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Customer Support Plan

Timeworks’ Telephone Consulting Service is available to all Registered .
users to support your installation and ongoing operations at no charge. To

become eligible for this service, you must complete and return the enclosed

Software Registration Card.

The answers to almost all of your questions can be found in your manual.
To save you time, please read it thoroughly before calling our Help Line.
If your question concerns your hardware, contact your computer, disk drive,
or printer manufacturer first. If your question concerns the program, we
will be happy to receive your call at the following number during normal
business hours (9 a.m. to 5 p.m. central standard time).

Customer Support Help Line: (312) 948-9208.

If you write to us instead, be sure to include a phone number where you
can be reached during the day.

NOTE: Please read the Pre-Call Checklist, which you will find in Chapter
10 of this manual, before calling our Customer Support Help Line.

If you enjoy this program, try these other, equally stimulating programs
from Timeworks, Inc.:

Cat. No. Program

Home Management

5351 Data Manager ST
5352 Word Writer ST

5354 Swiftcale ST




Table of Contents

Introduction

®m Foreword

m Whatis a Spreadsheet and What Can It Do for You?
®m The Contents of Your SWIFTCALC Package

Getting to Know GEM

m The GEM Icons and Mouse

m  Formatting a Data Disk

® Installing SWIFTCALC on a Hard Drive

Getting to Know SWIFTCALC ST
® |oading the Program
® Loading the Update File
m The SWIFTCALC Display
The Pull-Down Menus and Quick Keys
The Spreadsheet Window
The Status, Prompt, and Input Areas
® Cursor Movement
m Entering Information into SWIFTCALC
Entering Text
Entering Numbers
Entering Formulas
m The Help Windows

The Function Keys

Inserting a Row or Column
Deleting a Row or Column

Deleting Cell Information

The “Execute Calculations” Feature
The Goto Command

Editing Cell Information

The Quick Entry Key

Page

[ B Y B |

33
33
34
34
34
34
35

35




Table of Contents

Page

®  Marking a Block 36
® The Format Option 36
B The Pull-Down Menus 37
B The Slash Commands 37
® The DESK Pull-Down Menu 38
® The FILE Pull-Down Menu 38
Opening a File 30
Merging Files 40
Saving a File 41
Renaming Files Before Saving 42
Joining Spreadsheets 42
Creating a Graph File 44
The “Abandon” Option 44
Finding the Status of Your Spreadsheet 45
Exiting SWIFTCALC 45

® The OPTIONS Pull-Down Menu 45
Formatting Cells 46
Setting the “Global” Features 51
Using Dual Windows in Your Spreadsheet 54
Setting Titles in the Spreadsheet 56
Sorting Spreadsheet Information 57

® THE BLOCK Pull-Down Menu 59
Marking a Block 60
Erasing the Highlight from a Block 61
Moving Cells 61
Copying Cells 61
Inserting Cells 62
Erasing Cell Information 62
Deleting Cells 63
Naming Cells or Blocks of Cells 63




Table of Contents

Page

Protecting Spreadsheet Information 64
Moving to the Top or Bottom of a Marked Block 64

®m The DATABASE Pull-Down Menu 64
The “Data Fill” Option 66
The “Data Query” Option 67
Setting Up a Data Table 69

® The PRINT Pull-Down Menu 71
Setting Up Your Printer 72
Printing Your Spreadsheet 74
Printing to Disk 75
Printing Sideways >

® The HELP! Pull-Down Menu 78
m  File Operations 79
SWIFTCALC’s Mathematical Functions 81
B Exponentiation 81
B The Square Root of a Value 82
®  The Minimum Value of a Range 83
® The Maximum Value of a Range 84
®  The Average Value of a Range 85
m The Sum of a Range 86
B The Value Count of a Range 86
® The Absolute Value of a Cell 87
B The Integer Value of a Cell 88
B Financial Analysis Functions 89
The Present Value of a Dollar 90
The Future Value of a Dollar 91
The Present Value of an Annuity 92
The Future Value of an Annuity 94

m |F ... and Other Logical Statements 94
B Text Within Formulas 97




Table of Contents

Choosing Information from a List

The Lookup Function

Trigonometric and Logarithmic Functions
Other Advanced Functions

Generating Graphics

Graph Types

Specifying Data for a Graph

Converting Graphs

Editing a Graph

Saving and Loading Graphs

Printing a Graph

When You Have Finished Using Graphics

Sample Spreadsheets

Steps for Performing an Analysis
Examples for Using SWIFTCALC ST
A Detailed Home Budget

A Trip Cost Comparison

Creating Financial Models

Interfacing SWIFTCALC ST with DATA
MANAGER ST and WORD WRITER ST

Troubleshooting

Quick Reference Section

m Facts at Your Fingertips
® Glossary
Index

Page

98
99
100
101

103
103
108
112
113
118

118
120

121
121
122

122

129
134

143

147

151
151

162

v @




® Foreword

® What is a Spreadsheet and What Can It
Do for You?

m The Contents of Your SWIFTCALC
Package

3
-
-
=]
Qo
c
1)
=
(=)
=







Introduction :1

' B Foreword

The power of SWIFTCALC ST lies in its ability to apply mathematical
functions and algebraic formulas to any spreadsheet-type analysis, such
as budgeting, financial planning, or cost estimating. Because
SWIFTCALC calculates these formulas for you automatically, you can
produce complicated “what if?” reports at the press of a key and make
further modifications quickly and effortlessly.

At a Glance:

SWIFTCALC ST can be used by itself (stand alone) or interfaced
with Timeworks’ DATA MANAGER ST and WORD WRITER ST
software programs. Enables you to produce customized reports
incorporating information from all three systems.

A unique option that rotates your spreadsheet 90 degrees before
printing it on one continuous sheet.

8192 rows and 256 columns provide 2,097,152 cells (locations in
the spreadsheet) in which to place information.

Performs mathematical functions. Allows the use of minimum and

maximum values, averages, sums, integers, absolute values, and
exponential notation. Also performs trigonometric functions such
as sine, cosine, tangent, and arctangent and logarithmic functions
such as natural exponent and logarithm.

Calculates the present and future value of a dollar and the present
and future value of a constant amount (annuity).

The business graphics package produces bar charts, pie charts, and
line graphs from your numerical data, allowing you to compare
values graphically.




1: Introduction

® Scrolling Help screens list all of SWIFTCALC’s available func- ‘
tions. No need to reference your user’s manual each time you want
to apply a mathematical function.

® Sorts your spreadsheet information by row or column into ascending
or descending order.

® Financial models illustrate budgeting, trip planning, and financial
analysis. Sample spreadsheets help you become familiar with
SWIFTCALC and the program commands.

® Full prompting. You will be guided through this program by
thoughtful, easily understood instructions from your computer dis-
play, complemented by a manual written in easy-to-understand
English.

® Moves or copies cell information to other cells within your
spreadsheet.

® Inserts or deletes row or columns at the press of a key.

® Choice of several formats: decimal (up to 15 places); graphics;
exponential notation; $ dollar sign; or user-defined.

® Moves the cursor in any direction, allowing you to view any section
of the spreadsheet you desire.
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‘ B What is a Spreadsheet and What Can it Do
for You?

A spreadsheet is an “electronic worksheet” located in the computer’s
memory. The worksheet is made up of rows and columns, and each
point where a row and column intersect is called a cell. Each cell is
labelled by a letter designating its column and a number designating its
row. Following is an illustration of the SWIFTCALC display. This will
give you an idea of how the spreadsheet will appear on your screen.

Desk File Options Block Database Print HELP!

17
AL (NULL)
ENTER: data cursor / = ! ; [HELP for helpl

[T T

Because the spreadsheet is so large in comparison to the computer

‘ display, you must look at it in sections. The screen, then, becomes a
window into your spreadsheet. By moving the cursor, you can view
different sections of the spreadsheet on your display.
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Each cell may contain text, numbers, or formulas. You determine what ‘
type of information each cell will hold. Text can be used as labels, or
titles, for columns or rows in your spreadsheet. The numbers you enter
into your spreadsheet are called values. You can change a cell’s format,
or the number of decimal places, to fit any size value you wish to enter.
Most important, you can use algebraic formulas capable of performing

a variety of mathematical functions to create specific mathematical
relationships between cells. For example, you can multiply the number
in one cell by the number in another cell, and place the product in a
third cell. If you change the number in one of the first two cells in that
formula, the electronic spreadsheet can recalculate the formula for you
automatically.

What can a spreadsheet do for you?

A spreadsheet can eliminate your need for a calculator, fully com-
puterizing all of your calculations, especially the repetitive ones. But a
spreadsheet has an even greater advantage over a calculator: it allows
you to perform complicated “what if”” comparisons — like financial
analyses and building cost estimates — effortlessly. After you construct
your spreadsheet the first time and obtain your results, all you need to
do is enter new values and the computer will recalculate all of your
formulas automatically, performing a task in seconds that might have
taken hours or even days.

Now on to the world of computerized spreadsheets.

Bl The Contents of Your SWIFTCALC Package
Your SWIFTCALC ST package should contain:

® 2 program disks

® | manual

® | user’s registration card, which you should fill out and return to
Timeworks immediately
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‘ B The GEM Icons and Mouse

Before using SWIFTCALC ST, you should become familiar with the
Atari 520ST or 1040ST computer manual, which you received with
your new computer. This manual will tell you all about the GEM
Desktop. The desktop consists of the pictures (called “icons”) that you
see on your screen when you turn on the computer. Some of these icons
represent your hardware, while others represent files or programs on a
disk in your drive.

Desk File View Options

You can select an icon using the mouse that came with your computer.
Connect the mouse to joyport O on the computer. Then watch the arrow
on your screen move as you move the mouse across your table.

After you move the arrow to an icon or menu, you can select that item
by pressing down and releasing the left mouse button. This action is
called “clicking”. Sometimes you can skip a step in the program by
“double-clicking” the button. Double-clicking is a very quick double

9



2: Getting to Know GEM

pressing of the button. If the icon that you double-click just reverses
color, but nothing appears to be happening on your screen or in the disk
drive, you didn’t double-click correctly. Try double-clicking again.
(You will be told in this manual when you should “double-click™.)

The mouse has one other function. You can use it to move, or “drag”
something on the screen. In SWIFTCALC, you will use this function
most often when you adjust the size of a window on your screen. We
will tell you more about this later. For now, let’s format a data disk.

B Formatting a Data Disk

You must prepare at least one data disk for use with SWIFTCALC. This
process is called “formatting”. To format a disk, follow these steps:

1. Turn on your computer, monitor, and disk drive. The GEM Desktop
will appear on your display.

2. Place your blank data disk in disk drive A. Use the mouse to move
the arrow to the icon for disk drive A, and click the left mouse
button to highlight the icon.

3. Use the mouse to select the “Format” option on the FILE menu.
You will see a dialog box with a warning message. If this disk does
not contain information that you wish to keep, click on the OK box.
(If you do not want this disk erased, click on CANCEL and start
this procedure over with a blank disk.)

4. If you clicked on OK, you will see a second dialog box. The cursor
will be on a line labelled “Disk Label”. Type in a name for this
disk, such as “Data” or “Work”. Do not press VN

5. Move the arrow to “Single Sided” and “Double Sided” at the bottom
of this box. If you are using an Atari SF354 disk drive or if you
are using an SF314 drive with a single-sided disk, click on Single
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Sided. If you are using an SF314 disk drive with a double-sided
disk, click on Double Sided.

Click on “Format” to start the formatting process. When the disk
is formatted, you will see another dialog box telling you how many
bytes are available for storage on this disk. Click on the OK box.
You will return to the Format box (the box asking for a “Disk
Label”). You can then format another disk. When you have finished
formatting disks, click the Exit box in the Format dialog box, and
you will return to the desktop.

M Installing SWIFTCALC on a Hard Drive

If you are using a hard drive, you will want to copy, or install,
SWIFTCALC and all of its files over to your hard drive. To install
SWIFTCALC on a hard drive, place the SWIFTCALC ST program disk
in your floppy drive A. Then follow these steps:

1

Move to the icon for your hard drive and double-click the mouse
button. The disk directory for that drive will appear on your screen.

Select the “New Folder” option on the FILE menu. (A “folder” is
a subdirectory on your disk.) When the dialog box appears, enter
a new name for this folder, such as SWIFTCALC, and click on OK.
This new folder will appear on the disk directory.

Double click on the icon for your new folder. A blank disk window
will appear on your screen. (This is actually the directory of this
folder, but there are no files in this folder at the present time.)

Move the arrow to the icon for drive A. Press the mouse button,
and keep it pressed as you move, or “drag”, the icon into the blank
window. This action copies all of the files from your program disk,
which is in drive A, over to your hard drive.

See pages 13-14 for information about loading the program from your
hard drive.

11
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‘ M Loading the Program

1.

Desk File Options Block Database
T S 7

If you have not already done so, turn on your computer, monitor,
and disk drive. The Desktop icons will appear on your screen.

Place your SWIFTCALC ST program disk in your disk drive.

Move the mouse so that the arrow is on top of the icon of Floppy
Disk A, if you're using a floppy disk drive, or Hard Drive C, if
you’re using a hard drive, in the upper left corner of your screen.
Double-click the mouse to select this icon.

The disk directory of the program disk in drive A or C will appear
on your display. Each file on your disk will be represented by an
icon. Move the arrow to the icon named SWIFTCALC.PRG.
Double-click the mouse button. The program will load, and you
will see the following display:

Print HELP!

i e

SWIFTCALC
Version 1.0

wraght (o) Lattice Imc.

riakt €2) Timewsrks.,
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3: Getting to Know SWIFTCALC ST

Click on OK to continue. The spreadsheet window will appear. ‘

NOTE: SWIFTCALC loads up with medium screen resolution,
which gives you an 80-column display. This should work for your
setup, but if you need high resolution for your monitor instead,
select the “Set Preferences” option in the GEM Desktop. This
option will allow you to select a medium or high resolution display.
See your computer manual for more information.

B Loading the Update File

Your SWIFTCALC program disk includes a file called UPDATE which
contains information that does not appear in your manual. If this is the
first time you have used SWIFTCALC, it is important that you read

this file before using any of the program’s features. To load this file,
follow these steps: .

l.

After you load the program, move the arrow to the FILE pull-down
menu. Select the “Open File” option.

A window will appear on your screen. In this window are the names
of files on your program disk. Move the arrow to the file called
UPDATE.CAL and click the mouse button. Then click on OK.

You will now see a second dialog box. We’ll explain the options in
this box later in the manual. For now, click on “Cells & Options”
and then click on OK. The document will now load into the
computer.

Please read the Update file thoroughly. It contains any changes and
modifications that are not included in this manual. (See pages 72 -
75 for information on printing this file on your printer.) ‘
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. Il The SWIFTCALC Display

NOTE: To change the display colors, turn the sound off, and specify
information about your printer, use the “Control Panel” and “Install
Printer” options on the DESK pull-down. (For more information on
these options, see your computer manual.)

After you load the program, you will see the following display:

()
3 [HELP for helpl

]
L4

At the top of this display you will see the headings for the pull-down
menus. The middle section of your screen is the spreadsheet window.
At the bottom are SWIFTCALC’s most-used functions and their accom-
panying keys. Let’s take a look at each section of your display.
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The Pull-Down Menus and Quick Keys

NOTE: When the Control Panel is on your display, do not select an
option from a pull-down menu. Remove the Control Panel first by
clicking on the Close Box in the upper left corner of the panel.

SWIFTCALC ST features pull-down menus, which are easy to use. To
select a menu option, just move the arrow to the menu heading you

want to use. When the menu appears on your screen, move to an option
and click again. The option will then be available to you.

The program also includes a number of special keys, called the Quick
Keys, that you can use to operate features in SWIFTCALC. These keys

represent SWIFTCALC’s commands, which are discussed later in this
manual. Next to the title of each section which discusses a command,
you will see the Quick Keys that you can use to access that command.

NOTE: Sometimes SWIFTCALC cannot clear your screen completely
of the pull-down menus. When this happens, just click on the Size Box
in the upper right-hand corner of your display to re-draw your screen.
Your data will not be affected.

The Spreadsheet Window

The largest part of the SWIFTCALC display is the spreadsheet window,
which contains the rows and columns that make up the spreadsheet.
Located across the top of this window, you will see seven columns
labelled a through g. Down the left side of the display, you will see 16
numbered rows. The points in the spreadsheet where each row and
column meet are called “cells”. Each cell is labelled with a letter and
number. The letter represents the row where the cell is located. The
following illustration shows you the spreadsheet window:

16
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Pull-Down Menus

Desk File Options Block Database Print HELP!/

Spreadsheet
Window

1 )
ENTER: data cursor / = ! ; [HELP for helpl

o
el T Tolw

Example:
The cell located in column a on row 1 is called cell “al”.

The window on your screen is only a part of a larger spreadsheet which
has 256 columns labelled from a to iv, and 8192 rows numbered from
1 to 8192. The first 26 columns are labelled from a to z, the next 26
columns are labelled aa to az, the next 26 are labelled ba to bz,

and so on.

Press the right cursor key (—) and the cursor will move toward the right
edge of the display. Continue pressing the key. You will notice that the
letters at the top of your display, which denote columns, are changing.
The cursor is moving, or scrolling, through the spreadsheet. The same
will happen if you press the down cursor key (| ). Notice that the
numbers denoting rows change as you move the cursor down through
the spreadsheet. Press the key to move the cursor back to
cell al.

You can also position the cursor using the mouse. Just move the mouse
until the cursor is in the cell with which you want to work. Press the
left mouse button, and the cursor will appear in that cell.

1/



3: Getting to Know SWIFTCALC ST

The Status, Prompt, and Input Areas

The area below the spreadsheet window is very important. This is where
you will enter your spreadsheet information, and this is where you will
find other important information during your operation of
SWIFTCALC. This area is broken down into three parts: the status
area, the prompt area, and the input area.

Desk File Options Block Database Print HELP!
; e

B

Cursor Location — Ry
ni

Bar /I t data cursor / = ! ; [HELR for helpl - 5
I Tolm

Prompt Area /

Cell Contents

Type Indicator Input Area Cell Contents Area

Let’s start with the line that contains the characters “al”. This is the
Cursor Location Bar, because it tells you the current location of the
cursor in the spreadsheet.

The word in parentheses to the right of the “al” is the Cell Contents
Type Indicator. This indicator tells you what type of information is in
the cell that currently contains the cursor. “NULL” stands for Blank,
“TEXT” means just that, “NMBR” stands for Number, and “FOR-
MULA?” stands for, of course, Formula. (For more information on these
last elements, see pages 23- 32 .)

18
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The area to the immediate right of this indicator is the Cell Contents
Area. In this space you will see the contents of the cell in which the
cursor is currently located. For example, if the cursor is in cell al, and
al contains text, the Cell Contents Area would display that text.

The line containing the word ENTER is the Prompt area. This area is
especially important because here is where you will see the program
prompts, which are questions you need to answer to work with
SWIFTCALC. Refer to this area often.

Below the Prompt Area is a long box called the Input Area. This is
where you must enter all of your information into the spreadsheet. After
you have entered your information in the cell where the cursor is cur-
rently located and pressed GG, your entry will appear in that cell.

At the bottom of your screen, you will also see the following prompt:
ENTER: data cursor / = ! ; (HELP for help)

‘No, this is not secret code — it’s actually a list of options that are avail-
able to you. Let’s take a look at each one — but don’t worry about
memorizing them, because they’re all discussed in detail later in the
manual.

Data: This word tells you that you can enter labels, values, or formulas
into the spreadsheet.

Cursor: Tells you that the cursor keys are available for your use in
moving through the spreadsheet.

/: The Slash Mark is used to call up a number of options. These options
are discussed in Chapter 5.

=: Used to move the cursor to a cell in the spreadsheet that you specify.
After you press =, just enter the cell address to which you want to
move.







