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TO GET YOU STARTED...

You'll probably want to draw some graphs straight away so follow
this Quick Start Guide which will take you through the main
features of the program. In order to take you from data to graph as
quickly as possible, some aspects of the program will be glossed
over. However, all aspects of its operation are covered in detail in
the Graphics Tutorial section.

Experienced computer users may well be able touse the program
with only minimal reference to this manual. However, you are
strongly advised to read through it to make sure you don’t miss any
of the program’s facilities as it contains several unique features.

Unlike many computer applications, the world of graphs and
charts is relatively jargon-free. Unavoidably, there are a few words
which may need explaining but we’ll tackle them when necessary
in context.

Mini Office Professional Graphics is heavily icon-based and
easy to understand. Most options are selected by pointing and
clicking.

Before you begin make sure you have made working copies of
your discs. (See the section on backing up your discs at the back of
this manual.) You’ll also need ablank disc on which to save the files
you will be creating with Mini Office Professional Graphics. If you
don’t have ablank disc to hand, format one now. (The section which
tells you how to back up your discs also tells you how to format
them.)

Starting the program

@ Insert your backup copy of the program disc into the disc drive.

@® Switch on the monitor then the computer. If you are using a TV set
or colour monitor the system will boot up in medium resolution. A
window will open for drive A.

@ Use the mouse to point at the program file GRAPH.PRG and double-
click on it. In a few moments you will see the FILES screen.

You are now ready to begin using Mini Office Professional Graph-
ics.

Creating a graph

The basic procedure for creating a graph is very simple:
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@® Enter or load the data.

@® Select the data sets you want to plot.

@ Select the type of graph you want to use.
@® Plot it.

® Add text and further graphics if required.

Loading data

The first thing you need to do is load in some data. We've already
prepared a demonstration file you can experiment with.

® Insert the backup disc containing the demonstration files into the
disc drive.

® Use the mouse to move the pointer over File in the Main Menu Bar
across the top of the screen.

® Move the pointer down to highlight Open and click. A Gem-type
file selector box will appear. (If you want more information about
the file selector, refer to the Disc Utilities part of this manual.)

Save

Save as...

Sage as fascii),.,
Auto backup

Qit

DS ORIE AR TR

Current File:[ ]
SET-UP A WBM FILE é ﬁ
EDIT 4 FILE ==

@® Double-click on the filename CLOCK.GRA. The drive will whir as
the file is loaded and you will be back in the Files screen.
You will see that the name of the file and its pathname are shown
on the screen and they are highlighted. Two columns to the right tell
you how many data sets and fields there are in the file.
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@ Click on Edit File in the Edit menu.

Desk File Edit Graphs Screen Slides Help! Mini 0ffice ST
BT = File: 01 CLOCK .GRA
FIELD NAMES VALUE GROUP
861 Spring
062 Sunmer
803 Autunn

664 Hinter

Current Data Set: Wumber of Fields: (1]
oS CILLsu
e 60T ORTASET | [DATA SET STATISTICS |
pecinal places: 245 )[6]) P& ™

The Edit screen is used to edit existing data and enter new data.
The CLOCK data represents the amount of money collected for a
Clock Restoration Fund over a one year period. It has been splitinto
four areas or fields representing the seasons.

For each season, the Value columns shows how much was
collected. This represents one set of data and it has been called
Collections. You could add more data sets by plotting the collec-
tions over a period of five or ten years although we hope the clock
will have been fully restored before then.

Selecting data sets

Data sets and fields are explained in more detail in the Graphics
Tutorial section. We won’t add any more data, we'll just plot this to
see what it looks like.

Desk File Edit Graphs Screen Slides Help! Nini_0ffice ST
SELECT DATA SETS 10 BE PLOTIE) === File: 01 CLOCK .GRA
DATA SETS 10 BE PLOTTED POINT | LINE | FILL

881 Collections

[ mvomsr | '
ZER U

POINT LI FILL




GRAPHICS

® Click on Select dataset(s) in the Graphs menu.

You have to tell the program which set of data you want it to plot.
The CLOCK file only has one set of data — Collections — so that
decision is easy to make.

Now either:

® Click on Collections to highlight it, then click on the ADD DA-
TASET button

or

® Click and hold on Collections and drag it into the To Be Plotted
column.

Once there, the blank area at the bottom of the screen will show
some fill patterns. One looks like rabbits, the other like clocks.

® Click on the clocks pattern (you can click on the rabbits, too, if you
wish). An enlarged version will appear and the Fill column will
show a section of the pattern.

Now let’s draw a graph.

Plotting the graph

® Click on Bar chart in the Graphs menu.

@® Click on the DRAW BAR CHART button. The screen will clear and
the chart will appear.

You can see the fields listed along the bottom of the chart and the
values listed up the left.

This is just one way of displaying the data. It shows us that
people gave more generously in the Winter. Perhaps in order to
encourage people to dig a little deeper, it would be useful to show
the total amount of money collected.

® Click anywhere on the screen to return to the Bar chart screen.

® Click on Line graph in the Graphs menu.
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@ Look at the Style icon. If it doesn’t show a rising line like this:

STYLE

click on it until it does.
@® Click on the DRAW LINE GRAPH button.

That’s more inspiring. It shows the cumulative amount of money
collected over the year.

Adding text

We can make the presentation even more informative by plotting
both graphs on the same screen and adding text.

@® Click on Clear screen in the Screen menu.

@ Click on Yes in answer to the confirmation prompt.

® Click on Select screen area in the Screen menu.

@ Select the top right hand corner of the screen. v

@ Select Bar chart again from the Graphs menu and draw it.
@® Click to leave the screen.

@ Select the lower half of the screen in the Select screen area dialogue
box.

@ Select Line graph and draw it.
@ Select full screen size again.
® Click on Art screen in the Screen menu.

@ Click on the TEXT button in the selection panel at the bottom left
of the screen. A set of text options will appear next to this.

@® Click on 3 in the Height Row.
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® Click on Bold.

® Click on the main screen area. You will see the whole screen and a
text input panel will appear.

® Type in:

Clock Restoration Fund

and press Return. The text will now take the place of the pointer.

® Move the mouse to position the text in the top left corner of the
screen and click.

® The text input panel will appear again. As we don’t want any more
text this size, click on Cancel.

® Select Height 1 and add more text. You might produce something
like this:

Clock Restoration Fued

He need YOUR help to preserve our
clock! We must raise another £108 by
this tine next year, If you vish to

nake a contribution or if you can

organise a fund-raiser, please contact Spring Suwner Autumn Hinter
Hrs Snowden at the Village Hall,

P

Spring Suwner Autunn Ninter

Ifyou position the text in the wrong place, clicking on the UNDO
button will remove the last operations performed in the Art screen.

Saving the screen

@ Make sure a blank disc is in the drive.

@ Click on Save screen in the Screen menu.
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@® Enter the filename CLOCK. If you are in medium resolution the file
will automatically be given the extension PI2. If you are in high
resolution the extension will be PI3.

® Click on Save or press Return. We will use this screen later as part
of a slide show.

That concludes the Quick Start section of the manual. You have
worked through all the major steps required to produce a graph.
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BASIC CONCEPTS

Mini Office Professional Graphics (MOPG) provides a simple but
powerful and flexible way to display numeric data in an easy-to-
understand form. Figures which look meaningless in themselves
can be illustrated and brought to life quickly and easily.

A quick glance at a graph can tell you more about a list of figures
than an hour spent pouring over the data. This is why TV programs
which present viewers with numeric information usually illustrate
it with agraph. You may see the rise and fall of interest rates plotted
against therise in the cost of living. During political elections, gains
and losses are often illustrated with bar charts. Programs about
money and the Stock Market use graphs and charts to show
movement in the money markets. Even farming programs use
graphs to show price fluctuations and how they are affected by
variations in production.

Applications

Mini Office Professional Graphics has a wide range of applications.
It will prove invaluable in any situation in which it is necessary to
make sense out of a set of figures. Here are just a few examples of its
many uses:

® Individuals can use it to compare income and expenditure, to
analyse stock market holdings or to check the movement of foreign
currencies before booking a holiday. It can be used for applications
as diverse as checking the miles-per-gallon performance of a car
and analysing the effect of the weather on honey production —one
for the apiarists.

@ In education it can be used to illustrate projects in which students
acquire numeric data. The results of chemistry and physics experi-
ments can often be helpfully analysed with the aid of a graph. An
entire project could be based around the use of graphs and charts in
real world applications. Teachers can use it to analyse exam results
and attendance rates. The program is simple enough to be used and
understood by secondary school students and by older junior
school pupils.

@ Statisticians, economists, scientists and specialists in other numer-
ate disciplines will be able to show their findings to others in an
easily understood format.
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@ Business users who have to analyse figures, prepare forecasts and
write reports will be able to illustrate their findings with meaning-
ful graphs. The analysis of sales, costs and performance over a
period of time is ideally suited to this type of interpretation. The
slide shows will be particularly useful, especially during training
sessions, seminars and report presentations.

Entering data

You can enter data into Mini Office Professional Graphics in two
ways.

@® You can key it directly into the program using the ST’s keyboard.
This is probably how you will enter data for most of your graphs.

@® If you have saved a file from another MOP program in Ascii format
(with a MOF extension) — for example, from the MOP Spreadsheet
module — you can load it directly into MOPG. This is an extremely
useful, quick and convenient method of producing graphic dis-
plays of spreadsheet applications. "What if"' questions, and solu-
tions can easily be compared graphically, side by side.
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TUTORIAL

If you've tried a few of the other options as you’ve worked through
the Quick Start Guide you’ll have found that most work exactly as
you think they will. However, it’s still nice to know exactly whatall
the functions do and when and how to use them so there follows a
Graphics Tutorial which will explain everything you need to know
about Mini Office Professional Graphics.

Graphics Tutorial

Make sure you have your work disc to hand — the one you saved the
CLOCK screen to — as we'll build up a collection of screens to use
in a slide show.

Start afresh with a blank files screen in front of you. Place your
work disc in the drive. To recap, very briefly, the basic procedure
for creating a graph is as follows:

@® Enter or load the data.

@ Select the data sets you want to plot.

@ Select the type of graph you want to use.
@® Plot the graph.

® Add text and further graphics.

The Files Screen

Let’s begin by plotting a simple graph about something of interest
to most of us — money.

Let’s assume you've just received your electricity, water, gas and
telephone bills all on the same day. You decide you would like to
see just what proportion of your hard-earned cash goes towards
keeping a roof over your head and how much is left for life’s
essentials such as your holiday in the Bahamas and that new
Porsche you have been promising yourself.

You amass your final demand notices over the past year and
come up with the following figures:
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Quarters of the year
1st | 2nd | 3rd | 4th

Elect 90 75 50 100
Water 50 50 50 50
Gas 120 80 60 | 110
Tel 110 85 97 145

Start New File

To enter this data into the program proceed as follows:

® Sclect Files from the Edit menu and click onit, if youare not already
on the file screen.

@ Ifany files are already listed click on the trash icon and OK to delete
them.

@ Click on the SETUP A NEW FILE. The file selector will appear and
the extension *.GRA will be highlighted in the Wildcards panel.

The .GRA extension is used for graph files.

@ You'll notice the .GRA extension has appeared in the filename box.
It’s waiting for you to enter the name of the file you wish to create.

from the keyboard and press Return or click on START.

® Type in:

Desk File Edit Graphs Screen Slides Help! Nini_Office §T
t fi

FILERMIES iy e ATA SEX | FIELES

[ *, [LLS.__. GRA

Folders:

Nildcards:
Al LA START
FIZ)e P33,
¥, CANCEL i .-
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The screen will clear and you will see BILLS.GRA in the
Filenames column and its pathname in the Pathnames column. The
filename also appears on the right of the screen in the Current File

anel.
P You will notice that the filename has been prefixed with the
figures 01. Mini Office Professional Graphics can hold upto 10 files
in memory at once on a 1040ST (or bigger), though unfortunately,
only one on a 520ST, and this figure merely indicates that BILLS is
the first.

You will also notice that the two buttons beside SETUP A NEW
FILE which were previously faded and unavailable can now be
selected.

Data Sets and Fields

You will have noticed another two columns on the right of the Files
screen labelled Data sets and Fields. In our BILLS example, the
figures refer to the amount spent in four areas — electricity, water,
gas and the telephone. These four areas are known as Fields.

Each field has four sets of data associated with it, one for each
quarter of the year. These are known, reasonably enough, as data

sets. We haven't entered any data yet so both these columns
show 0.

Entering Field names

The next step is to enter the Field names.

® Click on the EDIT FIELD NAMES button and a new screen will
appear — you can see the name in the window title bar at the top of
the screen. On the right of the bar is the current filename.

You will see the figures 1 to 10 on the left of the screen. This is
where the field names are entered and you can have up to 100 fields.
Move through the fields using the scroll bar (if you are unfamiliar
with scroll bars read about them in the Disc Utilities section of this
manual).

® Click anywhere on the line next to the figure 001. The line will
highlight and a text cursor will appear.

® Type in:
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and press Return. The next line will automatically be highlighted.

@® Enter:

Water,J Gaﬂ and Tel

in the same way.

Desk File Edit Graphs Screen Slides Help! Nini_0ffice ST
EDIT FIELD WARES e File: L BILLS _.GMA
FIELD WAMES: 4

061 Electricity
862 Nater

003 Gas

684 Tel

065

1084 FIELOS EDIT FILE

SET 10 VALUES

@ To stop editing the Field Names press Return again. The number of
field names you have entered is shown just above the names. It

should read 4.
Now we can enter the data.

The Edit Screen
@ Click on the Edit File button to take you to the Edit screen. Notice
the name of the screen — Edit —and the filename in the window title
bar. The number of fields is shown near the bottom right of the

screen.

@® We have four sets of data— or data sets —to enter so click on the ADD
ANEW DATA SET. The first four rows of the Value column will fill
with zeros and the Current Data Set panel will highlight showing

the figure 001.

@® You can just press Return to confirm that it is data set 1 you want
to enter but you can also give the data set a name. If you ever have
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more than a couple of data sets you will find that naming them is
very helpful. Enter:

® Click on the first row in the Value column — the Electricity row. It
will highlight and offer a text cursor for you to enter a value.

and press Return. As in the Edit Field Names screen, the cursor
automatically moves down to the next item.

and press Return.

@® So enter it:

® Enter the first quarter amounts for Water, Gas and Tel.

Desk File Edit Graphs Screen Slides Help! Nini 0ffice ST
[{lEe——————— RN
FIELD NAMES VALUE GROUP
881 Electricity 9.00
802 Mater 50,06 | __.
803 Gas 120,60
084 Tel 116,60

[
Current Data Set: (BB Ist 1 Number of Fields: 1]
HOUENENT _|TADD @ NEW DATA SET || EDIT FIELD NANES
3] —_—
LA | GOTO DATASET DATA SET STATISTICS
I Decinal places:[ 0 STef5fe] P e

If you make a mistake you can re-enter any value simply by
clicking on it, remember to press return twice once you have
finished. You can also edit the Field Names from this screen, again
by clicking on them. Similarly you can also change the name of the
current data set but let’s not do any of these things just now.

Data Set Statistics

After entering the first set of data you will notice that the DATA SET
STATISTICS button has become selectable. Let’s click on it.







