Undo command can be used repeatedly, as desired.

Reversing the undo command

There is also an opposite to the Undo command, the menu command Edit > Redo.
It restores the action last undone and can also be used repeatedly.

For detailed information on this topic, see section “Undoing changes”, page 63.

Starting a new document

To begin a new document, invoke the menu command File > New.
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In the resulting dialog box, select a document template for the new document. To
create a document without any additional formatting, select the standard document
template NORMAL.PMVX. Press Enter or click OK to create the new document.

New program window: The New program window checkbox in this dialog has the
following meaning: If it is switched on, the new document will be opened in a new
program window. If not, the new document will appear in the existing window.
(Note: This option is not available in the Android version.)

For detailed information on using document templates, see section “Document

templates”, page 187.

Opening a document

To open an existing document, use the File > Open menu command.

A dialog box appears that can look, for example, as follows:

Organize = MNew folder

SoftMaker (3

Backup

Beispiele

Bullets

Designs 2016

Samples

Settings

Templates 2016
‘ Downloads

J’l Music o

« v P <« SoftMaker » Samples v @ Search Samples

E___, Energy Sources.pmd
E:_,Function names.pmdx
gﬂ Invoice.dbf

E_‘,, Sample.pmdsx

Quick path ] Mew window
[ Preview...

File name: |

v| All documents (*.pmdi™. prvg v~

File manager... Cancel

iE O @

o

The most recently accessed folder will display with all existing documents listed
(based on the listed file types). To choose the file to be opened, type its name in
manually or simply select a file from the list. Then click the Open button.
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New program window: The New program window checkbox in this dialog has the
following meaning: If it is switched on, the document will be opened in a new pro-
gram window. If not, the document will appear in the existing window. (Note: This
option is not available in the Android version.)

Opening other file formats

In addition to opening files created in PlanMaker’s default file format, you can also
open files created within other software, such as Microsoft Excel. To open a file
from another application, choose the format of the file you want to open from the
Files of type list. This will display all matches to that software’s file extensions in
the dialog.

You will find more information about this in chapter “Working with other file for-
mats”, page 373.

Previewing a document

When the Preview option is activated, a little box displaying a preview of the cur-
rently selected document is displayed alongside the dialog.

Using Quick Paths

With the Quick Path button, you can create quick paths in order to quickly move
to a specified folder when opening or saving files. This allows you to create a list
of your most frequently used folders, permitting much faster navigation.

You will find more information about this in section “Quick paths”, page 332.

Using the File manager
FreeOffice: The File manager is not included in SoftMaker FreeOffice.

The File manager button opens the integrated file manager. This shows a list of
your documents, and allows you to open, print, view, or delete them, as well as
perform searches.

You will find more information about this in section “The file manager”, page 334.
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Using the list of recently opened files

Tip: At the bottom of the File menu you will find a list of recently opened files.
Simply click on one of these files to open it again.

Printing a document

To print the active document, choose the File > Print menu command.

A dialog box appears, in which you can specify which parts of the document will
be printed.

For more information on outputting documents (printing, e-mailing, etc.), see the
chapter “Outputting documents”, page 353.

Saving a document

To save a document, choose the File > Save menu command. If the document has
not been saved before, PlanMaker will request a document name before saving.

Saving under a different name or in a different place

To save a document under a new name or location on your computer, use the menu
command File > Save as. This saves your document too, but you can first give it
another name or select another folder in which to save it.

Saving in a different file format

With the File > Save as menu command, you can also save a document in another
file format. To do so, simply choose the desired format from the Save as type list
before clicking the Save button. See also chapter “Working with other file for-
mats”, page 373.
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Saving all open documents

If you have multiple documents open at the same time, you can use the menu
command File > Save all to save all documents open in all the windows. PlanMa-
ker checks which of the documents have been altered since the last save and saves
only those that have been changed.

Exiting PlanMaker

To exit PlanMaker, use the File > Exit menu command.

If any of the open documents have been altered since they were last saved, Plan-
Maker automatically asks whether you would like to save them first.
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The PlanMaker Tour

Welcome to the PlanMaker Tour!

On the next few pages, we will introduce you to some of PlanMaker’s most im-
portant functions using some practical examples. Users unfamiliar with spread-
sheets should read this chapter thoroughly.

More advanced users are encouraged to browse through this section as needed.

Note: Most of the illustrations in this manual were prepared with the Windows
version of PlanMaker. On other operating systems, some of the controls have a
slightly different appearance, but their modes of operation are identical.

Five minutes of theory...

If, for example, you plan a computer purchase, you need to compare various sys-
tems, based on their hardware components: you will need a PC, a monitor, and a
printer. One vendor may offer a competitively priced computer; another one might
offer an inexpensive monitor, etc. Which is the best option?

To determine this, you have to add up the prices. So, you grab your pocket calcula-
tor, type in the numbers one by one, jot down the result — and become frustrated:
With every new offer, the game begins anew, even though the method of calculati-
on never changes, only the values do.

Such calculations can be carried out much easier with the help of a spreadsheet
application.

The first technique you will learn when using PlanMaker, is to make use of “vari-
ables.” Variables help you to generate abstract formulas, without the use of actual
number (or dollar) values. For instance:

computer + monitor + printer = total price
Abstracted:
atb+c=d

Without spreadsheets, such a formula has only practical benefit if you use a pro-
grammable calculator — you can enter the formula once, and then execute it many
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times. The calculator asks for the values one by one, and then shows the total valu-
e. This is not much of an improvement over repeated individual calculations...

First steps with PlanMaker

With these preliminary thoughts in mind, let’s look at how such problems can be
solved with PlanMaker.

When you start PlanMaker, the following screen will appear (Windows version):
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Most of the application window is taken up by your new worksheet. On the top, it
is bordered by a row of alphabetic characters, on the left by a column of numbers.

Let’s have a closer look at the worksheet.

The basic structure of a worksheet

As you already know from chapter “PlanMaker basics”, a worksheet is divided into
rows and columns. This is also visible through the gray lines that are displayed in
the worksheet.
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A dark frame that we call the cell frame surrounds the cell in the upper left corner.
The cell frame indicates which cell is currently active:

1

When entering data, it is always placed in the active cell.

You can use the arrow keys on your keyboard, e.g. and (=], to move the cell
frame from one cell to another. While you do that, take a look at the Edit toolbar
above the worksheet: at the very left, PlanMaker displays the address of the cur-
rently active cell. The address always consists of one or two alphabetic characters
and a number:

Al means column 1, row 1.
A5 means column 1, row 5.
D5 means column 4, row 5, etc.

The fact that every cell has a unique address is the key to all functions of a spread-
sheet. Remember the variables a, b, ¢ we talked about before? In PlanMaker, the
cells are used as variables. Therefore, you can enter calculations in a cell that refer
to other cells in your worksheet — and, for example, calculate the sum of several
cells in another cell.

Entering values and formulas

Enough theory for now! Let’s create our first calculation.

First we type in the price for the personal computer; under that, the price for the
monitor; and under that, the price for the printer. Suppose the prices are $799,
$425, and $199, respectively.

Use the arrow keys to go to cell B2, and enter the value 799. The value appears
both in the chosen cell and in the Edit toolbar above the table.

Note: Do not make the mistake of typing the letter “O” or “o0” instead of the nu-
merical digit “0”. Computers make a clear distinction between letters and num-
bers. PlanMaker would accept the input but interpret it as text. When attempting
to calculate with it, PlanMaker will generate an error message.
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Press the Enter key now to finish your input. The cell frame moves down one
row to cell B3. Type the value 425 here, and in the row below that type the value
199.

Hint: If you entered a wrong value and have already pressed the Enter key (<],
you can still correct your mistake. Move the cell frame to the cell with the error,
and enter the correct value. As soon as you press the Enter key (<], the old con-
tent is overwritten by the new input. You can also edit the content of already filled-
out cells by pressing the key.

Entering formulas
Let’s enter our first formula.

In order to calculate the total cost of our computer equipment, we have to add up
the unit prices. This is simple to do:

Go to cell B5 and type an = (equal sign). The equal sign shows PlanMaker that you
would like to begin entering a formula.

Now enter the formula. For this purpose, you use the cell addresses as “variables”.
Type in:

=B2+B3+B4

Note: Cell addresses are not case-sensitive, i.e., you can enter them in either upper
or lower case.

When you press the Enter key [ <], you will see the result of your first formula:

= =B2+B3+B4

L s | < | o |
799
425
199

1223

Let’s see what happens if you change the numbers in the cells. Replace 425 by 300,
or some other value. As soon as you press the Enter key (<], the result of the cal-
culation is updated immediately.

Regardless of what cells B2, B3 and B4 contain, PlanMaker will always sum them
up. If you get a quote for a computer system in which only the price for only one
component has changed, you only need to update that one value, and the new total
price will be displayed in cell B5.
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The SUM function

The example above is one method of adding up several numbers. But while this
method is adequate for a few numbers, it is clearly too cumbersome for adding 50
numbers - that would be one long formula! However, there are better ways to
achieve this: the arithmetic functions of PlanMaker.

Let’s find out more about them! First, make cell B5 the current cell; it contains the
formula you entered previously.

Next, delete the old formula by pressing the key, or by simply overwriting the
existing cell content. Now enter the following formula:

=SUM (B2:B4)

After you press the Enter key (<], you can see the result in the cell: the sum of the
cells B2 through B4.

PlanMaker has over 330 built-in arithmetic functions, and one of them is SUM.
The SUM function calculates the sum of the values that your formula references.
The expression in parentheses after the function name tells PlanMaker where to
start and stop totaling.

You have directed PlanMaker to start adding in cell B2 and stop in cell B4.
Between cell B2 and cell B4 sits one cell, B3, and it is included in the summing as
well. You could easily have specified a larger range, such as B2:B123.

The notation StartingCell:EndingCell can also be used when both row and column
changes. If, for example, you enter B2 as the starting cell and C4 as the ending cell,
these two coordinates form the corners of a rectangle. The formula =SUM(B2:C4)
would sum all numbers contained within this rectangle.

Using the Insert > Function dialog

To get an impression of the large number of arithmetic functions PlanMaker sup-
ports, choose the Insert > Function menu command. A dialog box will appear that
displays all the functions PlanMaker supports.
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Insert Function

Close

Category: Function:

ATan? = Operator

ATanH

AveDev * - - /
Mathematics
Financial mathematics Averaged % " &
Strings Averagelf
Database Averagelfs ( ] = =
Statistics B
Information Base * »= = ==
Logic v | |Bessell v

Average(Numberd, ...)

Returns the arithmetic mean of the given arguments.

Hint: In the Windows version of PlanMaker, you can retrieve a help page for
each function by selecting the function in the dialog and then pressing the
key.

Let’s try another function. Let’s calculate the average value of our three numbers in
the table. Proceed as follows:

Close the dialog box to return to the worksheet, and delete the contents of cell BS
again.

Choose the Insert > Function menu command. Select the category All functions
in the left list. Now scroll through the list on the right, down to the “Average” func-
tion. Double-click the Average function.

PlanMaker now places the Average function into the input field of the dialog box:

Average ()

In order to complete the formula, enter the cell range B2:B4 between the parenthe-
ses.

Alternatively, you can select the cell range right in the worksheet: left-click on cell
B2, then drag down the mouse to cell B4 (as you did in a previous example). If the
dialog box covers the cells you want to select, simply drag the dialog box out of
the way.

The completed formula should look like this:
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=Average (B2:B4)

If you click the Insert button now, this formula is placed into cell B5 and calcula-
ted immediately.

You have now learned about two of the more than 330 arithmetic functions of
PlanMaker. A comprehensive list of all functions can be found in section
“Functions from A to Z”, page 474.

Going three-dimensional

PlanMaker documents are not limited to single worksheets. If required, you can
stack several worksheets on top of each other — just like a stack of papers. PlanMa-
ker documents are therefore also called workbooks. Each workbook can contain up
to 256 worksheets.

The main advantage of this is that calculations in one worksheet can also refer to
cells in other worksheets of a workbook, in essence, letting you create “three-
dimensional” calculations.

As an example, if you maintain the financial records of three branches of a com-
pany on three worksheets, you can create a fourth worksheet that sums the financi-
al results of the three branches, giving you an integrated view of the company fi-
nances.

To add a new worksheet to a workbook, use the Worksheet > Worksheet > Insert
menu command. To switch between the individual sheets, use the worksheet tabs
on the worksheet register.

He |4 [ M =Sheetl= { Sheet? § Sheetd [ (G571

Simply click on the desired worksheet tab to switch the currently active worksheet.

For detailed information on this topic, see section “Working with multiple works-
heets”, page 85.

Changing the layout of worksheets

Let’s return to our first sample worksheet and improve the visual layout. PlanMa-
ker has many formatting functions that let you fine-tune how the worksheets look.
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Adding a headline

What is missing from our worksheet is a headline. Let’s enter one and increase the
font size to make it stand out.

Click on cell B1 to make it the active cell. Then, for example, type the following
text:

My first worksheet[+]

Changing character formatting
Next, let’s choose a different font for the heading — and make it a lot bigger.

For this purpose, first move the cell frame back to the cell B1 again. Open the font
list in the Formatting toolbar by clicking the small triangle to the right of the font
name.

m w
T Arial Black

T Calibri

T Calibri Light

T Cambria

T Cambria Math

T Candara

T Comic Sans MS

T Consolas

T Constantia

T Corbel

T Courier HNew

T i

T Franklin Gothic Medium

T Gabriols v

PlanMaker now displays a list of all fonts installed on your computer. Select the
Tahoma font (or any other font you like). Then open the list with the font sizes (at
the right of the font list). Select a font size of 24 point.

The remaining elements of the Formatting toolbar allow you to change the color of
text, and to apply various formatting attributes: B turns on bold printing, I switches
to italics, U underlines the text, etc.
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Changing number formatting

When it comes to formatting numbers, PlanMaker not only allows you to change
the character format of numbers (font face, font size, etc.), but you can also modify
their number format.

Let’s try this out: To display the values in the cells B2 through BS with a currency
symbol, proceed as follows:

First, select the cells of interest. To do so, click on the cell B2 and then — with the
mouse button still held down — move the mouse pointer to the cell B5.

Android: Please note that in the Android version, selecting cells is done in a qui-
te different way. For details, see the section “Selecting cells and cell contents”
(page 64).

When you have selected the cells to be changed, invoke the Format > Cell menu
command. A dialog with numerous options opens. We are only interested in the tab
named Number format: On this tab, simply choose the entry Currency from the
list and confirm with OK.

Result: A currency symbol is now displayed with values in the selected cells. Also,
the values are displayed with two digits after the decimal point.

There are many more number format options at your disposal, for example, you
can make values display as percentages, change their number of decimal places,
etc. Important: Applying a different number format to a value only changes its dis-
play — not the value itself.

You have now met a tiny part of PlanMaker’s options for improving the visual dis-
play of worksheets — many more are to be discovered. For more information on
this, see the chapter “Formatting worksheets” (beginning on page 145).

Charts

Before we end this tour, let’s have a quick look at charts.

In spreadsheets consisting of nothing but long columns of numbers, it is often hard
to interpret their meaning. PlanMaker provides easy ways to turn raw numbers into
charts that get the point across.

To insert a chart in a worksheet, select the values you want to base your chart on
and choose the menu command Object > New chart frame. A dialog box will
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open where you specify the type (pie chart, column chart, etc.) and the graphical
options (colors, headline, legend, etc.) of the chart. When done, the chart is inserted
into the worksheet.
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For more information on charts, see chapter “Charts”, page 265.

Outlook

The introductory part of the manual ends here. You now know everything about the
basic functions of PlanMaker. Next comes the reference section of the manual,
which contains detailed instructions on working with PlanMaker’s functions. Jump
to any chapter you want or just read on.

Enjoy!
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Editing worksheets

This chapter begins the reference section of the manual. This part of the manual
contains detailed descriptions of all features of PlanMaker, and is arranged by to-

pic.

In this first chapter you will find out how to enter data and how to edit worksheets.
The following topics are covered in this chapter:

m Entering data in cells

In the first section of this chapter, you will learn everything you need to know
about entering text, numbers, dates, calculations, etc. in cells.

m Undoing changes

If you make an error, you can reverse it with the help of the Edit > Undo menu
command. The Edit > Redo command is the counterpart to this, and reverses
the Undo command.

m Repeating commands

The Edit > Repeat menu command repeats the last command that you have
used with exactly the same settings.

m Selecting cells and cell contents
This section describes how to select cells using e.g. mouse or keyboard.
m Deleting cells and cell contents

You can use the menu command Edit > Delete to delete just the contents of
cells, or Worksheet > Delete cells to remove cells completely.

m Inserting new cells

The Worksheet > Insert cells menu command inserts new cells in your works-
heet and pushes the existing cells down.

m Moving and copying cells

Cells can be moved or copied by selecting them and either using the commands
in the Edit menu or dragging them using the mouse. Formulas that reference
cells are automatically updated when you move or copy cells.
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m Pasting cells selectively

The Edit > Paste special menu command lets you insert the content of the
clipboard. You can specify exactly what to be pasted; for example, just the va-
lues or just the formatting.

m Filling cells automatically

The Edit > Fill menu command allows you to fill ranges of cells with identical
values or a series of values.

m Working with multiple worksheets

You can create multiple worksheets in a single document and stack them like a
pile of paper. Formulas in one worksheet can reference cells in other works-
heets, enabling you to do “three-dimensional” calculations.

m Naming cell ranges

With the Worksheet > Names menu command, you can assign a name to a
range of cells and use this name in formulas; for example, =SUM(Sales) instead
of =SUM(AL:A5).

m Sorting cells

The Worksheet > Sort menu command sorts ranges of cells according to one
or more criteria.

m Transposing cells
FreeOffice: The Transpose feature is not included in SoftMaker FreeOffice.

The Worksheet > Transpose menu command exchanges the row and column
orientation of a selected cell range.

m Distributing text into multiple columns

FreeOffice: The Text to columns feature is not included in SoftMaker Free-
Office.

The Worksheet > Text to columns menu command allows you to distribute
text entered in one table cell into multiple columns.

m Filtering cells by their contents

The Worksheet > Filter menu command filters ranges of cells so that only
cells that meet certain criteria are displayed.
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m Analyzing tables

This section covers tools that can be helpful for analyzing tables and detecting
errors, including a command for displaying formulas instead of results, syntax
highlighting, a watch window for cell contents, and several commands for audi-
ting the formulas in a table.

m Updating tables

The calculations in a table are kept up-to-date automatically. Whenever you
change the content of a cell, PlanMaker recalculates the entire workbook. If re-
quired, you can turn this behavior off and use the Tools > Recalculate menu
command to update the table manually.

® Inserting comments

With the Insert > Comment menu command, you can attach comments to a
cell. If you move the mouse over such a cell, the comment will be displayed.

m Goal-seeking

With the Tools > Goal seek menu command, you can “reverse” the order of a
calculation (using an approximation method). The Goal Seeker is able to de-
termine what value a certain portion of a calculation must meet to extract a pre-
defined result from the calculation.

m Scenarios
FreeOffice: The Scenario feature is not included in SoftMaker FreeOffice.

The Tools > Scenarios menu command allows you to create and display “sce-
narios”. Scenarios can be used to observe how the calculations in a worksheet
change when the values in specific cells are altered. This enables you to per-
form all kinds of “what-if” analyses.

m Consolidating data

FreeOffice: The Data consolidation feature is not included in SoftMaker
FreeOffice.

The Worksheet > Data consolidation menu command allows you to evaluate
data from multiple cell ranges, for example, in order to calculate their total
sums.
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m Tables in tables

FreeOffice: Creating Tables in tables is not included in SoftMaker Free-
Office.

When you can select a cell range and then invoke the Worksheet > New table
menu command, PlanMaker will create a “table in a table” from it.

This has the following effects: The cell range is automatically formatted with a
so-called table style. You can switch to a different table style anytime in order
to change the appearance of the entire cell range at once. Apart from that, an
AutoFilter is applied to the “table” automatically. Additionally, special tools li-
ke adding a total row are available.

m Freezing rows and columns

With the View > Freeze menu command, you can freeze the top rows and/or
columns of a worksheet on the screen. This will cause them to stay in place
when you scroll the worksheet — ideal for row or column headings.

m Inserting special characters

The Insert > Symbol menu command can be used to enter special characters
that are not readily available from the keyboard.

See the following pages for detailed information.

Entering data in cells

In order to enter data into a cell, navigate to the desired cell with the arrow keys or
mouse, and begin typing.

Press the Enter key to complete the input.

If you made an error during input, press the key instead of the Enter key
(«]. PlanMaker discards what you just typed and restores the original cell content.

Alternatively, use the following buttons of the Edit toolbar:

=,

m To accept the input, click the =’ button (identical to pressing the Enter key
().

m To cancel the input, click the % button (identical to pressing the key).

60 o Editing worksheets Manual PlanMaker



To modify the contents of a cell, navigate to the cell and press the function key
(F2], or simply double-click on the cell.

Notes on entering numbers

m Always enter numbers using the decimal separator specified in the regional
settings of your computer (either decimal point or decimal comma).

m Numbers can also be entered in scientific (exponential) notation. 4E03, for
example, corresponds to 4 * 1073, which equals 4000. 4E-03 corresponds to 4 *
107-3, which equals 0.004.

m Numbers can also be entered as fractions; for example, 2 1/2 corresponds to
2.5.

m Numbers can also be entered as percentages; for example, 70% corresponds to
0.7.

Note: You can change the format of numbers using the Format > Cell menu com-
mand. See section “Number format”, page 150.

Notes on entering dates

m Dates can be entered in various formats; for example, 09/25/18 or 9/25/2018
etc.

m You can enter dates between January 1st, 1900 and December 31st, 2500.
m |f you enter the year with only the last two digits, it is interpreted as follows:
00 to 29 -> 2000 to 2029
30 to 99 -> 1930 to 1999
Examples:
1/1/29 is treated as 1/1/2029.
1/1/30 is treated as 1/1/1930.
m Times can be entered in numerous formats, for example:
9:30
09:30
09:30:00
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09:30:00 AM
etc.

m You can combine a date and a time in a single cell by typing the date, a space,
and the time. For example, when you type in 9/25/18 6:00, PlanMaker knows
that you mean the 25th of September 2018 at 6:00 am.

Note: Spreadsheets store dates and times internally as numbers (so that calculations
can be carried out with them). The number O represents 1/1/1900, the number 1
stands for 1/2/1900, etc. The time is stored in the fractional part of the number.

However, you don’t have to worry about this. Simply enter dates and times in your
preferred way. PlanMaker automatically converts your input into a number but will
display it formatted in date/time format.

To learn more about changing the format of dates and times, see section “Number
format”, page 150.

Notes on entering logical values (Boolean values)

m To enter a logical value in a cell, type in either TRUE or FALSE.

Notes on entering formulas
m Formulas must always begin with an equal sign; e.g., =2+5.

m The Insert > Function menu command lets you easily compose formulas by
picking PlanMaker’s arithmetic functions from a list. Of course you can also
input formulas manually.

m Detailed information on creating formulas is available in the chapter “Formulas
and functions”, page 457.

B For descriptions of all arithmetic functions, see section “Functions from A to
Z”, page 474,

Notes on entering text
m To input text in a cell, simply type it in.

B In some rare cases, you may want to “force” PlanMaker to consider a number
as text. This can be achieved by putting a single quotation mark in front of the
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number. For example, when you enter '42 (including the single quotation mark),
PlanMaker will treat this as text, not as a number.

m Hint: When you have entered several text entries in a column (one on top of
each other), you can open a selection list of these entries by pressing the key
combination in a cell directly above or below the entries.

A list of all text entries directly above and below this cell will open. You can
now select one of these entries and press the Enter key to paste it into the
cell. This can save you a lot of time when you have to enter a large number of
identical text entries.

Note: This feature works only with text entries — not with numbers, dates, or
formulas.

m Another hint: In addition, while you type text in a cell, PlanMaker automatical-
ly makes suggestions from the existing text entries found in the cells above and
below this cell.

Example: You have entered the values “New York”, “Rio”, and “Tokyo” in a
column. If you now go to the cell below these entries and type the letter “N”,
the program will automatically suggest “New York™. If you type the letter “T”,
“Tokyo” is suggested, etc.

Mew York
Rio

Tokya
Mew York

To accept the suggestion, press the Enter key [«']. To reject it, simply continue
typing or press the key.

Note: In case you do not want PlanMaker to make suggestions while you are
typing, you can always turn this feature off. Choose the menu command Tools
> Options, switch to the Edit tab and deactivate the Autocomplete Cells opti-
on.

Undoing changes

With the menu command Edit > Undo you can cancel recently completed modifi-
cations to a document. For example, if you format text in another font, you need
only invoke the Undo command and the new formatting will be removed.
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This works not only with formatting, but also with practically all kinds of changes
— s0 you can also, for example, undo the entry or deletion of text.

The Undo command can be applied repeatedly as needed. For example, invoke it
five times to cancel the last five changes.

Redoing undone actions

There is also an opposite to the Undo command, the menu command Edit > Redo.
It restores the effect of your most recently canceled action. So you can undo the
cancellation of a change.

This command can also be invoked repeatedly. For example, if you invoke the Un-
do command five times, the last five changes are canceled. If you then invoke the
command Redo five times, you get back the original text.

Repeating commands

The Edit > Repeat menu command repeats the last command that you have used
with exactly the same settings.

This is very useful especially when formatting a document. For example, when you
have just changed the font of a cell using the Format > Character menu com-
mand, you can navigate to other cells and choose the menu command Edit >
Repeat. This will apply the font change to the other cells as well — as if you had
invoked the Format > Character command once again, with the same settings.

There are many other commands that can be repeated as well.

Selecting cells and cell contents

Some PlanMaker commands allow you to first select the range of cells to which
you want the command to apply.

For example, when you select some cells and then invoke the Edit > Delete menu
command, all of these cells will be deleted.
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You can even select non-contiguous cell ranges (using the Ctrl key)

Depending on the operating system in use, the way you proceed when selecting
something is a bit different. For that reason, this section is split into two parts:

m Selecting in the Windows, Mac, and Linux version

m Selecting in the Android version

Selecting in the Windows, Mac, and Linux version

In the Windows, Mac, and Linux version of PlanMaker, you can select cells and
cell contents as follows:

Using the mouse for selection
To select something with your mouse, proceed as follows:
m Selecting cell ranges

You can select arbitrary cell ranges by pressing and holding the left mouse but-
ton while you drag the mouse pointer over the cells to be selected.

m Selecting whole rows and columns

An entire column can be selected by clicking on its column header. Column
headers are buttons displayed above the table, labeled A, B, C, and so on.

There are also row headers for each row. They are located at the left of the table
and labeled 1, 2, 3, etc. If you click on a row header, the entire row is selected.
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If you left-click and drag the mouse over several column or row headers, you
can conveniently select multiple columns or rows at the same time.

m Selecting the entire worksheet

The command button in the top left of the worksheet window (above the “1”
and left of the “A”) will select the entire worksheet, as will the Edit > Select
all menu command.

m Selecting a single cell

To select a single cell, click on that cell, drag the mouse pointer to a neighbo-
ring cell, and drag it back again (while keeping the left mouse button pressed).

m Selecting non-contiguous cell ranges

You can also select non-contiguous (not connected) ranges of cells. For this
purpose, hold down the key and use the mouse to select a range of cells
as described above.

m Selecting just a part of a cell content
To select just a part of a cell content, proceed as follows:

First, double-click on the cell (in order to edit it). Then, drag the mouse cursor
over the characters that you want to select (while keeping the left mouse button
pressed).

m Selecting objects

To select an object (e.g. a picture, a drawing, etc.), simply click on it with the
mouse. A frame appears around the object to indicate that it is selected.

Using the keyboard for selection
With the keyboard, ranges of cells can be selected as follows:
m Selecting cell ranges

To select a range of connected cells, navigate to the cell to start with, hold
down the Shift key [«], and select the cells by navigating with the arrow keys.

For example, if you navigate to cell B5, hold down the Shift key (], and press
five times, the cells B5 to B10 will be selected. You can find a list of all
key combinations suitable for navigating in a table in the section “Keyboard
shortcuts” (page 758).
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m Selecting a single cell

To select a single cell, navigate to that cell, hold down the Shift key [«], use
any arrow key to select a neighboring cell, and then go back to the original cell.
(For example, press and then [(shifte](«<]).

m Selecting non-contiguous cell ranges

Non-contiguous cell ranges can only be selected with the mouse (see above).
m Selecting just a part of a cell content

To select just a part of a cell content, proceed as follows:

Navigate to the cell of interest and press the key (in order to edit the cell).
Then, use the arrow keys together with the Shift key (] to select text in the
usual manner.

m Selecting objects

Objects can be selected only with the mouse (see above).

Selecting in the Android version

In the Android version, the procedure for selecting something is a bit different. You
can use either your finger or a mouse. Proceed as follows:

m Selecting cell ranges
On Android devices, you can select cell ranges as follows:

Tap on the starting cell once. (You should not see a blinking text cursor in the
cell now.)

Wait a little moment, then tap on the same cell once more, and drag your finger
to the cell where you want the selection to end.

m Selecting just a part of a cell content
To select just a part of a cell content, proceed as follows:

Double-tap on the cell in order to edit it. (The text cursor should start blinking
in the cell.)

Inside the cell, double-tap on the word that you want to start your selection
with. The word has now been selected. Large “handles” appear before and after
it:
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Lorem [ dolor

d b

These two handles represent start and end of the selection. They allow you to
extend the selection easily: Simply drag these handles to the desired positions.

m Selecting objects

To select an object (picture, drawing, etc.), tap on it. A frame appears around
the object to indicate that it is selected.

Deleting cells and cell contents

There are two methods for deleting data in a worksheet:
m Deleting the contents of cells

If you use the Edit > Delete menu command, only the contents of the selected
cells are removed.

m Deleting whole cells

If you use the Worksheet > Delete cells menu command, the selected cells will
be removed completely and the other cells move up to take their space.

In addition, PlanMaker offers two commands especially for deleting empty rows
and duplicate rows:

m Deleting empty rows

FreeOffice: The Remove empty rows menu command is not included in
SoftMaker FreeOffice.

To delete all empty rows in a certain range of rows, select the rows of interest
and invoke the menu command Worksheet > Remove > Empty rows.

m Deleting duplicate rows

FreeOffice: The Remove duplicate rows menu command is not included in
SoftMaker FreeOffice.
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To delete all duplicate rows in a certain range of rows, select the rows of inte-
rest and invoke the menu command Worksheet > Remove > Duplicate rows.

See the following pages for detailed information.

Deleting the contents of cells
To delete the contents of cells, proceed as follows:
1. Select the cells of interest.

(For information on how to select cells, see section “Selecting cells and cell
contents”, page 64.)

2. Invoke the Edit > Delete menu command — or simply press [pe1], the keyboard
shortcut for this command.

This will remove only the contents of the cells, not the cells themselves.

Selective deletion

If you use the menu command Edit > Delete special instead of Edit > Delete, you
can determine exactly what will be deleted.

PlanMaker will show a sub-menu with the following options:
m All

Delete everything — cell contents as well as formatting, comments, conditional
formatting and input validation.

m Formatting

Remove only the formatting (number format, character format, background
shading, borders, etc.).

m Contents
Delete only the contents, keep everything else (formatting, comments, etc.).
m Comments

Remove only comments that have been added to the selected cells, leaving both
content and formatting intact (see section “Inserting comments”, page 115).
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m Conditional formatting

Remove only the conditional formatting (see section “Conditional formatting”,
page 190).

= Input validation

Remove only the input validation (see section “Input validation”, page 198).

Deleting whole cells

The Worksheet > Delete cells menu command not only deletes the content of the
selected cells but also removes them from the worksheet completely.

A dialog box will appear in which you can determine how the other cells will move
after the deletion.

e

O Move cells to the Jeft Cancel

() Remove complete rows

(O Remove complete columns

Options available:
= Move cells up
The selected cells are removed, and the cells below move up.
m Move cells to the left

The selected cells are removed, and the cells to the right of them move to the
left.

= Remove complete rows

The entire row(s) including the selected cells are removed, and the rows below
move up.

m Remove complete columns

The entire column(s) including the selected cells are removed, and the columns
right of them move to the left.
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Deleting empty rows

FreeOffice: The Remove empty rows menu command is not included in SoftMa-
ker FreeOffice.

To delete all empty rows in a certain range of rows, select the rows of interest and
invoke the menu command Worksheet > Remove > Empty rows.

PlanMaker scans this range for rows that are completely empty, (i.e. where none of
its cells is filled with a value) and deletes all matching rows.

Note

Normally, you use this command with a range of entire rows selected. However,
you can also select a cell range that doesn’t consist of entire rows. In that case,
PlanMaker will first ask you if you want it to delete matching rows entirely:

m If your answer is Yes, the entire row will be deleted for all matching rows.

m If your answer is No, only cells inside the selection will be deleted. The cells
left and right of the selection are not affected.

Deleting duplicate rows

FreeOffice: The Remove duplicate rows menu command is not included in
SoftMaker FreeOffice.

To delete all duplicate rows in a certain range of rows, select the rows of interest
and invoke the menu command Worksheet > Remove > Duplicate rows.

PlanMaker scans this range for rows that are completely identical, (i.e. where the
contents of all cells in one row are identical to another row) and deletes these
duplicate rows.

Note

Normally, you use this command with a range of entire rows selected. However,
you can also select a cell range that doesn’t consist of entire rows. In that case,
PlanMaker will first ask you if you want it to delete matching rows entirely:

m If your answer is Yes, the entire row will be deleted for all matching rows.
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m If your answer is No, only cells inside the selection will be deleted. The cells
left and right of the selection are not affected.

Inserting new cells

The Worksheet > Insert cells menu command inserts new cells, rows or columns
in a worksheet.

Insert Cells *

() Move cells to the right Cancel

(O Insert complete rows

(O Insert complete columns

A dialog window appears where you can choose in which way the cells should be
inserted. Options available:

= Move cells down

PlanMaker will insert as many cells as were selected before executing this
command. If nothing was selected before, just one cell will be inserted.

The cells below the insertion are moved down.
m Move cells to the right

Same as above, but the cells to the right of the insertion are moved to the right.
m Insert complete rows

PlanMaker will insert as many complete rows as were selected before executing
this command. If nothing was selected before, just one row will be inserted.

The rows below the insertion are moved down.
m Insert complete columns

PlanMaker will insert as many complete columns as were selected before exe-
cuting this command. If nothing was selected before, just one column will be
inserted.

The columns to the right of the insertion are moved to the right.
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Moving and copying cells

All operating systems supported by PlanMaker have a built-in clipboard.

Using the clipboard allows the user to select worksheet content, and put it on the
clipboard, either by copying it from the worksheet or by cutting it from the works-
heet. Once in the clipboard, it can be pasted elsewhere in the worksheet. In this
way, cells (and also objects) can be deleted, duplicated or moved.

You will find all the necessary commands in the Edit menu:

Command Explanation

Cut The Edit > Cut menu command removes the selection and places it
on the clipboard.

Copy The Edit > Copy menu command copies the selection to the clip-
board.

Paste The Edit > Paste menu command inserts the contents of the clip-
board to the active cell. You can paste the content of the clipboard
repeatedly.

These commands can also be used with objects (pictures, charts, etc.)

Pasting into a selected cell range

When you copy cells to the clipboard and select a range of cells before inserting
them with the Paste command, the pasted cells will be fit into the selection, as
follows:

m If the selected cell range is smaller than the cell range to be pasted, all cells
which do not fit are omitted.

m If the selection is larger than the cell range to be pasted, the cells are repeated
until the selected range is completely filled.

m There’s one exception:

If the selected cell range consists of just one row, PlanMaker will still paste all
columns of the source cells.

The same applies when the selected cell range contains only one column.
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Moving and copying using the mouse (“Drag and Drop”)
Note: This feature is not available in the Android version.

To move or copy cells using the mouse: Select the cells, drag them to a different
place, and drop them there. This technique, called “Drag and Drop”, provides a
particularly quick method for moving and copying.

Proceed as follows:

1. Select the cells that you want to drag to another location.
2. Point at the selection with your mouse.

3. Press and hold the left mouse button.

4. Drag the mouse, with the left mouse button still held down, to the desired loca-
tion.

5. When you release the mouse button, the cells will be moved to the target locati-
on.

If you hold the key down while releasing the mouse button, the cells will
instead be copied to the new location.

If you hold the key down while releasing the mouse button, a dialog
appears where you can choose if you want the cells to be copied or moved.
When you choose “Copy”, you can also specify if just the cell contents should
be copied or also their formattings.

Hint: To move or copy a single cell, you can also use the following method: Click
on the cell once to make it the active cell. Click on it again and hold the left mouse
button. After about one second, the mouse cursor changes, indicating that you can
now drag the cell around (as described above).

Moving and copying formulas containing relative coordinates

If you copy cells that contain formulas, the cell addresses in the formulas are au-
tomatically updated to the new location.

For example:

Suppose you have a formula in cell A7 that adds up the values from the four cells
above:

=SUM(A3:A6)
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If you copy this formula to cell B7, PlanMaker will automatically update the for-
mula so that it will work again with the four cells above the new position. Cell B7
will therefore contain the following formula:

=SUM(B3:B6)

If you do not want this to happen, use absolute cell addressing instead of the usual
relative cell addressing (see section “Relative vs. absolute cell references”, page
462).

Pasting cells selectively

In addition to common clipboard operations like Cut, Copy, and Paste, PlanMaker
offers the Edit > Paste special menu command which gives you more control over
how the clipboard content is pasted into your document.

In detail:

When you place information in the clipboard using the Cut or the Edit command,
this information is saved there in several formats. For example, if you cut or copy
text, the text is saved both in formatted form and in unformatted form.

Normally, you don’t need to be concerned about this, because PlanMaker automa-
tically selects the most appropriate format when it inserts the content of the clip-
board in response to a Paste command. However, if you need to, you can select the
format in which the content is to be inserted yourself. You use the menu command
Edit > Paste special to do this.

When you invoke this command, a dialog box appears and presents you with a list
of all the formats in which the information currently residing in the clipboard is
saved. When you select a format from the Paste as list and then confirm with OK,
the content of the clipboard is inserted in the selected format.

If you have copied cells to the clipboard, the dialog offers some additional options,
as follows:
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Paste Special

Source: | oK
PlanMaler

Cancel
Paste az:

Planmakerdata |G Paste feference

Paste content
Paste cell contents
[ Convert formulas to values

[] Ignore comments

Paste formatting

All

Murmber format Input validation

Cell format Conditional formatting
Borders Shading

Paste cell dimensions

[ Column width [] Row height
Options

[] Transpose [] Skip empty cells
Operation:

Mone ~

Options available:

Paste content

These options allow you to control how the content of the cells in the clipboard

should be inserted when they are pasted.
Options available:

m Paste cell contents

If this option is checked, the content of the copied cells is pasted. If it is not

checked, just their formatting is pasted.
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m Convert formulas to values

If this option is checked, PlanMaker will paste the results of formulas in the
copied cells — rather than the formulas themselves. For example, if the clip-
board contains a cell with the calculation “=A1%*2”, PlanMaker will calculate its
current value and paste the result as a fixed number.

m Ignore comments

If this option is checked, comments attached to the cells in the clipboard will
not be pasted.

Paste formatting

These options allow you to control if the formatting of the copied cells should be
retained when they are pasted.

Options available:
m All

The cells in the clipboard retain their entire formatting when they are pasted.
(Choosing this option activates all the other options listed below.)

m Number format

The cells retain their number format when they are pasted.
m Cell format

The cells retain their cell format when they are pasted.
m Input validation

The cells retain their input validation settings when they are pasted.
m Conditional formatting

The cells retain their conditional formatting settings when they are pasted.
m Borders, Shading

The cells retain their borders/shading when they are pasted.
m Column width, Row height

The cells retain their column width/row height when they are pasted.
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Paste cell dimensions

These options allow you to control if the cell sizes of the copied cells should also
be transferred to the target cells on pasting.

Options available:
m Column width

The cells retain their column width when they are pasted.
m Row height

The cells retain their row height when they are pasted.

Options
This section contains the following additional options:
m Transpose

If this option is checked, the row and column order of the cells will be exchan-
ged when they are pasted. Rows become columns, and columns become rows.

m Skip empty cells

If this option is checked, empty cells amongst the cells in the clipboard will be
skipped when they are pasted. Accordingly, if you paste an empty cell over an
existing cell, the existing cell will keep its current content and formatting.

m Operation

This option can be useful when you paste cells over existing cells. It allows you
to combine the existing values with the values to be pasted by performing basic
arithmetic operations.

Options available:

None: Do not combine the existing values with the values in the clipboard. Just
overwrite the existing values. This is the default setting.

Add to destination: Add the values in the clipboard to the existing values.

Subtract from destination: Subtract the values in the clipboard from the exis-
ting values.

Multiply with destination: Multiply the existing values by the values in the
clipboard.
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Divide the destination: Divide the existing values by the values in the clip-
board.

Example: Copy a cell that contains the value 2 to the clipboard. Go to a cell that
contains the value 8 and invoke the Insert > Paste special menu command. If
you choose the option Add to destination, the cell will contain the value 10
now (8+2=10).

“Paste reference” button

This button ignores any settings made in this dialog, since it has the following spe-
cial function:

When you copy cells to the clipboard, invoke the Edit > Paste special menu com-
mand and click on the Paste references button, cell references to these cells are
inserted rather than their content.

For example, when you copy the cell B15 to the clipboard, using this button will
insert the cell reference =B15.

Hint: This even works when cells have been copied to the clipboard from within
a different document. In this case, PlanMaker will insert an external cell refe-
rence (see section “External cell references”, page 463 for details).

Filling cells automatically

You can use PlanMaker’s Fill function to quickly copy the content of one cell to
other cells — or to create an increasing or decreasing number series across cells.

There are two ways to use this function:

Filling with the mouse

To fill cells automatically using the mouse:

1. Enter the initial value in a cell.

2. Click on that cell (to make it the currently selected cell).

3. With your mouse, point to the small rectangle in the bottom-right corner of the
cell frame (marked in red color in the illustration below):
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4.

Drag this rectangle, while holding the mouse button down, to cover the desired
range of cells. Release the mouse button when the target position has been
reached.

All cells in the selection you created have now been automatically filled.

What the cells are filled with depends on the content of the initial cell:

m If the initial cell contains text, PlanMaker fills all cells with this text.

m If the initial cell contains a number (e.g., 42), PlanMaker fills successive cells

with incrementing values (in this case, 43, 44, 45, etc.).

Hint: If you do not want PlanMaker to fill the cells with a series of numbers
but, instead, duplicate the value 42 in all cells, press and hold the key
while you are dragging with the mouse.

To control the fill function precisely, press and hold the key while dragging.
A dialog box (described below) will appear, providing full control over how the
cells are filled.

Filling with the keyboard

To fill cells automatically using the keyboard:

1.

2.

3.

6.

Enter the initial value in a cell.

Select this cell and all cells you want to be filled.

Choose the menu command Edit > Fill.

Select a fill direction from the sub-menu (left, right, up or down).

In the resulting dialog box, you can precisely define the way the cells will be
filled (see below).

When you’re done, click OK to confirm.

The dialog box appearing during this procedure looks as follows:
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Source Series type Date unit
O Auto @ Days

Format (O Arithmgtic (O Workdays Cancel
(") Geometric (C) Months
Action (®) Date O Years Edit lists...
O Copy
® Increment
Increment: 1

[J Increment each cell separately

The dialog offers the following options:
m Source
Activate the Contents option if you want the cells to be filled with values.

Activate the Format option if you also want the formatting of the source cells
to be continued in the new cells.

By default, both options are checked.
m Action

This option is equivalent to pressing the key during filling with the
mouse. It lets you determine whether to copy values or to increment them from
cell to cell:

If the initial cell contains the number 42 and you select Copy, all cells will be
filled with the value 42.

If you choose Increment, successive cells will be filled with a series of num-
bers (in this case, 43, 44, 45, etc.).

The numerical increment can be specified using the other options in this dialog:
| Series type

Lets you specify how the series of values is continued:

Auto:

Arithmetic series with automatic increment. Here, each new value will be in-
creased by an increment that is determined by PlanMaker automatically.
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For example, if you continue two cells containing the values 10 and 20, the new
cells will be filled with 30, 40, 50, etc. (see also tips and tricks in the next sec-
tion).

Arithmetic:

Avrithmetic series. Here, each new value will be increased by the value entered
in the Increment input box.

For example, if the initial cell contains the value 1 and you specify an incre-
ment of 2, the new cells will be filled with 3, 5, 7, 9, 11, etc.

Geometric:

Geometrical series. Here, each new value will be multiplied by the value en-
tered in the Increment input box.

For example, if the initial cell contains the value 1 and you specify an incre-
ment of 2, the new cells will be filled with 2, 4, 8, 16, 32, etc.

Date:

Date series. Here, each new value will be increased by the specified increment
in the chosen date unit (see below). Note: This type of series only works cor-
rectly if the initial cell contains a date.

For example, if the initial cell contains the date 1/1/2018, the increment is set to
1, and the Date unit is set to “Months”, the new cells will be filled with
2/1/2018, 3/1/2018, 4/1/2018, etc.

m Date unit
This option is only available if the Series type is set to “Date”.
It allows you to specify the unit of the increment:
Days: increment by days

Workdays: increment by days, excluding Saturdays and Sundays. For examp-
le, if the initial value is a Friday, the next value would be the Monday (not Sa-
turday).

Months: increment by months

Years: increment by years
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® Increment

Lets you specify the amount by which each value will increase from cell to cell.
For examples, see above.

Positive or negative increment values can be used.
This option is not available if the Series type is set to “Auto”.
m Increment each cell separately

When this option is turned on, the specified increment will be added to each of
the currently selected cells individually.

Example: Let’s assume you have selected three cells containing the values 1, 2,
and 3, and try to fill the cells below them.

When this option is turned off, the sequence from the source cells is simply
continued, and the cells are filled as follows:

4,5,6,7,8,9,10, 11, 12, etc.
When you turn it on, the cells are filled as follows:
2,3,4,then 3, 4, 5, then 4, 5, 6, etc.
m Edit lists button
You can create custom lists for the Fill command.

For example, if you create a list with the content “Red”, “Green”, and “Blue”,
and later start a fill operation from a cell that contains the text “Red”, PlanMa-
ker will continue the series and fill with Green, Blue, Red, Green, Blue, etc.

This button invokes the Tools > Edit lists menu command that allows you to
create such lists. See section “Customizing AutoFill lists”, page 449.

Tips and tricks for automatic filling

As described on the last pages, PlanMaker provides many options for filling cells
automatically. This section offers some tips and tricks to help you effectively use
this very useful feature.

Hint: The quickest way to fill a range of cells is to drag the small rectangle in the
bottom-right corner of a cell with the mouse in the appropriate direction. Plan-
Maker then sets the series type to “Auto”, which means that it will automatically
figure which values to use to fill the cells.

Manual PlanMaker Editing worksheets o 83



m Filling with text

To fill cells with text, simply enter the desired text in the first cell. Then, drag
the small rectangle in the bottom-right corner of the cell over the cells you want
to fill.

m Filling with numbers

If you use the mouse to fill cells with numbers, PlanMaker will automatically
determine the increment.

For example, if you drag the small rectangle from a cell with the value 42, the
other cells will be filled with the values 43, 44, 45, etc.

If the initial cell value is 10, and the next cell value is 20, and you select both
cells and drag the small rectangle down, PlanMaker automatically recognizes
how to continue this series and fills the other cells with 30, 40, 50, etc.

m Filling with formulas

If you use the mouse to fill cells with formulas, PlanMaker automatically at-
tempts to update the formulas in the new cells with incremented cell addresses.

For example, the formula =A1*2 in the initial cell will be updated to =A2*2,
=A3*2, etc., in the other cells.

m Filling with dates
Filling with dates is identical to filling with numbers:

Enter the starting date in the initial cell and drag the small rectangle over the
desired cells. PlanMaker will add one day in every new cell.

If desired, use the Edit > Fill menu command to define whether to increment
by days, months, or years.

m Filling with structures

As you have already learned, it is possible to select multiple initial cells before
starting the filling operation.

If the initial cells contain both text and numbers, PlanMaker will attempt to
find a pattern in these values. For example, if you enter the values 1, 2, text,
PlanMaker will continue the series with 3, 4, text; 5, 6, text; 7, 8, text; etc.

If the initial cells contain just text, PlanMaker will simply repeat the text. For
example, the series Red, Green, Blue will be repeated as Red, Green, Blue,
Red, Green, Blue, etc.
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m Filling with custom lists

The Tools > Edit lists menu command allows you to create your own lists for
the Fill command.

For example, if you create a list with the content “Red”, “Green”, and “Blue”,
and later start a fill operation from a cell that contains the text “Red”, PlanMa-
ker will continue the series and fill with Green, Blue, Red, Green, Blue, etc.

For additional information on creating such lists, see section “Customizing Au-
toFill lists”, page 449.

Working with multiple worksheets

PlanMaker documents are not limited to single worksheets. As needed, you can
stack several worksheets on top of each other — just like a stack of papers. PlanMa-
ker documents are therefore also called workbooks. Each workbook can contain up
to 256 worksheets.

The main advantage of this is that calculations in one worksheet can also refer to
cells in other worksheets of a workbook, in essence, letting you create “three-
dimensional” calculations (see section “Calculating in three dimensions”, page 89).

In this section, you will learn everything you need to know about working with
multiple worksheets in a document. The following topics are covered:

m Creating new worksheets

To create a new worksheet, use the Worksheet > Worksheet > Insert menu
command.

m Working with the worksheet register

The worksheet register displayed at the bottom of the document window allows
you to switch between your worksheets with a single mouse click. You can also
use it to create, move and manage worksheets.

m Managing worksheets

To manage the worksheets in a document, use the context menu of the works-
heet register or the sub-menu of the Worksheet > Worksheet menu command.
Both contain commands for renaming, copying, moving sheets, etc.

Manual PlanMaker Editing worksheets ¢ 85



m Calculating in three dimensions

In the last section, you will learn how to create calculations that refer to cells in
other worksheets.

See the following pages for detailed information on these topics.

Creating new worksheets

To create a new worksheet, use the Worksheet > Worksheet menu command. Sel-
ect Insert from the sub-menu and provide a name for the new worksheet.

Click OK and the new worksheet is created.

Working with the worksheet register

The worksheet register at the bottom of the document window displays tabs for
each worksheet in the document.

He |4 [ M =Sheetl= { Sheet? § Sheetd [ (G571

The active worksheet is highlighted.

With the worksheet register, the following actions can be performed:
m Switching between worksheets
To switch to a different worksheet, click on its tab in the worksheet register.

Note: If there are more worksheet tabs than can be displayed at the same time,
you can scroll through the list with the arrows displayed left of the register.

m Changing the order of worksheets

The worksheet register can also be used to move worksheets, allowing you to
change their order. Simply click the desired worksheet tab and drag it to the de-
sired location within the other worksheet tabs.

m Editing multiple worksheets at the same time

You can select multiple worksheets in the worksheet register and edit them si-
multaneously. To select multiple worksheets, press and hold the key whi-
le you click on their tabs in the register.

When multiple worksheets are selected, changes made to one of the worksheets
affect all of the other selected worksheets in exactly the same way.
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Examples:

When you change the formatting of cells, your changes are also applied to the
same cells on the other selected worksheets.

When you edit or delete the content of a cell, the same cell on the other selected
worksheets will be changed the same way.

Changes made with the menu commands Worksheet > Row and Worksheet >
Column also affect all selected worksheets.

Managing worksheets

When you click on one of the tabs in the worksheet register with the right
mouse button, a context menu will appear, showing commands for creating and
managing worksheets. See the next section for details.

Creating a new worksheet

The tab labeled with an asterisk (*) at the very right serves as a “shortcut” for
creating new worksheets: When you click on it, a new worksheet is generated
instantaneously.

Managing worksheets

To manage worksheets, choose the Worksheet > Worksheet menu command. A
sub-menu will appear.

Tip: This menu can also be invoked by clicking on the desired tab in the works-
heet register with the right mouse button.

The menu contains the following commands:

The Insert command creates a new worksheet.

The Copy command creates a copy of a worksheet. A sub-menu will appear
where you can choose the position of the copy (within the other worksheets).

If you want to place the copy in a different (currently opened) document or in a
new document, choose the To another document option.

The Move command moves a worksheet to a different location. Like with the
Copy command, a dialog where you can choose the position will appear.

The Delete command removes a worksheet along with its contents.
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m The Rename command lets you change the name of a worksheet.

m The Show command makes hidden worksheets (see Hide command) visible
again.

A sub-menu will appear, listing all hidden worksheets. Click on the desired
worksheet to make it reappear. The Show all command makes all hidden work-
sheets visible at once.

m The Hide command hides a worksheet.

Hidden worksheets are invisible. They cannot be displayed or edited, and they
do not even appear in the worksheet register. However, they are still used as a
source for calculations.

m The commands Select all sheets and Deselect sheets (available in the context
menu only) select or unselect all worksheet tabs in the worksheet register.

m The Page setup command in the context menu is identical to the File > Page
setup menu command in the main menu. It allows you to change page layout
options like paper format, page margins, etc. for a worksheet. See section “Page
setup”, page 205.

m The Copy page setup command in the context menu enables you to transfer the
entire page setup (i.e. all settings made with the File > Page setup menu com-
mand) from one worksheet to another. It opens a sub-menu with the following
entries:

To all sheets: Copies the page setup from the current worksheet to all other
sheets.

From...: Copies the page setup from any other worksheet to the current works-
heet.

m The Properties command in the context menu is identical to the Worksheet >
Properties menu command in the main menu. It allows you to alter common
properties of a worksheet. See section “Worksheet properties”, page 423.

Hint: As described in the section “Working with the worksheet register”, you can
select multiple worksheets in the worksheet register before you invoke one of these
commands. The command will then be applied to all selected sheets at once.

Note: If you activate workbook protection for a document, PlanMaker disables
the Worksheet > Worksheet menu command as well as the context menu of the
worksheet register. For additional information, see section “Workbook protec-
tion”, page 368.
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Calculating in three dimensions

In a multi-worksheet document, you can create calculations in one worksheet that
refer to cells in other worksheets, allowing you to perform “three-dimensional”
calculations.

To enter such calculations, prepend the name of the desired worksheet to the cell
address, and separate it with an exclamation point. For example, “Sheetl!B2” re-
fers to cell B2 on worksheet “Sheet1”.

An example

Assume you want to create a profit/loss statement. For this purpose, you have crea-
ted three worksheets named “Sales”, “Costs”, and “Profit”.

e 4 [ [ M Ssles § Costs b =Profits | [/

Now you want the value in cell D2 of the “Costs” worksheet to be deducted from
the value in cell A8 of the “Sales” worksheet and to appear in cell C9 of the “Pro-
fit” worksheet.

To do this, switch to the “Profit” worksheet, navigate to the cell C9 and enter the
following formula:

=Sales! A8 - Costs!D2

After hitting the Enter key (<], cell C9 on the worksheet “Profit” will contain the
result of your calculation.

Naming cell ranges

Use the Worksheet > Names menu command to assign names to cell ranges.

For example, if your worksheet has four columns with the sales figures for spring,
summer, fall and winter, name these ranges accordingly. After that, a calculation
like the following is possible:

=SUM(Spring)

When you invoke the Worksheet > Names menu command, a sub-menu opens. It
contains all commands needed to work with named cell ranges.
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Note: The Worksheet > Names menu command will not be available if at least
one worksheet in your workbook has worksheet protection turned on (see also
section “Sheet protection”, page 365).

Detailed information on working with named ranges is provided on the next pages.
The following topics are covered:

m Assigning names to cell ranges

m Deleting and renaming names

Defining names automatically from the selection

Creating a list of all named ranges

Putting named ranges to use

Applying names in existing formulas

Assigning names to cell ranges

To assign a name to a range of cells:

1. Select the cell range that you want to name.

2. Choose the menu command Worksheet > Names > Edit.

3. Input a name for the cell range in the Name edit control.

4. Click the Add button.

You have now assigned the specified name to the selected cell range.

From now on, this name can be used in formulas instead of the original cell addres-
ses. If you assign the name “January” to the cell range from A2 to A10, the formula
=SUM(January) is equivalent to =SUM(A2:A10).

Note: Names may only consist of alphanumeric characters, underscores and pe-
riods. The first character must be a letter or an underscore.

Names that look like a cell address must not be used. For example, the name
“A2” is not valid because PlanMaker wouldn’t be able to distinguish it from the
cell address A2.
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Hint: A faster method
There is a faster method for assigning names to cell addresses:

In the top left corner of the worksheet is an editable dropdown list that normally
displays the current cell address.

E9 ~

| A

— [0

Use this dropdown list to quickly set up a new named range, as follows:
1. Select the cell range that you want to name.

2. Click inside this dropdown list.

3. Enter the new name for the selected cell range.

4. Press the Enter key (<].

You have now assigned the specified name to the selected cell range.

Deleting and renaming names

To delete or rename the name of a named cell range:

1. Choose the menu command Worksheet > Names > Edit.
2. In the list of names, select the desired name.

3. To delete the name, click the Delete button. To rename it, click the Rename
button.

The name has now been deleted/renamed.

Note: When you delete a name, all formulas that use this name will now return a
#NAME? error value instead of a result. For example, if a cell range was named
“January”, all references to this named range, such as =SUM(January), will dis-
play a #NAME? error value.
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Defining names automatically from the selection

If you select cells that contain values as well as row or column headings, you can
let PlanMaker generate named ranges automatically from these cells. PlanMaker
then picks up the names from the headings.

To define names automatically:

1. Select the desired cell range. It must contain both the values and the headings
that will be used to create the named ranges.

2. Choose the menu command Worksheet > Names > Import.

3. In the displayed dialog box, you can select which row and/or column contains
the headings that will be used for naming the ranges (see example below).

When you’re done, click OK to confirm.

The names will now be created from the selected headings.

An example

To generate names automatically from the following table:

January  February March

London 100 450 333
Paris 345 543 A64
Madrid 123 543 555

Select all values and all headings. Invoke the Worksheet > Names > Import
menu command. Select which row and/or column headings to use:

9% ¢

m If you select Top row, PlanMaker assigns the names “January”, “February”,
and “March” to the cells below them.

m If you select Left Column, PlanMaker names the cells to the right of “Lon-
don”, “Paris”, and “Madrid” with the corresponding name.

m If both options are selected, PlanMaker will create all six names.
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Creating a list of all named ranges

PlanMaker can insert a list into the worksheet of all named ranges. This is useful if
you want an overview of all named ranges in the workbook and the corresponding
cell addresses.

To insert a list of all named ranges defined:
1. Select the cell where the list is to be inserted.
2. Choose the menu command Worksheet > Names > Insert list.

A list of all named ranges will now be inserted in the table.

Putting named ranges to use

After creating named ranges with the Worksheet > Names menu command, the
following very useful functions become available:

Quickly selecting a named range

In the top-left corner of the worksheet window, you can see a dropdown list that
displays the address of the currently selected cell.

E9 V
| A

— [0

When you open this dropdown list, it will display a list of all named ranges. Cli-
cking on one of these names will select the corresponding cell range.

Using names in formulas

In formulas, range names can be used instead of the cell addresses they represent.
This saves time and makes formulas more coherent.

For example:

You have entered sales figures for January in cells A2 to A10. You have also assig-
ned the name “January” to this range of cells.
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To sum up the sales, you simply type:
=SUM(January)

This method is also considerably more understandable than the default naming
convention of =SUM(A2:A10).

Hint: The dialog box for the Insert > Function menu command has a Category
list. One of the categories is “Named ranges”. Click on this category and you can
quickly pick named ranges and insert them in formulas.

Applying names in existing formulas

The Apply command in the sub-menu of the Worksheet > Names menu command
is a useful helper for applying named ranges: It scans all formulas within the selec-
ted cells and replaces every cell reference that has a name assigned to it by the cor-
responding name.

You use this command as follows:

1. Select the range of cells whose formulas you want to update. If you do not sel-
ect anything, the entire table will be affected.

2. Choose the menu command Worksheet > Names > Apply.

3. In the Names list, select all names you want to apply to the selected cells. Al-
ternatively, click Select all to select all names.

When you’re done, click OK to confirm.

PlanMaker now updates all cell references within the selection. Any cell reference
that has a name assigned to it will be replaced by the corresponding name.

An example:

The name “January” is assigned to cells A2 to A10. One of the cells in the works-
heet contains the formula =SUM(A2:A10). Using the Worksheet > Names >
Apply menu command, this formula will be automatically updated to read as
=SUM(January).

The “Also apply to relative references” option

In the dialog discussed above, you will find an option named Also apply to relati-
ve references. This option should remain checked in most cases.

94 « Editing worksheets Manual PlanMaker



Some background information:

In PlanMaker, names always refer to cell ranges with absolute addressing (like
$A31:3A$10). But in most calculations, users will be using relative addressing
(like A1:A10).

If this option is checked, PlanMaker will convert relative cell references as well.
If it is not checked, PlanMaker will only convert absolute cell references.
For example:

Assume the range from Al to A10 (more precisely: $A$1:$A$10) was named “Ja-
nuary”. If you apply the Apply function to the formula =SUM($A$1:$A$10), this
formula will always be converted to =SUM(January). But if you apply it to the
formula =SUM(AL:A10), the formula will be converted only if the option Also
apply to relative references is turned on.

For more information on absolute and relative cell addresses, see section “Relative
vs. absolute cell references”, page 462.

Sorting cells

The Worksheet > Sort menu command allows you to sort a cell range.

Sort X

Column: Order:

1 ETETYS | Ascending RE I

Cancel

2: |(none) ~ Ascending w ] =

3: (none) v Ascending w qr =] o
Append

Mode Options

® Sort row by row
(O Sort column by column

[] Eirst row contains headings
[ Case sensitive
Sort including borders/shading
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Proceed as follows:

6.

Select the cell range to be sorted.
Choose the menu command Worksheet > Sort.
At 1:, choose the Column you wish to sort on.

Next to the column, you can choose the Order of the sorting: Ascending (A to
Z) or Descending (Z to A).

If required, you can choose additional columns to sort on at 2: and 3:.

For example, if you choose a column containing family names at 1: and a co-
lumn with first names at 2:, the cell range will be sorted by the family name —
and then, in groups of identical family names, by the first name.

Make any further settings as required, see below.

When you confirm with OK, the cell range will be sorted accordingly.

Dialog options

The dialog box for this command has the following options:

m Column and Order

Here, select the desired column(s) to determine the sorting sequence.

You also specify the sorting direction for each column: Ascending goes from A
to Z, and Descending goes from Z to A.

By default, up to 3 columns can be specified. If needed, you can even add addi-
tional columns — up to 64 columns. Proceed as follows:

Adding a column: Click the Plus icon to add an additional column at the
respective position.

Appending a column: Click the Append button (below the list) to append
a column at the bottom.

Removing a column: Click the Minus icon to remove the respective co-
lumn.

m Sort row by row or Sort column by column

Determines whether PlanMaker sorts by row or by column.
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m First row contains headings

If the first row or column of the selected cells contains a heading, enable this
option. PlanMaker omits it from the sorting.

Example: You have selected a list of postal addresses that you want to sort by
row. The first line of your selection contains headings such as ‘“Name”,
“Street”, “City”, etc. The actual addresses are in the rows below. If you turn on
this option, the first row is not sorted along with the addresses, but stays on top.

m Case sensitive

If you check this option, sort terms that begin with lowercase letters will be
placed above terms beginning with uppercase letters. Otherwise, all sort terms
that begin with the same letter will be grouped together, regardless of the cases
of the first letters.

Example:
Off: Apples, bananas, Cherries. On: bananas, Apples, Cherries.
m Sort including borders/shading

If this option is checked, cells moved by the sorting operation take their assig-
ned border lines and shading with them.

If not, the selected cell range keeps its original layout as far as borders and sha-
ding is regarded.

Transposing cells

FreeOffice: The Transpose feature is not included in SoftMaker FreeOffice.

The Worksheet > Transpose menu command exchanges the row and column or-
der of the selected cells. Rows become columns, and columns become rows.

Select the desired cells before you use this command.

Important! Please note that transposing does not adapt any formulas or range
names to the changes made to cell addresses by transposing, neither inside nor
outside the transposed range!
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Distributing text into multiple columns

FreeOffice: The Text to columns feature is not included in SoftMaker Free-
Office.

The Worksheet > Text to columns menu command allows you to distribute text
entered in one table cell into multiple columns. For example, if a cell contains a
sentence, this command will move each single word into its own column.

You apply this command as follows:
1. Navigate to the cell containing the text to be distributed.
(If you want to distribute the text in multiple cells at once, select those cells.)
2. Invoke the Worksheet > Text to columns menu command.
3. Adialog box with several options is displayed (see below).

Normally, PlanMaker determines appropriate settings for this dialog automati-
cally, so you don’t have to care about it.

4. Click OK to confirm.

The text in the cell is distributed into multiple cells in the adjacent columns.

Dialog options

Hint: The best settings for this dialog are determined from the given cell content
automatically. Normally, no manual changes are required.

The dialog window for this command has the following options:
m Target range

If desired, you can enter a different target range here. If you do so, the distribu-
ted text will not be placed at its original position, but at the specified target po-
sition.

It is sufficient to enter just the address of the cell in the top left corner of the
target position.

m Separator

If required, you can specify which character PlanMaker should consider as a
text separator here. For example, if the cell contains the sentence “This is a
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test”, PlanMaker automatically chooses blanks as separators, which will move
each word of the sentence into one column.

m Text marker

If the text in the cell contains text marker characters, use this option to specify
which character has been used (e.g. quotation marks).

(Background info: The text export feature of some programs surrounds each
data field with such a character, in order to make it easy to determine where a
data field begins and ends.)

Filtering cells by their contents

You can select a range of cells and filter this data based on a filtering condition.
PlanMaker will hide all rows that do not match the condition.

There are three commands for filtering data available in the sub-menu of the
Worksheet > Filter menu command:

m The Special filter command opens a dialog box where you can formulate one
or more filter conditions. After clicking OK, the filter activates and hides all
rows in the selected cell range that do not match the chosen filter conditions.

m The Show all command makes all hidden rows visible again, rendering the
Special filter inactive.

m The AutoFilter command offers an alternative way to filter rows: When you
select a cell range and invoke this command, from now on, an arrow will
appear on top of each column in this cell range. Clicking on one of these arrows
opens a dropdown menu where you can easily choose between the values con-
tained in the corresponding column — and other pre-defined filter conditions.

Detailed information on these three commands is provided on the following pages.

Special filter

Use the Worksheet > Filter > Special filter menu command to filter data in a ran-
ge of cells according to one or more selected conditions. PlanMaker will hide all
rows that do not match the filter conditions.

Proceed as follows:
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1. Select the desired range of cells.

2. Invoke the Worksheet > Filter menu command. Choose the Special filter
command from the resulting sub-menu.

3. Adialog box is displayed in which you can define one or more filter conditions
(see below).

When you’re done, click OK to confirm.

All rows that do match the filter conditions will now be hidden.

Setting up filter conditions

To select one or more filter conditions in the dialog box of the Special filter menu
command:

In the 1st condition group box, select the column to apply to the filter condition. In
the middle dropdown list, select the arithmetic operator. On the right, enter the va-
lue to compare against.

Some examples:

m The condition “Column D equals Los Angeles” only shows entries where co-
lumn D contains the text “Los Angeles”.

B The condition “Column E greater than 100000” only shows entries where co-
lumn E contains a value greater than 100000.

If one condition is not sufficient for formulating your filters, you can set up to three
filter conditions in the Special filter dialog by filling out the group boxes 2nd
condition and 3rd condition as well.

Using “wildcard characters”: In conditions, the characters * and ? can be used as
“wildcards™: * represents any number of arbitrary characters, and ? represents a
single arbitrary character. For example, “M*er” would call out “Mister”, “Miller”,

“Mary’s mother”, etc., whereas “?ouse” would call out “mouse”, “house”, “rouse”,
etc.

Dialog options

The dialog box for the Special filter command offers the following options:
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m Range contains headings

If the first row and/or column of the selected cell range contains headings, turn
on this option. PlanMaker will ignore this line or column while filtering. Addi-
tionally, it will display these headers in the Special filter dialog instead of just
“Column A”, “Column B”, etc.

m Case sensitive

If this option is checked, PlanMaker will distinguish between uppercase and
lowercase letters in conditions. For a condition such as “COLUMN A equals
Smith”, the condition will match only if the cell contains the text “Smith”.
“SMITH” and “smith” will not be included in the filtering results.

m Mode
Determines whether rows or columns will be filtered.

Selecting Filter row by row, all rows will be filtered out that do not satisfy the
filter condition.

Selecting Filter column by column, all columns will be filtered out that do not
satisfy the filter condition.

m Results
Determines whether the filter will be applied to the actual data or a copy of it:

Selecting Filter at current position, the original data will be filtered.
Rows/columns that do not satisfy the filter condition will be hidden.

If you choose Copy to position instead, PlanMaker creates a copy of the origi-
nal cells at the indicated cell address. This copy contains only the filtered data.

In the latter case, enter the cell address of the destination cell in the input field.
You can either specify a single cell address (which will be the starting point of
the output range) or a cell range where the copy of the data shall be placed.
Caution: If the copy of the data is larger than the cell range entered, cells will
be cut off.

Making all filtered rows visible again

To make all rows hidden by a filter visible again, invoke the Worksheet > Filter >
Show all menu command.
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AutoFilter

As an alternative to the Special filter command (described in the previous section),
the data in a cell range can also be filtered using the Worksheet > Filter > Auto-
Filter menu command.

When you select a cell range and invoke this command, from now on, an arrow
will appear on top of each column in this range. Clicking on one of these arrows
opens a dropdown menu where you can easily choose between the values contai-
ned in the corresponding column — and other pre-defined conditions that allow you
to apply a filter to the cell range.

Proceed as follows:

1. Select the desired range of cells. Important: The first row of this range should
contain headings for the data below.

2. Invoke the Worksheet > Filter menu command. In the resulting sub-menu,
choose the AutoFilter command.

The AutoFilter function is now enabled. Note the downward arrows in the first row
of every column in the selected range.

Clicking on one of these arrows will open a dropdown menu listing the contents of
the current column, as well as some other options. By default, all values in the list
are selected, meaning that currently no filtering is taking place.

To filter the data in the cell range, use this menu as follows:
m Sort ascending: Sorts the filter results (see below).
m Sort descending: Sorts the filter results (see below).

m (All): This menu entry is a useful placeholder: It allows you to add/remove all
values the column contains with just a single click.

A checkmark is displayed to the left of this entry to indicate that currently all
cell contents are contained in the filter.

When you click on the (All) entry now, all cell contents are removed from the
filter (and the checkmark disappears). When you click it again, all cell contents
will be added to the filter again (and the checkmark reappears).

m More filters: Opens a submenu with additional filters (see below).

m List of the cell contents: The most important part: This part of the menu lists
all cell contents that the column contains. You can add/remove a value to the
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filter by clicking on it. A checkmark is displayed to the left of all entries that are
currently contained in the filter.

Example

For example, to filter a cell range in a way that it shows only rows that contain the
name “Smith” in a column with the heading “Name”, proceed as follows:

Select the cell range of interest (including the headings) and invoke the Worksheet
> Filter > AutoFilter menu command to activate the AutoFilter.

A dropdown arrow will now appear next to each column heading. Click on the ar-
row for the column “Name” to open the AutoFilter menu for this column.

First, click on the (All) entry in this menu in order to remove all cell contents from
the filter. Then, choose the menu entry “Smith”. Effectively, you have now created
a filter condition ‘“Name equals Smith” using the AutoFilter function. All rows that
do not match this condition will be hidden.

If, in addition, you would also like to have all rows with the name “Miller” listed,
simply choose the menu entry “Miller” as well. To remove the Millers again, click
on the “Miller” entry once more to deselect it.

As you can see, the entries in the AutoFilter menu can be combined in any possible
way. Just click on an entry to add it to the filter — or remove it.

Sorting the filter results

The first two commands in the AutoFilter menu allow you to sort the table rows
returned by the filter:

m Sort ascending: Sorts the table rows returned by the filter, in ascending order.

m Sort descending: Ditto, in descending order.

Note 1: The table rows will not be just displayed in a sorted order, they will ac-
tually (physically) be relocated.

Note 2: This command sorts the entire table rows, not only the cells inside the
cell range the AutoFilter is applied to.
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The menu entry “More filters”

The menu entry More Filters in the AutoFilter menu opens a submenu that offers
the following additional filter conditions:

m Custom filter: Open a dialog where the user can define more specific filter
conditions (similar to the Special filter command).

m Top 10: Display only rows where the value in this column is amongst e.g. the
10 highest (or lowest) values.

m Only empty: Display only rows where the value in this column is empty.
m Non-empty: Display only rows where the value in this column is not empty.

m Above average: Display only rows where the value in this column is larger
than the average value (of this column).

m Below average: Display only rows where the value in this column is smaller
than the average value (of this column).

Making all filtered rows visible again

To make all rows hidden by the AutoFilter visible again, invoke the Worksheet >
Filter > Show all menu command.

Deactivating the AutoFilter

To completely deactivate the AutoFilter, invoke the Worksheet > Filter > AutoFil-
ter menu command once again. The downward arrows displayed at the top of the
cell range disappear, and all filtered rows will become visible again.

Analyzing tables

PlanMaker provides several tools that can be very useful for analyzing tables and
detecting errors, including the following:

m Displaying formulas instead of results

If the View > Show formulas menu command is activated, cells containing a
calculation will display the formula rather than the result.
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m Syntax highlighting

If the View > Syntax highlighting menu command is activated, cells will be
colorized according to their content.

m Watch window for cell contents
FreeOffice: The Watch window is not included in SoftMaker FreeOffice.

The View > Watch window menu command displays a watch window for cell
contents. It allows you to observe the current values in the specified cells.

m Formula auditing
FreeOffice: Formula auditing is not included in SoftMaker FreeOffice.

The Tools > Formula auditing menu command provides tools for displaying
the relationships between cells graphically. For example, if the current cell con-
tains a formula that refers to other cells, you can let PlanMaker display arrows
pointing to these cells.

Apart from that, you can use this command to find errors in your table easily or
to mark all invalid data with red circles.

For detailed information, see the following pages.

Displaying formulas instead of results

If the View > Show formulas menu command is activated, cells containing a cal-
culation will display the formula rather than the result.

Invoke again to deactivate.

Syntax highlighting

If Syntax highlighting is activated, cells will be colorized according to their con-
tent. For example, cells containing an error are displayed in red; cells containing a
formula are displayed in green, etc.

This is useful for visualizing which cells contain formulas, fixed values, etc., and
where errors occur.
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Activating and deactivating syntax highlighting
Choose the menu command View > Syntax highlighting to activate.

Choose again to deactivate.

What the foreground color indicates

When syntax highlighting is activated, cell contents are displayed in the following
foreground colors:

Cell content Foreground color
Error value Red

Formula Green

Fixed positive number Dark blue

Fixed negative number Light blue

Fixed logical value Brown

Fixed text string Black

What the background color indicates

Cells containing an error are displayed in red foreground color and shaded in one
of the following background colors:

Background color Error type

White Formula returns an error value. The calculation in this cell
returns an error value (caused, for example, by a division by
zero).

Hint: If you click the cell, an error message is displayed in the
status bar. Correct the formula accordingly. For more informati-
on on error values, see section “Error values”, page 467.

Cyan Syntax error in formula. The calculation in this cell has a syn-
