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Welcome!

Welcome to PlanMaker! You have purchased an extremely powerful spreadsheet application that is also easy to
use.

In developing this program, we have made every effort to integrate and coordinate PlanMaker's functions in
such a manner that you will obtain the maximum benefit with the minimum amount of work.

PlanMaker gives you enough freedom to meet your individual needs. You can avail of the numerous setting
options to set up PlanMaker exactly to your liking.

Note: This manual was written in order to describe how to use the program via the new ribbon user
interface. A description of its use via classic menus with toolbars can only be found in older manuals.

Tip: A table in the appendix shows you which ribbon command corresponds to which menu command:
Ribbon commands and corresponding menu commands

Some features have been disabled in SoftMaker FreeOffice (the free version of SoftMaker Office). These
features are indicated by a red box like this one in the manual.

Some features of PlanMaker
= Available for Windows, Mac, Linux, Android and iOS
= Well-designed, ergonomic user interface — either with a modern "ribbon" or classic menus with toolbars

= PlanMaker knows more than 400 computational functions — from simply calculating totals to numerous
financial and statistical functions.

= The creation of attractive worksheets is facilitated by the various design options. Simple columns of
numbers can be transformed into clear and appealing worksheets at the touch of a button using the "Tables
in worksheets" feature. You can use cell styles and character styles to apply frequently needed formatting
at the touch of a button.

= The integrated chart module lets you present numbers clearly in charts.
= ... and so much more!

PlanMaker is being developed continually. If, when working, you discover the need for a feature that is not yet
available, or if you have any other suggestions, please contact us as we want PlanMaker to meet the needs of
users!



Additional features in SoftMaker Office Professional and NX Universal

The even more powerful SoftMaker Office Professional and SoftMaker Office NX Universal include an
advanced version of PlanMaker which offers the following additional features:

= Read aloud — have your document content read aloud to you
= Compress pictures compresses inserted pictures to reduce the size of the file

* QR code/Barcode — generate your own QR codes or linear barcodes

Android version and i0S version: Unlock locked commands

PlanMaker is also available for Android and iOS devices and contains virtually all features of the Windows
version.

Some commands are locked in the Android/iOS version (recognizable by the lock in the command icon), but
they can be unlocked if necessary.

To unlock the commands, click on the command icon. The program opens a dialog box with the following
options: Users of SoftMaker Office NX Home and NX Universal can use their product key to unlock
commands. Users of other versions have the option of unlocking the features via Google Play/Apple App Store
(subject to a fee).

Technical support

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

Website

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

For more information, see: www.softmaker.com

Support forums

In our support forums, you can ask our technical support team any technical questions you may have, while also
communicating with other users.

These forums can be found at: forum.softmaker.com

Inquiries to our support team
If you have any problems with our software, we will happily assist you.

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



https://www.softmaker.com/
https://forum.softmaker.com
https://www.softmaker.com/en/support/customer-support

Welcome!

About this manual

PlanMaker has a wide variety of features — but don't worry: you don't have to master all of them! While you're
getting started, just use those you need. If you would like to make use of PlanMaker's more advanced features at
a later stage, you can then read the relevant pages of the manual.

This manual is structured as follows:

The chapter Installation and program startup deals with the installation of PlanMaker. You also learn
how to start the program.

The chapter Application window describes the individual components of PlanMaker's main window.

The chapter Basics provides information on PlanMaker's most important functions and explains basic
spreadsheet terminology.

The chapter The PlanMaker tour deals with the spreadsheet application in tutorial form and shows you
how to use PlanMaker by means of some practical examples.

The chapter Editing worksheets marks the start of the reference section of this manual. These chapters are
organized by subject and provide a detailed description of all functions of PlanMaker.

System requirements

In order to run this software, you require the following hardware and software:

Windows version

Windows 11, 10, 8 or 7 (32-bit or 64-bit)

Mac version

macOS as of version 10.14 (Mojave)
Intel or ARM-based CPU

Linux version

Any x86 Linux (64-bit)

Android version

Android 9.0 or higher
ARM-compatible CPU (32-bit or 64-bit)



i0S version
= i0S 14.0 or higher




Installation and program startup

Installation and program startup

This chapter provides information on installing and starting PlanMaker.
It is divided by operating system into the following sections:

= Installing on Windows

= Installing on macOS

= Installing on Linux

= Installing on Android devices

= Installing on 10S devices

Please read the section for your operating system.

Installing on Windows

Download

If you obtained the software by downloading it from our website, you will find installation instructions in the e-
mail that you automatically received after purchasing the software.

CD-ROM

If you obtained the software on a CD-ROM, please start the installation program provided in the root folder of
the CD. Then follow the installation program's instructions to install the software.

Starting the programs

To start the installed programs, use the Start menu (the button with the Windows logo) in the lower left corner
of the screen. You will find your SoftMaker Office applications in a sub-folder called SoftMaker Office.
Entering address upon initial start: When you start PlanMaker for the first time, you will be asked to enter your name, address, etc. This information is

not used for registering the program. In fact, it allows you to insert your name, address, etc., in documents or document templates using the USERFIELD
function. You can always change this information at a later stage (see Settings, General tab).
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Installing on mac0S

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

Is an error message displayed when you start the installation program?

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

= @
1

“softmaker-office-2024.pkg"
can't be opened because it was
not downloaded from the App
Store.

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

www.softmaker.net

This occurs when your system's security settings specify that only programs that have been downloaded from
the App Store may be run.

Clicking on the question mark in the upper right corner of the message reveals how you can still run the
installation program. You then see a help window in which the following procedure is recommended:

1. Close the error message.
2. Hold down the Ctrl key and click on the installation program.
3. A context menu is displayed. Choose the command Open.

4. You then see a message which asks you if you really want to open the program. Confirm this by clicking on
the Open button.

The installation program will now start.

Starting the programs

After the installation is complete, icons for each of the installed programs will be displayed in both the
Launchpad and the Dock at the bottom of the screen. To start one of the programs, simply click on its icon.
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Installing on Linux

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

Starting the programs

In most Linux distributions, the installation program 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 scripts are available for starting the programs:
= textmaker24free starts TextMaker.

= planmaker24free starts PlanMaker.

= presentations24free starts Presentations.

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

Entering address upon initial start: When you start PlanMaker for the first time, you will be asked to enter your name, address, etc. This information is
not used for registering the program. In fact, it allows you to insert your name, address, etc., in documents or document templates using the USERFIELD
function. You can always change this information at a later stage (see Settings, General tab).

Installing on Android devices

If you download an application to your Android device via the Google Play Store, you don't need to do
anything, as the application will be automatically installed immediately after downloading it.

Installing on i0S devices

If you download an application to your iOS device via the Apple App Store, you don't need to do anything, as
the application will be automatically installed immediately after downloading it.
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Application window

The following pages contain an introduction to the individual components of the PlanMaker user interface, both
for the ribbon interface and for the classic menu interface.

In all other chapters, this manual is designed for the user interface with the ribbon.

If you would like to continue working with the classic menu interface, a table in the appendix shows you
which ribbon command corresponds to which menu command: Ribbon commands and corresponding menu
commands.

Tip: You can switch the user interface between Ribbon and Classic menus at any time. To do so, choose the
command File | Options in the ribbon (or choose Tools > Options in the classic menu). On the Appearance
tab, click on the User interface button.

Alternatively: Right-click on a free space in the ribbon or toolbar, and choose User interface.

Program window with the "Ribbon" user interface
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PlanMaker with the "Ribbon" user interface (Windows version)
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Tip: Even when using the ribbon user interface, the classic menu commands are always accessible in the

ribbon view. To access them, use the "hamburger menu" (the icon = to the left of the Quick access toolbar,
highlighted in red). There, you will find all familiar menu commands from the classic menu user interface.

Program window with the "Classic menus" user interface
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PlanMaker with the "Classic menus" user interface (Windows version)

Note: Most of the illustrations in this manual were produced with the Windows version of PlanMaker. On
other operating systems, some of the controls look slightly different, but their functionality is the same.

Title bar

In the top line of the program, you will find the title bar.

@ untitled 1 - PlanMaker

This displays the program name and the name of the document that you are currently editing.

If the document contains changes that have not yet been saved, an asterisk is displayed after its name.
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User interface: Ribbon

If, in the settings, you have selected that you would prefer to use the Ribbon interface instead of Classic menus,
the upper area of the program window will look like this on your device:
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The "Ribbon" and the Quick access toolbar (below)

The ribbon

Ribbons are a modern type of user interface that combines menus and toolbars to simplify the use of the
software.

As you can see, the ribbon has several tabs whose tab headers are displayed at the top: File, Home, Insert, etc.
Each of these "ribbon tabs" contains logically combined groups (for example, on the ribbon tab Home: Edit,
Character, Alignment, etc.) with related commands for a certain task area.

To switch to another ribbon tab, click on its tab header.

Tip: You can also switch between the ribbon tabs with a shortcut key: Use Ctrl+F12 to move to the next tab
and Ctrl+Shift+F12 to move to the previous tab. You can also scroll with the middle mouse wheel while
pointing to the top bar with the tabs.

Each icon represents a specific command. If you click on it, the corresponding command is chosen. In the group
Character on the ribbon tab Home, for example, you will find commands for formatting. You can use them to
both read and change the most common text formatting (font, bold, italics, etc.) for table contents.

If you select a section of text or a cell beforehand, formatting changes will affect only the selected part.

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

Other icons are switches that you can enable or disable by clicking on them — for example, the B for bold.

There are also split buttons, where you can either click on the icon to directly apply the displayed command or
use the corresponding small arrow to the right of the icon to open its dropdown menu. This is the case, for
example, when choosing the font color.

Tip: If you hover the mouse cursor over an icon (without clicking), the program will display a text box called
a "tooltip", which describes the icon's function. This requires Show tooltips to have been enabled in the
settings.
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The group arrows 4 in the bottom right corner of each command group indicate that there are other options and
commands available for that group. Simply click on this arrow to open the dialog box belonging to the group,
where you can make further settings.

The Quick access toolbar

The Quick access toolbar is displayed below the ribbon. It provides a selection of frequently used commands.
&ID-6E- 7 - L >

= Touch mode

If you enable this button, all icons in the ribbon will be slightly enlarged. This is useful when operating the
software with your finger (for example, on a tablet).

= Dark/light document mode (only available in NX Home and NX Universal)
Switch between the usual white or a dark display of the worksheets.

= Create a new file
This button opens a new document. For more information, see Starting a new document.

= Open a file
This button opens an existing document. For more information, see Opening a document.

= Save file
This button saves the document that is open in the current window. For more information, see Saving a
document.

= Undo

This button undoes the last change made to the current document. You can also choose this command
several times in succession, see Undoing changes.

= Redo
This button restores the last undone change(s). For more information, see Undoing changes.

= Repeat last command

This button repeats the execution of the last command chosen with exactly the same settings. For more
information, see Repeating commands.

= Object mode

Switch between edit and object mode to make it easier to edit either cells or objects. For more information,
see Object mode.

To the right of the Quick access toolbar, there is a double arrow * . You can use its menu to add/remove
common buttons directly from the Quick access toolbar. You can also change the position of the Quick access
toolbar here and add additional icons via the command Customize (for Quick access toolbar and ribbon, see
below).

To the left of the Quick access toolbar, you will find the "hamburger-menu" = . Even if you have selected

the "Ribbon" as the user interface, the "hamburger menu" is still available in the Quick access toolbar in case
you would like to access the menu commands of the classic menu interface.
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Creating your own ribbon and Quick access toolbar

You can change the ribbon and the Quick access toolbar at will and add additional icons. To do so, either
choose File | Customize in the ribbon or right-click on a free space in the ribbon. In the following menu, you
will find the entries Customize ribbon or Customize Quick access toolbar to open a corresponding dialog box.

You can also hide the ribbon display completely (Minimize ribbon) or change the position of the Quick access
toolbar.

For more information, see Customizing the ribbon.

User interface: Classic menus

If, in the settings, you have selected that you would prefer to use Classic menus instead of the Ribbon interface,
the upper area of the program window will look like this on your device:
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Classic menus with toolbars

The menu bar
The Menu bar is found directly under the title bar.

File Edit Yiew Format |nsert 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 choose a command.

The Standard toolbar

The Standard toolbar is displayed below the menu bar. It contains icons for PlanMaker's most frequently used
commands.

O-E-HE- 8R@IXBER-C/2-C-a @SB~ X -1 B~ 4v @~ »

Toolbars such as the Standard toolbar enable quick access to the functions of a program. Each icon represents a
specific command. If you click on it, the corresponding command is chosen.

Tip: If you hover the mouse cursor over an icon (without clicking), the program will display a tooltip that
describes the icon's function. This requires Show tooltips to have been enabled in the settings.
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The Formatting toolbar

The Formatting toolbar can be found below the toolbar. You can use it to both read and change the most
common text formatting (font, bold, italics, etc.) for table contents.
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If you select a section of text or a cell beforehand, formatting changes will affect only the selected part.

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

Other icons in the Formatting toolbar are switches that you can enable and disable by clicking on them — for
example, the B for bold.

There are also split buttons, where you can either click on the icon to directly apply the displayed command or
use the corresponding small arrow to the right of the icon to open its dropdown menu. This is the case, for
example, when choosing the font color.

Additional toolbars

There are additional toolbars in PlanMaker that you can enable and disable as you choose. To do so, either
choose the menu command View > Toolbars or right-click on one of the displayed toolbars. You then see a
menu in which you can select toolbars that you would like to have displayed.

Customizing toolbars

You can customize the default toolbars to your liking and even create your own toolbars. For more information,
see Customizing toolbars.

User interface on Android/i0S

In addition to the Ribbon and Classic menus user interfaces, the Android/iOS version provides another option:
the Toolbars user interface.

The toolbars interface is designed in a manner that makes it easier to use PlanMaker on smartphones and
tablets. It constitutes a mixed form of the functionalities of ribbon and classic menus. On smartphones,
PlanMaker is started by default with this toolbars interface the first time you open it, while it is opened by
default with the ribbon interface on tablets.

To switch the interface, choose the command File | Options =" in the ribbon interface or choose Tools >

Options in the classic menu interface. In the following dialog box, the Appearance tab contains the dropdown
list User interface. Here, you can choose between toolbars, ribbon or classic menus with different colors.

Tip 1: In the toolbars interface, you reach this dialog box by opening the "hamburger menu" = to the left of
the toolbar and choosing the command Tools > Options.
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Tip 2: The hamburger menu also contains all other menu commands of the classic menu interface.

Using the "toolbars" user interface

The toolbars user interface contains a bar with icons at the bottom of the program window, and each icon
represents a group of commands. If you click on a group icon, another bar opens with the corresponding group
commands.

Behind the File group icon =, for example, you will find the commands Open document, Save document,
Print document, etc. To hide the displayed bar with the commands, simply click on the group icon again.

By default, the toolbar contains the following groups:

Group Commands (among others)
E File Open document, Save document, Print document, etc.
21 Edit Undo, Format painter, Copy & Paste, Search, etc.
l;l Worksheet Filter and sort, Cells (insert, delete, hide), Manage worksheets
Character Font, Font size, Font color, Text styles (bold, italics, etc.)
E Formatting Number formats, Cell formatting, Cell styles, Conditional formatting, etc.
'S Insert Table style, Objects (picture, chart, AutoShape, etc.), Comments, Hyperlinks
D Layout Page setup, Headers and footers, Align objects, etc.
ﬁ View Object mode, Zoom, Freeze top row/first column, etc.
"Keyboard" button
In Options “+, the System tab contains an option Show/hide keyboard automatically. Once this setting is

enabled, it automatically opens the on-screen keyboard when you type something into the document.

If you disable the option, this behavior is suppressed and a freely movable Keyboard button “=" is displayed
instead on the document. If you click on the button, the keyboard is shown. By clicking on the button again, you
hide the keyboard.

Note: This setting is possible in any user interface for smartphones and tablets. For tablets, the Keyboard button
is only freely movable on the document in the toolbars interface if you disable the above option. In the Ribbon
and Classic menus interfaces, the Keyboard button is displayed instead in a fixed manner in the upper left area

of the command bar.

Changing input mode
PlanMaker supports the use of certain input modes of Android/iOS devices.

= Android

The command Input method enables you to switch to a different keyboard mode on an Android device.
PlanMaker accesses the on-screen keyboard settings of your Android device for this purpose.
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In the classic menus interface, you change the mode with the menu command View > Input method. In the
ribbon or toolbars user interfaces, you can choose this command via the hamburger menu =

= iOS
If Scribble mode is enabled in PlanMaker, you can write directly in a document on an iOS tablet using the

Apple Pencil. Your handwritten entries will then be converted directly into text. For other edits — for
example, those of objects — you have to disable the mode again.

In the classic menus interface, you enable or disable the mode with the menu command View > Scribble. In
the ribbon or toolbars user interfaces, you can choose this command via the hamburger menu =

Note: The command View > Scribble is only available for iOS tablets, but not for smartphones. Please also
ensure that you have enabled the option Apple Pencil > Scribble in the system settings of your iOS tablet.

Unlocking locked commands

Some commands are locked in the Android/iOS version (recognizable by the lock in the command icon), but
they can be unlocked if necessary.

To unlock the commands, click on the command icon. The program opens a dialog box with the following
options: Users of SoftMaker Office NX Home and NX Universal can use their product key to unlock
commands. Users of other versions have the option of unlocking the features via Google Play/Apple App Store
(subject to a fee).

Customizing command groups

You can customize the default groups as desired by adding/removing commands. Note: However, you cannot
add or delete an entire group in the toolbars user interface.

In the hamburger menu =, choose the command Tools > Customize. This opens the dialog box Customize
user interface, which is structured as follows:

= On the left side, you will find all of the commands that are available in PlanMaker. On the right side, the
dropdown list Customize contains the groups that are in the toolbar. The list below it displays the
commands that are currently in the selected group.

* You can add new commands to each group (or remove them, change their position or insert separators). This
works in a similar manner to that described for the Classic menus with toolbars user interface in the
Customizing toolbar icons section. Difference: Instead of "foolbar icons", you customize "group icons".

Context menu

Regardless of the user interface in which you work, there is also another way to choose commands: via the
context menu.

This menu contains different commands depending on the current situation. If, for example, you select some
text and then right-click to open the context menu, it offers commands for cutting, copying or formatting that
text.
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Text
ot Cut Ctrl+X
m Copy Ctrl+C
[T Paste Ctrl+V
Character... Ctrl+2
A Character style...

Depending on what you have previously selected (text, objects, tables, etc.), you will be offered a variable —
contextual — selection of commands when opening the context menu. This makes it much easier for you to
quickly navigate to situational commands without a long search.

Android/i0S: In these versions, you can also open the context menu with your finger: Just tap on the screen and
hold your finger there for about a second.

Edit toolbar

In the ribbon interface as well as in the classic menus you will find the Edit foolbar below the ribbon (or below
the standard toolbar and formatting toolbar in the classic menu interface).

B7 v| fr =Al+A2 I

The Edit toolbar contains the following options:

Cell address
The address of the currently active cell is displayed on the far left.

Icons and input field for editing cell contents

Three icons and an input field can be found to the right of the cell address.

Click in the input field to edit the content of the current cell. Alternatively, you can edit the cell content directly
by simply clicking in the cell and starting to type. The latter option is usually faster.

For more information on entering and editing data in cells, see Entering data in cells.

The buttons next to the cell address have the following functions:

Icon Function
ﬁ This button corresponds to choosing the ribbon command Formula | Function (menu command Insert >
Function)
v, This button accepts the entry in the input field (corresponds to pressing the Enter key.J)
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2w This button rejects the entry in the input field (corresponds to pressing the Esc key)

For more information on entering formulas, see Formulas and functions.

Expanding the input field

The input field of the Edit toolbar is usually displayed as one line. For longer formulas, however, it is helpful if
the input field expands so that you can see the entire formula.

You can set the behaviour of the input field as desired. To do so, click on the button I~ to the right of the

input field to open a menu in which you can choose from the following options:

= Automatic
The input field is displayed as one line by default. If the space is no longer sufficient to display the formula
in one line, the input field is automatically expanded to four lines.

= One line

The input field is always displayed as one line, even if the formula exceeds one line.

= Four lines

The input field is always displayed as four lines, even if the formula fits in one line.
Tip: These options can also be found in the dialog box that opens upon choosing the command File | Options

« and clicking on the Edit tab.

Note: If the aforementioned button is not available, click on the * icon on the far right of the Edit toolbar.
Select Add/remove buttons and enable Input field height.

Document tabs

FreeOffice: The feature for working with document tabs is not included in SoftMaker FreeOffice. However,
you can open several documents in different program windows.

Android/iOS: This function is not available for smartphones. For tablets, actions are possible with the tabs
within the same program window.

A bar with document tabs can be seen above the document. It displays one tab for each open document.

|:|'= Untitled 1* = [ﬁ Regions.pmdx > [E Energy sourc... > [n Life.prdx =

The document tabs bar

The tabs can be used to perform the following actions:
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= To make a document become the active document, lefi-click its tab. This enables you to rapidly switch
between the open documents.

= To close a document, click on its tab with the middle mouse button.
Alternatively, left-click on the x icon displayed on the far right of each tab.

= You can change the order of the tabs by dragging a tab to the desired position on the tab bar while holding
down the left mouse button.

= To release a tab and display it in a separate program window, drag it to a position outside the current
program window while holding down the left mouse button.
Of course, this can also be done in reverse: A separately opened program window can be dragged into the
tab bar of an existing PlanMaker program window.

By the way, documents can also be started in a new program window when they are opened. For more
information on working with multiple documents, see Working with multiple documents.

Worksheet register

The worksheet register is displayed below the document.

A PlanMaker document can consist of multiple worksheets which are stacked on top of each other like a stack
of paper. They are called worksheets. You can use the worksheet register to switch between the individual
worksheets of a document, create new sheets, and delete sheets.

For more information, see Working with multiple worksheets.

Sheet1 | Sheet?2 | Sheet3d | +

The above figure shows the worksheet register for a workbook with three worksheets. The currently active
sheet "Sheet1" is highlighted.

Status bar

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

Font color Sum=6 i+ Ins AUTO  *

Note: If you do not see the status bar, you will have to change the settings for it as described in Settings,
Appearance tab (for the ribbon interface) or as described in Showing and hiding toolbars (for the classic
menu interface).

You can read the following information in the status bar:
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Example Explanation

Font color,  Different information is displayed on the far left. If you hover the mouse cursor over a command icon, the

Chartl, function of this command is displayed here. If you select an object, its name is displayed here. If you move
etc. or resize an object, the current position/size is displayed, etc.
Sum=6 The online calculation is displayed next to it. If you select several cells, the calculation of the cell contents,

for example, the sum, is automatically displayed here. Various calculation functions are possible and can be
opened by just clicking on the display. (See also the option Calculation in status bar in the Settings, Edit
tab.)

£y This icon lights up if the worksheet contains a circular reference. This usually indicates an incorrectly
formulated formula — for example, a formula in cell A1l that refers to cell Al itself.

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

Ins This option shows whether Insert mode (Ins) or Overwrite mode (Ovr) is enabled. This allows you to
determine what should happen to the existing cell contents when editing a cell:

Ins: Insert mode is enabled — newly entered text will be inserted in front of existing text.
Ovr: Overwrite mode is enabled — newly entered text will be written over existing text.

The default setting is Ins. You can use the Ins key on your keyboard to switch between these two modes (or
by clicking on the Ins/Ovr display).

The Ins key can also be disabled. For more information, see Settings, General tab.

AUTO This indicates PlanMaker's current input mode:

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

TEXT: Text input mode is enabled — all entries are converted into text (including numbers and formulas).

To switch between these two modes, either click on the text "AUTO" in the status bar or press the key
combination Ctrl+Shift+F4.

Important: 1f you switch to TEXT input mode, all numbers and formulas you enter will be automatically
preceded by a single quotation mark ('). This converts them into text, and they can no longer be used for
calculations. (In order to turn converted numbers/formulas back to normal numbers/formulas, switch back to
AUTO mode and remove the leading quotation mark.)

The status bar also contains a zoom slider that allows you to change the zoom level for the document:

- O + 100% *

To do so, either drag the slider with your mouse or click on the plus or minus icon (see Zoom level).

Tip: Configuring the status bar
If you click on the double arrow * on the far right of the status bar, you will find the following options:

* You can use the option Add/remove buttons to show or hide the individual preset elements of the status
bar.
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= The option Customize opens the dialog box Customize user interface, where you can freely configure the
status bar from all commands available in PlanMaker.

In the dialog box, select the item "Status bar" in the list Customize (top right). You can then add or remove
buttons from the status bar and change their order. For more information, see Customizing icons and groups
in the ribbon.

= Reset this toolbar restores all changes made to the status bar back to their original state.




Basics

This chapter provides information on PlanMaker's most important basics and explains basic spreadsheet

terminology.

This chapter covers the following topics:

The structure of a worksheet

First, you will learn how worksheets are actually structured.

Moving within a worksheet

You will then learn how to navigate within a worksheet.

Entering data and Deleting data

In the next two sections, you will learn methods for entering and deleting data.

Undoing changes

Here, you will learn how to undo changes to the document.

Starting a new document

This section will show you how to create a new document.

Opening a document, Printing a document and Saving a document

These three sections deal with opening, printing and saving documents.

For more information, see the following pages.
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The structure of a worksheet

In order to use PlanMaker directly while working through this chapter, you should launch it now.
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As you can see from the figure, worksheets are divided into rows and columns. Each worksheet can contain up
to 1 million rows and 16384 columns. They are labeled as follows:

= The rows are numbered consecutively.
= Conversely, the columns are labeled with letters: A to Z, then AA to AZ, then BA to BZ, etc.

The matrix of rows and columns results in a grid composed of "boxes". These boxes are called the cells of the
worksheet.

Each of the cells has its individual coordinates: "B5", for example, denotes the cell in the fifth row of column B
(the second column). "A3" is the cell in the third row of column A (the first column) and so on. 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
have twice the value of cell Al in cell A2, you would enter =A1*2 in cell A2.

Twice the value of Al is now displayed in A2. If you change the value in A1, the resulting calculation in cell
A2 is automatically updated.
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Moving within 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:

[ |

You can move the cell frame to another cell as follows:
Mouse: Click on the desired cell.
Keyboard: You can use the arrow keys of the keyboard to move the cell frame.

Moving via the keyboard is also possible: Press the Tab key to move to the next cell on the right and
Shift+Tab to the next cell on the left. Press the Enter key. to move down and Shift+Enter to move up.

For a list of all keys available for this purpose, see Shortcut keys.

Entering data

In order to enter data in a cell, move to the desired cell using the arrow keys or the mouse, and start typing.
To complete your input, press the Enter key...

If you made an error during input, press the Esc key instead of the Enter key... PlanMaker will discard what
you just typed and restore the original cell content.

Alternatively, you can enter data via the following buttons of the Edit toolbar:

= To accept the input, click on the ™ button.
= To cancel the input, click on the * button.

To subsequently edit the contents of a cell, navigate to the cell and press the F2 key. Alternatively, you can
simply double-click on the cell.

For more information on this topic, see Entering data in cells.

Deleting data

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

To delete the entire content of a cell, navigate to that cell and then press the Del key on the keyboard (or
choose the ribbon command Home | group Edit | Cut).

= Deleting parts of the cell content

To delete only part of the cell content, double-click on the cell. Alternatively, you can select the cell and
press the F2 key. You can now edit the cell content, for example, delete parts of it using the Del key or the
Backspace key<l.

= Deleting the contents of multiple cells

To delete the contents of multiple cells at once, select them before pressing the Del key. For information on
selecting cells, see Selecting cells and cell content.

For more information on "Deleting cells", see Deleting cells and cell content.

Undoing changes

In the Quick access toolbar, you can use the Undo button "/ on the Quick access toolbar. This restores the last
action you undid. You can thus undo the cancellation of changes.

For more information on this topic, see Undoing changes.
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Starting a new document

To start a new document, choose the command File | New D (Click directly on the icon itself.) Incidentally,
this command is also in the Quick access toolbar.

(Note: If you click on the icon's arrow instead, you'll see the templates you previously used. For more
information, see "List of document templates used" below.)

Tip: Use the key combination Ctrl+N to quickly open a new document with the current default template,
while skipping the dialog box shown below.

After you click on the File | New icon D, the following dialog box appears:

Mew O
Template: View: Sort by: oK
#[~ ] Favorites Small - Mame (ascending) -
Hl~= Templates . Close
H{ ) Deutsch =
- | Clmsaschedule TG 106
Sl dEnglish (US) B = e

izl X

H(=7) Espafiol
H(=7) Frangais

. [C] New program window
H( taliano — NEWprog

Class schedule Mileage log
= I
Mormal A4 Mormal
L '
—_————
Available languages * ﬁ -

The dialog box of the command File | New

If you just want to create a normal worksheet without any additional formatting, choose the default template
Normal .pmvx.

Tip: If you hover over a template (without clicking on it), more information about the template will be
displayed. This requires Show tooltips to have been enabled in the settings.

As soon as you confirm with OK, the new document will be created.



Basics

Using document templates
The above dialog box contains the following options:

Template: In addition to the default template Normal . pmvx, you will also see some predefined document
templates that you only have to fill in after opening them.

The Favorites folder always contains the default template as well as all "pinned" templates. They are

permanently displayed at the top in the list of the command File | New ™ for quick access. (For more
information, see the paragraph below "List of document templates used".)

Pinned templates are recognizable by the vertical pin icon * . By clicking on the pin icon, you can pin or unpin
a template.

View: The templates can be displayed in the dialog box as small, medium or large preview images in the tile
view. Alternatively, a list view in text form is also possible.

Sort by: You can view the templates sorted by name or by date.
Available languages: Here, you can select the language(s) in which document templates are to be displayed.

Set as default: Change the default template by clicking on a template and then pressing this button. In future, a
new document will always be opened with this template.

For more information on creating your own document templates, see Document templates.

Option "New program window"

The option New program window means the following: If it is enabled, the new document will be displayed in
its own program window. If the option is disabled, the new document will be created with a new tab in the
existing program window.

This setting is also saved and is applied each time a document is opened, both when new documents are created
and when existing documents are opened.

(Note: In the Android/iOS version for smartphones and in SoftMaker FreeOffice, a separate program window is
always opened, while in the version for fablets, a new tab is always opened in the same program window.)

List of document templates used

If you click on the small arrow of the File | New button D, the program opens a list of previously used
document templates, which you can apply directly:

Default template: The current default template is displayed here. If you just want to select the default
template, you can also click on it here in the list and skip the dialog box.

Unpinned templates: This is displayed if you have already used templates other than the default template. You
can thus use these templates directly from the list for a new document without performing a long search.

If you click on the pin icon ™ of a template, the status changes to Pinned templates: These are permanently
displayed at the top of the list (and in the Favorites folder of the dialog box, see above). You can unpin the

template by clicking on the pin icon * again.

If you click on the cross icon &, you remove an entry completely from the list. The command Delete all
unpinned items deletes all entries from the list — except the pinned templates and the default template.
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The command More will take you again to the dialog box described above.

Opening a document

To open an existing document, choose the command File | Open = by clicking directly on the icon itself.
Incidentally, this command is also in the Quick access toolbar.

(Note: If you click on the icon's arrow instead, you'll see a list of recently used files. See explanations in the
paragraph "List of recently opened files" below.)

After you have clicked directly on the Open icon I, the program will display a dialog box which may look as

follows:
Open .y
< v <« Documents > SoftMaker > Samples w & Search Samples g
Organize - MNew folder =~ [@ o
Softhaker |- Calendar 2023.pmdx [ Sample.prndx
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Bullets [nCaIendarEDES.pmdx
Languages [ﬁEnergySources.pmd
|:|Z; Energy sources.pmidx

PlanMaker MX templates
Dﬂ; Function names.pmdx

Presentations MX designs I D Invoi lit
nvoice.sqlite

L |:|Z; Life. prndx
Settings Dﬂ;Regions.pmdx
TextMaker MNX templates
Quick path  ~ () Mew program window
(] Preview...
File name: | All documents (% pmdx ™ pre ~
File manager... Qpen Cancel

The dialog box of the command File | Open

This dialog box may look slightly different depending on the operating system, but its function always remains
the same. Use this dialog box to tell PlanMaker which document to open.

To do so, you could simply type in the name of the file you want to open manually. However, the dropdown list
with the files is more convenient because all files are listed here in the current folder and can be easily selected.
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Option "New program window"

The option New program window means the following: If it is enabled, the new document will be displayed in its
own program window. If it is disabled, the document will be opened with a new tab in the existing program
window.

This setting is also saved and is applied each time a document is opened, both when new documents are created
and when existing documents are opened.

(Note: In the Android/iOS version for smartphones and in SoftMaker FreeOffice, a separate program window is
always opened, while in the version for fablets, a new tab is always opened in the same program window.)

Previewing a document

When the option Preview is enabled, a little box displaying a preview of the currently selected document is
displayed to the right of the dialog box.

Opening other file formats

In addition to opening documents created in PlanMaker's default file format, you can also open files created
with other software. All you have to do is select the desired format from the list of file types.

For more information, see Working with other file formats.

Using Quick paths

You can use the Quick path button to create and choose quick paths in order to quickly switch to a specified
folder when opening or saving files.

For more information, see Quick paths.

File manager

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

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

For more information, see File manager.

List of recently opened files

If you click on the small arrow below the File | Open I button, you will see a list of recently opened files.
Simply click on one of these files to open it again.

In this file list, you can also select the following options:

If you click on the pin icon ™ of a file, it will appear in the list as a pinned file and will be displayed
permanently at the top of the list. Unpinned files will eventually be removed from the list of recently opened
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files if the number of entries exceeds the limit that was set. For more information, see "Recently used files in
the File menu" in Settings. Files tab.

Click on the pin icon * again to unpin the file or click on the cross icon & to remove an entry from the list.
The command Delete all unpinned items deletes all entries from the list — except the pinned files.

The command Browse documents will take you again to the dialog box described above.

Printing a document

To print the current document, choose the ribbon command File | Print.
The program will display a dialog box in which you can specify the parts of the document to be printed.

For more information on outputting documents, see Outputting documents.

Saving a document

When you have completed a document, you should save it to retain it permanently. To do so, click on the
ribbon command File | Save =,

Tip: This command can also be found by default in the Quick access toolbar below the ribbon.

If the document does not yet have a name, PlanMaker automatically prompts you to assign a file name to it
before saving it.

Saving under a different name or in a different location

PlanMaker also has a ribbon command called File | Save as. This also saves your document, but you can first
assign it another name or select another folder in which to save it.

Saving in a different file format

You can use the ribbon command File | Save as to also save a document in the file format of another program.
To do so, select the desired format in the list Save as type. For more information, see Working with other file
formats.

Saving all open documents

If you have multiple documents open at the same time, you can use the ribbon command File | Save all to save
all of them at once. PlanMaker checks whether the documents have been changed since they were last saved
and saves only those that have been changed.



Exiting the application

To exit PlanMaker, choose the command File | Close "% and then File | Exit O. Alternatively, just click on
the X icon on the far right of the title bar or tab.

If one of the open documents has been changed since it was last saved, PlanMaker automatically asks you
whether you want to save it before closing it.
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The PlanMaker tour

Welcome to the PlanMaker Tour!

On the following pages, you will obtain more in-depth information on PlanMaker than in the Basics chapter.
Users who are unfamiliar with spreadsheets should read the next section thoroughly.

More advanced users are encouraged to browse through this section as needed. It contains some useful tips that
will make it easier for you to use PlanMaker.

Note: Most of the illustrations in this manual were produced with the Windows version of PlanMaker. On
other operating systems, some of the controls look slightly different, but their functionality is the same.

Some theory to begin with

The topic "Calculating and computers" is best explained by means of a brief review. It was precisely through
the field of "computing" that computer technology originally found its way into homes and offices. The first
tentative advance was made by pocket calculators. They are definitely a great help, but their disadvantages are a
good indicator of the usefulness of a spreadsheet:

If, for example, you're planning on buying a computer, you'll need to compare various systems based on their
hardware components, as you'll need a PC, a monitor and a printer. One vendor may offer a competitively
priced computer, another vendor might offer an inexpensive monitor, etc. Which is the best option?

To determine this fact, you have to add up the various prices. To do so, you pull out your pocket calculator, add
number by number, write down the result — and become frustrated: With every new offer, the game starts all
over again with new values, even though the method of calculation never changes.

Such calculations can be performed more conveniently by means of a spreadsheet.

The first technique you will encounter when working with PlanMaker is the use of "variables". Variables help
you to generate abstract formulas without the use of actual number (or dollar) values. For example:

Computer + monitor + printer = total price
Thus, your formula would look as follows:
atb+c=d

Such a formula is only of practical use in calculating without a spreadsheet if, for example, you have a
programmable calculator — you can enter the formula in it once, and then execute it many times. The calculator
asks for the values one by one, and then automatically calculates the total value. However, this is not much of
an improvement over repeated individual calculations...
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First steps with PlanMaker

With these preliminary considerations in mind, let's look at how such tasks can be performed with PlanMaker.
To do so, start PlanMaker now.

On Windows, PlanMaker looks as follows:
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The worksheet takes up most of the program window. The top of the worksheet is bordered by a bar with letters
and by a bar with numbers on the left.

Let's take a closer look at the worksheet:

The structure of a spreadsheet

As you already know from the Basics chapter, a worksheet is divided into rows and columns. They are also
indicated by the gray lines that are displayed in the worksheet.

The cell in the top left corner is surrounded by a dark border. This is called a cel! frame. It indicates which cell
is currently active.

[ |
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When you type something, it is always entered 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.

When doing so, take a look at the display panel on the left above the worksheet: PlanMaker displays the
address of the currently active cell. The address always consists of one or two letters and a number:

"A1" means "column 1, row 1".
"AS5" means "column 1, row 5".
"D5" means "column 4, row 5", etc.

The fact that each cell has a unique address is the key to all functions of a spreadsheet: This allows you to enter
calculations in any cell that relate to other cells — for example, to form the sum of cells. You don't even need to
deal with variables like a, b, ¢, as you just use the coordinates of the cells.

This is like handing someone a worksheet and asking them, for example, "Please add the numbers in the
second, third and fourth rows of the second column".

Entering values and formulas

That's enough theory for now! Let's now perform our first calculation.

First, we enter the price of the computer; under that, the price of the monitor; and under that, the price of the
printer.

Thus, navigate to cell B2 and type the value 799 there. The value will appear both in the selected cell and in the
Edit toolbar above the worksheet.

Note: When entering numbers, do not make the mistake of typing the letter "O" or "0" instead of the number
"0". PlanMaker makes a clear distinction between letters and numbers. The letter "O" is not a number for the
program. PlanMaker would accept the input but interpret it as text, and thus could not perform calculations
with it.

Then press the Enter key. to complete your input. The cell frame automatically moves down one row to cell
B3. Type the value 425 here and the value 199 in the row below.

Tip: If you entered an incorrect value and have already pressed the Enter key.,, you can still correct your
mistake. Use the arrow keys to move the cell frame to the cell with the error, and enter the correct value.
Then press the Enter key again, and the old cell content will be overwritten by the new input. You can also
edit the content of already filled cells by pressing the F2 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 that we just
typed. This is very easy:
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Go to cell B5 and type an equal sign = at first. The equal sign shows PlanMaker that you would like to start
entering a formula in this cell.

Then enter the formula. For this purpose, you use the cell addresses as "variables". Enter the following:

=B2+B3+B4
Note: Cell addresses are not case-sensitive, i.e., you can enter them in either uppercase or lowercase.

When you press the Enter key.J, you will immediately see the result of your first formula in the cell:

BS v| fx =B2+B3+B4

= ff}_"‘ D - E - '? M - G" L.? -
A B C D

1

2 799

3 425

4 199

5 | 1423]

Let's see what happens if you change the numbers in the cells. For example, navigate to the cell that contains
425 and enter 259 or some other value instead. As soon as you press the Enter key. again after replacing the
cell content, the result of the calculation will be updated immediately.

Regardless of what cells B2, B3 and B4 contain, PlanMaker will always add them up. If you get a quote for a
computer system in which only the price of the printer has changed, for example, you only need to change that
particular value, and the new total price will be displayed in cell BS.

The "SUM" function

The above example is one method of adding up several numbers. Although the method is adequate for a few
numbers, it is clearly too cumbersome for adding 50 numbers - that would be a very long formula! Fortunately,
there are alternative methods: the computational functions of PlanMaker.

In order to find out more about them, make cell B5 the current cell; it contains the formula you entered
previously.

First, delete the old formula by pressing the Del key on the keyboard or by simply overwriting the existing cell
content. Then enter the following formula:

=SUM (B2:B4)
After pressing the Enter key.l, you will see the result in the cell: the sum of the cells B2 to B4.

PlanMaker has a whole range of computational functions — and one of them is SUM. As its name suggests, the
SUM function calculates the sum of the relevant values. The expression in parentheses after the function name
tells PlanMaker where to start and stop summing.

You have directed PlanMaker to start adding in cell B2 and stop in cell B4. In this case, only the number in B3
is in between, but the SUM function would also work with a larger range, such as B2:B123.

The notation Start cell:End cell also works across rows and columns. If, for example, you enter B2 as the start
cell and C4 as the end cell, these two coordinates in the worksheet form the corners of a rectangle. The formula
=SUM(B2:C4) would thus sum «// numbers included within this rectangle.
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Variety of formulas

To get an idea of the multitude of computational functions available in PlanMaker, you can now choose the
command Function.

You will find the command on the ribbon tab Formula | Function S or as Insert function with an identical
icon in the Edit toolbar. Even faster: Simply press F7.

The program will now display a dialog box with a list of all functions that PlanMaker supports.

Insert function b4

Formula: | Insert

Close
Category: Function:

Operator

Last used & ATanH -
All functions PoveDev L . i . ]
Date and time Auerage !
Mathematics A=
Financial mathematics Averagelf - !
Strings Averagelfs
Database B ( ) - =
Statistics Base . e . e
Information - Bessell -

Averagef(Mumberl, ...)

Returns the average of the given arguments. Strings and FALSE are treated as 0, TRUE as 1.

Tip: You can open a help page for each arithmetic function. Click on the desired function in the above
dialog box, and then press the Flkey.
Let's try another function. We'll calculate the average value of our three numbers in the worksheet:

To do so, exit the dialog box and delete the contents of B5 again.

Then choose the command Function (Insert function) S . Select the "All functions" category in the list on the
left side of the subsequent dialog box. Then scroll down through the list on the right to the "Average" function.
Double-click on the "Average" function.

In the input field Formula of the dialog box, PlanMaker has now automatically inserted the average () row. To
complete the formula, enter B2:B4 again between the parentheses.

Alternatively, you can simply select the desired cell range directly in the worksheet by left-clicking on cell B2
and then dragging the mouse down to cell B4. If the dialog box is covering the cells that you want to select,
simply drag it out of the way while holding down the mouse button.

The completed formula should look as follows:
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=Average (B2:B4)
If you click on Insert, this formula will be transferred to cell B5 and calculated immediately.

You have now learned about two of the more than 400 computational functions of PlanMaker. For a
comprehensive list of all functions, see Functions from A to Z.

Going three-dimensional

PlanMaker spreadsheets do not necessarily have to consist of a single worksheet. You can also stack several
worksheets on top of each other — just like a stack of papers. Thus, PlanMaker documents are also called
workbooks. Each workbook can contain up to 2048 worksheets.

The main advantage of this is that calculations in one worksheet can also refer to cells in other worksheets of a
workbook, thus enabling you to perform "three-dimensional" calculations as such.

For example: You record the balance sheets of several branches of your company on three worksheets. You
could now create a fourth worksheet and use it to calculate, for example, the sum of the results of the other
three sheets.

To add a new worksheet, choose the ribbon command Insert | group Tables | Sheet E. The program opens a
dropdown menu in which you can choose the command Insert.

Tip: You can create a new worksheet faster with the * icon in the worksheet tab.

Sheet1 | Sheet?2 | Sheet3d | +

The worksheet tab at the bottom of the document

To switch between the existing sheets, simply click on the desired worksheet in the worksheet tab with the
mouse.

For more information on this topic, see Working with multiple worksheets.

Changing the appearance of worksheets

Let's go back to our first sample worksheet. Although the worksheet is very useful for performing calculations,
it is not very appealing in terms of its design. At the same time, PlanMaker has extremely powerful options for
preparing worksheets in visual terms.

Let's try some of them out:

Adding a heading

What our worksheet definitely lacks is a heading. Thus, let's simply enter a relevant text in a cell above the
numbers and increase its font size.
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To do so, click on cell B1 to make it the active cell. Then enter the following text:

My first worksheetd

Changing character formatting
Let's now choose a different font for the heading and make it a lot bigger.

For this purpose, move the cell frame back to cell B1 with the heading. Then expand the font list on the ribbon
tab Home | group Character by clicking on the small arrow to the right of the font name.

Anal w10 W

PlanMaker now displays a list of all fonts installed on your computer. Select the Tahoma font, for example.

0 v

Then open the font size list L to the right of (or below) the font list, and select the 24 point size.

You can also set the font color L - if you want, and this command group also contains three buttons labeled
B, 7 and U for enabling/disabling bold, italics and underlining.

Changing number formatting

PlanMaker provides extensive options for formatting numbers. It not only enables you to change the character
format of cell content (font, font size, etc.), but you can also modify their number format.

Let's try this out: To display the values in cells B2 to B5 with a currency symbol, proceed as follows:

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

Android/iOS: If you are using these versions, please note that selecting cells works slightly differently there.
For more information, see Selecting cells and cell content.

When the desired cells are selected, choose the ribbon tab Home and then go to the command group Number
and click on the group arrow 4 in the bottom right corner. The program opens a dialog box with numerous
settings options. We are only interested in the Number format tab: On this tab, select the entry "Currency” in
the list and confirm with OK.

Result: PlanMaker now adds a currency symbol to the numbers in the selected cells and displays them with two
decimal places, as is usual with monetary amounts.

There are many other number format options that you can use to change the appearance of numbers. For
example, the number of displayed decimal places can be set, numbers can be displayed as percentages, etc.
Important: Applying a different number format to a value only changes how it is displayed and does not change
the value itself.

You have now become familiar with a small part of PlanMaker's options for improving the visual display of
worksheets. As you can imagine, there are many other options for visually enhancing worksheets and making
them clearer. For more information, see Formatting worksheets.
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Charts

Before we end this PlanMaker tour, let's take a quick look at charts.

It is often difficult to interpret the meaning of spreadsheets consisting of long columns of numbers. PlanMaker
thus has its own chart module for the optical preparation of data from your worksheets.

To insert a chart, first select the values to be displayed.

Then choose the ribbon command Insert | Chart frame I (click directly on the icon itself). A dialog box
appears in which you only have to select the desired chart type and the completed chart appears in the
document.
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For more information on this topic, see Charts.

Outlook

This is where our brief introduction to PlanMaker ends. You now know many of the program's most important
basics, and everything else you will learn in the reference section of the manual, starting with the next chapter.

This part of the manual provides detailed descriptions of all of PlanMaker's features by subject matter. Of
course, you don't have to read it chapter by chapter to learn all the capabilities of PlanMaker at once. Just read
the chapters that you really need, and gradually explore PlanMaker's features.
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Have fun with PlanMaker!
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Editing worksheets

This chapter marks the beginning of the reference section of the manual. This part of the manual provides
detailed descriptions of all of PlanMaker's features organized into chapters by subject matter.

In this first chapter, you will learn how to enter data and edit worksheets. This chapter covers the following
topics:

Entering data in cells

The first section describes what you have to consider when entering text, numbers, calculations, etc., in
worksheet cells.

Undoing changes
The Undo button '~ in the Quick access toolbar can be used to undo the last changes.
The Redo command ~ in the Quick access toolbar is its counterpart and reverses the Undo command.

Repeating commands

The command Repeat ¥ in the Quick access toolbar repeats the last command that you used with exactly
the same settings.

Selecting cells and cell content

This section describes how to select cells — for example, by using the mouse or the keyboard.

Deleting cells and cell content

You can either use the Del key on the keyboard to delete only the cell content or choose the ribbon
command Home | group Cells | Delete to remove cells completely from the worksheet (the rest of the
worksheet moves up accordingly).

Inserting new cells

The ribbon command Home | group Cells | Insert inserts new cells into your worksheet and automatically
moves the existing cells down (or right).

Moving and copyving

Selected worksheet areas can be copied or moved with the commands of the ribbon tab Home | group Edit
or simply by dragging them via the mouse. Formulas are automatically adjusted when you move or copy
cells.

Paste (special)

The ribbon command Home | group Edit | Paste ™ | Paste special is a more powerful variant of the
command Paste. You can specify exactly what is to be pasted, for example, just the values or just the
formatting.

Filling cells automatically

You can choose the ribbon command Home | group Contents | Fill to easily fill cells with consistent values
or ranges of values.
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= Working with multiple worksheets

You can create multiple worksheets in a single document and stack them like a pile of paper, thus enabling
you to perform "three-dimensional" calculations.

= Naming cell ranges

If you assign a name to a range of cells using the ribbon tab Formula | group Named areas | Edit names,
you can use this name in formulas, for example, =SUM(sales) instead of =SUM(A1:AS5).

= Transposing cells

The ribbon command Data | group Edit | Transpose reverses the row and column orientation of a selected
cell range.

= Splitting text into multiple columns

Choose the ribbon command Data | group Edit | Text to columns to split text that is in one worksheet cell
into multiple worksheet columns.

= Sorting cells

Choose the ribbon command Data | group Filter | Sort to sort ranges of cells according to one or more
criteria.

= Filtering cells by their content

Choose the ribbon command Data | group Filter | AutoFilter or Special filter to filter a cell range
according to one or more criteria. All rows in this range that do not match the filter conditions will then be
hidden.

= Analyzing sheets

This section introduces some tools that can be very useful for analyzing worksheets and troubleshooting.
These tools include a command for displaying formulas, syntax highlighting, a watch window for cell
content, and various functions for analyzing the formulas in a worksheet.

= Updating sheets

The calculations in a/l worksheets are kept up to date automatically. Whenever you change the content of a
cell, PlanMaker recalculates the worksheets. If required, you can disable this behavior and use the ribbon
command Formula | group Update | Recalculate to update worksheets manually.

= Using comments

Choose the ribbon command Insert | Comment to add comments to cells. The comment is displayed when
you hover over such a cell with the mouse cursor.

= Goal seek

Choose the ribbon command Data | group Analyze | Goal seek so that an approximation method is used to
determine the value which a particular component of a calculation must assume in order to produce the
desired result.

= Scenarios

The ribbon command Data | group Analyze | Scenario manager allows you to create and display different
scenarios. You can use them to observe how the calculations in a worksheet change when the values in
specific cells are altered. This enables you to perform all kinds of "what-if" analyses.
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= Consolidating data

The ribbon command Data | group Analyze | Data consolidation can be used to evaluate data from one or
more cell ranges, for example, to calculate their total sums.

= Tables in worksheets

This function is a particularly useful option, as it formats an entire worksheet area in one of numerous
predefined formats at the touch of a button. Select a cell range and choose the ribbon command Insert |
Table to create a "table in a worksheet".

This has the following effects:

The cell range is automatically formatted with a fable style. You can switch to a different table style at any
time, and thus change the appearance of the entire cell range at once. In addition, an AutoFilter is applied to
the "table" automatically. Furthermore, other useful features such as a total row are available.

= Pivot tables

Large amounts of complex data can be summarized very clearly according to certain criteria using pivot
tables. Select an existing data area and use the ribbon command Insert | Pivot table to create meaningful
presentations of your data with minimal effort. The section includes exercises for illustration purposes.

= Freezing rows and columns

Choose the ribbon command View | group Windows | Freeze cells to freeze the first rows or columns of a
worksheet on the screen. This will make them stay in place when you scroll through the worksheet. This is
ideal for row or column headings.

= Inserting special characters

The ribbon command Insert | group Text | Symbol opens a dialog box with all available characters of a
font. It can be used to insert special characters that are not readily accessible via the keyboard.

For more information on these topics in the above order, see the following pages.

Entering data in cells

In order to enter data in a cell, navigate to the desired cell with the arrow keys or mouse, and simply start
typing.

To complete your entry, press the Enter key..

If you made an error during input, press the Esc key instead of the Enter key... PlanMaker will discard what
you just typed and restore the original cell content.

Alternatively, you can enter data via the following buttons of the Edit toolbar:
= To accept the input, click on the ™ button.
= To cancel the input, click on the * button.

To subsequently edit the contents of a cell, navigate to the cell and press the F2 key. Alternatively, simply
double-click on the cell.
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Notes on entering numbers

= Always enter numbers with the decimal separator specified in your computer's regional settings, for
example, either the decimal comma usually used in Europe (0,7) or the decimal point used in the USA, UK
and Ireland (0.7).

= Numbers can also be entered in scientific (exponential) notation. For example, 4E03 corresponds to 4 *
1073, which equals 4000. Alternatively: 4E-03 corresponds to 4 * 10”-3, which equals 0.004.

= Numbers can also be entered as fractions. For example, 2 1/2 corresponds to 2.5.
= Numbers can also be entered as percentages. For example, 70% corresponds to 0.7.

On the ribbon tab Home, you can change the format of numbers in worksheet cells at any time using the
command group Number. For example, you can set PlanMaker to display numbers as percentages or as a
currency with a currency symbol. For more information, see Number format.

Notes on entering dates and times:
= Dates can be entered in various formats, for example, 09/25/18 or 9/25/2018, etc.
= You can enter dates between January 1st, 1900 and December 31st, 2500.

= Ifyou enter a date with the year represented by only its /ast two digits, it is interpreted as follows:
00 to 29 -> 2000 to 2029
30 to 99 -> 1930 to 1999
PlanMaker treats 1/1/29 as 1/1/2029 and 1/1/30 as 1/1/1930.

= Times can be entered in numerous formats. For example, you can enter 09:30 as follows:
9:30
09:30
09:30:00
09:30:00 AM

etc.

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

Note: Dates and times are always stored as numbers in spreadsheets so that calculations can be performed with
them. The number 0 represents 1/1/1900, the number 1 stands for 1/2/1900, etc. The time is stored in the
decimal places of the number.

However, you don't have to worry about this fact. Simply enter dates and times in your preferred manner.
PlanMaker automatically converts your input into a number and displays it formatted in a date/time format. To
learn more about changing the format of dates and times, see Number format.

Tip: Use the key combination Ctrl+. (colon) to enter the current date in a flash and Ctrl+Shift+. to enter the
current time.
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Notes on entering logical values (Boolean values):

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

Notes on entering calculations:
= Formulas must always begin with the equal sign, e.g., =2+5.

= The command Insert function S in the Edit toolbar can be used to easily insert arithmetic functions. Of
course, you can also input formulas manually, for example, =SUM(2, 5).

= For more information on performing calculations, see Formulas and functions.

= For descriptions of all computational functions, see Functions from A to Z.

Notes on entering text:
= Text can be easily typed into a cell.

= 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 number. If, for example, you enter '42 (including the single
quotation mark), PlanMaker will treat this as text and not as a number.

= Tip: If you have entered some text entries directly below each other in a column, you can open a dropdown
list of these entries by pressing the key combination Alt+Shift+V in a cell directly above or below the
entries.

The program then displays a list of all text entries directly above or below this cell. If you select one of these
entries and press the Enter key.., it will be copied to 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.

= Another tip: Furthermore, when you type text into a cell, PlanMaker automatically 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" will be suggested, etc.

Mew York
Rio

Tokyo
Mew York

To accept the suggestion, press the Enter key... To reject it, simply continue typing or press the Del key.

Note: If you do not want PlanMaker to make suggestions while you are typing, you can always disable this
feature.

Choose the ribbon command File | Options =, switch to the Edit tab and disable the option Autocomplete
cells.
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Undoing changes

In the Quick access toolbar, you can use the Undo button "7 to undo the last changes made to a document. If,
for example, you format cells in a different font, all you have to do is choose the command Undo and it will be
undone again.

This not only works for formatting, but for virtually all changes — for example, you can undo typing or the
deletion of text.

The command Undo can be applied repeatedly if necessary. For example, you can choose it five times to
reverse the last five changes. (Tip: You can set the maximum number of actions that can be reversed in the
Settings, General tab.)

If you click on the small arrow next to the Undo button, you will see a list of recent changes to which you can
revert. If you click on an entry in the list, several steps can be undone at the same time.

Redoing undone actions

There is also a counterpart to the command Undo: the Redo button " on the Quick access toolbar. This
restores the last action you undid. You can thus undo the cancellation of changes.

This command can also be chosen several times in succession. If, for example, you choose the command Undo
five times, the last five changes will be undone. If you then choose the command Redo five times, you will
restore the initial state.

Again, you can use the small arrow next to the Redo button to select entries from the list of recent actions to
restore multiple steps at the same time.

Repeating commands

The command Repeat C¥ in the Quick access toolbar repeats the last command that you used with exactly the
same settings.

This is especially useful when applying formatting. If, for example, you have assigned a different font to a cell
via the ribbon tab Home | group Character, you can then navigate to other cells and simply use the command
Repeat there. These cells are then formatted in the same font — as if you had chosen the last command once
again with the same settings.

There are many other commands that can be repeated in this manner as often as desired.



Editing worksheets

Selecting cells and cell content

For some PlanMaker commands, you can first select a range of cells before you execute them. The command
will then be applied to a// cells within the selection.

If, for example, you select some cells and then press the Del key on the keyboard, all selected cells will be
deleted at once.
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You can even select non-contiguous cell ranges (using the Ctrl key and the mouse).

The selection procedure differs depending on the operating system in use. Thus, this section is split into two
parts:

= Selecting in the Windows, Mac or Linux version

= Selecting in the Android/iOS version

Selecting in the Windows, Mac or Linux version

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

Selecting via the mouse
To select something via the mouse, proceed as follows:

= Selecting cell ranges

You can select arbitrary cell ranges by pressing and holding down the left mouse button while you drag the
mouse cursor over the cells to be selected.
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= Selecting whole rows and columns

An entire column can be selected by clicking on its column header. Column headers are buttons displayed
above the worksheet (labeled A, B, C, etc.).

There are also row headers for each row, which are located to the left of the worksheet and are labeled 1, 2,
3, etc. If you click on a row header, the entire row will be selected.

If you left-click and drag the mouse cursor over several column or row headers, you can select multiple
columns or rows at the same time.

= Selecting the entire worksheet

The button in the upper left corner of the worksheet window (above 1 and to the left of A) has a special
function: clicking on it will select the entire worksheet.

Alternatively, you can do the same via the ribbon command Home | Select all "

= Selecting a single cell
To select a single cell, click on it, drag the mouse cursor to an adjacent cell, and drag it back again (while
holding down the left mouse button).

= Selecting non-contiguous cell ranges
You can also select non-contiguous cell ranges. To do so, hold down the Ctrl key and and then select the
desired cell ranges with the mouse button. (Mac users: Cmd key)

= Selecting only part of the cell content
To select only part of the content of a cell, proceed as follows:
First, double-click on the cell to edit its content. Then, drag the mouse cursor over the characters that you
want to select (while holding down the left mouse button).

= Selecting objects

To select an object (for example, a picture, a drawing, etc.), simply click on it with the mouse. A frame will
then appear around the object to indicate that it is now selected.

To select multiple objects, switch to object mode (see Object mode).

Selecting via the keyboard
Alternatively, you can use the keyboard for selecting. To do so, proceed as follows:
= Selecting cell ranges
To select a range of cells, hold down the Shiftt key, and select the cells by navigating with the arrow keys.

If, for example, you navigate to cell B5, hold down the Shiftt key and press ¥ five times, cells B5 to B10
will be selected. For a list of all key combinations for moving and selecting within a worksheet, see Shortcut

keys.
= Selecting a single cell

To select a single cell, navigate to that cell, hold down the Shiftt key, use any arrow key to select an
adjacent cell and then return to the original cell.
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From the cell to be selected and while holding down the Shift key, first press the - key and then the «
key.

= Selecting non-contiguous cell ranges

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

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

Navigate to the cell and press the F2 key to edit its content. Then, use the arrow keys together with the
Shiftt key to select text in the usual manner.

= Selecting objects

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

Selecting in the Android/iOS version

Selecting works a little differently on Android/iOS devices. You can use either your finger or a mouse. Proceed
as follows:

= Selecting cells
On Android/iOS devices, you can select worksheet cells as follows:

Tap on the start cell once (you should not see a blinking text cursor in the cell now). After a short pause, tap
on this cell again, and keep your finger pressed down while you drag it to the desired end cell.

Tip: Use the ribbon command Home | Select all "1 to select the entire worksheet.

= Selecting only part of the cell content
To select only part of the content of a cell, proceed as follows:

First, double-tap on the cell to edit its content. Then double-tap the word in the cell with which you want to
start the selection. The word should now be selected. This is indicated by the large "handles" that appear in
front of and behind the word:

Lorem i dolor

d D

These two handles represent the beginning and end of the selection. To extend the selection to additional
text, simply drag the two handles to the desired positions.

= Selecting objects

To select an object (for example, a picture or drawing, etc.), simply click on it. A frame will then appear
around the object to indicate that it is now selected.

To select all objects, switch to object mode (see Object mode).
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Deleting cells and cell content

There are two methods for deleting data from a worksheet:

= Deleting the content of cells

If you use the Del key on the keyboard, only the contents of the selected cells will be deleted.

= Deleting whole cells

If you use the ribbon command Home | group Cells | Delete, however, the selected cells will be completely
deleted from the worksheet. The other cells in the worksheet will move up accordingly.

In addition, PlanMaker provides two commands specifically for deleting empty rows and duplicate rows:

FreeOffice: These two commands are not included in SoftMaker FreeOffice.

= Deleting empty rows

To delete all empty rows within a certain range of rows, select these rows, and then choose the ribbon
command Data | group Edit | Remove empty rows.

= Deleting duplicate rows

To delete all duplicate rows within a certain range of rows, select these rows, and then choose the ribbon
command Data | group Edit | Remove empty rows ™ | Remove duplicate rows.

For more information, see the following pages.

Deleting the content of cells

To delete the content of cells, proceed as follows:

1. Select the relevant cells.
For more information on how to select cells, see Selecting cells and cell content.

2. Press the Del key on the keyboard (or the ribbon command Home | Cut a6 ).

Only the contents of the cells are removed and not the cells themselves (see next section Deleting whole cells).

Selective deletion

If you use the ribbon command Home | group Contents | Delete - (Delete special) instead, you can
determine exactly what will be deleted.

The program displays a dropdown menu with the following options:
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= All
This option deletes everything — cell contents as well as formatting, comments, conditional formatting and
input validation of selected cells.

* Formatting
This option deletes only the formatting (number format, character format, borders, etc.).

= Contents
This option deletes only the contents of the selected cells. Everything else (formatting, comments, etc.) is
retained.

= Comments

This option only removes comments that have been added to the selected cells, leaving both content and
formatting intact (see Using comments).

= Conditional formatting
This option removes all conditional formatting of the selected cells (see Conditional formatting).

= Input validation

This option removes all input validation of the selected cells (see Input validation).

= Reset character formatting

This option removes all character formatting that you have applied to the selected cells (see also Resetting
the character formatting).

= Remove link

This option removes the hyperlink, but the cell or text passage to which it is assigned remains intact (see
also Using hyperlinks).

Deleting whole cells

==
The ribbon command Home | group Cells | Delete =" not only deletes the content of the selected cells but also
removes them completely from the worksheet.

If you click on this command, the program displays a dropdown menu in which you can determine how the
other cells should be moved up after the deletion process.

The following options are available:

= Delete cell, move cells up
If you select this option, the selected range of cells will be deleted and the cells below will move up.

= Delete cell, move cells to the left

If you select this option, the selected range of cells will be deleted and the cells to the right of it will move to
the left.

= Remove complete rows

This option deletes the complete rows within the selected range of cells and not just the selected cells. The
rows below move up accordingly.
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* Remove complete columns
This option deletes the complete columns within the selected range of cells and not just the selected cells.
The columns to the right of them move to the left accordingly.

= Delete worksheet
This option removes the worksheet (including its content). For more information, see Managing worksheets.

Deleting empty rows

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

To delete all empty rows within a certain range of rows, select the range from which you want to remove empty
rOws.

Then choose the ribbon command Data | group Edit | Remove empty rows =t |

PlanMaker scans this range for rows that are completely empty (i.e. where none of their cells contain a value).
All corresponding rows are deleted.

Note

Normally, you select a range of complete rows before using this command. However, you can also select a cell
range that doesn't consist of complete rows. PlanMaker will then ask you if you want it to delete the
corresponding rows completely:

= If your answer is Yes, all corresponding rows will be deleted completely.

= If your answer is No, only cells within the selection will be deleted. The cells to the left and right of the
selection will remain unchanged.

Deleting duplicate rows

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

To delete all duplicate rows within a certain range of rows, select the range from which you want to remove
these rows.
Then choose the ribbon command Data | group Edit | Remove empty rows = | Remove duplicate rows.

PlanMaker scans this range for rows that are completely identical (i.e., where the contents of al/ cells in one
row are identical to the corresponding contents in another row). It then deletes these duplicate rows.
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Note

Normally, you select a range of complete rows before using this command. However, you can also select a cell
range that doesn't consist of complete rows. PlanMaker will then ask you if you want it to delete the
corresponding rows completely:

= If your answer is Yes, all corresponding rows will be deleted completely.

= If your answer is No, only cells within the selection will be deleted. The cells to the left and right of the
selection will remain unchanged.
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Inserting new cells

==|
The ribbon command Home | group Cells | Insert = inserts new cells, rows or columns in a worksheet.

If you choose this command, the program displays a dropdown menu in which you can select how to insert the
cells.

The following options are available:

= Insert cell, move cells down

The program inserts the exact number of cells as were selected before choosing this command. If nothing
was previously selected, only one cell will be inserted.

The cells below the insertion will be moved down.

= Insert cell, move cells to the right

The program inserts the exact number of cells as were selected before choosing this command. If nothing
was previously selected, only one cell will be inserted.

The cells to the right of the insertion will be moved further to the right.

= Insert complete rows

PlanMaker will insert as many complete rows as were included within the selection. If nothing was
previously selected, only one row will be inserted.

The rows below the insertion will be moved down.

= Insert complete columns

PlanMaker will insert as many complete columns as were included within the selection. If nothing was
previously selected, only one column will be inserted.

The columns to the right of the insertion will be moved further to the right.

=
The dropdown menu of the command Insert == also contains the following options:

= Insert copied cells, see next section

= Insert worksheet, see Creating new worksheets
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Inserting copied cells

You sometimes want to insert copied cells in a place that already contains values. If you only want to move
these values rather than overwrite them when pasting something from the clipboard, you have the following
option:

=
The ribbon command Home | group Cells | Insert = | Insert copied cells inserts cells, rows or columns from
the clipboard into the worksheet.

Insert cells ~
0 Move cells down
() Move cells to the right Cancel

() Insert complete rows

() Insert complete columns

The program opens a dialog box in which you can select how the cells should be inserted:

= Move cells down
The copied cells from the clipboard are pasted into the selected place.

The cells below the insertion will be moved down.

= Move cells to the right
The copied cells from the clipboard are pasted into the selected place.

The cells to the right of the insertion will be moved further to the right.

= Insert complete rows
The copied rows from the clipboard are pasted into the selected place.

The rows below the insertion will be moved down.

= Insert complete columns

The copied columns from the clipboard are pasted into the selected place.

The columns to the right of the insertion will be moved further to the right.
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Moving and copying
All operating systems supported by PlanMaker have an extremely useful feature: the clipboard.

The clipboard works as follows: You select something in the worksheet and then cut or copy the selected
content fo the clipboard. You can then reinsert the selected content elsewhere in the worksheet. The clipboard
thus enables cells (as well as objects) to be deleted, copied or moved.

All necessary commands can be found on the ribbon tab Home | group Edit:

Command Explanation

Cut *  The ribbon command Home | Cut deletes the content of a selection — but not permanently. This
content is moved to the clipboard and can be pasted from there at any time.

Copy m The ribbon command Home | Copy copies the content of the selection to the clipboard.

Paste* | D‘ To paste the contents of the clipboard, choose the command Home | Paste. Position the cursor in
-~ the desired place, and then choose this command (click directly on the icon itself). You can also
insert the content of the clipboard multiple times in this manner.

Paste special If you click on the small arrow below the icon rather than directly on it at Home | Paste, a
dropdown menu opens with additional options for pasting the content. For more information, see

Paste special.

* For information on how to paste from the clipboard without overwriting the existing values in the selected place, see Inserting copied cells.

This works in the same manner for objects such as pictures, charts and drawings.

Pasting into a selected cell range

If you copy cells to the clipboard and then select a range of cells before choosing the ribbon command Home |
Paste, PlanMaker will fit the pasted cells into this selection.

This is shown as follows:
= If the selected cell range is smaller than the cell range to be pasted, all cells that do not fit will be omitted.

= If the selection is /arger than the cell range to be pasted, the cells will be repeated until the selected range is
completely filled.

= There's one exception:
If the selected cell range consists of just one row, PlanMaker will still paste all columns of the copied cells.

The same applies when the selected cell range consists of just one column.

Moving and copying with the mouse ("drag and drop")

Android/iOS: This feature is not available in the Android or iOS version.
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You can also move or copy cells by simply selecting them, dragging them with the mouse to a different place
and dropping them there. This "drag and drop" technique enables you to move or copy cell contents very
quickly.

To do so, proceed as follows:
1. Select the relevant cells.

2. Press the selected cells with the left mouse button and wait about one second until a small dashed rectangle
appears on the mouse cursor.

3. While still holding the mouse button down, drag the selected cells to the target position.
4. When you release the mouse button, the cells will be moved to the target position.

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

If you hold down the Alt key while releasing the mouse button, the program displays a dialog box in which
you can choose whether the cells are to be copied or moved. When you choose "Copy", you can also specify
whether only the contents of the cells or also their formatting should be copied.

Copying and moving formulas with relative coordinates

If you copy or move cells that contain formulas, the cell addresses in those formulas are automatically updated
to the new place in the worksheet.

An example:
Let's suppose that cell A7 contains a formula that adds up the values from the four cells above:
=SUM (A3:26)

You now copy this formula to position B7. PlanMaker will automatically update the formula so that it will work
again with the four cells above the total row. Cell B7 will thus 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. For
more information, see Relative versus absolute cell references.
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Paste (special)

There is a more powerful variant for the ribbon command Home | group Edit | Paste o,

If, for example, you have copied text or complete cells and click on the small arrow below the Paste icon, you
can use the dropdown menu to specify in which form the content from the clipboard should be pasted.

In detail:

When you use the commands Cut or Copy to save information to the clipboard, it is saved in multiple formats
simultaneously. If, for example, you have copied text, it will appear in the clipboard in both formatted and
unformatted form.

Normally, you don't need to worry about this because PlanMaker automatically selects the most appropriate
format when you paste the content of the clipboard into the document by clicking directly on the icon Paste.

Alternatively, you can select the format yourself by clicking on the arrow of the icon Paste ™ .

The following options are available here:

Pasting content via the dropdown menu of the command

If you click on the small arrow of the ribbon command Home | group Edit | Paste ™, you will get a dropdown
menu with various entries for direct selection:

= Paste _[: The original formatting of the copied content is retained. This results in the same program
behavior as when you click directly on the Paste icon above the small arrow.

= Paste unformatted text [A): This option appears contextually if you have copied text. If you select this
entry, the original formatting of the copied text will be removed, and it will adopt the formatting of the
passage where it is pasted. This option can also be found in the dialog box Paste special (see below).

= Paste picture = This option appears contextually if you have copied a picture. Use this entry to paste the
picture from the clipboard.

= Paste formats, Paste values, Other paste options: appear contextually if you have copied complete
worksheet cells. You will be offered some common paste options that you will also find in the dialog box
Paste special (see below).

= Paste special: This option opens a dialog box with differentiated options for pasting contents from the
clipboard (see below).

Pasting content via the dialog box with additional options

If you select the Paste special entry from Home | group Edit | Paste ™, the program displays a dialog box in
which you can specify exactly how the content from the clipboard is to be pasted.

The dialog box displays a list of all formats in which the information currently on the clipboard is stored. If you
select the desired format from the Paste as list and then confirm with OK, the content of the clipboard will be
pasted in the selected format.
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Furthermore, this dialog box offers several additional options, but they are only available if worksheet cells
have been copied to the clipboard:

Paste special -,
Source; oK
Planblaker
Cancel
Paste a=
PlanMaker data e Paste reference

Paste content
B Paste cell contents
[ Convert formulas to values

[] Ignore comments

Paste formatting

& A

B Number format ] Input validation

B Cell format ] Conditional formatting
B Borders ] Shading

Paste cell dimensions

[ Column width

Options

|_| Transpose

Operation:

Maone

[] Bow height

[] Skip empty cells

The following additional options are available:

"Paste content" section
Here, you can specify how the content of the cells in the clipboard should be pasted:

= Paste cell contents

If this option is enabled, the content of the copied cells will also be pasted. If it is disabled, only their
formatting will be pasted.
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Convert formulas to values

If this option is enabled, PlanMaker will paste the results of formulas in the copied cells rather than the
formulas themselves. So if you copy a cell containing the calculation "=A1*2" to the clipboard, PlanMaker
will calculate its current value and paste the result as a numeric value.

Ignore comments

If this option is enabled, comments that have been added to the copied cells will be omitted when pasting.

"Paste formatting" section

These options determine whether the formatting of the copied cells is to be retained when pasting:

All

The cells retain their entire formatting when they are pasted. (Selecting this option enables all the other
options listed below.)

Number format

The cells retain their number format when they are pasted.

Cell format

The cells retain their cell format when they are pasted.

Input validation

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

Conditional formatting

The cells retain their conditional formatting settings when they are pasted.

Borders, Shading

The cells retain their borders/shading when they are pasted.

"Paste cell dimensions" section

These options determine whether the cell sizes of the copied cells should also be transferred to the target cells
when pasting:

Column width

The cells retain their column width when they are pasted.

Row height

The cells retain their row height when they are pasted.

"Options" section

This section contains the following additional options:
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= Transpose

If this option is enabled, the row and column order of the cells will be reversed when they are pasted. Thus,
rows will become columns and columns will become rows.

= Skip empty cells

If this option is enabled, all empty cells will be skipped when the copied cells are pasted. Thus, an existing
cell will keep its current content and formatting if you paste an empty cell over the existing cell.

= Operation

This option can be useful when you paste cells over existing cells. It determines whether the existing values
should be combined with the copied values. For this purpose, the four basic arithmetic operations are
available:

None: Do not combine the copied values and the existing values. 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 existing values.
Multiply with destination: Multiply the existing values by the values in the clipboard.
Divide the destination: Divide the existing values by the values in the clipboard.

Example: Copy a cell that contains the value 2 to the clipboard. Then select a cell that contains the value 8,

and choose the command Home | Paste ™ | Paste special. If you choose the option Add to destination in
the dialog box, the cell will then contain the value 10 (8+2=10).

"Paste reference" button

The Paste reference button ignores any settings made in this dialog box, as it has the following special
function:

When you copy cells to the clipboard, choose the command Home | Paste ™ | Paste special and then click on
the Paste reference button, cell references to the addresses of these cells will be pasted instead of the cell
contents.

If you copy cell B15 to the clipboard, this button will insert the cell reference =B15.

Tip: This works even if cells have been copied to the clipboard from another document. In this case,
PlanMaker will automatically insert an external cell reference. For more information, see External cell
references.
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Filling cells automatically

You can use the Fill function to copy the contents of one cell to other cells in an instant or to create an
increasing or decreasing number series across several cells based on this cell content.

There are two ways to use this function:

Filling with the mouse

The easiest way to fill cells automatically is via the mouse. Proceed as follows:
1. Enter the initial value in a cell.

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

3. Hover over the small square in the bottom right corner of the cell frame that surrounds the current cell
(outlined in red in the figure):

4. Drag this square in the desired direction while holding down the mouse button. Release the mouse button
when the target position has been reached.

All cells in the selected area have now been filled automatically.

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

= [f the initial cell contains text, PlanMaker will fill all cells with this text.

= If the initial cell contains a number (e.g., 42), PlanMaker will fill successive cells with incrementing values
(in this case, 43, 44, 45, etc.).

Tip 1: If you do not want PlanMaker to fill the cells with a series of numbers but just want to have all cells
filled with 42, press and hold down the Ctrl key while dragging with the mouse.

Tip 2: By double-clicking on the small square, you can also fill a series if there are values in the column to
the left of it. The series then expands to the end of the values in the column to the left of it. In this case, too,
you can use the Ctrl key to fill the series with the same values.

If you press and hold down the Alt key while dragging, the program will display the following dialog box in
which you can specify exactly how the cells should be filled.

Filling via buttons/dialog box

To fill cells automatically via buttons/dialog box, proceed as follows:

1. Enter the initial value in a cell.
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2. Select the cell with this initial value and all cells that you want to fill.

3. Choose the ribbon command Home | group Contents | Fill =,

4. In the dropdown menu, specify the fill direction (starting from the cell with the initial value and moving in
the direction of the selected cells): Down, Right, Up or Left.

As soon as you have selected a direction, the corresponding cells are filled with the initial value (copied as
value and format but not incremented).

5. If you want to make further settings (for example, increment values instead of copying them), select the
entry Series in the dropdown menu to open the dialog box. Here, you can specify exactly how the cells
should be filled (see below).

As soon as you confirm with OK in the dialog box, the selected cells are filled according to your settings.

In the dialog box, you can make the following settings:

Fi *

Series in Series type Date unit =

O Rows () Auto © Days

() Columns () Arithmetic () Workdays Cancel

Source (C) Geometric (") Menths =

B Contents 0 Date () Years Edit [ists...

B Format
Action Increment: 1

) Copy [] Increment each cell separately

O Increment

= Series in

Here, select whether to fill in the direction of the rows (to the right) or in the direction of the columns
(downwards).

Note: If you have selected only one row or only one column, this option is omitted and PlanMaker automatically presets rows or
columns.

= Source
Enable the option Contents if you want the cells to be filled with values.
Enable the option Format if you also want the formatting of the source cell to be applied to the new cells.

Both options are enabled by default.

= Action

This option corresponds to pressing the Ctrl key when filling cells with the mouse. It lets you determine
whether to copy values or to increment them from cell to cell:

If, for example, the initial cell contains 42 and you select Copy, all cells will be filled with 42.
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If you select Increment, successive cells will be filled with a series of numbers (in this case, 43, 44, 45,
etc.).

The numeric increment can be specified using the other options in this dialog box:

= Series type

Here, you specify how the number series is to continue:

Auto:

This option corresponds to an arithmetic series: Each additional value will be increased by the increment.
However, PlanMaker determines the increment automatically.

If, for example, you continue two cells with the values 10 and 20, the next cells will be filled with 30, 40,
50, etc. For more information, see Tips and tricks in the next section.

Arithmetic:

Here, each additional value will be increased by the increment.

If, for example, the initial cell contains 1 and you specify an increment of 2, the following cells will be filled
with 3,5,7,9, 11, etc.

Geometric:

Here, each additional value will be multiplied by the increment.

If, for example, the initial cell contains 1 and you specify an increment of 2, the following cells will be filled
with 2, 4, 8, 16, 32, etc.

Date:

Here, each additional value in the selected Date unit (see below) will be increased by the specified
increment. This type of series is only useful if the initial cell contains a date.

If, for example, 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.

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

Workdays: increment by days, excluding Saturdays and Sundays. If, for example, the initial value is a
Friday, the next value would be the Monday (not Saturday).

Months: increment by months

Years: increment by years

* Increment
Here, you specify the amount by which each value will increase from cell to cell. See above for examples.
Positive or negative increment values can be used.

This option is not available if the Series type is set to "Auto", as PlanMaker automatically determines the
increment in this case.
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* Increment each cell separately

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

Example:
You select three cells containing the values 1, 2, 3, and try to fill the cells below them.

If this option is disabled, this sequence is simply continued and the cells are filled as follows: 4, 5,6, 7, 8, 9,
10, 11, 12, etc.

If you enable this option, the cells are filled as follows: 2, 3, 4, then 3, 4, 5, then 4, 5, 6, etc.

= Edit lists button
You can also create your own lists for the Fill function.

If, for example, you create a list with the content "Red", "Green" and "Blue", and then subsequently start a
fill operation from a cell that contains the text "Red", PlanMaker will continue the series and fill with Green,
Blue, Red, Green, Blue, etc.

For more information on how to create such lists, see Editing lists for automatic filling.

Tips and tricks for automatic filling

The many options that are available for the Fill function make its application seem more difficult than is
actually the case. This section offers some tips and tricks on how to use this extremely useful feature most
effectively.

Tip: The quickest way to fill a range of cells is to use the mouse to drag the small rectangle in the bottom
right corner of a cell in the appropriate direction. PlanMaker then sets the series type to "Auto". This means
it will automatically determine which values to use to fill the cells (see following examples).

= Filling with text
When filling with text, you do not need to worry about any options, as text can only be copied anyway.
If you want to fill multiple cells with the same text, simply enter it into a cell, click on that cell, and then
drag the small rectangle in the bottom right corner of the cell frame over the cells you want to fill with it.
= Filling with numbers
If you use the mouse to fill cells with numbers, PlanMaker will automatically determine the increment.

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

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

= Filling with formulas

If you use the mouse to fill cells with formulas, PlanMaker automatically attempts 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.
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= Filling with dates
Filling with dates is identical to filling with numbers:

Enter the start date in the initial cell and drag the small rectangle over the desired cells. PlanMaker will add
one day to each additional cell.

If necessary, you can use the ribbon command Home | group Contents | Fill | Series to specify via the
dialog box whether to increment by days, months or years.
= Filling with structures

As you have already learned, you can also select multiple cells and continue them. What if the selected cells
have no automatically recognizable increment or completely different values?

In this case, PlanMaker will attempt to find a pattern within these values. If, for example, 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 values are solely strings, they will be simply repeated. If the initial cells are filled with Red, Green,
Blue, the following cells will be filled with Red, Green, Blue, Red, Green, Blue, etc.

= Filling with custom lists

If you choose the ribbon command Home | group Contents | Fill | Series, you can create your own lists for
the Fill function using the Edit lists button in the dialog box that opens.

If, for example, you create a list with the content "Red", "Green" and "Blue", and then subsequently start a
fill operation from a cell that contains the text "Red", PlanMaker will continue the series and fill with Green,
Blue, Red, Green, Blue, etc.

Note: If necessary, you can also add a separate Edit lists button for direct access to a ribbon tab. For more
information on this topic and all other information on creating your own lists, see Editing lists for automatic

filling.

Working with multiple worksheets

PlanMaker worksheets do not necessarily have to consist of a single worksheet. You can also stack several
worksheets on top of each other — just like a stack of papers. Thus, PlanMaker documents are also called
workbooks. Each workbook can contain up to 2048 worksheets.

The main advantage of this is that calculations in one worksheet can also refer to cells in other worksheets of a
workbook, thus letting you create "three-dimensional" calculations as such. For more information, see
Calculating in three dimensions.

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

= Creating new worksheets

To create a new worksheet, choose the ribbon command Insert | Sheet | Insert.
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= Working with the worksheet register

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

= Managing worksheets

The context menu of the worksheet register and the ribbon command Insert | Sheet both contain commands
for managing worksheets (Rename, Copy, Move, etc.).

= Calculating in three dimensions

In the last section, you will learn how to perform calculations across multiple worksheets.

The following pages provide detailed information on these topics.

Creating new worksheets

To add a new worksheet, choose the ribbon command Insert | group Tables | Sheet E. The program opens a
dropdown menu in which you can choose the command Insert.

Tip: You can create a new worksheet faster with the * icon in the worksheet tab.

PlanMaker creates the worksheet and makes it the active worksheet.

Working with the worksheet register

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

Sheet1 | Sheet2 | Sheet3 | +

The active worksheet is highlighted.
You can use the worksheet register to perform the following actions:

= Switching between worksheets

To switch to a different worksheet, simply 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
using the arrows displayed to the left of the register.

Tip: You can also switch between the worksheets via the keyboard: Use Ctrl+Tab to move to the next
worksheet and Ctrl+Shift+Tab to move to the previous worksheet.
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= Changing the order of worksheets
The worksheet register can also be used to move worksheets, thus allowing you to change their order.
To do so, left-click for about one second on the tab of the sheet that you want to move and, while still
holding down the mouse button, drag the tab to the desired position in the worksheet register.

= Editing multiple worksheets at the same time

You can select multiple worksheets in the worksheet tab and edit them simultaneously. To select multiple
worksheets, press and hold the Ctrl key while you click on their tabs in the register. (Mac users: Cmd key)

If multiple worksheets are selected, changes made to one of the worksheets will affect all of the other
selected worksheets in exactly the same way.

Examples:

If you change the formatting of cells, your changes will also be applied to the same cells in the other selected worksheets.

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

Changes to the cell size (ribbon tab Layout | group Cells) also affect all selected worksheets.

Tip: To select multiple worksheets at the same time, use the Shift key instead of Ctrl. To deselect, click
again with the mouse and Ctrl or Shift on the tab(s).

= Managing worksheets

When you right-click on one of the tabs in the worksheet register, the program will display a context menu
that contains all commands for creating and managing worksheets. For more information, see the next

section Managing worksheets.

= Creating a new worksheet

The tab to the right of the worksheet register with the T icon serves as a "shortcut" for creating new
worksheets: When you click on it, PlanMaker immediately creates a new worksheet.

Managing worksheets

If you choose the ribbon command Insert | group Tables | Sheet D, a dropdown menu opens with commands
for managing worksheets.

Tip: These commands (and a few more) also appear in the context menu by right-clicking on the desired tab
in the worksheet register at the bottom.

The menu contains the following commands:

= The command Insert creates a new worksheet.

= The command Copy creates a copy of the current worksheet. To do so, the program displays a submenu in
which you can choose where the copy should be placed (within the other worksheets).

If you want to place the copy in a different (currently open) document or in a new document, choose the
option To another document.
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= The command Move moves the worksheet to a different location. As with the command Copy, the program
opens a submenu in which you can choose the location.

= The command Delete removes a worksheet along with its contents.

Alternatively, you will find the command under Home | group Cells | Delete | Delete worksheet.

= The command Rename lets you change the name of a worksheet.

Tip: You can also simply double-click on the worksheet in the worksheet register at the bottom.

= The command Hide ensures that the worksheet is hidden.

Alternatively, you can use the command Home | group Cells | Visibility | Hide sheet.

Hidden worksheets are invisible. They cannot be displayed or edited, and they do not even appear in the
worksheet register. However, PlanMaker continues to use them for calculations.

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

Alternatively, you can use the command Home | group Cells | Visibility | Show sheet.
This opens a dialog box that shows all hidden worksheets. In the list, click on the sheet that you want to

show again. Use the Select all button to select all hidden sheets from the list. Press OK to make the selected
worksheets visible again.

= The commands Select all sheets and Deselect sheets (in the context menu of the worksheet register) select
or deselect all worksheet tabs in the worksheet register.

* You can choose the command Page Setup (in the context menu of the worksheet register) to make settings
such as page size, page margins, etc., for a worksheet. The dialog box corresponds to the ribbon tab Layout |
command group Page Setup 4. For more information, see Page setup.

= The command Copy page setup (in the context menu of the worksheet register) allows you to copy the page
setup of a worksheet — i.e., all settings made with Page setup — to another worksheet. The program opens a
submenu with the following commands:

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 worksheet.

= You can choose the command Properties to make general settings for a worksheet. For more information,
see Changing worksheet properties.

Tip: As previously described in Working with the worksheet register, you can select multiple worksheets in the
worksheet register. Some of the aforementioned commands (for example, Hide) can then be applied to all
selected sheets at the same time.

Note: If you enable workbook protection for a document, you can no longer make any changes to the
worksheet register in it. The ribbon commands under Insert | Sheet are no longer available. For more
information, see Workbook protection.
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Calculating in three dimensions

The specific advantage of documents with multiple worksheets is that you can also perform calculations across
multiple worksheets.

To do so, specify the name of the desired worksheet before the cell address (separated by an exclamation point).
For example, "Sheet1!A1" refers to cell A1 on worksheet "Sheet1".

An example

Let's assume that you want to create a profit and loss statement. For this purpose, you have created three
worksheets named "Sales", "Costs" and "Profit".

Sales | Costs | Profit | +

You now 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 "Profit" worksheet.

To do so, switch to the "Profit" worksheet. Navigate to cell C9 in this worksheet and enter the following
formula:

=Sales!A8-Costs!D2

After pressing the Enter key., cell C9 in the "Profit" worksheet will contain the result of your calculation.

Naming cell ranges

Choose the ribbon command Edit names E to assign names to cell ranges.

If, for example, your worksheet has four columns with the sales figures for spring, summer, autumn and winter,
then just name these columns accordingly. You can now perform the following calculation:

=SUM (Spring)

The ribbon tab Formula | group Named areas contains all commands that you need for defined cell ranges.

For more information on working with cell ranges, see the following pages. The following topics are covered:

= Assigning and editing names for cell ranges

= Defining names automatically from the selection

= Creating a list of all named ranges

= Using named ranges

= Applying names to existing formulas
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Assigning and editing names for cell ranges

Assigning names

To assign a name to a cell range, proceed as follows:

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

2. Choose the ribbon command Formula | group Named areas | Edit names g .
3. In the dialog box, enter the desired name in the Name field.

4. Click on the Add button.
You have now assigned the specified name to the selected cell range.

This name can now be used in formulas to represent the cells in the specified range. 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 for cell ranges may only consist of letters, numbers, underscores and periods. The first
character must be a letter or an underscore.

Furthermore, names must not be structured like cell references. For example, the name "A2" is not allowed
because PlanMaker would not be able to distinguish it from the cell address A2.

Tip: A faster method
To assign names even faster, proceed as follows:

In the top left corner of the worksheet, there is an editable dropdown list that normally displays the current cell
address.
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Use this dropdown list to quickly assign a name to a cell range as follows:
1. Select the cell range that you want to name.

2. Use the mouse to click into this editable 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.
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Note: In this dropdown list, you can also display the existing named ranges at any time.

Renaming or deleting names

To rename or delete a named cell range, proceed as follows:

1. Choose the ribbon command Formula | group Named areas | Edit names E .

2. In the list of names, select the desired name.

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

The name has now been changed or deleted.

Note: If you delete a name, all formulas that use this name will now return a #NAME? error value instead of
a result. If, for example, a cell range was named "January", all references to this named range, such as
=SUM(January), will display a #NAME? error value.

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 automatically retrieves the names from the headings.

Proceed as follows:
1. Select the desired cell range. It must contain both the values and the headings to be used for naming.
2. Choose the ribbon command Formula | group Named areas | Create names =iy

3. PlanMaker displays a dialog box in which you specify the row and/or column containing the headings to be
used for naming (see example).

4. Confirm with OK.

The names will now be created from the selected headings.

An example

You have created the following table:

January  February March

London 100 450 333
Paris 345 543 564
Madrid 123 543 555

Now select all values and all headings, and choose the ribbon command Formula | Create names. Then
specify the row and/or column from which names are to be created:
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= Ifyou select Top row, PlanMaker will assign the names "January", "February" and "March" to the cells
below them.

= If you select Left column, PlanMaker names the cells to the right of "London", "Paris" and "Madrid" with
the corresponding name.

= If both options are selected, PlanMaker will create all six names listed above.

Creating a list of all named ranges

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

Proceed as follows:
1. Select the cell where the list is to be inserted.
2. Choose the ribbon command Formula | group Named areas | Export names Q"

A list of all named ranges will now be inserted into the worksheet.

Using named ranges

If you have named cell ranges using the ribbon command Formula | group Named areas | Edit names g , you
can perform various operations much more efficiently.

You use named ranges in practice as follows:

Quickly selecting a named range

In the top left corner of the worksheet window, you will see a dropdown list that displays the address of the
currently selected cell.
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If you open this dropdown list, a list of all named ranges will be displayed. If you click on a name, the
corresponding cell range will be immediately selected.
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Using names in formulas

In formulas, range names can be used instead of the cell addresses they represent. This not only saves time, but
it also makes formulas clearer.

An example:

You have entered sales figures for January in cells A2 to A10. You have also assigned the name "January" to
this cell range.

To sum up the sales for January, you simply type:
=SUM(January)

This method is also more easily comprehensible than the default naming convention of =SUM(A2:A10).
Of course, you can now also name the sales for February, March, etc., accordingly.
Tip: The dialog box of the ribbon command Formula | Function S also contains an entry called "Named

ranges" in the Category list. If you select this category, all named ranges will be listed in the Function list
so that you can easily insert them into formulas.

Applying names to existing formulas

The ribbon command Apply names on the ribbon tab Formula | group Named areas is a useful option for
using named ranges: It scans all formulas in the selected range. If it finds a cell reference within a formula for
which a name has already been defined, it replaces it with the name.

You use this command as follows:

1. Select the range of cells whose formulas you want to update. If you do not select anything, the entire
worksheet will be affected.

2. Choose the ribbon command Formulas | group Named areas | Apply names = .

3. In the Names list, select all names that you want to apply. Alternatively, click Select all to select all names.
4. Confirm with OK.

PlanMaker now scans all cell references within the selected range. 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 worksheet contains the formula
=SUM(A2:A10). If you now use the ribbon command Formula | group Named areas | Apply names, the
formula in this cell will be converted to =SUM(January).
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The option "Also apply to relative references"

The aforementioned dialog box contains the option Also apply to relative references. This option should
normally remain enabled.

This option means the following:

In PlanMaker, names always refer to cell ranges with absolute addressing (like $A$1:$A$10). However,
relative addressing is usually used in calculations (for example, A1:A10).

If this option is enabled, PlanMaker will also convert relative cell references.

If the option is disabled, PlanMaker will only convert absolute cell references.

An example:

Let's assume that the range from A1 to A10 (more precisely: $A$1:$A$10) was named "January". If you apply
the Apply names function to the formula =SUM($AS$1:$A$10), this formula will always be converted to
=SUM(January). If you apply it to the formula =SUM(A1:A10), however, the formula will be converted only if
the option Also apply to relative references is enabled.

For more information on this topic, see Relative versus absolute cell references.

Transposing cells

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

The ribbon command Data | group Edit | Transpose i reverses the row and column order of the selected
cells. Thus, rows will become columns and columns will become rows.

Select the desired cell range 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!

Splitting text into multiple columns

FreeOffice: The command Text to columns is not included in SoftMaker FreeOffice.

By choosing the ribbon command Data | group Edit | Text to columns, you can split text that is in one
worksheet cell into multiple worksheet columns. If, for example, a cell contains a sentence, this command will
move each single word into its own column.
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You apply this command as follows:
1. Navigate to the cell that contains the text to be distributed across columns.

(You can also select multiple cells or even an entire column.)
2. Choose the ribbon command Data | group Edit | Text to columns E.

3. The program displays a dialog box with several options (see below).

PlanMaker usually makes all the settings in it automatically, and you don't have to change anything.
4. Confirm with OK.

The text in the cell will then be distributed across multiple columns.

Options of the dialog box

Tip: The best settings for this dialog box are determined automatically upon analysis of the cell contents and
usually do not need to be changed.

The dialog box for this command has the following options:

= Target range

If desired, you can enter a different target range here. If you do so, the distributed text will then be placed in
the specified target position rather than in its original position.

You only have to specify the address of the cell in the top left corner of the target position.

= Separator

If required, you can specify which character PlanMaker should consider as a text separator here. If, for
example, the cell contains the sentence "This is a test", PlanMaker automatically selects a space as a
separator and thus distributes each word to a column.

= Text marker

If the text in the cell contains text markers, use this option to specify which character has been used (for
example, quotation marks).

Background info:

The text export feature of some programs surrounds each data field with such a text marker in order to make
it easy to determine where each field begins and ends.

Sorting cells

You can use the sort commands on the ribbon tab Data | group Filter to sort a cell range.

Tip: You will also find the commands on the ribbon tab Home| group Contents | Sort and filter.
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Simple sorts: Quickly via the direct commands

If you only want to apply the sort to a certain column, you can do this directly via the commands Sort
ascending and Sort descending.

You can also select a cell range across multiple columns; in this case, the left column of the selected range is
sorted. The selected values to the right of it follow their left value in the same row.

Select the cell range you want to sort, and then on the ribbon tab Data | group Filter, choose one of the
following commands:

= Ascending 2l
The data of the selected column is sorted in ascending order (A-Z).

= Descending il
The data of the selected column is sorted in descending order (Z-A).

If, on the other hand, you want to apply different sort criteria to the columns of a selected cell range or select
other user-defined options, choose the command Sort to open the dialog box (see below).

Sort with different criteria: Via the dialog box

You can choose the ribbon command Sort to open a dialog box with additional sort options.
Proceed as follows:

1. Select the cell range to be sorted.

2. Choose the ribbon command Data| group Filter | Sort §I

3. PlanMaker opens the following dialog box:




Editing worksheets

Column: Crder:
1. Column A e Cell values: Ascending e gk = -
Cancel
2 (nong) w Cell values: Ascending w gk =
3. (none) w Cell values: Ascending w ge == -
Append
Mode Options
© Sort row by row (] Eirst row contains headings
() Sort column by colurmn [] Case-sensitive

B Sortincluding borders/shading

[ Include hidden cells

4. For 1:, select the Column by which you want to sort.

5. To the right of it, you can also change the Order of the sort: You can sort the cell values in Ascending (A to
Z) or Descending order (Z to A).

Note: If different shades or font colors have been applied to cells, they can also be sorted. See "Sorting cells
by shading or font color" below.

6. If required, you can select additional columns by which to sort for 2: and 3:.

If, for example, you select a column containing family names for 1: and a column with first names for 2:, the
cell range will be sorted by the family name and then, in groups of identical family names, by the first name.

7. Make any further settings as required, see below.

As soon as you confirm with OK, the cell range will be sorted accordingly.

Options of the dialog box

The dialog box offers the following options:

= Column and Order

Here, select the desired Column(s) by which to sort. You can also specify the order for each column:
Ascending goes from A to Z, and Descending goes from Z to A for the cell values.

Note: If different shades or font colors have been applied to cells, they can also be sorted. See "Sorting cells
by shading or font color" below.

Up to 3 columns can be specified by default. You can even add additional columns if you need more than 3
sort criteria. Up to 64 columns are possible. Proceed as follows:
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Add a column: Click on the Plus icon to insert another column.
Append a column: Click on the Append button (below the list) to append a column at the bottom.

Remove a column: Click on the Minus icon to remove the respective column. (This only works if there
are more than 3 columns.)

= Sort row by row or Sort column by column

These options determine whether PlanMaker sorts by row or by column.

= First row contains headings

If the first row or column of the selected cell range contains a heading, you should enable this option.
PlanMaker then omits it from the sorting.

Example:

You have selected a list of addresses that you want to sort by row. The first row of your selection contains
headings such as "Name", "Street", "City", etc. The actual addresses are in the rows below. You should
enable this option so that this row is not sorted and remains the first row.

= Case-sensitive

If you enable this option, sorting distinguishes between uppercase and lowercase letters. For example, all
words that begin with a lowercase letter end up in front of the words that begin with a capital letter:

Disabled: Apples, bananas, Cherries. Enabled: bananas, Apples, Cherries.

= Sort including borders/shading

If this option is enabled, cells retain their assigned borders and shading when moved by the sorting
operation.

If disabled, the selected cell range keeps its original formatting as far as borders and shading are concerned.

= Include hidden cells

If the selected range contains cells that have been hidden (see Showing and hiding rows/columns), these are
usually not sorted. Enable this option if you want hidden cells to be included in the sort.

Sorting cells by shading or font color

Not only can you sort a cell range by cell values in ascending/descending order, but you can also sort a range by
cell colors (Shades) or text colors (Font colors), provided they have been applied to cells.

Note: The colors do not have their own defined order according to which they can be sorted automatically.
Thus, you can decide for yourself which of the available colored cells you would like to move up or down
within the cell range.

Proceed as follows:

1. Select the cell range and use the ribbon command Data | group Filter | Sort to open the dialog box as
described above.

2. For 1:, select the Column that you want to sort by color (for example, column A).
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3. Under Order to the right, you can select whether you want to reorder cells according to their cell color or
text color, and whether these cells should be sorted to the top or to the bottom.

4. Then click on the button with the black arrow (to the left of the plus and minus signs) and select the desired
color there. Cells of this color are sorted to the very top/to the very bottom.

Note: The button with the black arrow appears only if you have specified sorting by cell color/text color in
Order. In addition, there must actually be cells in the selected Column that have the relevant colors.

5. If you specify the same column again for Column 2, Column 3, etc. (for example, column A), you can
determine the next color to follow in that column. Make sure that the same sort criterion is set for Order.

Otherwise, you can also select other columns for Column 2, Column 3, etc., to which you want to apply
further sort criteria.

As soon as you confirm with OK, the cell range will be sorted accordingly.
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Filtering cells by their content

You can select a cell range and then "filter" the data in it using a filter condition. PlanMaker will hide all rows
that do not meet this condition.

To filter data, you can choose the ribbon tab Data | group Filter to access the following four commands:

= The command AutoFilter *¥ offers you different options for filtering rows: If you select a cell range and
then choose this command, an arrow will be displayed from now on above each column of this cell range. If
you click on one of these arrows, a menu will open with all the cell contents of this column — and various
conditions by which you can filter.

= The command Special filter X opens a dialog box in which you can formulate one or more filter
conditions. After clicking on OK, the filter is enabled: All rows in the selected range that do not meet the
filter condition are hidden.

= The command Show all & makes all hidden rows visible again, thus eliminating the effect of both the
AutoFilter and the Special filter.

* You can use the command Reapply AutoFilter T to also update subsequently added values in the cell
range of an active AutoFilter (not possible for Special filter).

Tip: You will also find these commands on the ribbon tab Home | group Contents | Sort and filter.

For more information on AutoFilter and Special filter, see the following pages.

AutoFilter

Use the command AutoFilter to filter the rows of a cell range:

If you select a cell range and choose the command Data | group Sort and filter | AutoFilter, an arrow will be
displayed from now on above each column of this cell range. If you click on one of these arrows, a menu will
open with all the cell contents of this column — and various conditions by which you can filter.

Note 1: The AutoFilter can only be inserted once per worksheet; two separate filters cannot be set on one
worksheet. Otherwise, you cancel the previously applied filter by executing the AutoFilter command again.
If you have created Tables in worksheets, they have their own AutoFilters — even on the same worksheet.

Note 2: Newly added or updated values are not automatically sorted by the previously set filter conditions.
To integrate changed data into existing AutoFilters, use the command Reapply filter.

To apply the AutoFilter, proceed as follows:
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1. Select the desired cell range. Important: The first row of this range must contain headings for the data
below.

2. Choose the command Data | group Filter | AutoFilter hd

The AutoFilter function is now enabled. You can tell by the fact that a downward arrow is displayed in the first
row of each column in the selected range.

A B C o}
1 Name |E|First Name |E| Salutar}fE
2 |Jones Martin Mr
3 | Smith Max Mr
4 | Miller Peter Mr
5 White Anna Ms
& | Smith Rarhara M=

Clicking on one of these arrows [+ will open a menu which includes a list of all cell contents that occur in the
corresponding column. By default, all values are selected in this list, thus there is no filtering.

To filter the data in the cell range, use this menu as follows:
= Sort ascending ZL: This option sorts the filter results of the applied AutoFilter range in ascending order.

= Sort descending E'L: This option sorts the filter results of the applied AutoFilter range in descending order.

= Sort by color: =1 : This option sorts the filter results of the applied AutoFilter range by cell color or text
color, if these were used in cells. In the submenu, select the cell color/text color of the cells to be sorted
upwards. The last selected color appears at the top. Clicking on More opens a dialog box with differentiated
settings for sorting. For more information, see Sorting cells.

= Filter by color: This option lets you filter a cell range by visual criteria (cell color/text color), if applied to
cells.

= More filters (contextual): Text filters, Number filters and Date filters open a submenu with additional
filters (see below).

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

The check mark in front of the entry indicates that all cell contents are currently included in the filter.

If you now click on the entry (All), all cell contents will be immediately removed from the filter (and the
check mark will disappear).If you click on it again, all cell contents will be added to the filter again (and the
check mark will reappear).

If the filter does not contain the contents of all cells but contains those of at least one cell, a gray area will be
displayed instead of the check mark.

= (Blank): If you have empty cell contents in your column, you can use this selection to show/hide all empty
TOWS.

= List of cell contents: The most important part: All cell contents included in the column are listed here. By
clicking on a value, you can add it to the filter (a check mark will appear in front of it) or remove it again by
clicking on it again (the check mark will disappear).
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Note: For the last three aforementioned options (4/l), (Blank) and List of cell contents, please always note
the following: To confirm your selection, you have to press OK.

Example

If, for example, you want to filter a cell range in such a manner that only those rows that contain the name
"Smith" are shown in a column, proceed as follows:

Select the cell range (including the column headings) and choose the ribbon command Data | group Filter |
AutoFilter to enable the AutoFilter.

An arrow [*] now appears next to each column heading. Click on the arrow of the column heading "Name" to
open the AutoFilter menu for this column.

First, click on the entry (All) in this menu in order to remove the check mark. This deselects all cell contents
from the filter. Then, select the menu entry "Smith" and confirm with OK. You have now created a filter
condition "Name equals Smith" using the AutoFilter function. PlanMaker will hide all other rows that do not
match this condition.

The red color of the arrow indicates that an AutoFilter is applied.

A B c D
1 Name |E|First Name |E| Salutarﬂz
3 Smith _ Max Mr

& | Smith 2l Sortascending Barbara Ms

7 Smith Z| Sort descending Tom Mr

10

1 Sort by color

12

13 Filter by color

4 Text filters ]

15

16 (2

17 [ ] (Blank)

18 |:| lones

18 [ ] Miller

20 Smith

21 [ ] white

2z

23 QK Cancel

24
Filter result after the name "Smith" has been selected in the AutoFilter list

If you would also like to see all Millers listed, simply select the menu entry "Miller". To remove the Millers
again, click on the entry "Miller" once more to deselect it. Press OK to confirm in each case.

If necessary, apply additional filter conditions in the other columns also (e.g., "Ms" for all female matches of a
given name) to narrow down the results even further.

As you can see, the values displayed in a column can be included or removed from the filter in any desired
combination.
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More filters: Text filters, Number filters, Date filters

Depending on the format category of the filtered columns, PlanMaker automatically sets additional filter
options for Text filter, Number filter or Date filter in the AutoFilter menu. The Text filter is offered for text-
only values and the Date filter for date-only values. If the formats are mixed, the Number filter is applied.

Use the offered filter in each case to obtain specialized filter conditions, for example:
Text filter

= Equals... Show only rows with exact matches.

= Does not equal... Hide rows with exact matches.

= Greater than... You will see the rows with the text values that are alphabetically after the filter value you
entered.

= Greater than or equal to... See above, but including the entered value.

= Less than... You will see the rows with the text values that are alphabetically before the filter value you
entered.

= Less than or equal to... See above, but including the entered value.

= Starts with... Show only rows with specific word beginnings.

= Doesn't start with... Hide rows with specific word beginnings.

= Ends with... Show only rows with specific word endings.

= Doesn't end with... Hide rows with specific word endings.

= Contains... Show only rows that contain specific strings as part of the text.

= Doesn't contain... Hide rows that contain specific strings as part of the text.

Number filter

= Greater than... This works like the operator > . You will see the rows with values that are greater than the
filter value entered.

= Greater than or equal to... This works like the operator > . You will see the rows with values that are
greater than or equal to the filter value entered.

= Less than... This works like the operator <. You will see the rows with values that are less than the filter
value you entered.

= Less than or equal to... This works like the operator <. You will see rows with values that are less than or
equal to the filter value you entered.

= Between... Here, define the range of numbers which contains the values of the rows that are to be displayed.

= Not between... Here, define the range of numbers which contains the values of the rows that are to be
hidden.

= Top 10... Show only those rows where, for example, one of the 10 highest (or 10 lowest) values is in this
column. You can customize this selection when the dialog box Top 10... has opened: In the left field, choose
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between Top or Bottom values. In the middle field, you have the option of setting the number of top/bottom
values. In the right field, you can choose between absolute values (/tems) and relative values (Percent).

An example:
If you want to obtain 50% of the lowest values from 60 specified values, then set the following:
Left field: Lowest Middle field: 50 Right field: Percent

Only empty: This option only displays rows where the value in this column is empty.
Non-empty: This option only displays rows where the value in this column is not empty.

Above average: This option only displays rows where the value is above the average of the values in this
column.

Below average: This option only displays rows where the value is below the average of the values in this
column.

Date filter

Equals... This displays only rows with exact date matches.

Does not equal... This hides rows with exact date matches.

Before... This displays only rows in which the date values are earlier than the entered date value.
Before or equal... See above, but including the entered value.

After... This displays only rows in which the date values are later than the entered date value.
After or equal... See above, but including the entered value.

Between... This displays rows where the date values are within a defined date range.

Not between... This hides rows where the date values are within a defined date range.

Day, Week, Month, Quarter, Year: Here, you can make further selections to quickly narrow down the
desired date ranges.

Note: If the AutoFilter has been applied to date values, you will notice in the arrow menu of the AutoFilter that the single days have
already been sorted there at year and month level. Click on the plus sign in front of a year/month level to expand the level and view
the single values grouped within it. If only single values are selected in a date level, a gray area is displayed in front of this date level
(month/year) instead of a check mark. It is only when all existing values of a date level are selected that a check mark appears in front
of this level. If no value of a date level is selected, you will see a white area in front of it. This allows you to always quickly see
whether all, none or single values of a date level have been selected.

There are also the following options for each of the offered filter methods Text filters, Number filters or Date
filters:

Custom filter: This opens a dialog box in which you can define individual filter conditions.

Delete filter: This option is only available if criteria have been set via the Text filter, Number filter or Date
filter selection. Press Delete filter to remove only the criteria applied via these filters.

Showing all hidden rows again

If you want all rows that were hidden by AutoFilter to become visible again, choose the ribbon command Data |
group Filter | Show all.
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Reapplying AutoFilter

If values in the cell range set by AutoFilter have changed, you can use the ribbon command Data | group Filter
| Reapply AutoFilter to update the selection you have already defined.

For example, you have specified that all rows with the name "Smith" should not be displayed and further entries
with this name have been subsequently added. You can choose the command Reapply AutoFilter to filter out
such subsequently created entries again without having to redefine the conditions of the filter.

Of course, this function is particularly useful for dynamic formula values and dynamic date values.

Disabling the AutoFilter

To completely disable the AutoFilter function, choose the ribbon command Data | group Filter | AutoFilter
once again. The downward arrows displayed at the top of the cell range will disappear, and all cells will be
displayed again.

Special filter

In addition to the AutoFilter introduced in the previous section, there are further options for filtering the data
in a cell range in a much more complex manner based on one or more combinable conditions: with the ribbon
command Data | group Filter | Special filter.

Proceed as follows:

1. Select the desired cell range.

2. Choose the command Data | group Filter | Special filter X

3. In the following dialog box, define one or more filter conditions (see below).
4. Confirm with OK.

All rows that do not match the filter conditions will now be hidden.

Formulating filter conditions

To specify one or more filter conditions in the dialog box of the command Special filter, proceed as follows:
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1st condition

Column &~ equals = Chicago ~
Cancel

2nd condition

And
q = (none) ~  equals W e
{:_::. Qr
3rd condition
Opticns Results
[ | Range contains headings Q) Filter at current positicn
[ Case-sensitive () Copy to position:

Mode
O Filter row by row

() Filter colurmn by column

In the 1st condition section, first select the column on the left to which a condition is to be applied. In the
middle, select the arithmetic operator. On the far right, enter the value against which you want to compare.
Some examples:

= The condition "Column D equals Chicago" only shows entries where column D contains the text "Chicago".

= The condition "Column E greater than or equal to 100000" filters out all entries for which column E
contains a value less than 100000.

If one condition is not sufficient for formulating your filters, you have the option of linking up to three
conditions together by also filling in the sections 2nd condition and 3rd condition.

Using "wildcard characters": In conditions, the characters * and ? can be used as "wildcards" where * represents
any number of arbitrary characters, and ? represents a single arbitrary character. For example, "M*er" would
return "Mister", "Miller", "Mary's mother", etc., whereas "?ouse" would return "mouse", "house", "louse", etc.

Options of the dialog box
The dialog box for the special filter offers the following options:

= Range contains headings

If the first row and/or column of the selected cell range contains headings, enable this option. PlanMaker
will then ignore this row or column when filtering.
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= Case-sensitive

If this option is enabled, 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". Rows with "SMITH" and "smith" will not be included in the filtering results.

* Mode

This determines whether rows or columns will be filtered.

If you select the option Filter row by row, PlanMaker will filter out all rows that do not match the filter
condition.

If, on the other hand, you select the option Filter column by column, PlanMaker will filter out all columns
that do not match the filter condition.

= Results
This determines whether the filter will be applied to the original data or a copy of it:

Filter at current position — Select this option and the original data will be filtered. Rows/columns that do
not satisfy the filter condition will be hidden at the exact point where you set the filter.

Copy to position — If you select this option instead, PlanMaker will create a copy of the original data at a
cell address that you specify. This copy contains only the filtered data, and the original data remains
unchanged in its place.

In the input field under this option, enter where the copy should be inserted. You can either specify a single
cell address (which will be the starting point of the output range) or the exact range of cells in which the
copy should be placed. Copying to other worksheets is also possible. Caution: If the copy does not fit into
this area, it will be truncated accordingly (exception: you specify a single cell address as the starting point).

Showing all hidden rows again

If you want all rows hidden by the filter to become visible again, choose the ribbon command Data | group
Filter | Show all.
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Analyzing sheets

PlanMaker provides several tools for analyzing cell contents and formulas in a worksheet. They can be very
useful for troubleshooting.

For this purpose, the following tools are available:

= Showing formulas instead of results

If you choose the ribbon command View | Show formulas, cells containing a calculation will display the
formula rather than the result.

= Svntax highlighting

If you choose the ribbon command View | Syntax highlighting, cells will be color-coded according to their
content. For example, cells containing an error are displayed in red; cells containing a formula are displayed
in green, etc.

= Watch window for cell content

FreeOffice: The command Show watch list is not included in SoftMaker FreeOffice.

If you choose the ribbon command Formula | Show watch list, you can display a watch window for cell
contents at any time. It allows you to observe the current values in the specified cells.

= Formula auditing

FreeOffice: Formula auditing is not included in SoftMaker FreeOffice.

The commands of the ribbon tab Formula | group Traces provide tools for graphically representing the
relationships between cells. If, for example, the current cell contains a formula that refers to other cells, you
can let PlanMaker display arrows pointing to these cells.

Furthermore, errors can be detected in the worksheet or invalid data can be marked with red circles.

For more information on these functions, see the following pages.

Showing formulas instead of results

If you enable Show formulas, cells containing a calculation will display the formula rather than the result. This
can be useful when analyzing the formulas in a worksheet and for troubleshooting.
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Enabling and disabling "Show formulas"

To enable the "Show formulas" tool, choose the ribbon command View | Show formulas 15 (in the group
View).

If you choose this command again, the "Show formulas" tool will be disabled.

Syntax highlighting

If Syntax highlighting is enabled, all cell contents will be color-coded according to their content. For example,
cells containing an error are displayed in red; cells containing a formula are displayed in green, etc.

This allows you to see at a glance where formulas are located and where fixed values are entered, where errors
occur, etc.

Enabling and disabling syntax highlighting

To enable syntax highlighting, choose the ribbon command View | Syntax highlighting = (in the group
View).

If you choose this command again, it will be disabled.

Meaning of foreground color

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

Cell content Foreground color
Error value Red

Formula Green

Fixed positive number Navy

Fixed negative number Light blue
Fixed logical value Brown

Fixed text string Black

Meaning of background color

Cells that contain an error are thus displayed in a red foreground color. In the event of serious errors, the cell is
also given a colored background. The background color indicates the error type:

Background color Error type
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White The formula returns an error value. The calculation in this cell returns an error value because, for
example, it contains a division by zero.

Tip: If you click on the cell, an error message will be displayed in the status bar. For more
information, see Error values. Correct the formula accordingly.

Cyan Syntax error in the formula. The formula in this cell is incorrectly formulated because, for
example, a closing parenthesis is missing or a function was not called with the correct arguments.

Tip: If you click on the cell, an error message will be displayed in the status bar. Correct the formula
accordingly. If you don't correct the formula, it will be replaced by the text string #NULL! when the
document is saved!

Light gray Non-exportable function. The formula in this cell uses an arithmetic function that cannot be saved
in the file format in which you saved the document.

Tip: Replace the function with another function that is compatible with the desired file format. For
more information, see the corresponding function description in this manual.

Magenta Function possibly imported incorrectly. The formula in this cell uses an older PlanMaker
arithmetic function whose syntax or function might be incompatible with recent versions of
PlanMaker. This error only occurs when importing PlanMaker documents with time functions.

Tip: See the corresponding function description in this manual.

Yellow Unknown function. The formula in this cell uses an arithmetic function unknown to PlanMaker.
This error might occur when importing documents created with other applications (e.g. Microsoft
Excel).

Tip: Replace the function with a corresponding PlanMaker function. For a list of all PlanMaker
functions, see Functions from A to Z.

Watch window for cell content

FreeOffice: The command Show watch list is not included in SoftMaker FreeOffice.

You can display a watch window for cells at any time. It allows you to observe the current values in the
specified cells.

Watch window ot
Workbook Worksheet Cell WValue Formula
Regions.pmdx  Sheetl B17 254614 =5UM(B5:B16)
Regicns.pmdx  Sheet] 17 237549 =5UM(C5:C1E)
Regicns.pmdx  Sheet] 7 273175 =5UM(D5:D18)
Add cell... Bemove cell Remove all Cloze
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Enabling and disabling the watch window

To display the watch window, choose the command Show watch list b|=d| on the ribbon tab Formula | group
Watch.

If you choose this command again, the window will disappear.

Adding cells to the watch window
To keep track of the value in a cell, add it to the watch window as follows:

1. In the watch window, click on the Add cell button.

2. Enter the address of the desired cell and confirm with OK.
Tip: You can also enter an entire cell range here. If, for example, you enter A1:A3, the cells Al, A2 and A3 will be added.

The contents of the specified cells are now displayed in the watch window. Whenever the worksheet is
recalculated, the watch window will also be updated.

Removing cells from the watch window

To remove a cell from the watch window, select it in the watch window and click on the Remove cell button.

To remove all cells at once, use the Remove all button.

Formula auditing

FreeOffice: Formula auditing is not included in SoftMaker FreeOffice.

The command group Formula | Traces and the command group Review | Input validation provide tools for
graphically representing the relationships between cells.

If, for example, the current cell contains a formula that refers to other cells, you can let PlanMaker display
arrows pointing to these cells. Furthermore, errors can be detected in the worksheet or invalid data can be
displayed with red circles.

The command group Formula | Traces contains functions for the following topics:

Dy ~%o Trace predecessors » E‘_ Previous error
g o
= Trace successors = _ﬂ Mext error

Trace
Lo =]
to error S Remove all traces

Traces

= Displaving the relationships between cells

PlanMaker has commands that can be used to graphically represent the relationships between cells. For
example, PlanMaker can display arrows for all cells to which the formula in the current cell refers. Thus, if a
cell contains the formula =A1*A2, arrows to the cells Al and A2 will appear.
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Furthermore, there are commands for selecting all cells to which the formula in the current cell refers, and
vice versa, i.e., for selecting all cells that refer to the current cell.

= Detecting errors in calculations

You can also jump to the previous or next cell that contains an error value and display arrows to the source
of the error.

You can choose the command group Review | Input validation to use the following functions:

[ Input validation IE] Previous invalid cell
Mark invalid data @ Mext invalid cell

[E] Remove marks
Input validation

= Detecting invalid data in cells

Here, you will find all cells whose content violates the input validation settings for the cell.

The following pages provide detailed information on these topics.

Displaying the relationships between cells

FreeOffice: Formula auditing is not included in SoftMaker FreeOffice.

The command group Formula | Traces provides commands with which the relationships between cells can be
graphically represented.

B4 v| fx =AT*A2

= |6 D&~ B9
A B C

1 B

2 T

3

4 421

To do so, select the cell that you want to analyze, and then choose one of the following commands in the
command group Formula | Traces:

y 313 Trace predecessors E] Previous error

=
O
o Trace successors v [ZH Mext error
Trace
L=
taerrar  #wo Remove all traces »

Traces

Note: The commands Trace to error, Previous error, Next error are described in the next section Detecting errors in calculations.
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~° Trace predecessors
This command displays arrows for all cells to which the formula in the current cell refers.

Example: If the current cell contains the formula =A1*A2, this command will display arrows from cells Al
and A2 to the current cell (see figure above).

(=
=~ Trace predecessors ™ | Select predecessors
This command selects all cells to which the formula in the current cell refers.

Example: If the current cell contains the formula =A1*A2, this command will select cells Al and A2.

Lo =]
s» Remove all traces ™ | Remove traces to predecessors

This hides all arrows that were added with the command Trace predecessors for the current cell.

=
o Trace successors
This displays an arrow to each cell that refers to the current cell.

Example: If a cell contains the formula =B5*2, this command will display an arrow pointing to this cell
when you choose the command in cell BS.

O
=X Trace successors ™ | Select successors
This selects all cells that refer to the current cell.

Example: If any cell contains the formula =B5*2, this cell will be selected when you choose the command in
cell BS.

O
7»= Remove all traces ™ | Remove traces to successors

This hides all arrows that were added with the command Trace successors for the current cell.

Lo ml
=+ Remove all traces

This removes all arrows added with the commands Trace predecessors or Trace successors for the entire
workbook.

Click directly on the icon itself or use the icon's arrow and select Remove all traces in the dropdown menu.

Notes and tips

If desired, you can choose the commands Trace predecessors and Trace successors several times in
succession in a cell. Each call displays another level of relationships.

The arrows that can be displayed with the above commands are clickable. If you click on such an arrow,
PlanMaker will jump to the cell at the other end of the arrow.

If the current cell refers to a cell that is in another worksheet, only a small arrow will be displayed in the top
left corner of the cell. You can also click on this arrow to quickly jump to the corresponding cell.

When you edit, delete or move the contents of a cell, all arrows to that cell are automatically removed.

All displayed arrows also appear in the printout.
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= However, the arrows are not saved in the document. Thus, when you save a document and then reopen it, all
arrows are removed.

Detecting errors in calculations

FreeOffice: Formula auditing is not included in SoftMaker FreeOffice.
The command group Formula | Traces provides commands for finding and analyzing cells that return an error
value.

Note: A cell returns an error value when an error occurs in the calculation it performs. If, for example, a cell
tries to perform a division by zero, the error value #DIV/0 will be displayed in the cell. For more information
on error values, see Error values.

To find and analyze such errors, choose the command group Formula | Traces, and then use one of the
following commands:

Dy ~%o Trace predecessors » E] Previous error

=
[m]
o Trace successors v [£H MNext error
Trace
Lo =]
to error S Remove all traces

Traces

Note: The commands Trace predecessors, Trace successors and Remove all traces are described in the previous section Displaying the
relationships between cells.

Oy
= t«” Trace to error

If the current cell contains an error value, this command will display arrows to the cells that cause the error
value (if applicable).

Example: If a cell returns a #DIV/0 error value and you choose this command in this cell, arrows will appear
on the cells that perform this division by zero.

= E] Previous error

This jumps to the previous cell that contains an error value.

= E Next error

This jumps to the next cell that contains an error value.

Detecting invalid data in cells

FreeOffice: Formula auditing is not included in SoftMaker FreeOffice.
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The command group Review | Input validation provides commands that can be used to detect cells that
contain an invalid value.

Note: A cell contains an invalid value if the command Input validation % has been used to specify that the
cell can only contain certain values, and the current cell content does not match this check. For more
information, see Input validation.

To search for invalid data, choose the command group Review | Input validation and then use the following
commands:

[% Input validation IE] Previous invalid cell
Mark invalid data [5] Next invalid cell

[E] Remove marks

Input validation

Mark invalid data

This command inserts a red circle around each cell (in the current worksheet) that contains an invalid value.

=] Remove (invalid data) marks

This command removes all red circles (from the current worksheet) that were added with the above
command.

= @ Previous invalid cell

This command jumps to the previous cell that contains an invalid value.

= @ Next invalid cell

This command jumps to the next cell that contains an invalid value.

Notes
= The marks for invalid data also appear in the printout.

= However, the marks are not saved in the document. Thus, when you save a document and then reopen it, all
marks are removed.

Updating sheets

All calculations of all worksheets are automatically kept up to date. Whenever you change the content of a cell,
PlanMaker recalculates the entire workbook.

Thus, you usually don't have to concern yourself with this issue at all.
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Disabling automatic updating

If necessary, you can also disable the automatic updating of all worksheets. This can be useful if, for example,
you want to edit a complex workbook on a slow device.

For this purpose, change the setting of the Recalc automatically option for the document properties
accordingly.

1. Choose the ribbon tab Formula | group Update | Recalculate L5 and click on the arrow of the icon to open
its menu.

Alternatively: On the ribbon tab File | group File management | Recalculate or also in the Document properties, Calculate tab.

2. Remove the check mark in front of Recalc automatically to disable it.

From now on, the Recalc only before ... setting is enabled:

There will be an automatic recalculation of the worksheets only when saving or printing the document, or
when copying (or cutting) cells — depending on which option(s) you choose here. If all three options are
disabled, calculations will no longer be updated automatically.

Starting recalculation manually

Even if you have disabled the automatic recalculation, you can still update the worksheets manually at any time.
For this purpose, you can use the following keys or ribbon commands:

= Ifyou press the F9 key or choose the ribbon command Recalculate | L5 Recalculate workbook,
PlanMaker updates the calculations on a// worksheets.

Tip: This is also triggered if you simply click on the Recalculate icon directly.

= On the other hand, if you press Shift+F9 or choose the ribbon command Recalculate | ﬁ Recalculate
sheet, PlanMaker only updates the calculations on the current worksheet.

Note: The latter can return outdated results if the current worksheet performs calculations with cells in
other worksheets.

Updating external cell references
Note that external cell references are not updated every time you recalculate the workbook.

(External cell references are cell references that refer to cells in another workbook — for example ='C:\My
Folder\[My Workbook.pmdx]Sheet1'Al.)

Such cell references are automatically updated only when you open the document that contains the external
references. You can also manually update external references at any time.

For more information on working with external references, see External cell references.

Additional notes

For information on updating charts or pivot tables, please see the relevant sections Updating charts and
Updating pivot tables and changing data area.
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Using comments

If you choose the command group Comments on the ribbon tab Review, you can add a comment to the current
cell — for example: "The data from the previous year still has to be entered here!".

X_l :j Previous comment

re -.|
L L [ # Mext comment
Add Edit Delete

£ ]
Comment visibility ~

Comments

To work with comments, proceed as follows:

Adding comments to cells
1. Click on the desired cell to which you want to add a comment.

2. Then choose the ribbon command Review | group Comments | Add ]
Alternatively: Insert | Comment, or even faster with the key combination Shift+F2.

Note: Comments appear with your name if you have specified it in the "Name" field for the User info
(see Settings, General tab). If nothing is entered here, PlanMaker will now prompt you once for the
current document.

Tip: You can edit the displayed name in the comment window just like any other content in this window.

3. The program will display a yellow box in which you can type the comment. When you have finished typing,
click outside the yellow box or press the Esc key.

Comments are saved in the document, thus they are available again when you reopen the document.

Viewing comments

Cells with an attached comment have a red triangle " in their top right corner. If you hover your mouse over
such a cell, the comment will be displayed. It will disappear if you move the mouse out of the cell.

Editing comments

To change a comment, select the cell that contains the comment.

Then choose the ribbon command Review | group Comments | Edit %) and make the desired changes in the
yellow comment window.

Tip: Alternatively, double-click on the red triangle in the cell or press the key combination Shift+F2 to edit
a comment.

When you have finished making changes, click anywhere outside the comment or press the Ese key.
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Deleting comments

To remove comments from cells, select the relevant cells (you can also select several cells at the same time).
Then choose the ribbon command Review | group Comments | Delete % The comments will then be deleted.

Alternatively, you can also choose the command Home | group Contents | Delete -~ | Comments.

Finding comments

The command group Review | Comments contains two commands that you can use to jump back and forth
between all comments in the document:

* Previous comment " jumps to the previous comment

= Next comment -~ jumps to the next comment

Visually customizing the comment window

= Resize: Use the round "handles" on the frame of the comment window in order to resize it. When you drag
one of these handles with the mouse, the size of the object is changed accordingly.

= Change position: Move the comment window by clicking with the mouse on its frame and dragging it to the
desired position while holding down the mouse button.

Tip: The comment window can be customized like any other object with different colors, shades, etc. If you
click on the frame of the comment window, you can edit it similar to a text frame using the contextual ribbon
tab Object or the dialog box Object properties. For more information, see Text frames.

Comment visibility

You usually only see the comment window when you point to the relevant cell.

Thus, use the Comment visibility button on the ribbon tab Review | group Comments if you want to
display comments permanently.

Note: Comment visibility also affects whether comments appear in the printout. Only the permanently
displayed comments are printed if the option "Print: Comments" is selected. This option can be found in the
dialog box of the command File | group Print | Page setup on the Options tab. For more information, see
Setting page format options.

The following commands are available in the dropdown menu of the Comment visibility button:

= Show all comments

If you have added comments to several cells, all comment windows will be displayed (including on other
worksheets in the document). If you click on the command again, they will be hidden again.

This option can also be found in the Document properties, Options tab as Always show comments.

= Show this comment

Only the comment of the selected cell will be shown or hidden.
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The Comment visibility button also has the following command:

= Restore comment positions

If the position of one or more comment windows has been moved (by moving them with the mouse or by
rearranging the cells), you can use this command to reset the comment windows to their original position. To
do so, select the cells whose comment windows you want to move back to their original position.

Goal seek

The ribbon command Data | group Analyze | Goal seek I can help you to determine what value a certain
component of a calculation must assume in order to obtain a predefined result from the calculation.

Note: This is done by mathematical approximation, and as with all approximation methods, the result does
not necessarily have to be exact.

Before you choose this command, navigate to the cell that contains the calculation.

Formula cell:

SASS e

Target value:

=

Cancel
7

VYariable cell:

=A3 el

Accuracy:
0.00001

Upon choosing the command, a dialog box appears. This is used as follows:

= In Formula cell, enter the address of the cell that contains the formula. This is generally preset by
PlanMaker.

= In Target value, enter the desired result of the calculation.

= In Variable cell, enter the cell address of the cell in which PlanMaker will test different values until the
formula cell returns the desired result.

= In Accuracy, you can set the accuracy of the approximation. PlanMaker will attempt to approximate values
until the difference to the target value is less than the parameter Accuracy.

If PlanMaker is unable to find a sufficiently close result after a few seconds, it will determine that the value
cannot be calculated through approximation and will abort the search.
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An example

In the worksheet shown below, the SUM function has been used in cell A5 to add the numbers 1, 2 and 3 in the
cells A2, A3 and A4. The result in cell AS is 6. We now want to know to what value cell A3 must be changed
so that the result of the addition is 7.

For this purpose, move the cell frame to the cell with the calculation whose result is to be changed — in this
case, cell A5 with the SUM formula — and apply the goal seek.

[ untitled 1 * - PlanMaker

1t Layout Formula

i ot — A2 A4
= db - - - - =4 p
A B C D -
1 . ) ) _
) 1 :Gnalset-k >
: | Formula cell;
) — =
5 { Cancel
. | Target value:
Sheett | | 7
Variable cell:
=A3 |
| Accuracy:
0.00001

The figure illustrates how to fill in the values in the dialog box. When you click on OK, PlanMaker starts the
approximation process and displays result 3 in a dialog box.

This means that the content of cell A3 must be changed from 2 to 3 so that the calculation has the result 7. If
you click on Use in the dialog box, the value found will be applied to cell A3.
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Scenarios

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

The ribbon command Data | group Analyze | Scenario manager allows you to create and display "scenarios".

Scenarios can be used to observe how changing the values in specific cells affects the calculations in a
worksheet. This enables you to perform all kinds of "what-if" analyses.

Example: How does the total cost of a loan change if the term is 24, 36 or 96 months?

In this section, you will learn everything you need to know about scenarios. The following topics are covered:

= (Creating scenarios

= Showing scenarios

= Managing scenarios

= Merging scenarios

= (Creating a scenario summary

For more information, see the following pages.

Creating scenarios

To create scenarios, first complete a worksheet with the desired values and calculations.
Then proceed as follows:

1. Choose the ribbon command Data | group Analyze | Scenario manager B

2. Click on Add in the dialog box that opens.

3. Under Scenario name, enter a name that describes the purpose of the scenario.

4. Under Changing cells, enter the address of the cell whose content is to be changed in the scenario.

You can also specify multiple cells. Separate the cell addresses with a comma — for example: A2,A4,A10.
Cell ranges (like B5:B10) are also allowed.

5. Click on the Next button to continue.

6. Another dialog box appears. There, enter the value that is to be inserted into the "changing cell" in this
scenario.

If you have defined multiple changing cells in the scenario, this dialog box displays a list of all these cells.
Click on each list entry and enter the desired value next to it.

7. Click on Finish to complete the creation of this scenario.
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8. Repeat steps 2. to 7. for all other scenarios that you want to create.
9. When you have finished, exit the dialog box with the Close button.

The desired scenarios have now been created. For information on how to display them, see the next section.

Options of the dialog box
The dialog box for adding scenarios offers the following additional options:

= Comment

Here, you can enter a descriptive comment for the scenario.
* Prevent changes

If this option is enabled, the scenario cannot be edited or deleted if you enable sheet protection.
= Hide

If this option is enabled, the scenario is no longer displayed in the list of scenarios when you enable sheet
protection.

For more information on using sheet protection, see Sheet protection.

Showing scenarios

If you have created scenarios as described in the previous section, you can display them at any time:
Proceed as follows:

1. Choose the ribbon command Data | group Analyze | Scenario manager B

2. In the dialog box, select the scenario to be displayed from the Scenarios list.

3. Click on the Show button.

Tip: You can do so even quicker if you simply double-click on the scenario in the list.

The selected scenario will then be displayed.

By switching between different scenarios, you can now compare how changing the cells specified in the
scenario affects the calculations that refer to those cells.

Note: When you display a scenario, the values in the specified "changing cells" are physically replaced by the
values set in the scenario. The old cell contents will thus be lost.
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Managing scenarios
o

The command Data | group Analyze | Scenario manager = can also be used to manage the scenarios defined
in the current worksheet.

To do so, use the following buttons in the dialog box for this command:
= Add
This adds a new scenario.

For more information, see Creating scenarios.

= Delete
This deletes the scenario currently selected in the list.
= Edit

This opens a dialog box in which you can edit the selected scenario. If you click on Next, the program will
display another dialog box in which you can change the values for the changeable cells.

= Merge

This merges scenarios that have been defined in other worksheets (or workbooks) into the current
worksheet.

For more information, see Merging scenarios.

* Summary

This creates a scenario summary that directly compares the values in the changeable cells and the values in
any "result cells" for all scenarios.

For more information, see Creating a scenario summary.

Merging scenarios

The command Data | group Analyze | Scenario manager can also be used to merge scenarios that have been
defined in other worksheets (or even other workbooks) into the current worksheet.

Note: When using this function, ensure that all workbooks whose scenarios are to be merged have exactly
the same structure and use the same changing cells in their scenarios.

To merge scenarios, proceed as follows:
1. Open the workbooks that contain the scenarios to be merged.

2. Switch to the workbook and worksheet into which you want to merge the scenarios.
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E2

3. Choose the ribbon command Data | group Analyze | Scenario manager “— .
4. Click on Merge in the dialog box.

5. Select the workbook and worksheet that contain the scenario(s) to be merged.
6. Confirm with OK.

7. Repeat steps 4. to 6. for all other scenarios that you want to merge.

The selected scenarios are now available in the current worksheet.

Creating a scenario summary

The command Data | group Analyze | Scenario manager can also be used to create a scenario summary for all
scenarios defined in the current worksheet.

A scenario summary lists all scenarios clearly next to each other. For each scenario, both the changing cells and
any "result cells" (containing the calculations to be observed) are displayed.

Scenario summaries are useful for comparing the changing values and the results of scenarios at a glance.
To create a scenario summary, proceed as follows:

1. Create the desired scenarios (as described in Creating scenarios).

E2

2. Choose the ribbon command Data | group Analyze | Scenario manager “— .
3. Click on Summary.

4. Enter the address of the desired result cell. This is the cell which contains the calculation that you want to
observe in your scenarios.

You can also specify multiple cells. Separate the cell addresses with a comma — for example: A2,A4,A10.
Cell ranges (like B5:B10) are also allowed.

5. Confirm with OK.

PlanMaker will now create a new worksheet and generate the scenario summary in it.

Note: Scenario summaries are not automatically updated when you change cell contents or scenario settings.
To manually update a scenario summary, delete the worksheet containing the summary and then generate the
summary again.
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Consolidating data
FreeOffice: The Data consolidation feature is not included in SoftMaker FreeOffice.

You can use the ribbon command Data | group Analyze | Data consolidation Hi= to evaluate data from one or
more cell ranges, for example, in order to calculate their total sums.

To do so, you first define the "source ranges" for consolidation. They can be any cell ranges with the data to be
evaluated. They can all be in the current worksheet or spread across multiple worksheets or even multiple files.
For the evaluation, you can choose from among several statistical functions, such as sum, minimum, average,
etc.

The result of the evaluation is inserted — as fixed values — into the specified "target range". Note: The results
will not be updated if you change the values in any of the source ranges. This command is thus primarily useful
if you want to evaluate the current state of data and no longer want to take changes into account (useful, for
example, for monthly reports).

1
2 Fruit Shop Principal Market:
3 Apples: 153.60 €

4 Pears: 79.80€

g Cherry: 64.40 €

5

7 Fruit Shop Supermarket

g Apples: 9470 €

9 FPears: 2310€

10 Cherry: 480 €

11

12 Consolidated (Sum):

13 Apples: 248 30 €

14 FPears: 102.90 €

15 Cherry: 11920 €

—h
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-
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In this section, you will learn everything you need to know about working with consolidations. The following
topics are covered:

= Consolidating data by position

In the simplest case, data is consolidated by its position. This works as follows:

You have entered the data into, for example, three source ranges which should be identical in size and
structure. In each of the ranges, the individual data is thus in the same (relative) position.
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When consolidating, the first cell (top left) in the first range is then added to the first cell in the second and
third ranges. The result appears as the first cell in the target range. The same is then done with all other cells
in the source ranges.

= Consolidating data by labels

Furthermore, this function can also consolidate by labels. This works as follows:

There may be one or more source ranges that have one thing in common: Each individual value has a label —
for example, in the cell to the left of it.

When you start a consolidation with such source ranges and enable the option Labels in left column,
PlanMaker calculates the sum of all values that have the same label on their left.

The same label may occur as often as desired. The size of the source ranges and the order of data are also
irrelevant. PlanMaker only uses the labels to determine which values are to be added.

= Editing and updating consolidations

Whenever you perform a consolidation using the ribbon command Data | group Analyze | Data
consolidation, PlanMaker remembers each setting that you made in the dialog box
"Consolidate" (separately for each worksheet).

This enables you to choose this command again at any time, change some settings if required, and then
perform the consolidation again.

For more information on these topics in the above order, see the following pages.

Consolidating data by position

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

As mentioned in the introduction of the section Consolidating data, the command Data consolidation allows
you to consolidate data from one or more cell ranges, for example, in order to calculate their total sums.

In the simplest case, data is consolidated by its position. This works as follows:

You have entered the data into, for example, three "source ranges" which should be identical in size and
structure. In each of the ranges, the individual data is thus in the same (relative) position.

When consolidating, the first cell (top left) in the first range is then added to the first cell in the second and
third ranges. The result appears as the first cell in the "target range". The same is then done with all other cells
in the source ranges.

Example

The daily revenues of two fruit shops are to be consolidated by means of a sum function, divided according to
fruit varieties.
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. Consolidation1.pmdx - PlanMaker

1

2 Fruit Shop Principal Market:

3 Apples: 163.60 €

4 Pears: 7980 €

5 Cherry: 64 40 €
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7 Fruit Shop Supermarket

g Apples: 9470 €

9 Pears: 2310€

10 Cherry: 5480 €

1

12 Consolidated ( Sum):

13 Apples: 24830 €

14 Pears: 102.90 € -

15 Cherry: 119.20 € o
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For this purpose, the revenues of the two shops were entered into a worksheet. In the figure, this data is shown
in the cell ranges C3:C5 and C8:C10.

The command Data consolidation was then chosen and these two ranges were added as source ranges. The
target range was set to C13:C15 (selected in the figure) and consolidation was started.

Result: In the target range, the sums of the daily revenues appear (again per fruit variety, just as in the source
ranges).

Performing a consolidation by position
To consolidate data by position, proceed as follows:

1. Enter the data to be consolidated into individual cell ranges of exactly the same size and structure. The order
of the individual pieces of data must be identical in each range.

The individual cell ranges can all be in the same worksheet, in multiple worksheets or even in several
different documents.

2. Choose the ribbon command Data | group Analyze | Data consolidation D]D.

3. Click into the Source ranges input fiecld. There, enter the address of the first cell range with the data to be
consolidated. (See also notes below.)

Tip: Alternatively, you can also click directly into the worksheet while the dialog box is open and simply
select the cell range in the worksheet with the mouse to transfer it to the dialog box.

4. Click on the Add button.

5. To add additional source ranges, repeat steps 3. and 4.
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6. For Target range, enter the address of the cell range in which you want the result of the consolidation to be
inserted.

Tip: It is sufficient to specify the address of the cell in the top left corner of the target range. PlanMaker will
then determine its size automatically.

Tip: You can also simply click on the desired cell directly in the worksheet to transfer its address to the
dialog box.

7. For Function, select the arithmetic function to be used for the consolidation.

8. The options Labels in ... must be disabled for this type of consolidation. For more information, see
Consolidating data by labels.

9. Click on Apply to start the consolidation.

The data from the source ranges is now consolidated using the selected arithmetic function, and the result is
inserted in the target range.

Note: The result of a consolidation is inserted into the worksheet as fixed numbers. These numbers will not
be updated if you change the values in any of the source ranges.

This command is thus primarily useful if you want to evaluate the current state of data and no longer want to
take changes into account (useful, for example, for monthly reports). For more information, see also Editing
and updating consolidations.

Notes on specifying the source ranges

If you click in the Source ranges input field in the dialog box described above, a source range can be added
using the following options:

= Source range from the current worksheet

To add a cell range that is located in the current worksheet to the source ranges, simply enter its address or
name.

Example: D2:G5

Tip: Alternatively, you can also click directly into the worksheet while the dialog box is open and simply
select the cell range in the worksheet with the mouse.

= Source range from a different worksheet

To add a cell range that is located in a different worksheet, enter its address preceded as usual by the other
worksheet's name and an exclamation mark.

Example: Sheet3!D2:G5

Tip: You can also simply select the cell range with your mouse. First, click on the desired worksheet in the
worksheet register.

= Source range from a different document

To add a cell range that is located in a different document, enter its address as described in External cell
references).

Example: 'C:\My Folder\[My Workbook.pmdx]Sheet3''D2:G5
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Tip: You don't have to manually enter the first part of the address (folder and file name). Simply click on the
Browse button in the dialog box, and the program will then display a file dialog box in which you can select
the desired file.

Don't forget to click on the Add button after entering the address for each source range.

Consolidating data by labels

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

As mentioned in the introduction of the section Consolidating data, the command Data consolidation allows
you to consolidate data from one or more cell ranges, for example, in order to calculate their total sums.

In addition to consolidating data by its position (see previous section), data can also be consolidated by its
labels. This works as follows:

The data to be evaluated can be stored in any number of "source ranges" — all of which should have one thing in
common: a label has been added to each value (for example, in the cell to the left of the value).

When you start a consolidation with such source ranges and enable the option Labels in left column,
PlanMaker calculates the sum of all values that have the same label on their left.

The same label may occur as often as desired. The size of the individual source ranges and the order of the data
within them are irrelevant. PlanMaker only uses the labels to determine which data is to be consolidated.

Example

A fruit shop offers different types of fruit. Each individual sale during the course of a day is recorded in a
worksheet. You now want to calculate how much of each type of fruit was sold in total.
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3 Apples 370 €
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Of course, the individual types of fruit occur in a completely random order, but this is irrelevant to the
consolidate command:

Simply choose the command Data consolidation. Add the cell range with the individual sales as the source
range (B3:C11 in this case). Note: This must contain the numbers and their labels! Then select any target range
for the result (B14:C16 in the figure) and confirm.

Result: The totals of the sales of the individual types of fruit appear in the target range.

Performing a consolidation by labels
To consolidate data by its labels, proceed as follows:

1. Enter the data to be consolidated into one or more cell ranges. The size and structure of these cell ranges
don't matter. However, the values to be consolidated should all have a label — either in the column to the left
of them and/or in the row above them.

The individual cell ranges can all be in the same worksheet, in multiple worksheets or even in several
different documents.

2. Choose the ribbon command Data | group Analyze | Data consolidation D]D.

3. Click into the Source ranges input field. There, enter the address of the cell range with the data to be
consolidated. See also notes at the end of the previous section.

Tip: Alternatively, you can also click directly into the worksheet while the dialog box is open and simply
select the cell range in the worksheet with the mouse to transfer it to the dialog box.

Important: Each source range must contain both the values themselves and their labels. The labels must
be in the far left column or in the top row of the range.



Editing worksheets

4. Click on the Add button.
5. To add additional source ranges, repeat steps 3. and 4.

6. For Target range, enter the address of the cell range in which you want the result of the consolidation to be
inserted.

Tip: It is sufficient to specify the address of the cell in the top left corner of the target range. PlanMaker will
then determine its size automatically.

Tip: You can also simply click on the desired cell directly in the worksheet to transfer its address to the
dialog box.

7. For Function, select the arithmetic function to be used for the consolidation.
8. For Options, specify the position of the labels in the source ranges:

Labels in left column: The labels are stored in the far left column of each source range. (The associated
data must then be entered directly to the right of it.)

Labels in top row: The labels are stored in the top row of each source range. (The associated data must then
be entered directly below.)

You can also enable both options if you want to evaluate source ranges where labels are in their far left
column and in their top row.

If you enable the option Sort labels, the results of the consolidation in the target range will be sorted
according to the labels.

9. Click on Apply to start the consolidation.
The data from the source ranges is now consolidated using the selected arithmetic function, and the result is
inserted in the target range.
Note: The result of a consolidation is inserted into the worksheet as fixed numbers. These numbers will not
be updated if you change the values in any of the source ranges.

This command is thus primarily useful if you want to evaluate the current state of data and no longer want to
take changes into account (useful, for example, for monthly reports). For more information, see also Editing
and updating consolidations.

Editing and updating consolidations

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

Whenever you perform a consolidation using the command Data consolidation, PlanMaker remembers each
setting that you made in the dialog box "Consolidate" (separately for each worksheet).

This enables you to choose this command again at any time, change some settings if required, and then perform
the consolidation again.
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Tip: The settings are even saved in the document, so PlanMaker will remember them the next time you open
the document. (Small restriction: The Target range is not saved in x/s files because this file format does not
support it. However, it works for x/sx files, pmd files and pmdx files.)

Changing settings and performing the consolidation again
To change the settings of a consolidation and then reinsert its updated result, proceed as follows:
1. Choose the ribbon command Data | group Analyze | Data consolidation D]D.

2. Make the desired changes to the consolidation settings. You can even add new source ranges or remove
existing ones.

3. Click on Apply to apply the changes.

The consolidation in the current worksheet will then be performed again, and its updated result will be inserted
into the target range. Existing data will be overwritten.

Updating the results of a consolidation
If you just want to update the result of a consolidation (without changing any settings), proceed as follows:
1. Choose the ribbon command Data | group Analyze | Data consolidation D]D.

2. Click on Apply.

The consolidation in the current worksheet will then be performed again with exactly the same settings as the
last time.
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Tables in worksheets
FreeOffice: Creating tables in worksheets is not included in SoftMaker FreeOffice.

The ribbon command Insert | Table (3 allows you to create "tables" in a worksheet.

Note: The fact that this feature is named "table" may be a bit confusing, since the term "table" is often used
to represent the content of a worksheet in general. However, since Microsoft has called this feature a "table"
in Excel, we decided to keep this term in PlanMaker for compatibility reasons.

A B C D
Type  Rd|Pieces Rd|Pricelunit RdPrice R4

1
z |Apples 4 050 € 200 €
3 |Oranges P 075 € 1.50 €
4 Bananas 3 1.00 € 300 €
s |Pears 2 075 € 150 €
& | Total 8.00 €
.
E

How exactly does this feature work?

When you select a cell range and choose the ribbon command Insert | Table, PlanMaker will create a "table"
from it.

This has the following effects on the cell range:

= Automatic formatting with a "table style"

The selected cell range is formatted automatically with a fable style. The default table style alternately
applies blue and white shading to the cells. However, you can also use a different style or subsequently
change the style and thus change the formatting of the entire "table" at the touch of a button.

= AutoFilter applied automatically

In addition, an AutoFilter is applied to the cell range that was used to create the "table". The AutoFilter adds
little arrows to the right of each of the column headings in the table. If you click on one of these arrows, the
program will open a menu in which you can set a filter on the cell contents of the corresponding column.

= Total row

In "tables", you can easily activate a total row that is displayed below the table. The total row can display
calculations that sum up the values contained in the table (for example, the sum of each column).

= Special cell references

When you have created a "table" in a worksheet, you can also use special cell references. For example, the
cell contents in a column of a table can be addressed via its column heading — as in:
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=SUM(Table3[Spring])

The following pages contain everything you need to know about the "table" feature. The following topics are
covered:

= Creating tables in worksheets

= Ribbon tab "Table"

= Removing tables from worksheets

= Editing tables in worksheets

= Formatting tables in worksheets

= Using the total row of tables in worksheets

= Tables in worksheets and cell references

Creating tables in worksheets

FreeOffice: Creating tables in worksheets is not included in SoftMaker FreeOffice.

As described in the introduction of the section Tables in worksheets, the ribbon command Insert | Table
enables you to have "tables in worksheets". Here, you will learn how to create such a table:

To create a "table in a worksheet", proceed as follows:

1. Optional: In a range of adjacent cells, enter the data from which you want to create a table.

Tip: It is useful if you have provided this cell range with a column heading in the first row of each
column. (If there are no column headings, PlanMaker will generate automatic headings named Columnl,
Column?, etc.)

2. Select the cell range (including the column headings).

3. Choose the ribbon command Insert | Table i by clicking directly on the icon itself.

Tip: If you click on the icon's arrow rather than directly on the icon itself, PlanMaker will open a list of
predefined styles which can be applied directly.

4. The program displays a dialog box with the following options:

Source range: This is the cell range from which the table is to be created. The currently selected range is
suggested by default. As a rule, you only have to confirm this default range.

Source range contains titles: Here, you can specify whether the first row of the source range consists of
column headings, as recommended above. When you disable this option, PlanMaker will generate automatic
column headings named Columnl, Column2, etc., and indents these headings with an additional row above
the source range.

As soon as you confirm your selection in the dialog box, a "table" is created for the source range. More
specifically, the following happens:
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= No changes are made to the table cells and their contents

The cells in the source range remain normal table cells even after a table has been created. Thus, you can
still edit them, format them, etc.

= Automatic formatting with a "table style"

However, it is immediately noticeable that the cells in the source range have been automatically reformatted:
By default, the first row (containing the column headings) is shaded in a medium blue, the rows below are
shaded alternately in light blue and white (unless you have selected a different style). For more information,
see tip from step 3.

This automatic formatting is performed via a table style. Whenever you create a table, it is automatically
reformatted with the default table style. Alternatively, numerous other table styles with different colors and
styles are available. On the contextual ribbon tab Table, you can switch to another style at any time using
the commands Table styles or Properties.

= AutoFilter applied automatically

There is a small arrow [*] to the right of each column heading in the first table row. These arrows indicate
the presence of an AutoFilter that has been automatically applied to the source range of your table.

By default, the filter is disabled and a// data in the table is displayed. If you click on one of the arrows, the
menu of the AutoFilter opens for the corresponding column. In this menu, you can apply different types of
filters or even sort the table data.

For more information on AutoFilters, see AutoFilter.

Ribbon tab "Table"

As soon as you have created a "table in worksheets" using the ribbon command Insert | Table, you can switch
to the contextual ribbon tab Table for editing.

This ribbon tab always appears automatically when you place the cursor in the created table.

Filer Home Inset Layout Formula Data Review View

[iZ] Summarize as pivot | £ Select rows 25 Insert above F%] Insert left 1 T—_'j Header row [] Total row
- fFy Convertto range EH Select columns | 5= Insert below [ Insert right [] First celumn [] Last celumn
Range Properties | Table
: g [ Delete table T Select table E5 Delete rows [[T] Delete columns styles = Banded rows [_] Banded columns
Table Selection Edit Style

The contextual ribbon tab "Table"

The ribbon tab has the following buttons, from left to right:

= Range: Here, you can change the cell range that the table contains. For more information, see Editing tables
in worksheets.

= Properties: This command opens a dialog box in which you can format inserted tables and change other
properties of the table. For more information, see Formatting tables in worksheets.

= Summarize as a pivot table: Use this command to create a pivot table directly from your table data. For more
information, see Pivot tables.
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= Convert to range: This converts the table back to a "normal" cell range. For more information, see Removing
tables from worksheets.

= Delete table: This completely deletes the table and all its contents. For more information, see Removing
tables from worksheets.

= Select rows, columns, table: These commands can be used to select complete rows, columns or all cells of an
inserted table. For more information, see Editing tables in worksheets.

= Insert above, below, left, right These commands can be used to insert a new row or column into a table (and
only into this table). For more information, see Editing tables in worksheets.

= Delete rows, columns: These commands can be used to delete rows or columns within a table (and only within
this table). For more information, see Editing tables in worksheets.

= Table styles (and all other commands in the "Style" group): This command can be used to apply formatting
options to inserted tables. For more information, see Formatting tables in worksheets.

On the following pages, you will find detailed descriptions of the commands of the ribbon tab Table.

Removing tables from worksheets

As described in the introduction of the section Tables in worksheets, the ribbon command Insert | Table
enables you to create "tables in worksheets". Here, you will learn how to remove such tables:

In this case, you have the following options:

A) Converting a table back to a normal cell range

To convert a table back to an "ordinary" cell range, move the cell frame to any cell within the table.

Then choose the command Convert to range s on the contextual ribbon tab Table | group Table.
(Alternatively, use the context menu by right-clicking in the table.)

In the following dialog box, select the checkbox Remove all formatting from the cells.

This will remove the "magic" of the table feature from all cells that were part of the table — including the
automatic formatting and the AutoFilter.

B) Deleting a table and its entire content

To completely delete a table and all its contents, move the cell frame to any cell within the table.

Then choose the command Delete table L2 on the contextual ribbon tab Table | group Table. (Alternatively,
use the context menu by right-clicking in the table.)

This will delete the entire table — including all cell contents.
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Editing tables in worksheets

As described in the introduction of the section Tables in worksheets, the ribbon command Insert | Table
enables you to create "tables in worksheets". Here, you will learn how to edit such tables:

In this case, you have the following options:

Adding another row or column
An additional row or column can be easily added to "tables in worksheets" as follows:

= If you enter a value in a cell that is immediately to the right of the table, the table automatically expands to
include the column with this value.

= When you enter a value in a cell that is just below the table, the table automatically expands to include the
row with this value.

(Note: This only works if the Total row for the table is disabled.)
Tip: The above two methods for expanding tables can be disabled if you do not want them. To do so,

open the dialog box of the ribbon command File | Options “-*, choose the Edit tab and disable the option
Expand tables automatically.

= When you press the Tab key in the last cell of a table (the bottom right cell), another row is added to the
table automatically. This works here even if the "Total row" is enabled, as it is then automatically moved by
one row.

Changing the size of a table
You can also change the size of a table at any time as follows:

= A little arrow is displayed in the bottom right corner of a table. When you drag this arrow around with your
mouse, the table is resized accordingly.

= If you choose the command Range i on the contextual ribbon tab Table, PlanMaker opens a dialog box in
which you can edit the cell range covered by the table.

= You can also use the context menu by right-clicking in the table and selecting the entry Modify table range
to edit the cell range.

Inserting rows or columns
To insert a new row in a table (and only in this table), proceed as follows:
1. Move the cell frame to the desired row in the table.

2. Then choose Insert above 2= or Insert below 2= on the contextual ribbon tab Table | group Edit.

Alternatively: Right-click in the table to open the context menu and choose the command via Insert here.
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This will add a new row above or below the current row in the table.

Note: These two commands will insert the new row only into the table itself and not into the cells that
surround this table.

Inserting new columns works accordingly with the commands Insert left 5 or Insert right EyE)

Deleting rows or columns
To delete a row from a table (and onl/y this table), proceed as follows:
1. Move the cell frame to the row in the table that you want to delete.

2. On the contextual ribbon tab Table, choose the command Delete rows =3
Alternatively: Right-click in the table to open the context menu and choose the command via Delete here.

This will delete the row (including its content) from the table.

Note: This command removes the row only from the table itself and not from the cells that surround this
table.

Deleting columns works accordingly with the command Delete columns EEtY

Selecting cells in a table
Cells in a table can be selected as usual with a mouse or keyboard, of course.

The commands on the contextual ribbon Table | group Selection are available as additional options for
selecting within tables. Here, you can choose from the following commands:

= [ Select rows: This selects the current table row.
= EH Select columns: This selects the current table column.

= Select table: This selects the entire table.

There is another command which is not available on the ribbon by default, but you can easily access it by right-
clicking on the table via the context menu:

= Select * Select column data: This selects only those cells in the current column that contain data. Column
headings or cells in the total row will not be included in the selection.

Alternatively, you will also find the command by default in the classic menu interface at:
Worksheet > Table > Select > Select column data

Tip: If necessary, you can add this command as a separate button to a ribbon tab (ideally to the ribbon tab "Table"). To do so, choose

the ribbon command File | Customize | Customize ribbon to open the dialog box for customizing the user interface, and search there
for the command "Select data". Then proceed as described in Customizing icons and groups in the ribbon.
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Formatting tables in worksheets

As described in the introduction of the section Tables in worksheets, the ribbon command Insert | Table
enables you to create "tables in worksheets". Here, you will learn how to format such tables and change other
properties of the table:

First of all, the cells in a table can be formatted just like any other cell, using the entire palette of commands
and options that PlanMaker provides for this purpose.

There is also the ribbon command Table | Properties especially for tables. This provides formatting options
that are only applicable to tables.

You can use this command as follows:
1. Move the cell frame to any cell within the table that you want to format.

2. Choose the command Properties 58 on the contextual ribbon tab Table.

Alternatively, right-click on the table to open the context menu and select the entry Table properties.

3. A dialog box appears with the options described below. Make the desired changes and then confirm with
OK.

In this dialog box, you can make the following settings:

Applying a different table style

Tip: You can also apply this option directly via the Table styles = icon on the ribbon tab Table | group
Style.

The first tab of the dialog box contains the Style list. Here, you can apply a different table style to the table.

Applying a different table style changes the entire appearance of a table. First and foremost, this concerns the
coloring of the table (via shades). The small thumbnails in the list show which colors are included in each style.

Showing/hiding header row and total row

Tip: You can also apply these options directly using the commands on the ribbon tab Table | group Style.

Below the Style list, there are more options for customizing the appearance of a table. The first two options
have the following function:

= Header row

This option enables/disables the header row (displayed above the table). The header row displays a column
title for each of the columns.

In the header row, you can also see a small arrow displayed to the right of each of the column titles. These
arrows indicate the AutoFilter that is applied automatically to each table. To filter data, click on one of
these little arrows. The program opens a menu in which you can set different types of filters for the values in
the corresponding column.
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For more information on using AutoFilters, see AutoFilter.

= Total row

This option enables/disables the fotal row (displayed below the table). The total row displays calculations
that sum up the values contained in the table columns.

By default, only the sum of the values in the last column is displayed. If, however, you click on one of the
cells in the total row, a small arrow will appear to the right of it. Clicking on this arrow opens a menu in
which you can choose what kind of calculation the cell should perform. For example, you can display the
sum, average, or other calculations for any columns in the table.

For more information, see Using the total row of tables in worksheets.

Additional formatting options for table styles

Tip: You can also apply these options directly using the commands on the ribbon tab Table | group Style.

The other options on the Style tab have the following purpose:

= Banded rows and Banded columns

This option enables/disables alternating colored shading for the rows or columns of the table. Their color is
defined in the fable style, which you can also set in this dialog box (as described above).

= First column and Last column
If you enable this option, the first and/or the last column in the table will be highlighted.

For most table styles, this is done by using boldface for the text in the respective column. However, some
table styles also change the background color — this depends on the respective table style.

Extended properties on the "Properties" tab
On the Properties tab of the same dialog box, you will find the following advanced properties for the table:

= Name

Here, you can change the name of the table, which was automatically generated when the table was created
and also included in the list of named ranges at the same time. The name can also be changed there. For
more information, see Naming cell ranges.

The name of a table can be used in cell references (see Tables in worksheets and cell references).

Please note that the following rules apply to table names:
1. Table names must be unique.
2. Table names must always begin with a letter or an underscore.

3. Table names must not contain blank spaces or other invalid characters. (For maximum compatibility with
other programs, only use letters, numbers, and underscores.)

4. Table names must not be structured like cell references (for example, Al).

= Title and Description

Here, you can enter a title for the table and a short description for its contents.
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This is useful for people who, due to impaired vision, use special tools such as a screen reader to have the
individual components of the worksheet read to them.

Using the total row of tables in worksheets

As described in the introduction of the section Tables in worksheets, the ribbon command Insert | Table
enables you to create "tables in worksheets". Here, you will learn about the "total row" of such tables and how
you can adjust it:

Another advantage of "tables in worksheets" is the possibility of displaying a total row with summary
calculations if desired. You can enable or disable the total row at any time. When it is enabled, it appears in the
form of an additional row below the table.

Type. [d Pieces K Pricelunit K Price I

1

2 Apples 0.50 € 2.00€

3 |Oranges 2 075 € 1.60 €

4 |Bananas 3 1.00 € 3.00 €

= |Pears 2 075 € 160 €

& Total | 8.00 €] |
-

By default, the total row displays only the "Total" text on the left and the sum of the values of the column on
the far right of the table. However, you can also perform other calculations in it by editing the total row (see
below).

Enabling/disabling the total row
Tip: The total row can also be enabled directly on the ribbon tab Table | group Style.

To enable the total row for a table via the dialog box, proceed as follows:
1. Move the cell frame to any cell within the table.

2. Choose the command Properties 58 on the contextual ribbon tab Table.

Alternatively, right-click on the table to open the context menu and select the entry Table properties.
3. Enable the option Total row on the Style tab and confirm with OK.
The total row will now be displayed below the table.

If you do not want the total row to be displayed, disable this option again.

Editing total rows

By default, the total row displays only the "Total" text and the sum of the values of the column on the far right
of the table.

However, you can adjust this as desired. The cells in the total row can be edited — just like any other cell — so
you can enter your own formulas or text here at any time.
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A little tool is available for adding calculations that total the values in a column: When you move the cell frame
to any cell in the total row, a little arrow ™ appears to its right. If you click on this arrow, PlanMaker opens a
menu offering different types of statistical functions (sum, average, etc.). If, for example, you select the "Sum"
function here, PlanMaker inserts a formula into the cell that calculates the sum of the corresponding column.
For information on the formula used, see SUBTOTAL.

Tables in worksheets and cell references

As described in the introduction of the section Tables in worksheets, the ribbon command Insert | Table
enables you to create "tables in worksheets". Here, you will learn more about the specifics of using cell
references to the cells in such a table.

Apart from the usual cell references, tables and their contents can also be addressed using names and special
identifiers:

Using names
Names in cell references to table contents can be used as follows:

= Addressing tables by their name

When you use the name of a table in a cell reference, it represents the entire table (with all of its cells,
except the column headings and the total row).

Example:

=SUM(Table3) returns the sum of all cells in the table named "Table3".

Tip: The name of a table can be changed via the dialog box of the command Properties 78 on the
contextual ribbon tab Table.

= Addressing table columns by their column heading

To address a single column of a table in a cell reference, enter the name of the table, followed by the column
heading of the desired column enclosed in square brackets.

Example:
=SUM(Table3[Spring]) returns the sum of all cells in the column with the column heading "Spring" in the
table named "Table3".

= Addressing multiple adjacent table columns

You can also address multiple adjacent table columns. To do so, use the notation [[FirstColumn]:
[LastColumn]].

Example:

=SUM(Table3[[Spring]:[Autumn]]) returns the sum of all cells in the columns "Spring" to "Autumn" in
the table.
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Addressing multiple non-adjacent table columns

To address multiple non-adjacent table columns, separate them with a comma instead of a colon.

Example:

=SUM(Table3[Summer],Table3[Winter]) returns the sum of the columns "Summer" and "Winter".

Note that the name of the table must be specified before each column.

Using special identifiers

In addition to names, cell references to table contents can also use special identifiers that represent a certain
component of this table.

The identifier must be enclosed within square brackets when entered after the table name:

For example, Table3[#Totals] is a cell reference to all cells in the fotal row of the table named "Table3".

The following identifiers are available:

#All:
This represents the entire table including column headings and total row, for example, Table3[#All].
#Data:

This represents all cells in the table that contain the actual data. These are all cells except the column
headings and the total row.

#Headers:
This represents the cells in the seader row of the table (the row containing the column headings).

#Totals:

This represents the cells in the fotal row of the table. (Note: If the total row is disabled, the cell reference
will return a #REF! error value.)

@]|ColumnName]:

This represents the cell that is in the same row of the specified column. This is especially useful for
calculations within a table.

If, for example, you use a cell reference like [@Spring] in a cell in a table, it represents the cell that is in the
same row of the column with the column heading "Spring".

Example:

=SUM(|@[Spring]:[Winter]]) returns the sum of those values in the columns "Spring" to "Winter" that are
in the same row as the cell in which this calculation was entered.

Note: PlanMaker does not distinguish between uppercase and lowercase letters in identifiers.
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Pivot tables

In addition to the normal tables (see chapter Tables in worksheets), there are also Pivot tables. You can use the
ribbon command Insert | Pivot table to create a pivot table based on your existing source data.

What exactly is a pivot table?

A pivot table is an optimal tool for providing large amounts of data in a meaningful form. The generated pivot
data can be structured, summarized, filtered and analyzed according to different perspectives. The source data
remains unaffected.

Reports using pivot tables are particularly suitable for data sets with many different elements and criteria,
which are predominantly similar and interdependent, such as sales reporting.

What is the advantage of pivot tables compared to "normal” tables?

In addition to clarity, pivot tables are much better suited to data analysis than "normal" tables. If you would like
to ask complex questions about extensive data, for example, "How many sales did an employee make for which
articles at what time?", it would be quite laborious if you had to extract this information directly from a normal
table. You would have to sort the data records first, then filter them, use commands and finally prepare them.
Pivot tables reduce the number of work steps and enable a much better presentation of the desired information.

Data resources can be edited directly within your PlanMaker worksheet and also by importing data from
external PlanMaker and Microsoft Excel files.

Pivot tables illustrated by an example

The functionality of pivot tables is illustrated here with a simplified example, which is used throughout the
chapter for description purposes.

Here, you can see sample data records in PlanMaker from which a pivot table is to be created. The company
employees had various expenses for their break room supplies throughout the year. Some employees and some
articles appear several times in the relevant columns.

A | 8 | C | D N

1] Date Employee Article Amount
_2 |0110/2018 Anna Coffee 535
_ 3 |02115/2018 Toni Cream 515
_ 4 [0413/2018 Anna Snacks 520
_ 5 |05/15/2018 Toni Tea 515
LUE."'1B."2U'1B Maria Coffee 530
_ 7 |06/20/2018 Anna Cream 512
_ & |DeMi2018 Anna Snacks 516
_ 9 |bene/201s Toni Sweetener 57
_ 10 |10/28/2018 Anna Coffee 540

i1 11152018 Tani Cream 510

17

Source data for the pivot table
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Note: Number formatting of the source data is not applied to pivot tables. For more information on
formatting values in the created pivot table, see Value settings (Values area).

As an evaluation, the following pivot table could be created: Here, the employees are clearly listed with the
sums of their purchased articles and the grand total of all expenses.

Row labels |E| Sum of Amount

Anna 123
Maria 30
Toni 47
Grand total 200

Variant 1 of a pivot table (view of the employees)

However, this pivot table can also be created: Here, the purchased articles are arranged in a totaled overview.

Row labels |E| Sum of Amou nt

Coffes 105
Cream av
Snacks 36
Sweetener i
Tea 15
Grand total 200

Variant 2 of a pivot table (view of the articles)

Above all, the possibility of grouped arrangement shows the major advantages of pivot tables: Here, employees
and articles are displayed together and nested in one overview.

Row labels E Sum of Amount

Anna 123
Coffee 75
Cream 12
Snacks 36

Maria 30
Coffee a0

Toni 47
Cream 25
Sweetener i
Tea 15

Grand total 200

Variant 3 of a pivot table (view of employees with grouped articles)

It can be seen from these examples that, depending on the question addressed to the existing data, different
statements can be made with pivot tables.

The following sections clarify how to obtain different perspectives on pivot data and what settings you can
make to obtain a suitable presentation of your results:

= (Creating a new pivot table

= Starting with the pivot table field list
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= Configuring pivot tables with the field list

= Sorting and filtering pivot tables

= Grouping pivot tables

= Updating pivot tables and changing data arca

= Deleting, copying, moving pivot tables

Creating a new pivot table
To create a pivot table, you must first have source data records to which a pivot table can be applied.

Choose the ribbon command Insert | group Tables | Pivot table 5] to create a pivot table from existing source
data.

Please note a few important rules for the existing source data. Some of the requirements are not mandatory, but
they are still helpful for practical use:

Requirements for source data

= The source data must have a separate heading for each column in the top row.

= Headings must appear in this single row, not one below the other.

= Headings must be unique, and duplicate names for the headings must not occur.

= There must be no empty rows or columns and no merged cells in the source data.

= The data in the respective columns must be of the same data type (number, text or date — not mixed).

= If possible, the data should be available in its raw form; no formulas, summarizations, subtotals or other

prepared data should have been applied to it previously.

You can either use existing records in the current workbook as source data or import data records from another
file (possible formats: PlanMaker and Excel).

Please read the next two sections:

= (Creating a pivot table with existing data

= (Creating a pivot table with imported data

Tip: Pivot tables can also be generated from Tables in worksheets. To do so, select a cell in the table and
choose the command Summarize as pivot (in the group Table) on the contextual ribbon tab Table.
Alternatively, you will also find this command in the context menu by right-clicking in the table. Then
proceed with the next steps to create a pivot table as described in the next section.
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Creating a pivot table with existing data

If the source data is already in the open workbook, proceed as follows:

1. Select the entire data area. You can also select just one cell from the source data. PlanMaker will then
automatically extend the selection to the entire contiguous area.

A B C D

1 |pate Employee Order Amount

2 0102018 Anna Coffee 535
3 0211552018 Toni Cream 515
4 041302018 Anna Snacks 520
5 |05M15/2018 Toni Tea 515
& [0BMB2018 Maria Coffes $30
7 |06/20/2018 Anna Cream 12
& |0BM1/2018 Anna Snacks 16
9 |08Ma2018 Toni Sweetanar &7
0 1028/2018 Anna Coffee 340
1 111552018 Toni Cream 5103
12

2. Choose the ribbon command Insert | group Tables | Pivot table IE‘

PlanMaker opens the following dialog box:

Fivot table

Source range

Sheet1!SAST:5DEN T Erowse...

Target range
O Mew worksheet

() Existing worksheet |

Insert

Sheet2!5A51
Close

3. Source range: This is the cell range with the existing data from which the pivot table is to be generated.
Here, the source range is already defined by your previous selection and can thus be applied. If you still
want to change the source range, you can enter the correct cell range in the input field or simply select the
correct cell range directly in the worksheet with the mouse.

Tip: If you have previously given the data area a name (see Naming cell ranges), you can simply enter this
name in the input field. An advantage of this procedure is that you only have to adjust the named range if
the source data changes.
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You can also import external data using the Browse... button. For more information, see Creating a Pivot
table with imported data.

4. Target range: Here, you can decide where the pivot table should be created. Now choose between the
following options:

New worksheet: The pivot table will be created in a new worksheet that is automatically generated by
PlanMaker. You can adjust the proposed target in the lower input field.

Existing worksheet: The pivot table will be created in an existing worksheet. This can be the worksheet
containing the source data or another worksheet that has already been created. Please make sure that you
first select the option Existing worksheet and only then click on a cell in a free area in the desired
worksheet. Alternatively, type the target range into the lower input field.

Tip: For pivot tables with large amounts of data, we recommend that you use a new worksheet rather than
the worksheet with the source data, as it can quickly lead to a lack of space otherwise. If there is only a
small amount of data — as in our example — it is useful and illustrative to display the pivot table next to or
below the source data in the same worksheet.

5. Confirm with the Insert button to create the pivot table.

If you created the pivot table in the same worksheet as the source data, the result should look as follows:

A | s | ¢ | o | E F s | = | A =

B M
1 |Date Employee Article Amount
z | 011002018 Anna Coffee 535 Pivot table 1 Pivot table field list
_3 02152018 Toni Cream $15 Choose fields to add to report:
4 | 04M3/2018 Anna Snacks §20 To create a report, choose [ Date
s |05/152018  Toni Tea $15 T%fl_ﬁ?brz the ti"‘m_gﬂb‘be 5 [ Employee =
5 |o6Mei201s  Maria Coffee 530 ook In i sidebar 07 Aricle =
7 | 06/20/2018 Anna Cream $12 O Amount -
& |08M1/2018 Anna Snacks $16
9 |08M8/2018 Toni Sweetener 5
10 |1028/2078 Ann_a Coffee 540 TOTTT | Drag fields between areas below:
11 [ 11152018 Toni Cream 10 X
—12 Report filter Column labels
13
14
15 Row labels Values
16
7
18
19 Pivot table settings...
= Refresh data
L v
22 +
7 -
—— ¥ Defer layout update
|« | % | ||Sheett| [[] < > & = youtue

On the left, you can still see the Source data, and the (still blank) Pivot table report next to it. If you click in
this report, the Pivot table field list — or just Field list — appears in the right sidebar. It is the central control of
the pivot table. By selecting the fields from the field list, you fill the blank pivot table report with content
according to your requirements.

For more information about its structure and working with the field list, see Starting with the pivot table field
list.
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Creating a pivot table with imported data

You can also import data records from other PlanMaker files or Microsoft Excel files to create a pivot table. To
do so, proceed as follows:

1. Choose the ribbon command Insert | group Tables | Pivot table IE‘
PlanMaker opens the following dialog box:

Fivot table

Source range

cumentsh[Pivot.prdx]5heet1'15A51 :SDS'H% Erowse...

Target range
0 Mew worksheet

I Existing worksheet | Insert

Sheet2!5AST
Close

2. Source range
In the file browser, locate the file with your source data and confirm with Open.

The input field below Source range displays the file path with the file name and a proposed worksheet with
a cell range. Here, you have to adjust the desired cell range precisely. PlanMaker does not automatically
extend the cell range to contiguous data records when importing from external files.

Example: Your source data is in the file Pivot.pmdx in the worksheet Sheet1, and the cell range of your
source data records is from A7 to D11.

The syntax in the input field is then: 'filepath\[Pivot.pmdx]Sheet1"'$AS$1:$DS$11
Tip: If you have previously named the range of source data in your external file (see Naming cell ranges),
you can avoid entering the cell range exactly. A further advantage of this procedure is that you only have

to adjust the named range when making changes to the data records. Choose the name of the named range
in the input field using the following syntax: 'filepath\[filename]'lname

3. Target range: Here, you can decide where the pivot table should be created:

New worksheet: The pivot table will be created in a new worksheet that is automatically generated by
PlanMaker. You can adjust the proposed target in the lower input field.

Existing worksheet: The pivot table will be created in an existing worksheet. This can be the current
worksheet or another worksheet that has already been created. Please make sure that you first select the
option Existing worksheet and only then click with the mouse on a cell in a free area in the desired
worksheet. Alternatively, type the target range into the lower input field.

4. Confirm with the Insert button to create the pivot table.
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You should now see a (still blank) Pivet table report in the worksheet and the Pivot table field list or just
Field list on the right in the sidebar. It is the central control of the pivot table. By selecting the fields from the
field list, you fill the blank pivot table with content according to your requirements.

The following sections explain its structure and working with the pivot table field list.

Starting with the pivot table field list
Once you have created a pivot table, the Field list appears in the sidebar on the right with the upper Fields
section and the lower Areas section. It is the central element of a pivot table because it is where you control

which data is displayed in the target range of the pivot table (the Pivot table report) and how the data is
arranged.

Note: The field list appears whenever you click on the pivot table report.

Structure of the field list

E F G H ~ ==
Il | HEH h
L] - -
Pivot table 1 Pivot table field list Field list

Choose fields to add to report:
To create a report, choose

fields from the pivot table’s [ Date Fields section M
field listbox in the sidebar. [] Employee v
[1 Article -
Pivot table report [ Amount v
LLLLT | Drag fields between areas below:
Report filter Column labels

Areas section

Row labels Values

Pivot table settings...

Refresh data

W
*
.
¥ [ ] Defer layout update
R
On the left, you have the pivot table report that is still blank; on the right, you have the field list with the "Fields section" above and the "Areas section”

below.
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Fields section: In the upper part of the field list, the headings from the columns of the source data are grouped
in their original sort order. The order of the columns from left to right in the source data corresponds to the
order from top to bottom in the fields section. These elements are called "Fields" here and not "Columns".

Areas section: You can drag the ficlds from the upper fields section into the lower part of the field list, and
thus design the structure of the pivot table depending on the arrangement of these fields. Once you have placed
at least one field in one of the 4 areas of the areas section, results appear in the pivot table report.

The areas section is divided into the following 4 individual areas:

= Row labels

If you drag a field into this area, the data from this field is grouped by rows in the pivot table report. In this
context, grouping means that identical items from a column of the source table appear once only and are
totaled. You can also drag several fields into this area; the added fields then also form further subgroups by
row. The field that appears in the row labels at the top is the higher-level primary sort criterion. The fields
below are treated as lower-level sort criterion and are displayed in the pivot table report according to this
structure.

= Column labels
The same procedure applies here as for row labels, but grouping is by columns.

* Values
This is the most important area: The records of the field that was dragged here are totaled in the pivot table
report, for example, amounts are added up. This is why fields with numbers usually appear here.

= Report filter

This allows you to show and hide selected records in the pivot table report based on the field that is inserted
into the report filter. For more information, see also Sorting and filtering pivot tables.

Tips for displaying the field list in the sidebar:
» Adjust the Field list width as needed by dragging the mouse along the inner edge of the sidebar.
» To show or hide the field list, click on the narrow vertical button at the edge of the sidebar.

» Use the ribbon command View | group Windows | Pivot table sidebar | Show at left or Show at right to choose at which side of the
document the field list should be displayed.

In the next sections, you will find practical information on how to use the field list.

Exercises for structuring the field list

You have already created a pivot table using the ribbon command Insert | group Tables | Pivot table IE‘ The
field list with the fields section and the areas section is on the right-hand side, but the target range of the pivot
table (the pivot table report) is still blank.

This section explains how to drag elements step-by-step from the fields section to the areas section in the field
list in order to display meaningful results with different characteristics in the pivot table report.

If you are already familiar with the structure of a pivot table, you can skip this section.
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Tip 1: You can drag the fields to the desired area with the mouse. You can also set a check mark in front of
the relevant field in the fields section. PlanMaker then automatically assigns the field to an area in the areas
section. Fields with numbers are placed in the values area; all other formats, such as text and date, are placed
in the row labels area.

Tip 2: Fields can be dragged back and forth not only between the fields section and the areas section, but
also between the individual areas of the areas section and within the areas themselves, so you can easily
swap the position of the fields.

Exercise 1: Adding a field to the "Values" area

In the fields section, set a check mark in front of the Amount field or use the left mouse button to drag the field
down directly to the Values area of the areas section.

. | | [IL==]]
1 Date Employee Article Amount Sum of Amou nl_
_z |0110/2018 Anna Coffee $35 200 Pivot table field list
_3 [02nsi208 Toni Cream $15 Choose fields to add to report:
_ 4 |0413/2018 Anna Snacks §20 [] Date =
_ 5 |05n9/2018 Toni Tea $15 [ Employee =
_ 6 |06/18/2018 Maria Coffee $30 [ Article -
_ 7 |06/20/2018 Anna Cream $12 -
_ & |08M1/2018 Anna Snacks §16
_ o |08M18/2018 Toni Sweetener 57
1o 10/28/2018 Anna Coffee $40 Drag fields between areas below:
11 | 111512018 Toni Cream 510 .
. Report filter Column labels
]
14|
_15 | Row labels Values
_ 16 | -
17

The unchanged source data (left), the result of the pivot table (middle) and the field list with the selected fields for Exercise 1 (right)
= The field element "Sum of amount" will appear in the Values area of the field list.

= In the pivot table report, the value field with the header "Sum of amount" will now be displayed instead of
the blank report.

= All values from the Amount field are summed up to a grand total in the pivot table report.

Exercise 2: Adding a field to the "Row labels" area

Now set an additional check mark in front of the Employee field in the fields section or use the left mouse
button to drag the field down directly to the Row labels area.
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|Row labels mSum of Amount

Anna

Maria

Toni

Grand total

123
20
47

200

Pivot table field list
Choose fields to add to report:

[] Date -
-
[ Article -
Amount -

Drag fields between areas below:
Report filter Column labels

Row labels Values

The result of the pivot table (left) and the field list with the selected fields for Exercise 2 (right)

= The field element "Employee" appears in the Row labels area of the field list.

= In the pivot table report, there is now a row field with the header "Row labels". Below the row field, the
employees are arranged by row and each name only appears once.

= The value field with the header "Sum of amount" in the pivot table report displays the expenses totaled and

broken down by employee.

Exercise 3: Adding a field to the "Column labels" area

You can also display the result by columns instead of by rows. To do so, drag the same Employee field to the

Column labels area.

[ Icowmniabeis[+]

Anna

Maria Toni Grand total
Sum of Amou nt 123 30 47

Pivot table field list
Choose fields to add to report:

[ Date -
-
[ Article -
Amount -

Drag fields between areas below:
Report filter Colurmn labels

Row labels Values

The result of the pivot table (left) and the field list with the selected fields for Exercise 3 (right)

= The field element "Employee" appears in the Column labels area of the field list.
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= In the pivot table report, a column field with the header "Column labels" is displayed and the employees are
arranged by column. Each name only appears once here.

= The expenses are summed in the value field "Sum of amount" of the pivot table report and are broken down
by employee.

Exercise 4: Adding a second field to the "Row labels" area

Drag the Employee field back into the Row labels area, and set an additional check mark in front of the Article

field.
Pivot table field list
Choose fields to add to report:
|Row labels F'_Sum of Amou nt [] Date
Anna 123 Employee -
Coffee 75 -
Cream 12 Amount A
Snacks 36
Maria 30
Cﬂﬁee 30 Drag fields between areas below:
Ton! d Report filt Col label
Cream o6 eport filter olumn labels
Sweetener 7
Tea 15
Grand total 200 Row labels Values
Employee - -

The result of the pivot table (left) and the field list with the selected fields for Exercise 4 (right)

= In the pivot table report, employees are grouped with their totaled article types under "Row labels". Since
the Employee field is at the top of the row labels area, it is the primary criterion and is thus displayed as the
higher-level field in the pivot table report.

= The amounts for purchased article items are broken down by employee in the "Sum of amount" value field
in the pivot table report, and partial results are displayed as subtotals per employee.

Note: You may have the article items in the pivot table report grouped as an indented column to the right
of the employees. The structure of the results shown here is based on PlanMaker's default settings. For
information on customizing the form, see Configuring pivot tables: Field settings.

Exercise 5: Using "Column labels" and "Row labels" together

Drag the Article field to the Column labels area, while the Employee field remains in the Row labels area.
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Pivot table field list

| Choose fields to add to report:
|Sum of AmountiColumn labels |E| [] Date =
Row labels ECoﬂee Cream Snacks Sweetener Tea Grand total Employee -
Anna 75 12 36 123 -
Maria 30 30 Amount -
Toni 25 7| 15 47
Grand total 105 37 36 T 15 200

Drag fields between areas below:
Report filter Column labels

Row labels Values

The result of the pivot table (left) and the field list with the selected fields for Exercise 5 (right)

= You will see the same results as in Exercise 4 but presented as a cross-classified table. The intersecting
fields without existing values (for example, Anna did not buy sweetener) are displayed as empty cells.

Exercise 6: Using "Column labels" and "Row labels" together with multiple fields
Finally, drag the Date field to the Row labels area below the Employee field.

Pivot table field list

I:Sum of Amount Column labels E Choose fields to add to report:
Row labels E Coffee Cream Snacks Sweetener Tea Grand total =
Anna 75 12 36 123 Employee -
01102018 35 35 Article -
0411312018 20 20 Amaount -
062002018 12 12
0811/2018 16 16
10i28/2018 40 40
Maria 30 30 Drag fields between areas below:
06/18/2018 30 30 Report filter Column labels
Toni 25 7 15 a7 -
02152018 15 15
05152018 15 15
08/18/2018 7 7 Row labels Values
11/15/2018 10 10 Employee - -
Grand total 105 37 36 7 15 200

The result of the pivot table (left) and the field list with the selected fields for Exercise 6 (right)

= The date of the article purchased by employees is also displayed in the pivot table report, grouped directly
below the employees in this example. A grouping of the items as an indented column to the right of the
employees could also appear, depending on the settings in PlanMaker.

Note 1: You can drag multiple fields into the row and/or column labels for evaluation purposes, but your
pivot table will also quickly become increasingly unclear as a result.

Note 2: If there are multiple fields in an area, the order of the fields determines the structure of the outline
levels displayed in the pivot table report. You can change this order at any time by dragging the field up or
down within the area.
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Exercise 7: Adding a field to the "Report filter" area

Drag the Date field from the Row labels area to the Report filter area and the Article field back to the Row
labels area.

Pivot table field list

Lil do ] IE‘ Choose fields to add to report:
Date -

Row labels |E| Sum of Amou nt -
Anna 123 Article -
Coffee T3 Amount bl
Cream 12

Snacks 36

Maria 30 Drag fields betw bel

Coffee 30 rag |e. 5 een areas below:
Toni A7 Report filter Column labels

Cream 25 hd

Sweetener 7

Tea 15 Row labels Values
Grand total 200 Employee - -

The result of the pivot table (left) and the field list with the selected fields for Exercise 7 (right)

= A Report filter has been added for the Date field, which is integrated as a new row above the pivot report.

= Above the pivot report, you can open a dropdown menu to the right of (4// items) [+] and filter by date values
displayed in the list. First, all date values are selected, indicated by the check mark in front of them. You can
filter out the undesired date items from the pivot report by removing the check marks.

Working with the field list: Fields section

The fields section at the top of the field list displays the headings of the columns of your source data. You can
make the following changes to the fields section:

= Display field names alphabetically in the fields section

The field names are first automatically sorted according to the order of the columns from your source data.
You can also display the fields in alphabetical order to find specific field names more quickly. To do so,
click on the Pivot table settings button below the areas section. On the Filter tab, go to the Field list
section, select the option Sort A to Z and confirm with OK.

Note: The alphabetical order that you enter here does not affect the display in the pivot table report. For
information on the alphabetical sorting of elements directly in the pivot table report, see Sorting and
filtering pivot tables.
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= Rename field names in the fields section

Open the dropdown menu ™ to the right of the field name and select Field settings there. In the dialog box
that opens, you can assign a Custom name.

You can also rename a field if it is in the values area or row labels/column labels area of the areas section.
For more information, see Working with the field list: Areas section.

= Move fields from the fields section to the areas section

To move a field from the fields section to the areas section, you have the following options:

A. Enable the checkbox to the left of the field name in the fields section. PlanMaker automatically assigns
the field to an area of the areas section according to its format: Numbers are placed in the Values area,
while text and date formats end up in the Row labels area.

B. You can also drag the field with the left mouse button to the desired area below.

C. Alternatively, click on the dropdown menu ~ to the right of the field name. Here, you can select the
area in which you want to move the field directly.

Working with the field list: Areas section

After creating a pivot table, you will first see a blank pivot table report in your worksheet and the field list in
the sidebar on the right. By adding the fields from the upper fields section to the 4 individual areas of the lower
areas section, you can observe how the assignments in the field list affect the previously blank pivot report.

Tip: If possible, first drag the field with the amounts into the values area of the areas section. This is the best
way to follow the next steps for structuring the pivot table.

Adding, moving, removing fields

Adding fields to the areas section

To move a field from the fields section to the areas section, you have the following options:

A.Enable the checkbox to the left of the field name in the fields section. PlanMaker automatically assigns the
field to an area of the areas section according to its format: Numbers are placed in the values area, while text
and date formats end up in the row labels area.

B. You can also drag the field with the left mouse button to the desired area below.

C. Alternatively, click on the dropdown menu ™ to the right of the field name. Here, you can select the area in
which you want to move the field directly.

Moving fields within the areas section

To move fields from one area to another area within the areas section, you have the following options:

A.Drag the field from one area to another with the left mouse button.



Editing worksheets

B. Click on the dropdown menu ~ to the right of the field name (either in the fields section above or in the
areas section below). Here, you can select in which area you want to move the field directly.

C. Use the left mouse button to drag the field again from the upper fields section to the desired new area of the

areas section. This will automatically remove it from the previous area (except for the values area, where
copies of a field are possible).

Removing fields from the areas section

To remove fields from the areas section at any time, you have the following options:
A. Use the left mouse button to drag the field back up to the fields section.

B. Disable the checkbox to the left of the field name in the fields section.

C. Click on the dropdown menu ™ to the right of the field name (either in the fields section above or in the
areas section below) and select Remove field.

Note: Removing fields from the areas section or moving fields between the areas will undo any changes
made to the field (exception: renaming in the row labels/column labels area).

Tips and rules for using the areas section
Using fields multiple times in the areas section

= For the Row labels, Column labels and Report filter areas, the following applies: A field can only be

dragged into one of these areas once. If you also want to insert it into another area, it will be removed from
the area where it was previously.

This does not apply to the Values area: You can insert a field again here, even if it already exists in another
area. The same field can even be inserted several times as a copy. What would be the advantage of doing so?
You could display a field element first as a sum and then in a different format (for example, average). An
additional element ¥ Values appears automatically in the column labels, which you can also move to the row
labels area (the format is retained) but not to the report filter area.

Note: If you drag the field ¥ Values back into the fields section, all fields in the values area will be
automatically removed and all changes made to these fields will be discarded.

Changing the order of the fields within an area of the areas section

= The order of the fields within an area can be changed by using the mouse to drag the field to the correct
position within the area.

= Alternatively, click on the dropdown menu ™ to the right of the field name. Here, you can select where you
want to move the field (up, down, to the start or to the end).

Renaming a field name in the areas section

A field name can be renamed in the areas section so that it appears in the pivot table with a different name.
= Custom name in the Row labels or Column labels area:

If the field is in the row labels or column labels area, click on the dropdown menu ™ to the right of the field
name and select Field settings. In the Field tab, enter a custom name.
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= Custom name in the Values area:

If the field is in the values area, select Value settings from the dropdown menu ™ to the right of the field,
and enter a custom name in the Summarize values tab.

Note: For renaming in the Values area, the following applies: The new name is discarded when the field
is removed from this area. However, you can also rename the field in the fields section above (see
Working with the field list: Fields section); the renaming done there remains. In the Values area,
however, the addition "Sum/Count of..." is still displayed.

= In the Report filter area, you cannot rename fields. However, you can also rename the field in the fields
section above.

Further options in the field list

The field list includes other operating options that have not yet been described but are explained in more detail
in the following sections:

= Pivot table settings button:
Section Pivot table settings

= Refresh data button:
Section Updating pivot tables and changing data area

= Defer layout update along with the Update button:
Section Defer layout update

= Field settings (via dropdown menu ™ of fields in the row labels/column labels area):
Section Field settings (Row/Column labels area)

= Filter labels (via dropdown menu ™ of fields in the row labels/column labels area):
Section Sorting and filtering pivot tables

= Filter values (via dropdown menu ™ of fields in the report filter area):
Section Sorting and filtering pivot tables

= Value settings (via dropdown menu ™ of fields in the value area):
Section Value settings (Values area)
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Configuring pivot tables with the field list

In the field list, you have various options for changing the structure and appearance of your pivot table, which
are explained in this section:

= Field settings

The Field settings can be found in the Row labels or Column labels areas in the areas section of the field

list. For this purpose, click on the dropdown menu ™ to the right of each field. In the field settings, you can
define if and how partial results are displayed and in which form the layout appears (outline form or tabular
form); you can also change the field name here.

= Value settings

Fields in the Values area have different setting components from the field settings in the row/column labels.
They can also be opened in the Values area via the dropdown menu ™ of the respective field and are called
Value settings here. In the value settings, you will find a selection of evaluation functions and calculations
as well as the desired number format for the displayed results. The field name can also be renamed here.

= Pivot table settings

In the Pivot table settings, you can make advanced layout adjustments, define filter methods, select styles,
set data usage and assign a name to the pivot table. You will find the pivot table settings located as a button
below the areas section.

= Defer layout update

You will find the option Defer layout update along with the Update button at the bottom of the field list. It
allows you to "freeze" the continuous recalculation, and you can rearrange the fields between the areas
without time-consuming calculations.

Please note: Changes to Field settings and Value settings are discarded when a field is removed from its
area (back to the fields section or to another area of the areas section). Changes to Pivot table settings are
retained.
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Field settings (Row/Column labels area)

If you open the dropdown menu ™ to the right of a field in the Row labels or Column labels areas in the lower
areas section of the field list, you will find the option Field settings. Alternatively, you can select this option in
the context menu by right-clicking directly in the Pivot table report (select a cell of the desired field below the
header Row labels/Column labels).

This section describes the adjustments you can make with the field settings.

This is illustrated by the familiar sample data shown in the figure below: The Amount field is dragged into the
Values area of the areas section, and the Employee and Article fields are dragged into the Row labels area.

Drag fields between areas below:

Row labels - - IE' Sum of Amount Report filter Column labels
{Anna right-click _I 123

Coffes 75

Cream 12

Snacks 36
Maria right-click 30 Row labels Values

Coffes 20 @ -
Toni right-click A7 Article -

Cream 25

Sweetenaer 7

Tea 15 Pivot table settings...
Grand total 200 Refrezh data

The pivot table report with default values for field settings. Highlighted in blue: selecting the field settings for the "Employee” field

Note: For the purposes of simplicity, the descriptions in this section refer to the arrangement of the fields in
the Row labels area. If you drag the fields to the Column labels area instead, the results will be basically the
same. However, they will be displayed transposed (that is, from left to right instead of from top to bottom).

Field settings, "Subtotals" tab

If you have arranged several fields in a row labels or column labels area, you will obtain partial results for the
higher-level field element (Employee) in the pivot table report, as shown in the figure above (for Anna, Maria,
Toni). These subtotals will be automatically calculated as sums if a number field has been identified in the
values area. In the Subtotals tab, you can also change the display of the subtotals to other evaluation functions
(for example, count, average, etc., instead of sums) or hide the display of subtotals completely.

Important: The field settings affect only the selected field of the row/column labels area in the pivot table.

Click on the dropdown menu ™ to the right of the field (Employee) in the Row labels area (areas section of the
field list), and select the Field settings. In the open dialog box, select the Subtotals tab.

Here, you have the following options:
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= Auto (default): Sums are displayed for the subtotals (Employee, as in the figure above). If the value field
(Amount) contains values with other formats rather than numbers, the Count function is automatically used
for the subtotals.

= None: The subtotals (Employee) are not displayed.
¥4 Sum of Amount

Anna

Coffee 75
Cream 12
Snacks 36
Maria

Coffee 30
Toni

Cream 25
Sweetener T
Tea 15
Grand total 200

The Pivot table report without subtotals

= Custom

You can choose from various evaluation functions for displaying subtotals by clicking on the option
Custom:

Sum: The subtotals are displayed as the sum of the individual values.

Count: This displays the number of individual values that occur. This works in the same manner as the
COUNTA function.

Average: This displays the average value of the individual values that occur.
Maximum: This displays the highest individual value that occurs.

Minimum: This displays the lowest individual value that occurs.

Product: This displays the multiplied value of the individual values that occur.

Count numbers: This displays the number of values that are numbers. This works in the same manner as
the COUNT function.

Standard deviation (sample): This provides an estimate of the standard deviation of a population based on
a sample. This works in the same manner as the STDEV.S function.

Standard deviation (population): This returns the standard deviation of a population. This works in the
same manner as the STDEV.P function.

Variance (sample): This provides an estimate of the variance of a population based on a sample. This
works in the same manner as the VAR.S function.

Variance (population): This provides the variance of a population. This works in the same manner as the
VAR.P function.

Tip 1: You can also combine several custom functions. Each function is then displayed as a separate row
for the subtotal.
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Tip 2: If you want to change both the subtotals and also the other values to a certain display, you can
make the required changes in the Values area with the option Value settings. For more information, see
Value settings (Values area).

Tip 3: If you want to show or hide the grand total for columns/rows, you will find the options available
under Pivot table settings.

Field settings, "Form" tab

In the example figure at the beginning of the section, you can see the pivot table report displayed in the outline
view. You can use the Form options to customize this view.

Note: The Form can only be customized for fields in the Row labels area. For fields in the Column labels
area, the outline forms cannot be set.

In the Row labels area (in the areas section of the field list), click on the dropdown menu ™ to the right of the
Employee field and select Field settings. In the open dialog box, select the Form tab.

Field settings X

Subtotals  Form  Field

Form
(®) Qutline form

Compact form

Subtotals at top
() Tabular form

] Repeat item labels
[] Insert blank lines after subtotals

[ Show items without data

QK Cancel

The Field settings dialog box with the default values in the "Form" tab

Form section

Here, you can select between the view in Outline form or in Tabular form:
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= In the Outline form — with Compact form also enabled — several fields are displayed together in one
column, and the items of the lower-level element are indented in the column. Here, you can also select
whether the subtotals should appear above or below the grouping.

The following figures illustrate the different display variants, depending on the enabled options:

Outline form: Compact form enabled; Subtotals at top enabled

|Row labels |:|_5um of Amount
Anna 123
Coffee 75
Cream 12
Snacks 36
Maria 30
Coffee a0
Toni A7
Cream 25
Sweetener ¥
Tea 15
Grand total 200

Outline form: Compact form disabled; Subtotals at top enabled
Row labels  [v|Article  Sum of Amount

Anna 123
Coffee 75
Cream 12
Snacks 36
Maria 30
Coffee 30
Toni 47
Cream 25
Sweetener 7
Tea 15

Grand total 200
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Outline form: Compact form disabled; Subtotals at top disabled

[Row labels [~ lArticle  Sum of Amount
Anna

Coffes 75

Cream 12

Snacks 36
Anna Total 123
Maria

Coffes 30
Maria Total 30
Toni

Cream 25

Sweetener 7

Tea 15
Toni Total 47
Grand total 200

= The Tabular form always displays a separate column for each field, with the corresponding field heading:

[Row labels _ [vlarticle  Sum of Amount
Anna Coffee 75
Cream 12
Snacks 36
Anna Total 123
Maria Coffes 30
Maria Total 30
Toni Cream 25
Sweetener 7
Tea 15
Toni Total a7
Grand total 200

Further options in the "Form" tab

There are three other options in the lower section of the Form tab that you can use to give the pivot table report

a more structured look as needed.

Please note: The options Repeat item labels and Insert blank lines after subtotals only affect higher-level
field elements (Employee). The option Show items without data, however, only affects lower-level field
elements (Article).

= Repeat item labels

The item labels are displayed repeatedly in each row. This option only works for the Tabular form or in the

Outline form if you disable the compact form.
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[Row labels | rlarticle  Sum of Amount
Anna Coffes 75
Anna Cream 12
Anna Snacks 36
Anna Total 123
Maria Coffee 30
Maria Total 30
Toni Cream 25
Toni Sweetener 7
Toni Tea 15
Toni Total 47
Grand total 200

Enabled option "Repeat item labels" for Tabular form

= Insert blank lines after subtotals

The clarity of the pivot table report is improved if a blank row appears after each group of subtotals. Enable
the option for this purpose (not available for fields in the column labels area).

= Show items without data
Enable this option to also display those items that did not contain associated data.

Example: Toni did not buy any Coffee. If the option is enabled, this article will still be displayed with an
empty cell in "Sum of Amount".

Field settings, "Field" tab

You can assign a Custom name to the field here so that it appears in the pivot table with a custom name.
Enable the checkbox and type the new name into the input field. For more information, see also Working with
the field list: Areas section.

Value settings (Values area)

If you open the dropdown menu ™ to the right of a field in the Values area in the lower areas section of the
field list, you will find the option Value settings. Alternatively, you will find this option via the context menu
by right-clicking directly in the Pivot table report (select a cell below the header title Sum of...).

The value settings dialog box contains the tabs Summarize values and Show values as, which provide you
with various summary functions and calculation options.

Value settings, "Summarize values" tab

The results in the pivot table report are automatically displayed as a sum if a number field was identified in the
Values area. If the field has values other than numbers, the results are calculated as a count.

You can customize the display of the results. The specified selection applies to the subtotals of the higher-level
field and also to the subgrouped fields.
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To do so, click on the dropdown menu ™ to the right of the desired field in the Values area (in the areas
section) and select the option Value settings. In the dialog box that opens, choose the Summarize values tab.

In the upper section of the tab, you will find "Summarize values by" with the following options for displaying
the values:

= Sum: The results of the individual values are displayed as a sum.

= Count: This displays the number of individual values that occur. This works in the same manner as the
COUNTA function.

= Average: This displays the average value of the individual values that occur.

= Maximum: This displays the highest individual value that occurs.

= Minimum: This displays the lowest individual value that occurs.

= Product: This displays the multiplied value of the individual values that occur.

= Count numbers: This displays the number of values that are numbers. This works in the same manner as
the COUNT function.

= Standard deviation (sample): This provides an estimate of the standard deviation of a population based on
a sample. This works in the same manner as the STDEV.S function.

= Standard deviation (population): This returns the standard deviation of a population. This works in the
same manner as the STDEV.P function.

= Variance (sample): This provides an estimate of the variance of a population based on a sample. This
works in the same manner as the VAR.S function.

= Variance (population): This provides the variance of a population. This works in the same manner as the
VAR.P function.

Tip 1: If you only want to change the subtotals to a specific display, you can make the required changes in
the Row/Column labels area with the option Field settings. For more information, see Field settings
(Row/Column labels area).

Tip 2: If you want to show or hide the grand total for columns/rows, you will find the options available
under Pivot table settings.

Furthermore, you will find the option Custom name in the tab. Here, you can rename the field so that it
appears in the pivot table with a different name. For more information, see also Working with the field list:
Areas section.

Value settings, "Show values as" tab

In the Show values as tab, you will find several options for displaying the results of the pivot table, such as
percentage values.
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Tip: You can also drag the same field several times into the Values area. If you then apply different output
settings to the copy of the field using Show values as (for example, standard values for one field and
percentage values for the other field), you can clearly compare the different output values in the pivot table
report.

In the upper section of the tab, you will find the section Show values as with options for calculating the values.
Depending on the calculation type, additional selectable entries appear in the Base field and Base item lists
below.

= Standard (no calculation): This displays the value as usual.
= % of grand total: Each item is displayed as a percentage of the grand total.

= % of column total: For each column, the total is set as a 100% reference, and each item in the column is
shown as a percentage of that total.

= 9% of row total: For each row, the total is set as a 100% reference, and each item in the row is shown as a
percentage of that total.

= % of: A column or row field is set as a 100% reference, and all other values are shown as a percentage of
this reference value. The desired entries must be selected from the Base field list and Base item list.

= % of parent row total: This displays the percentage of an item relative to the higher-level item (parent) in
the row structure.

= % of parent column total: This displays the percentage of an item relative to the higher-level item (parent)
in the column structure.

= % of parent total: This displays the percentage of an item relative to any (selectable) higher-level item in
the structure. The desired entry must be selected from the Base field list.

= Difference from: This displays the absolute difference of the values from the selected reference value. The
desired entries must be selected from the Base field list and Base item list.

= % difference from: This displays the percentage difference of the values from the selected reference value.
The desired entries must be selected from the Base field list and Base item list.

= Running total in: This displays the cumulative absolute values of the successive items. The desired entry
must be selected from the Base field list.

= % running total in: This displays the cumulative percentage values of the successive items. The desired
entry must be selected from the Base field list.

= Rank smallest to largest: This displays the rank of selected values in a specific field. The smallest item in
the field is ranked 1. The desired entry must be selected from the Base field list.

= Rank largest to smallest: As above, but the largest item in the field is ranked 1.

= Index: This displays the weighting of the values in relation to the grand row total and grand column total.
The higher the index value, the greater the weighting of the value on the grand row/column total. The
following formula applies to the index value:

value in cell x grand total of the pivot table
grand row total x grand column total
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You can use the Number format button on this tab to permanently adjust the display of your desired number
format. For information on the various number formats, see List of number formats.

Note: Changes to the Number format will only be permanently retained if you do so here. If you change the
number format using the cell formatting only, the changes are discarded when the data is refreshed. The
number formatting of the source range is also not adopted in the pivot table.

Pivot table settings

In the field list below the areas section with the 4 areas, you will find the Pivot table settings button. You can
also access the command via the context menu by right-clicking directly in the pivot table report.

You can make further adjustments to the structure of your pivot table here, which you cannot find in the field
settings or value settings, since pivot table settings are of a general nature. Unlike the field settings and value
settings, the changed options in the pivot table settings will remain in effect when you remove the fields from
the areas section.

Layout tab

= Show totals for rows/columns: This shows or hides grand totals for rows/columns.

= Indent row labels...character(s): If you have arranged several fields in the Row labels area and the outline
form with compact format is set in the Field settings, the lower-level field is displayed indented below it.
Here, you can now specify the extent of the indentation from the left edge of the column (default is 1
character).

= Autofit column width: If this option is enabled, the column width of the pivot table automatically adjusts to
the text of the columns so that the text is not truncated by the next column. This has its advantages, but the
disadvantage is that manual adjustments to the column width may be discarded when changes are made to
the fields. Disable this option to retain the column width that you set manually.

= Preserve cell formatting: If this option is enabled, the formatting you made manually in the pivot table (for
example, using a different font, shading, border) will be retained. If the option is disabled, such formatting
changes will be discarded as soon as you update the pivot table or reopen the workbook.

Note: Number formatting must be set using the Number format button (in the Value settings on the
Show values as tab) in order to be permanently retained.

= Classic pivot table format: If you are confused by the headers "Row labels" and "Column labels" in the
pivot table report and would prefer to display the real names of the fields instead, enable this option for a
classic representation (known from older versions of Microsoft Excel up to 2003).

= Show the values row: Enable the checkbox to insert an additional row with the heading "Values" above the
pivot table report. Note: The values row is displayed only if there are at least two fields in the Values area
(at the bottom of the field list) and cannot be enabled for the classic pivot table format.



Editing worksheets

Filter tab

= Report filter section: You can combine the following options Display fields and Fields per row to rearrange
the placement of report filters in the pivot table report.

Display fields — If there are at least two fields in the report filter area, you use this option to specify how the
fields in the report filter area are arranged in the pivot table report. You can choose between First down,
then right or First right, then down.

Fields per row — Here, you can also specify for the report filters of the pivot table report how many fields
are displayed per column before a new column starts.

= Field list section:

Sort A-Z/Sort in data source order — The field names in the field list are sorted according to the order of
the columns from your source data. You can also display the fields in alphabetical order to find specific field
names in the fields section more quickly.

Note: The order specified here does not affect the display in the pivot table report. For information on the
alphabetical sorting of elements directly in the pivot table report, see Sorting and filtering pivot tables.

= Display section

Show field captions and filter dropdowns — The field names and filter symbols for row labels and column
labels are displayed/hidden in the pivot table report.

= Use fill lists when sorting:

If this option is enabled, the field items of the pivot table are sorted using the lists defined for automatic
filling. On the one hand, these are the lists predefined in PlanMaker (for example Mon;Tue;Wed;... for the
sequence of weekdays) and, on the other hand, lists you create yourself. For more information on how to
create such lists, see Editing lists for automatic filling.

If, based on our example table, you would like the items of the Article field to always be displayed sorted in
a certain order Tea;Cream;Snacks;Coffee;Sweetener, first create a corresponding custom fill list. Then click
on the Refresh data button located below the areas section of the field list.

Note: You can only use text for fill lists but not numbers.

If the option is disabled, the lists will not be used for automatic filling and the data will be sorted
alphabetically (thus, Coffee;Cream;Snacks;Sweetener; Tea in this example).

Style tab

You can customize the visual appearance of the pivot table report in various ways, just as you do with normal
table styles. Select a style source (Excel 2007, Excel 2003, Excel 97) from the upper left list in the Style
section, and choose one of the pivot styles with different formatting from the list below. For the Excel 2007
style templates, the selection light/dark/medium is also available in the upper right list.

The options Banded rows, Banded columns, Row headers and Column headers are displayed automatically
adapted to the style template. For the Excel 2007 style templates, you can manually modify these options to
your liking.

Enabling the option Banded rows/Banded columns causes alternating background colors of the rows/columns,
while enabling the option Row headers/Column headers highlights the first row/column of the pivot table.
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The change of the design is displayed directly in the pivot table report as a preview and has to be confirmed
with OK in order to be finally adopted.

Data tab

= Special values section:

Show for error values — Cells with incorrect calculations return the known error values also in the pivot
table report (for example, #N/A). For more information, see Error values). Enable this option and enter an
individual text in the right input field to display self-defined output values that represent the error values.

Show for empty cells — If no data can be assigned to an item (this usually occurs with combinations of row
and column labels for cross-classified tables), an empty cell is displayed in the pivot table report. If you
disable the checkbox, a 0 is displayed instead of empty cells. If the checkbox is enabled, you can also enter
an individual text in the input field next to it to display a self-defined output value instead of an empty cell
or 0.

= Pivot table data section:

Save source data with file — If this option is enabled, the source data is stored in an internal cache and is
available from the cache for the pivot table independently of your source data. In a way, a copy of the source
table is created. This is particularly useful for external source data: If it no longer exists, you can still work
on your pivot table with the data from the pivot cache.

If you disable this option, your data will not be stored in the pivot cache. When you re-open the file, you
have to click on the Refirresh data button (see Updating pivot tables and changing data area) to initialize the
pivot cache for the pivot table with the source data. In the case of external source data, the following
applies: If it no longer exists, your pivot table cannot be updated either.

Refresh when opening the file — If this option is enabled, the pivot table data is automatically updated to
current source data when you open the file. If you disable this option, you can continue working with your
old pivot data until you trigger the Refresh data button. For more information, see Updating pivot tables and

changing data area.

Please note: Updating the data with the option Refresh when opening the file or with the Refresh data
button will replace the pivot cache with updated source data, thus overwriting the previous data in your
pivot table.

Text tab

On the Text tab, you can enter a custom Name, a Title and a Description for your pivot table. The name is
automatically generated by PlanMaker in sequence when a pivot table is created (Pivot table 1, Pivot table 2,
etc.) and is shown as a title in the blank pivot table report. An entry is also created in Named ranges, but it
cannot be renamed there. Furthermore, the assigned Name cannot be used to identify the pivot table from the
GETPIVOTDATA function; thus, you must explicitly create a new entry for the pivot table in the Named
ranges.

Apart from that, the entries from the Text tab do not appear anywhere in the pivot table. Title and Description
can be useful as internal information. To rename the fields that actually appear in the pivot table, see Working
with the field list: Fields section.
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Defer layout update

At the bottom of the field list, you will find the option Defer layout update. It is combined with the Update
button on the right, but is not related to the option Refresh data. For more information, see Updating pivot

tables and changing data area.

When you reposition fields in the field list, for example, add/remove/move fields in the areas section, the pivot
table report is recalculated each time. This can take quite some time with large reports. Thus, if you want to
temporarily disable continuous recalculation, please proceed as follows:

1. Place a check mark in the Defer layout update checkbox. You can then reorder the fields of your pivot
table, but you will not initially see the resulting changes in the pivot table report. In addition, all other
editing options for this state are disabled.

2. Once you have finished repositioning the fields, click on the Update button to see the result of the change.

3. Remove the check mark from the Defer layout update checkbox.

Note: If you disable the option Defer layout update again without clicking on Update, all arrangements of
the fields that you have made since the option was enabled will be discarded.
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Sorting and filtering pivot tables

Too much data makes it difficult to see the relevant content. Thus, there are various options for sorting and
filtering table fields in pivot tables:

= Sorting field items alphabetically in the pivot table report via the dropdown menu [~]
= Sorting field items in the pivot table report by fill lists

= Filtering in the areas section with the option Filter labels (Filter values)

= Filtering by adding Report filters

= Setting additional special filters directly in the pivot table report via the dropdown menu [

Please note: For all presented options of sorting and filtering, the changes will be discarded as soon as you
have removed the field from the areas section or moved it to another area.

Sorting field items alphabetically in the pivot table report

-
|Row labels mfmm of Amount Article -
Multiple filters } 123 Amount =

75
Employee L SortAto
Article » Sort £ to A
WMaria Drag fields between areas below:
i 3
Coffes Label filter Report filter Column labels
Toni Result filter r
Cream Show all
Sweetener )
Tea Hide all Row labels Values
Grand total Ann v v
Maria Article -
Toni
Pivot table settings...

You can sort the field items of a pivot table report alphabetically by opening the dropdown menu [=]in the
report itself at the header Row labels/Column labels and choosing from the list:

= Sort from A to Z (alphabetical order)
= Sort from Z-A (reverse alphabetical order)

If there are several fields in the row/column labels area (as in the figure above), you can sort each field
separately. If you move the mouse in the dropdown menu [+l to the desired field, the program will open a
submenu with the sorting options of this field.
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Note: For the alphabetical display of the fields only in the field list, see Working with the field list: Fields
section.

Sorting field items in the pivot table report by fill lists

You can have the field items of the pivot table sorted according to the lists defined for automatic filling. To do
so, first create the relevant custom fill lists as described in Editing lists for automatic filling.

To use these fill lists for sorting the field items, enable the option Use fill lists when sorting in the Pivot table
settings, Filter tab. If this option is not enabled, the field items will be sorted alphabetically, as described above.

Filtering in the areas section with the option Filter labels (Filter values)

In the Row labels/Column labels areas of the field list, go to the desired field whose items you want to filter.
Open the dropdown menu ™ to the right of the field and select the option Filter labels (do the same for fields
in the Report filter area, but the option is called Filter values here). You can also select the option directly
from the pivot table report by right-clicking on the desired field and opening the context menu.

In the Filter dialog box that opens, you can select the following:

= Select individual list items that you want to show/hide by placing/removing a check mark in front of them.
= The Show all button selects all items.

= The Hide all button deselects all items.

Confirm your selection by pressing OK.

In the pivot table report, the black dropdown arrow [~] next to the header changes to a red arrow, indicating that
a filter is active. The filtered out values are no longer displayed in the pivot table report.

Filtering by adding report filters

The Report filter is located in the lower areas section of the field list and offers you a particularly simple and
clear option for filtering data.

Drag the fields by which you want to filter to the report filter area. A cell with the field name is then inserted
above the pivot table report and another cell (4// items) with a dropdown arrow [+]is integrated to the right of it.
The items of the field can be filtered via this dropdown menu. You can select individual list items here or
select/deselect the complete list of items with Show all/Hide all.

The red dropdown arrow to the right of the cell indicates that a filter is active. The filtered out values are no
longer displayed in the pivot table report.

You can drag several fields from the field list to the Report filter area and filter any combination of individual
items from the various fields for the pivot table report.

Tip: The positioning of the report filter fields in the pivot table report can be changed using the Pivot table
settings, Filter tab.
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Setting additional special filters directly in the pivot table report

In the pivot table report, open the dropdown menu [~] to the right of the header Row labels/Column labels. If
there is only one field in the Row labels/Column labels area, the choice of filter will be displayed directly for
the selected field.

If there are multiple fields in the Row/Column labels area, you can apply separate filters to each field in the
pivot table report. If you move the mouse to the desired field in the dropdown menu [+] of the header, the
program will open a submenu with the filter selection of the field.

* You can select individual list items or select/deselect the entire list of items with the options Show
all/Hide all.

Note: If the list has too many entries, the entry More appears at the end of the list. Clicking on this entry
will take you to the dialog box Filter with the complete list of all items.

Furthermore, additional special filter conditions are available in the dropdown list. For detailed descriptions of
the individual filter conditions, see AutoFilter):

= Label filter or Date filter: Depending on whether you have selected a field with numbers/text or date
values, one of the two filters is automatically offered. Depending on the filter, you can filter numbers/text or
date values according to specific conditions.

= Result filter: The result filter has special filter conditions that you can use to narrow down the amounts in
the value fields.

Note: When applying filters to multiple fields, please note the order in which you set the filters. The next
filter that is applied refers only to the remaining results of the previously set filter.

= Multiple filters: The filters in pivot table reports can be applied additively, that is, you can set another filter
on the currently effective filter of the same field. To do so, however, you must enable the option Multiple
filters to combine filters for individual list items, label/date filters and result filters for the same field. If this
option Multiple filters is not enabled, a newly applied filter replaces the old one.

= Clear filter: If you want to remove the applied filters from the label filter/date filter or result filter, select
Clear filter from the dropdown list of the relevant filter.

Tip: If you want to remove all filters at once, disable the entry Multiple filters. In the following dialog
box Reset all filters?, confirm with OK to remove all filters.

In the pivot table report, the red dropdown arrow next to the header indicates that a filter is set. The filtered out
values are no longer displayed in the pivot table report.

Grouping pivot tables

You can use the Group function to display data even more clearly. For example, group the dates in your pivot
table report by years, quarters or months to make time periods more meaningful.
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You will find the command for this as the Group... button at the bottom of the pivot table sidebar.

An example:

You have created a pivot table from the familiar sample data (see Creating a new pivot table).

Then, proceed as follows:

1.

In the pivot table sidebar, drag the Date field to the Row labels area and the Amount field to the Values
area.

In the pivot table report, select a cell with a date value.
Note: Only one cell may be selected at a time.

Click on the Group... button in the pivot table sidebar.
In the dialog box that now appears, select the entry Quarters from the list, for example.

In the dialog box, confirm with Group.

The pivot table report then shows the following result: The amounts are summed quarterly.

Date Employee Article Amount Row labels Sum of Amount
011052018 Anna Coffes $35 tr a 50
02M5/2018 Toni Cream 515 Qtr2 7
041312018 Anna Snacks 520 i3 23
05M5/2018 Toni Tea 315 Cird 50
06M8/2018 Maria Coffes 530 Grand total 200
06/20/2018 Anna Cream 512
08M12018 Anna Snacks 16
08M18/2018 Toni Sweetener &7
1002812018 Anna Coffee 540
TMM52018 Toni Cream 10

The "Group..." function in detail:

Depending on the contents of a selected cell, you group date values, numeric values or text. Multiple groupings
in the same pivot table are possible, both for Row labels and Column labels.

After you have selected a cell in the pivot table and clicked on the Group... button, one of the following dialog
boxes opens, each with different options:

The dialog box Group by dates appears if the selected cell contains date values:

With the Auto options enabled, the date values are preset to a range with the first and last date of all records
and are thus grouped for this period. If you want to customize the time period, disable the Auto checkbox in
front of the input fields Starting at or Ending at and enter the desired values there.

In the list below, select the time unit (Months, Quarters, etc.) by which you want to group. Click with the
mouse on the corresponding entry from the list, which is then highlighted in blue and is thus selected. To
deselect, click again on the entry highlighted in blue. Tip: You can also select multiple time units by just
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clicking on another entry. For example, it may make sense to select Days as well as Quarters. The days are
then shown in the pivot table for the relevant quarter.

Once you have made your choice, press Group in the dialog box.

Note: The input field Number of days is only available if you have selected Days as the only unit of time in the list above. This
option causes the pivot table to display the specified number of days as a time interval from...to and is especially useful for displaying
the results of calendar weeks. To do so, enter the number 7 and disable the two Automatic options above. For Starting at, select the
Monday before the oldest date of your source data (this would be 01/08/2018 in the example above) and, for Ending at, the Sunday
after the most recent date (1/18/2018 in the example).

= The dialog box Group by numbers appears if the selected cell contains numeric values:

With the Auto check boxes enabled, the numeric values are preset to a range with the smallest and largest
numeric value of all records. The numeric values in this range are thus grouped. If you want to customize the
range, disable the Auto checkbox in front of the input fields Starting at or Ending at and enter the desired
values there.

You use the option By below to determine at which intervals the numeric values are to be grouped. You thus
receive a summarization to value classes. If, for example, you enter O for Starting at, 40 for Ending at, and
10 for By, you will obtain the classes 0-19, 10-19, 20-29, 30-39 by which your records will be grouped.

Finally, press Group in the dialog box.

= The dialog box Group text appears if the selected cell contains text:

In the Labels list on the left, select the items that you want to group by clicking on them with the mouse. The
entry now appears highlighted in blue. To deselect an item, simply click on it again.

Important: In the input field Group name, first type a name. It is only then that you can then use the New
group button to create a grouping for the selected items. You can then add more groups in the same way by
selecting items from the left list again and entering a group name (ensure that you confirm with New

group).

In the Groups list on the right, you will see the result of the created group(s): The group name at the top and
the items it contains below.

If you want to rename a group, select the corresponding group in the Groups list on the right. Important: In
the Group name field, type the new name first, and then click on the Rename group button.

Use the buttons ** and <= to add or remove items from the groups. To do so, select the desired group in
the Groups list on the right, and then select the item that you want to add (from the list on the left) or
remove (from the list on the right).

Finally, click on OK in the dialog box.

Ungrouping

To reset grouped data, select a cell of the grouping in your pivot table report. Click on the Ungroup button in
the pivot table sidebar. Only the grouping of the field to which the selected cell belongs is reset.

Alternatively, you can click on the Group... button to open the dialog box again and click on the Ungroup
button there.

Only for cells with fext: If you have created several groups for a field with text, you can remove a single group
via the dialog box by selecting a group in the dropdown list on the right and using the Ungroup button. The
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Ungroup all button, on the other hand, ungroups all groupings for this field (corresponds to the Ungroup
button in the sidebar).
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Updating pivot tables and changing data area

The following generally applies to pivot tables: If you subsequently add new data to the source table, this
initially has no effect on the pivot table. Due to PlanMaker's default values for pivot table settings (see Pivot
table settings, Data tab), the data of the original source table is stored in an internal pivot cache after creating
the initial pivot table. The pivot table accesses the data from this cache.

It is only when you Refresh data that the pivot cache will be overwritten and the pivot table will be updated.

In the Pivot table settings, Data tab, you will find the option Refresh when opening the file. If you enable
this option, the pivot cache is regularly overwritten with the current data of the source range when you open the
file. If you want to continue working with your old pivot data after opening the file, leave this option disabled.

You can manually update your pivot table at any time by clicking on the Refresh data button.

Please note: By updating the data with the Refresh data button or with the option Refresh when opening the
file, the pivot cache will be replaced by updated source data, thus overwriting the previous data in your pivot
table.

"Refresh data" button
You will find the Refresh data button below the areas section in the field list.

Depending on how you added new data in the source data area, this affects the pivot table differently when it is
refreshed:

= If you overwrite data within the source data area, the changed data will be used in the refreshed pivot table.

= Ifyou insert a new row or column within the source data area, the data area will not be automatically
extended. Thus, the refreshed pivot table only takes into account the data that is in the previous source data
area. You thus must adjust the source data area again (see "Changing the source data area" below).

The same applies if you add a new row or column at the end of the source data area.

Refresh all pivot tables

If you want to update all existing pivot tables — even with different source ranges — use the ribbon command
Formula | group Update | Update data | Update pivot tables.

Changing the source data area

iOS: In this version, the command to change the source data area is not freely available.

If your source data has changed to such an extent that it no longer corresponds to the original source range of
the pivot table (new records have been inserted/appended or the file with imported data has been moved), the
referenced data area for the source data must be changed.

To do so, proceed as follows:
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1. Place the mouse cursor in the pivot table report.
2. Choose the ribbon command Insert | group Tables | Pivot table 5] again.

Alternatively: On the ribbon tab Data | group Analyze | Pivot table or simply by right-clicking in the Pivot
table report with the command Modify pivot table areas from the context menu.

3. The program opens a dialog box that is similar to the one for creating a new pivot table but with one
difference: The Insert button is called Change here. In addition, the originally referenced source range is
highlighted with a blue border directly in the worksheet with the source data.

4. In the dialog box, enter the new data area in the input field (source range); the previous source range is
offered by default. Alternatively, you can drag the desired source range with the mouse if you have the
worksheet with the source data in front of you. To do so, grab the blue selection at the bottom right with the
left mouse button.

Note: For external data, the adjustment is only possible in the input field (source range).

5. Confirm with the Change button. Before you do so, you can enter in the lower input field whether you also
want to move the target range to another position; the previous target range is offered by default.

Deleting, copying, moving pivot tables

You can also delete, copy and move your created pivot tables. You will find out how to do this in the following
paragraphs.

Tip: To delete, copy or move, it is always necessary to select the entire area of the pivot table report exactly.
The easiest way to do this is to place the mouse in a cell of the report and use the key combination Ctrl+A to
select it. Alternatively, choose the ribbon command Home | group Selection | Select all.

Deleting pivot tables

Deleting pivot tables works in a similar manner to the standard procedures for deleting. Note, however, that the
pivot table report must be selected as a whole; individual cells cannot be deleted separately.

Thus, select the entire pivot table report and delete it using one of the following methods:
= Press the Del key on the keyboard

= Use the ribbon command Home | group Contents | Delete -~ or open the context menu by right-clicking
with the mouse on the pivot table report and selecting Delete special.

In the submenu of these commands, you can use All or Contents to completely delete the pivot table. Select
the entry Formats if you only want to remove the applied formats from the pivot table.

Copying pivot tables

You can copy pivot tables at any time and duplicate them in the same worksheet in a different place or in a new
worksheet. The copied pivot table will have the same values as the original. Even after you click on the Refresh
data button, the copied pivot table adopts changed data from the source table.
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In the copied pivot table, however, you still have the option of configuring it independently of the copied
original with regard to field arrangement, formatting, etc. This gives you different views of the reports for the
same source data.

Select the entire pivot table report to copy it and proceed according to one of the following methods:

= Use the ribbon command Home | Copy ER and then Home | Paste (o
= Right-click on the pivot table report to open the context menu and select Copy and then Paste

= Drag the pivot table report with the mouse to the desired position and press the Ctrl key to drop it before
releasing the mouse.

= Alternatively, simply use the key combination Ctrl+C and Ctrl+V

You can now decide which report you want to work on by clicking in the respective pivot table report. The
program displays the relevant field list that corresponds to the selected report.

Moving pivot tables

Select the entire pivot table report and use the left mouse button to drag the selected range to a free position in
the worksheet. Ensure that the report does not overlap the source data area.

If you want to move the pivot table report to another worksheet, proceed as follows:

= Choose the ribbon command Insert | group Tables | Pivot table IE‘ Alternatively, right click in the pivot
table to open the context menu and choose the command Modify pivot table areas. In the dialog box, enter
the target range and the desired worksheet (see Updating pivot tables and changing data area).

= Alternatively, copy the pivot table report as described above, switch to a free space in the desired worksheet
and paste the copy from the clipboard. Then remove the remaining pivot table report from its former
location.

Some restrictive notes on copying and moving source/target range

Copying and moving data ranges — both the source range and the target range (the pivot table report) — is not
fully possible in the same way as is usual when working with normal tables. You should note the following
rules:

= Copy & paste the source range/target range: Although you can first copy the source range of your data and
paste it to another position, the pivot table is still referenced to the position of the original source range and
not to the new position. This means that the former cell range is still addressed when the data is refreshed,
and if it has been removed, an error message appears. This restriction also applies if you copy and paste the
source range together with the target range. Copying and pasting only the target range to another position
can be easily done.

= Drag & drop the source range/target range: If you drag the selected source range to another position with
the mouse, the aforementioned restriction does not apply. The pivot data will be referenced to the new cell
range and will be correctly addressed when the data is refreshed. Dragging and dropping only the target
range or together with the source range can also be easily done.

= Cut & paste the source range/target range: Cutting is neither possible for the source range nor for the target
range. An error message appears when you use this command.
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In the following table, you can see the options once again clearly summarized:

Action Source range Target range
Copy & paste x v
Drag & drop v v

Cut & paste x x
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Freezing rows and columns

You can choose the ribbon command View | group Windows | Freeze cells E to fix the first rows and/or
columns of a table on the screen. This means that they no longer move when scrolling through the table, but
permanently stay in place.

If, for example, you have entered labels for rows or columns of a worksheet, you can freeze those labels so that
they are always visible.

Enabling freezing

To freeze rows or columns, you can use the following options:

Only freeze the top row: Use the small arrow of the icon Freeze cells, and select the entry Freeze top row. It
does not matter which cell you have previously selected.

Only freeze the first column: Use the small arrow of the icon Freeze cells, and select the entry Freeze first
column. It does not matter which cell you have previously selected.

Freeze the top row and first column: Sclect the aforementioned two commands in succession to combine
freezing the top row and the first column.

Freeze any number of lines: If you want to freeze the first rows (without freezing columns), proceed as
follows:

In the row header on the far left, select the row directly below the rows that you want to freeze. Then click
directly on the Freeze cells icon.

Alternatively: Use the icon's small arrow and select the entry Freeze at current position.

Freeze any number of columns: If you want to freeze the first columns (without freezing rows), proceed as
follows:

In the column header at the top, select the column to the right of the columns that you want to freeze. Then
click directly on the Freeze cells icon.

Alternatively: Use the icon's small arrow and select the entry Freeze at current position.

Freeze any number of rows and columns: If you want to freeze several first rows and columns, place the cell
frame in the cell right below the range that you want to freeze. Then click directly on the Freeze cells icon.

Alternatively: Use the icon's small arrow and select the entry Freeze at current position.

The rows and/or columns are now frozen. They remain in their original location when you scroll through the
worksheet.

Tip: You can also use the ¥/ icon in the bottom right corner of the document window to freeze rows or
columns. Simply click on this icon and then drag it to the desired location.
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Disabling freezing

If you have frozen rows or columns, the Freeze cells E icon is darker in order to indicate that freezing is
enabled. To disable it, click directly on the icon itself — the rows/columns will no longer be frozen.

Alternatively: Use the icon's small arrow and select the entry Unfreeze cells.

Tip: A single mouse click on the ™ icon in the bottom right corner of the document window will also
disable freezing.

An example

Assume you have the following worksheet:

. Stock Quotes.pmdx - PlanMaker

) B C D E «
1 High Low Closing °
2 10723 24.94] 2055 21.04
3 10/24 2276 19.73 20.44
4 10/25 21.09 18.18 20.71
5 10/26 2583 2046 2459 -
[; 10727 28.04 2509 27.76 :
7 ]
= ¥
Sheet1 | + p— b

Note that both the columns and the rows are labeled. To freeze the labels, proceed as follows:

= The column labels (High, Low, etc.) are in the first row of the table.

To freeze them, select the second row by clicking on its row header (the button labeled "2" to the left of the
row).

Then choose the ribbon command View | Freeze cells.

= The row labels (10/23, 10/24, etc.) are in the first column of the worksheet.

To freeze them, select the second column (column B) by clicking on its column header (the button labeled
"B" above the column).

Then choose the ribbon command View | Freeze cells.

= To freeze both rows and columns, click on cell B2 and choose the ribbon command View | Freeze cells.

Tip: Since the top row and first column are involved in this example, you might as well use the commands
Freeze top row and Freeze first column by clicking on the arrow of the icon Freeze cells.

If you want to unfreeze, click on the Freeze cells icon again.
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Inserting special characters

Some characters, such as the copyright sign, the degree sign and the accented characters used in some
languages, cannot be entered into text directly with the keyboard. With PlanMaker, you can easily insert these
special characters via the built-in character table.

To do so, proceed as follows:

1. Open the dialog box via the ribbon command Insert | Symbol (in the group Text) by clicking directly
on the icon.
Tip: If you click on the icon's arrow rather than directly on the icon itself, a small selection of the last used special characters will open for quick use.
If you click on More here, you will open the dialog box again.

2. The dialog box displays all characters available in the currently selected font. You can select a different font
from the dropdown list Font if necessary.

3. You can use the dropdown list Set to jump to a specific section of the character set. For example, you can
select Cyrillic to view the Cyrillic characters (provided the selected font contains such characters).

Note: Many fonts contain only a few of the available character sets. A particularly large reservoir of characters is available in the standard fonts
supplied with your operating system. In Windows, for example, these include such fonts as Arial, Tahoma and Times New Roman.

4. Select the character to insert with the arrow keys and press Enter. or double-click on the character to insert
it into the text.

Tip: If you know the Unicode of the character you want to insert (for example, 20AC for the Euro sign €), you can enter it in the Code field. The
program will then jump directly to the corresponding character.

5. You can now insert more characters in the same way or exit the dialog box with the Close button.

Tip for Windows users: Most versions of Windows include two icon fonts named Symbol and Wingdings.
These fonts contain numerous useful symbols (phone symbols, bullets, etc.).

Using shortcut keys

If you need to insert a special character frequently, you can always give it a shortcut key. The advantage of
doing so is that you can then apply the character very quickly with one press of a key.

To assign a shortcut key to a special character, proceed as follows:

1. Choose the ribbon command Insert | Symbol to open the dialog box.
2. Select the special character to which you want to assign a shortcut key.
3. Click on the Change button next to the option Shortcut key.

4. Another dialog box appears. In the Press new shortcut key input field, press the desired key combination
(starting with Ctrl or Alt).

We recommend that you always use key combinations that include the keys Ctrl and Shift since they are not
usually assigned. If you press a key combination that is already assigned, its current assignment will be
displayed just below the Press new shortcut key input field. You should then press the Backspace key<X]
to delete your shortcut key and use a different key combination. Otherwise, you will overwrite the key
combination of another PlanMaker command.
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5. Don't forget: Click on Add to assign this shortcut to the character.
6. Confirm with OK and exit the main dialog box with Close.

From now on, you can insert this special character by pressing the relevant key combination.

Note: The shortcut key only remembers the selected character but not the selected font.

Inserting special characters via their character code

There is another method for inserting special characters: by typing in its hexadecimal character code (Unicode)
and then pressing the key combination Ctrl+Alt+Shift+X.

If, for example, you type 20AC and then press this key combination, you will get a euro sign € because it has
the character code 20AC in the Unicode character table.

Tip: The Unicode value will be displayed in the aforementioned dialog box when you click on a special character.

Inserting special characters via Alt + numeric keypad

Here is yet another method for inserting a special character, via its ASCII code: Press and hold down the Alt
key and enter the respective sequence of numbers (only possible via the numeric keypad!). Please also ensure
that the numeric keypad is enabled by pressing the Num key.

If, for example, you type Alt+0128, you will obtain a euro sign € as soon as you release the Alt key.

Tip: You can display the ASCII code of a special character in Windows via the search term "Character map".

Mac/Linux: On some systems (including macOS and several Linux distributions), these shortcut keys do not
work.

Applying selected formatting and special characters via the "Character" icon

The ribbon command Insert | Character El (in the group Text) opens a dropdown menu with some special
formatting and special characters, such as:

= Soft hyphen / non-breaking hyphen

= Non-breaking space

= Dashes and spaces of different widths

= Ellipsis and some other useful special characters.

Tip: If you click on the icon E on the far right of the character in the dropdown menu, you can assign your
own shortcut key to the character.

For more information on changing the keyboard mapping, see Customizing shortcut keys. You can edit the
shortcut keys for special characters described in this section by selecting the "Characters" entry in the upper left
list Categories in the dialog box.
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Formatting worksheets

You can use charts, colors, borders, and other design options to enhance the appearance of your worksheets and
increase their legibility.

In this chapter, you will learn everything about designing appealing worksheets. It covers the following topics:
= Cell size

To change the cell size, use the commands of the ribbon tab Layout | group Cells. Alternatively, simply
drag the row header (or column header) using the mouse.

= Number format

PlanMaker can display numbers in many different number formats: from simple numbers with or without
decimal places via currency, percentage and date formats to freely definable formats. Use the commands of
the ribbon tab Home | group Number to select the appropriate number format.

= Borders

You can use the ribbon command Home | group Format | Borders to add a border or individual lines to
cells.

= Shading

The background of cells can be shaded. The ribbon command Home | group Format | Shading lets you
apply a variety of colors, shading and patterns to the background of cells.

= Alignment

You can use the commands of the ribbon tab Home | group Alignment to align cell contents (left-aligned,
right-aligned, etc.) and rotate them.

= Protection

Furthermore, you can use the dialog box of the ribbon tab Home | group Alignment 4 (Protection tab) to
protect cells so that they cannot be overwritten or changed, for example. For more information, see also
Sheet protection.

= Character format

The commands of the ribbon tab Home | group Character let you specify the character format of cells or
individual characters. This includes settings such as the font, font styles (bold, italics, etc.) and the font
color.

= Paragraph format (text frames only)

If you have inserted fext frames into the worksheet, you can change the paragraph formatting (line spacing,
indents, etc.) of the included text at any time. This can be done using the dialog box Paragraph of the ribbon
tab Home | group Alignment 4 (only available in text frames).
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= Character styles

Character formats that you use very frequently can be stored in a character style, which can then be applied
as often as you like.

= Cell styles

FreeOffice: Creating and managing your own cell styles is not included in SoftMaker FreeOffice.

You can also create cell styles. Both the character format (font, font size, etc.) and the cell format (number
format, borders, shading, alignment and cell protection) can be saved in these cell styles.

= Document templates

PlanMaker even lets you create your own document templates. Document templates can include your own
character styles, your own cell styles and any kind of content.

= AutoFormat
The command AutoFormat enables you to format a range of cells by applying predefined formats.

Note: The command Insert | Table is even more powerful for applying different table styles. For more
information, see Tables in worksheets.

= (Conditional formatting

You can also apply conditional formatting to cells. This will only be applied if a certain condition is met.
Thus, for example, you can specify that a cell should be colored red whenever it contains a value greater
than 1000.

= Input validation

FreeOffice: Input validation is not included in SoftMaker FreeOffice.

When you add input validation to cells, only the specified types of values (for example, only numbers)
within the specified limits (for example, only values between 10 and 20) will be considered valid in these
cells.

= Format painter

With the ribbon command Home | group Edit | Format painter, you can quickly transfer the formatting of
one cell to other cells using a "brush".

= Page setup

The page setup command allows the user to determine the appearance of the document when it is printed. It
includes settings such as paper size, page margins, headers and footers, and much more. Use the ribbon
command File | group Print | Page setup to change these settings.

For more information on these topics in the above order, see the following pages.
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Cell size

On the following pages, you will learn how to change the size of cells.

Important: 1If a cell displays hashes (for example, ########) instead of the cell content, the column is too
narrow to display the cell content. If this occurs, simply widen the column accordingly.

Changing cell sizes via the mouse

Across the top of the table, there are buttons labeled A, B, C, etc. To the left of the table, there are buttons
labeled 1, 2, 3, etc.

These column headers and row headers allow you to change the column width or row height using the mouse:

= To change the column width, move the mouse cursor to the right border of the corresponding column header.
The mouse cursor will change to a double arrow. If you now press and hold down the left mouse button, you
can change the column width by dragging with the mouse.

= To change the row height, use the row headers in the same manner.

Changing cell sizes via commands

On the ribbon tab Layout | group Cells, you can change the column widths and row heights of your worksheet
via commands.

Cell size:
0.19in & 3] Optimum height
0.77in  [# [ Optimum width

Cells

The command group Cells contains the following entries:

Cell size (width and height)

Use the lower field to specify the exact width of the column. To do so, enter the desired value in the input field.
Alternatively you can use the small arrow keys to increase or decrease the value.

With the field above you can set the height of the row accordingly.
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Optimum width (or optimum height)
The Optimum width button automatically adjusts the width of a table column to fit its contents.
You can use this command as follows:

= Ifyou select an entire column and choose this command, the width of the column will be adjusted to the cell
that needs the most space.

Tip: The same can be achieved much faster by simply double-clicking on the column header.
= If you select some cells within a row and then choose this command, only these cells will be used for the

calculation of the optimum column width.

= If you select some cells within a column and then choose this command, only these cells will be used for the
calculation of the optimum column width.

= If an individual cell is selected and you choose this command, the column width will be adjusted to the
contents of that current cell.

The same applies to the Optimum height button, which allows you to automatically adjust the height of a row.

Showing and hiding rows/columns

You can hide rows/columns, thus they become invisible. This is useful if their content is not required at the
moment or should remain hidden.

Tip: If you enable sheet protection for the current worksheet, users will not be able to unhide hidden
row/columns in the worksheet. For more information, see also Sheet protection.

You can hide rows/columns as follows:

Using the row header to hide rows

The quickest way to hide rows is via their row header. Row headers are the buttons labeled with the row
number to the left of the worksheet.

For example, to hide row 14, drag the bottom border of its row header upwards with the mouse until the row
disappears completely.

The row is now hidden. Instead of its row header, a small triangle is displayed:

12
13
15
16

To show row 14 again, click on this triangle.
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Alternatively: Right-click on the row header to open the context menu. Here, you will find the commands Hide
and Show.

Hiding rows using the "Home | Visibility" button

You can also show and hide rows using the following ribbon commands:

Select the rows to be hidden, and choose the ribbon command Home | group Cells | Visibility | Hide rows.
The selected rows will be hidden.

To show them again, select the cell range that contains the hidden rows and choose Home | group Cells |
Visibility | Show rows.

Hiding columns

Hiding and showing columns works in the same manner. Here, you select the column headers and use the
ribbon commands Home | group Cells | Visibility | Hide columns and Show columns.

Number format

On the ribbon tab Home | group Number, you can change the number format of cells.

The number format determines how numbers are represented in these cells. If, for example, you enter the
number 12.3456 in a cell and then apply one of the "Currency" number formats to it, the number will be
displayed with the selected currency symbol and rounded to two decimal places (e.g. as €12.35).

Note: Numbers will only be displayed rounded, but they are actually not rounded. However, they still retain
all of their decimal places. To actually round numbers, use arithmetic functions like the ROUND function.

To change number formats of cells, you can either simply use the buttons of the command group Number
directly or open the dialog box of the command group Number 4 for additional options.

Applying common number formats directly via the buttons of the command group "Number"

Common number formats can be used via the buttons of the ribbon tab Home | group Number.

Default

4

of BT | +0 m
% 28| W 4b

Mumber y

Here, you have the following options:
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= In the top dropdown list, you will find different categories of number formats such as Default, Currency,
Accounting, etc. You can apply these directly via a mouse click. For detailed descriptions of the individual

formats, see List of number formats.

If you would like to change additional settings, select More in this dropdown list to open the dialog box

with additional options (see below).

* You can use the icon 7 to display a number directly as a percentage (multiplied by 100). Click on this icon

again to return to the default value.

= You can use the icon = to quickly convert a number into a currency value, for example, Dollar. Click on

this icon again to return to the default value.

= With the two icons 9 and 1 , you can easily increase or decrease the number of decimal places (the
numbers will only be displayed rounded, but they actually retain all of their decimal places).

Additional options: Via the dialog box of the command group "Number"

For advanced options (for example, custom number formats), use the dialog box. To do so, click on the group
arrow 4 in the bottom right corner of the ribbon tab Home | group Number.

Alternatively: Right-click to open the context menu and select the entry Cell.

In the following dialog box, switch to the Number format tab.

Mumberformat ~ Borders  Shading  Alignment  Protection
Category: Preview

Default 123457

Currency

Accounting Decimal places: 2 £
Date/Time

Percentage [] Thousands separator
Scientific . i

Fraction ] Megative nurmbers in red
Boolean [] Suppress minus sign

Text

Custom [] Don't show zero

Displays numbers with a fixed

number of decimal places.

oK

Cancel

The following settings are available in the dialog box:
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= Category

Here, you can select the desired type of number format. For more information on the individual formats, see
List of number formats.

= Format
Some number formats also have several subtypes from which to choose. Select the desired subtype in this
list.

= Decimal places
Some formats allow you to specify the number of decimal places to be displayed.
Note: Numbers will only be displayed rounded, but they are actually not rounded. However, they still retain
all of their decimal places.

* Thousands separator
Some formats allow you to specify if numbers should be displayed with thousands separators (for example,
5,000,000) or without (for example, 5000000).

= Negative numbers in red

Some formats allow you to specify if negative numbers should be displayed in red.

= Suppress minus sign

Some formats allow you to specify if the minus sign of negative numbers should be suppressed.

= Don't show zero

Some formats allow you to specify if the content of cells containing the number zero should be suppressed.

When you confirm with OK, the numbers in the selected cells will be formatted accordingly.

List of all number formats

As described in the previous section, you can use the direct commands of the command group Number on the
ribbon tab Home to set the number format of a cell in order to determine how numbers should be displayed in
this cell. For advanced options, you can also open the dialog box by clicking on the group arrow 4 in the bottom
right corner of the command group Number.

The following number formats are available:

Default

This displays the number as it was entered.

More precisely: The number is displayed right-aligned; otherwise, no changes will be made to its formatting. It
is displayed with its actual number of decimal places (but with a maximum of five decimal places).

Example: 42
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Number

This is the same as the Default number format, except that you can specify several formatting options (see
previous section, options of the dialog box). For example, you can set the number of decimal places to be
displayed.

Example:  42.00

Note: The number will only be displayed rounded, but it is actually not rounded. Thus, it still retains all of
its decimal places. To actually round the number, use arithmetic functions like the ROUND function.

Currency

This displays the number with a currency symbol and two decimal places.
Only available via the dialog box: You can select the desired currency from the dropdown list Currency.
Example: €42.00

Note: Depending on the country settings of your system, the display may differ.

Accounting

This is the same as the Currency number format (see above), except that numbers are displayed in accounting
format.

The difference to the currency format is that negative amounts have the minus sign in the left edge of the cell,
separated from the number. Currency symbols are also aligned flush with each other.

Example: - €42.00

Note: Depending on the country settings of your system, the display may differ.

Date/Time

This displays the number as a date and/or time.

Only available via the dialog box: The dropdown list Format offers numerous different date and time formats,
depending on your system's regional settings.

Directly via the dropdown list of the command group Number:

= Short date: The date is displayed in the /1/22/2018 format

= Long date: The date is displayed in the Thursday, November 22, 2018 format
= Time: The time is displayed in the 22:30:00 format

Percentage

This displays the number as a percentage.
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Apart from adding a percent sign (%) to the number, the number will also be multiplied by 100 when displayed.
For example, 0.5 will be displayed as 50%.

Example:  4200%

Scientific

This displays the number in scientific notation.

Examples: 5E+03 (equals 5 * 1073, which is 5000)
4.2E-01 (equals 4.2 * 10”-1, which is 0.42)

Fraction

This displays the number as a fraction.

Only available via the dialog box: The format of the fraction can be selected in the dropdown list Format.

Note: The number will be displayed as a rounded value if necessary. If, for example, you select the format
As halves and then enter the number 2.3, it will be displayed as 2 1/2.
Examples: 2 1/2
59/10

Boolean

This displays the number as a Boolean value (logical value).
If the number is zero, FALSE will be displayed. If it is any other value, TRUE will be displayed.
Examples: TRUE

FALSE

Text

This number format presents a special case: It forces PlanMaker to treat a number as fext — not as a number.

The number will be left-aligned and displayed exactly the way it was entered. Unlike all other number formats,
numbers will not be automatically reformatted after they are entered. Leading zeros will not be removed; dates
will not be reformatted automatically, etc.

This can be useful, for example, when entering numbers with leading zeros (for example, phone area codes or
zip codes). If you enter a number like "00043682" into a cell, PlanMaker will usually remove the three leading
zeros automatically. If you first apply the Text number format to the cell, the leading zeros will not be removed.
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Caution: For compatibility reasons, this number format has been implemented in the same way as in
Microsoft Excel. Thus, it will lead to the same unexpected results in calculations:

If you apply this format, for example, to cells Al and A2, the result of the calculation A1+A2 will be the sum
of these two cells. However, the calculation SUM (A1:A2) will return zero. The reason for this is that text
generally has the "value" zero for most calculation functions!

Custom

Only via the dialog box: This displays the number in a custom number format.

For more information, see the next section.

Working with custom number formats

If required, you can also define and apply your own number formats in the dialog box of the command group
Number on the ribbon tab Home.
Defining and applying a new number format
To create a new custom number format, proceed as follows:
1. Select the table cells to which you want to apply the new number format.

2. On the ribbon tab Home | group Number, click on the group arrow 4 in the bottom right corner to open the
dialog box, and switch to the Number format tab.

3. In the Category list, select Custom.
4. Click into the input field below Format.

5. Enter a text string that specifies the desired number format.

For a list of available format codes, see Structure of a custom number format.

6. Confirm with OK.
The number format is created (and also applied to the currently selected cells).

Tip: If you want to create a new number format that is similar to one of the predefined number formats, the
following tip can save you a lot of work: After opening the dialog box, first click on the desired predefined
number format in the Category list. This will transfer the corresponding format codes into the input field for
the format codes (step 5.). All you have to do now is make your desired changes, and that's it.

Applying a custom number format

Once created, a custom number format can be applied to as many other cells as you like. Proceed as follows:

1. Select the desired table cells.

2. Open the dialog box on the ribbon tab Home | group Number 4 and switch to the Number format tab.
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3. In the Category list, select Custom.

4. In the Format list, all custom number formats for the current document are displayed. Select the desired
format.

5. Confirm with OK.

The number format will now be applied to the selected cells.

Deleting a custom number format

If you no longer need a specific custom number format, you can delete it at any time. Proceed as follows:

1. Open the dialog box on the ribbon tab Home | group Number 4 and switch to the Number format tab.
2. In the Category list, select Custom.

3. In the Format list, select the format to be deleted.

4. Click on the Delete button.

5. Close the dialog box (preferably using the Cancel button, since clicking on OK would apply the currently
selected format to the current cell).

Note: The Delete button is only available for custom number formats. You cannot delete any of the predefined
number formats.

Structure of a custom number format

When you create a new number format (as described in the previous section), you have to enter a text string
containing format codes. These codes specify how numbers are displayed.

An example:
#.00

These codes will cause numbers to be displayed as follows: All digits to the left of the decimal point, then a
decimal point, then exactly two digits to the right of the decimal point.

The following format codes are available:

Format codes for numbers and text
To format numbers and text, you can use the following format codes:

Code Result

# Display a single digit of the number. Display nothing if there is no digit at this position of the number.
Example: #.## applied to the number 1.2 returns 1.2.

0 Display a single digit of the number. Display a zero if there is no digit at this position.
Example: #.00 applied to the number 1.2 returns 1.20.
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. (period)

, (comma)

Y%

E+oret

E-ore-

General

@

\

"Text"

* (asterisk)

_ (underscore)

[Red]

Display a single digit of the number. Display a space if there is no digit at this position.

Example: #.?? applied to the number 1.2 returns 1.2 (with a space behind the 2).

Important: 1f at least one of the above three codes is located to the leff of the decimal point, all digits
to the left of the decimal point will be displayed. Example: 0.00 applied to the number 123.456 will
not return 3.46, but 123.46.

Display a decimal separator at this position.

Note: If your system uses a different character (for example, a comma) as a decimal separator instead
of a period, please use this character instead of a period.

Display the number with a thousands separator. This code can be placed at an arbitrary position in the
format string: ,0.00 applied to the number 5000000 returns 5,000,000.00.

Note: If your system uses a thousands separator other than a comma, use the corresponding character
instead of a comma.

Display a percent sign at this position and multiply the number by 100.

Example: 0% applied to the number 0.5 returns 50%.

Display the number in scientific notation.

Example: 0E+00 applied to the number 50000 returns SE+04.

Tip: Engineering notation (using only exponents that can be divided by 3) is also available. For
example, #00E+00 applied to the number 50000 returns SOE+03 rather than SE+04.

Same as E+, except that the exponent's sign is only displayed if it is negative. (It is always displayed
for E+.)

Example 1: 0E-00 applied to the number 50000 returns SE04.

Example 2: 0E-00 applied to the number 0.0005 returns SE-04.

Wildcard for the entire cell content (formatted with the "Default” number format)
Wildcard for the entire cell content as text

Do not try to interpret the following character, just display it.

Example: To output a # character, use the code \# (since the # sign is a valid format code).

Do not interpret the text between the quotation marks as format code, just display it.

Example: "MyText"

Repeat the following character. For example, *x fills the entire cell with the character "x".
Example: The format code "Total:"* 0.00 displays the text "Total:" at the left of the cell and the
number (with two decimal places) at the right. The space in between is filled with blanks.
Display a space that is as wide as the following character.

Example: - returns a blank space that is exactly as wide as a minus sign.

Display the cell content in red. Other color codes which are available:
[Black] [White] [Red] [Green] [Blue] [Cyan] [Magenta] [Yellow]
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Format codes for dates and times

For dates/times, only the following format codes are valid:

Note: The format codes listed below are case-sensitive!

Code Result

D Day (1-31)

DD Day, with 2 digits (01-31)

DDD Name of day, abbreviated ("Sun" to "Mon")

DDDD Name of day ("Sunday" to "Monday")

M Month (1-12)

MM Month, with 2 digits (01-12)

MMM Name of month, abbreviated ("Jan" to "Dec")
MMMM Name of month ("January" to "December")
MMMMM Name of month, first letter only ("J" for January to "D" for December)
YY Year, with 2 digits (e.g., 18)

YYYY Year, with 4 digits (e.g., 2018)

Q Quarter (1-4)

QQ The word "quarter” in the language that is set in the system’s regional settings
h Hour (0-23)

hh Hour, with 2 digits (00-23)

m Minute (0-59)

mm Minute, with 2 digits (00-59)

s Second (0-59)

ss Second, with 2 digits (00-59)

0 Tenths of a second (for example, hh:mm:ss.0)

00 Hundredths of a second (for example, hh:mm:ss.00)
000 Thousandths of a second (for example, hh:mm:ss.000)
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AM/PM Display times in 12-hour format (with AM or PM). This has to be placed at the end of the format
codes!

Example: h:mm:ss AM/PM

am/pm Same as AM/PM, but with am or pm (lowercase)

a/p Same as AM/PM, but with a or p

[h] Number of hours in "endless" time format*

[m] Number of minutes in "endless" time format*

[mm] Same as [m], but with 2 digits*

[s] Number of seconds in "endless" time format™

[ss] Same as [m], but with 2 digits*

[$-n] Optional: This lets you specify the country code of the language to be used for day and month names.

If you do not specify a country code, PlanMaker automatically uses the system's default language.
Example: [$-409] represents English (US).

* The "endless" time format is characterized by the fact that it does nof reset times to 0:00 after 24 hours. This is particularly useful for calculations with
times. For example, when you add 20:00 and 5:00, the result would normally be 1:00. If you format this calculation as [h]:mm, however, the result will
be 25:00.

The endless time format also supports negative time values. For example, 7:00 - 10:00 does not result in 21:00, but in -3:00.
The same applies to minutes and seconds, which are also not reset after 60 minutes/seconds. Thus, you can even use the endless time format to convert

times to minutes or seconds. For example, when you format 02:00:00 as [mm]:ss, 120:00 will be displayed, as there are 120 minutes in 2 hours. When
you format it as [s], 7200 (the number of seconds) will be displayed.

Defining separate sections for positive numbers, negative numbers, zero and text

If required, you can split the text string with the format codes into up to four sections (separated by
semicolons). This allows you to define your own number formats for positive numbers, negative numbers, the
number zero and text — as follows:

Positive; Negative,; Zero, Text

The number of sections that you include has the following effect:

Number of sections Effect
Only 1 section: The format codes apply to all values.
2 sections: The codes in the 1st section apply to positive values.

The codes in the 2nd section apply to negative values.

3 sections: The codes in the 1st section apply to positive values.

The codes in the 2nd section apply to negative values.

The codes in the 3rd section apply to the number zero.
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4 sections: The codes in the 1st section apply to positive values.
The codes in the 2nd section apply to negative values.
The codes in the 3rd section apply to the number zero.
The codes in the 4th section apply to text.
Example (with two sections):
0.00; -0.00[Red]
This number format has the following effect:
Ist section: 0.00 causes positive numbers to be displayed with two decimal places.

2nd section: -0.00/Red] causes negative numbers to also be displayed with two decimal places. A minus sign is
displayed in front of the number (see note!). The number is also colored in red.

Note: If you define a number format with two (or more) sections and you want negative values to be
displayed with a minus sign, you must include a minus sign in the section for negative numbers.

For number formats with only one section, the minus signs are automatically displayed for negative numbers,
even without explicitly defining them in the number format.

Defining separate sections using conditions

Alternatively, you can split the text string with the format codes into multiple sections by specifying a condition
for each section.

The individual sections must by separated by semicolons. To define the conditions, simply add the desired
comparison operation enclosed within square brackets to each section — for example, conditions such as [>0] or
[>=100] or [=42].

You can define up to two sections with conditions. After these sections, you should add an additional section
without a condition, which will then define the number format for those values that do not meet any of the
conditions.

An example:
[<=0][Blue]0.00; [>30][Red]0.00; 0.00

These format codes display all values smaller than or equal to zero in blue — and values larger than 30 are
displayed in red. If neither of the two conditions applies, the value is displayed in black.

Tip: "Conditional formatting" provides a much more convenient and powerful method for performing such
tasks. For more information, see Conditional formatting.
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Borders

You can use the ribbon command Home | group Format | Borders to completely surround cells with borders
or add individual lines to cells. Gridlines (the lines between the cells) can also be applied here.

Common border lines: Via the icon of the command group "Format"

A selection of common border lines can be found via the icon Borders H - under Home | group Format.
Proceed as follows:
1. Select the desired cells.

2. Click on the icon's arrow for the dropdown menu and select an entry with the desired properties by clicking
on it.

Note: You can also combine individual lines to your liking by reopening the dropdown menu of the Borders
icon and adding another attribute, for example, first positioning a line at the top and then an additional line
at the bottom.

The table cells are now provided with the relevant lines.

Tip: If you then want to add exactly the same type of border to other cells, simply select them and click on the icon itself (not the arrow).
PlanMaker will then reapply the most recently selected type of border.

Removing border lines: Click on None in the dropdown menu. All border lines will then be completely
removed.

If you want to edit/remove individual border lines or define additional properties for borders and lines, click on
Borders in the dropdown menu. A dialog box opens with other options (see below).

Other options: Via the dialog box

For additional options, such as the color or different thickness of lines, there are various options available in the
dialog box.

You open the dialog box by clicking on the arrow of the icon H - and selecting Borders in the dropdown
menu.

Alternatively: On the ribbon tab Home | group Alignment, click on the group arrow 4 and switch to the
Borders tab.
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Essentially, you use this dialog box as follows:
1. First, you specify what type of border line you want to apply (line style, thickness, color).
2. Then specify where this type of border line should be placed. To do so, simply click on the desired lines (or
their buttons) in the right half of the dialog box.
Let's take a closer look at the individual steps:
To add border lines to cells, for example, proceed as follows:
1. Select the desired cells.

2. On the ribbon tab Home | group Alignment, click on the group arrow 4 for the dialog box and switch to the
Borders tab.

3. First, specify what type of border line you want to apply. You have the following options:
Line style (single, double or dashed lines)
Thickness of the line
Color of the line

Note: In addition to the colors offered here, you can define new colors at any time. For more information, see Document properties,
Colors tab.

4. Then specify where you want to apply this type of border line (top, bottom, left, right, etc.).
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For this purpose, a preview box surrounded by a set of buttons is available in the right half of the dialog box.
Use it as follows:

A. In the preview in the right half of the dialog box, simply click directly on all lines to which a border line
is to be applied.

B. Alternatively, you can use the buttons that are displayed to the left and below the preview for this
purpose. Each button represents a specific line (see icon on the button).

C. The buttons above the preview are useful shortcuts:
The Outline button applies the currently set border line to all outer borders.
The Inside button does the same for all inner lines (the "gridlines" between the cells).
The None button removes all lines at once.

5. If required, you can add as many lines as you like by simply repeating step 4.

Of course, you can always change the line style, thickness or color (step 3) before applying it (step 4).
6. When everything is as required, confirm with OK.

The table cells are now provided with the relevant lines.

Editing or removing existing border lines in the dialog box

You can change the style, thickness or color of existing border lines or also remove them at any time. To do so,
open the dialog box again and proceed as follows:

= Changing: To change the appearance of a line, first select the desired settings (style, thickness, color). Then,
in the preview, click on the line (or its button) to which you want to apply these settings.

= Removing: To remove a border line, click on that line (or its button) swice in the preview. Clicking once
applies the border line, while clicking it again removes it.

Tip: The None button displayed above the preview removes al/ lines at once.

Shading

You can use the ribbon command Home | group Format | Shading to apply a colored shade or pattern to cells.

Applying directly via the icon of the command group "Format"

If you click on the small arrow next to the icon O - Shading, the program will open a dropdown menu with
Standard colors and Color variations. You can apply these directly to the selected cells by hovering over the
colors with the mouse cursor (you can see the effect on the cell in the preview) and then clicking on the desired
color.

Tip: The last selected color is displayed in the icon as a small horizontal bar. If you want to apply the same color to other cells, simply
select them and click on the icon itself (not the arrow). PlanMaker will then reapply the last selected color.
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This also applies to other shading settings, such as Patterns or Shades, which you can only find in the dialog box. You open the dialog
box by clicking on the icon's arrow and choosing More. Detailed information on the options of the dialog box can be found below.

Removing shading: Click on Transparent in the dropdown menu to remove existing shading.

Other options: Via the dialog box

The dialog box contains additional shading options. The option Shades allows you to mix colors individually,
and you can also apply different Patterns in the dialog box.

&

You open the dialog box by clicking on the arrow of the icon ™ and choosing More in the dropdown menu.

Alternatively: On the ribbon tab Home | group Alignment, click on the group arrow 4 and switch to the
Shading tab.

Shading

Type Shades Sample

% - -
I:I Eattern - - -

Patterns
Eoreground:
Il Black V
Background:
White V

In the dialog box, proceed as follows:
1. Select the desired cells.

2. On the ribbon tab Home | group Alignment, click on the group arrow 4 for the dialog box and switch to the
Shading tab.

3. Apply the desired shading (see below).
4. Confirm with OK.

You can choose between the following types of shading:
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* Adding a shade
A shade is a color shading that is mixed from the selected foreground color and background color.
To add a shade, set the Type to Shading and then make the desired settings:

First, set the desired Foreground and Background colors. (The background color is set to white by
default.)

In the section Shades, different mixtures of these two colors are now offered. Select one of these
suggestions. Alternatively, you can enter an exact percentage for the shade in the input field under Shading.
Values between 0 (100% background color) and 100 (100% foreground color) are allowed.

= Adding a pattern
To add a pattern, click on one of the patterns in the section Patterns.

You can also select a different Foreground and Background color for the pattern.

= Removing a shade or pattern

If you want to remove existing shades or patterns, select None for Type.

Then confirm with OK.

Alignment

On the ribbon tab Home | group Alignment, you can specify the alignment of the cell contents within the cell.

Before you execute the commands, you must first select the desired cells. To change a single cell, simply
navigate to it.

Then proceed as follows:

Aligning directly via the icons of the command group "Alignment"

Most of the options for aligning cell contents can be applied directly via the icons on the ribbon tab Home |
group Alignment.

|:| ~ | =5 Wrap text

F Merge cells

-t
J

1}
1]
(il
(il

Alignment p

The following functions are available here:

Icon Function

= Top vertical alignment: Align the cell content with the top edge of the cell.
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Centered vertical alignment: Align the cell content vertically with the center.

Bottom vertical alignment: Align the cell content with the bottom edge of the cell.

Justified vertical alignment: The cell content is evenly distributed between the top and bottom cell border (only
affects cells that contain multiple lines of content and have the option Wrap text enabled).

Rotate: Here, you can rotate the entire cell (including its contents) around the selected angle. The command
Stacked corresponds to the option Vertical text in the dialog box (see below): The cell content is not read from left
to right, but from top to bottom. To disable it, click on Stacked again.

L1

dl

Wrap text: The cell content will be automatically wrapped to the next line (inside the cell) if the cell width is
insufficient to display it in a single line.

Merge cells: This option lets you merge a cell with its neighboring cells. PlanMaker treats merged cells as if they
were one single cell. To do so, select the cell and any number of directly adjacent cells, and click on the icon itself
to merge the cells.

i

Note: Whenever you merge cells, the content of all selected cells is automatically deleted — except for the cell in
the upper left corner of the selected range.

To split merged cells, click on the icon again.

If you click on the icon's arrow, you can choose from various options for merging cells:
Merge cells: This corresponds to clicking on the icon itself, and all selected cells are merged normally.

Merge and center: The selected cells are merged and the cell content is centered horizontally over several
columns (vertically at the bottom).

Merge and turn on line wrap: Cells are merged while wrapping the cell contents in the created merged cell.

If you selected cells across multiple columns and rows, you can choose between the commands Merge by row or
Merge by column to merge the selected cells to only one column or only one row.

Here in the menu also, you can use the entry Split cells to separate merged cells.

Default horizontal alignment: Text is left-aligned, numbers are right-aligned. Logical values and error values are
centered.

-t
J e

Left horizontal alignment: Align the cell content with the left edge of the cell

Centered horizontal alignment: Align the cell content centered

Right horizontal alignment: Align the cell content with the right edge of the cell

Justified horizontal alignment: The cell content is evenly distributed between the left and right cell border (only
affects cells that contain multiple lines of content and have the option Wrap text enabled)

Most of these options can also be found in the dialog box of the command group Alignment (see below). In
addition, the options enabled via the direct ribbon commands are displayed as enabled in the dialog box. If, for
example, the ribbon command Wrap text is enabled for a cell, a check mark also appears in the dialog box in
front of the option Wrap text.
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Shortcut keys

There are also shortcut keys for horizontal alignment:
Command Windows/Linux Mac
Left align Ctrl+L Cmd+L
Center Ctrl+E Cmd+E
Right align Ctrl+R Cmd+R
Justify Ctrl+J Cmd+J

Aligning via the dialog box of the command group "Alignment"

You open the dialog box on the ribbon tab Home by clicking on the group arrow 4 in the bottom right corner of
the command group Alignment. In the dialog box, you will find additional options that cannot be set directly
via the icons of the command group Alignment as described above (for example, Inner margins).

Ce X

Mumberformat  Borders  Shading  Alignment  Protection

Horizontal alignment Inner margins
m-c;_'; Default e Left: Qin -
Right: 0in =
Vertical alignment i -
Tep: Oin >
== Bottom - Bottormn: 0in =
Rotate by Properties
= [ Wrap text
ﬁ'E 0 degrees d T P
|| Vertical text
B Merge cells

The dialog box contains the following options on the "Alignment" tab:
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Horizontal alignment

This determines the horizontal alignment of the cell content within the cell boundaries:
Default: Text left-aligned, numbers right-aligned, and logical values and error values centered
Left: Align the cell content with the left edge of the cell

Centered: Align the cell content horizontally with the center

Right: Align the cell content with the right edge of the cell

Justified: The cell content is evenly distributed between the left and right cell border (only affects cells that
contain multiple lines of content and have the option Wrap text enabled)

Center across columns: The content of one cell is centered across multiple columns. For this purpose, select
the cell and any number of adjacent cells to the right of it (these cells have to be empty!). Then select the
Center across columns alignment.

Vertical alignment

This determines the vertical alignment of the cell content within the cell boundaries:
Bottom: Align the cell content with the bottom edge of the cell

Centered: Align the cell content vertically with the center

Top: Align the cell content with the top edge of the cell

Justified: The cell content is evenly distributed between the top and bottom cell border (only affects cells that
contain multiple lines of content and have the option Wrap text enabled).

Rotate by ...

Here, you can rotate the entire cell (including its contents) around the selected angle.

Text direction

For text in Arabic script, you can change the text direction of the cell to right-to-left here. If you select the
default setting Context-sensitive, PlanMaker sets the correct writing direction automatically.

For more information, see also Working with Arabic text.

Inner margins

Here, you set the inner margins of cells.

Line break

If this option is enabled, the cell content will be automatically wrapped to the next line if the cell width is
insufficient to display it in a single line.

By default, this option is disabled.
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Tip 1: You will also find this option via the context menu by right-clicking on a selected cell.
Tip 2: You can use the key combination Ctrl+. to wrap to the next line manually.

Vertical text

If this option is enabled, the cell content will be displayed vertically (top to bottom instead of left to right).

Merge cells

This option lets you merge a cell with adjacent cells. To do so, select the cell and any number of directly
adjacent cells and enable this option.

PlanMaker treats merged cells as if they were one single cell.
Note: Whenever you merge cells, all cells except the upper left cell lose their contents.

To split merged cells, select them again and disable this option.

Protection

On the Protection tab of the dialog box Cell, you can provide cells with cell protection, hide cell contents or
formulas or disable printing.

Open the dialog box by clicking on the group arrow 4 in the bottom right corner of the ribbon tab Home | group
Alignment (or group Number). Switch to the Protection tab.

Alternatively, open the dialog box by right-clicking on the selected cells for the context menu and select the
entry Cell.

For more information, see Sheet protection.

Character format

You can use the commands on the ribbon tab Home | group Character to change the character format (such as
font, font size, font color, text styles, etc.).

The effect of this command depends on what you selected before you chose it:

= If you do not select anything specifically, the command will affect the cell on which the cell frame is
currently located.

= Ifyou select multiple cells, all selected cells will be affected by the change.
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= You can also press the F2 key in a cell and then select characters within the cell content, which will only
change the selected characters.

Common commands: Via the icons of the command group "Character"

Arial w |10 '
B I U~ A~ A A
Character y

Frequently used settings can be made directly via the icons of the command group:

= Font and font size

= Text styles (bold, italic, underlined)

= Font color

Additional options: In the dialog box of the command group "Character"

If you click on the group arrow 4 in the bottom right corner of the ribbon tab Home | group Character, the
program opens a dialog box in which you will find additional options for character formatting.

The displayed dialog box has several tabs that you can switch between by clicking on one of the tab headers.
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The individual tabs contain the following formatting options:

= Font tab

For selecting properties like Font and font size, Text styles (bold, italic, underlined, etc.), Font color (and
background color)
= Spacing tab

For changing properties like Superscripts and subscripts, Letter spacing and character pitch, and
enabling/disabling Kerning

= Hyperlink tab

For inserting and editing hyperlinks (for example, to web pages). For more information, see Using
hyperlinks.

For more information on formatting, see the following pages.

Font and font size

To change the font or font size, see the commands on the ribbon tab Home | group Character. Proceed as
follows:
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Via the buttons of the command group "Character
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1. Select the desired cells or text.

Android/iOS: If you are using these versions, please note that selecting cell contents works slightly
differently there. For more information, see Selecting cells and cell content.

2. Click on the small arrow to the right of Font or Font size.

Anal w |10 W

3. Set the desired font and font size:
Font: Select the desired font from the dropdown list via a mouse click.

Font size: The dropdown list offers the most common font sizes, which you can select via a mouse click.
However, you can enter a different size manually at any time. Font sizes can be entered with a precision of a
tenth of a point — thus font sizes such as 12.7 are also allowed.

Tip: The icons A A in the group Character can be used to increase or decrease the font size by one
level.

In the dialog box of the command group "Character"

If you only want to change the font and font size, these options in the dialog box are exactly the same as the
buttons described above. Thus, it is only advisable to use the dialog box if you also want to use other character
formatting options that are not available as buttons.

On the ribbon tab Home | group Character, you open the dialog box via the group arrow 4 in the lower right
corner and select the Font tab in the dialog box.

Text styles

Text styles are character formatting options such as bold, italics, etc.
PlanMaker offers the following text styles:

= [Jtalic: A slanted variant of the font.

= Bold: A stronger ("more pronounced") variant of the font.

= Underline: The text is underlined (single, double, words only single, words only double, etc.).
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= SMALL Caps: Smaller uppercase letters are used instead of lowercase letters.

= ALL CAPS: All letters are output as uppercase letters.
= Strikethreugh: The text is struck through.

= Superscripts and subscripts: for example, r> and H,O. For more information, see Superscripts and
subscripts.

Note: The 4 latter options are only available via the dialog box of the command group "Character" and not directly via the icons of
the command group.

Common commands: Via the icons of the command group "Character"

The most common text styles can be applied on the ribbon tab Home | group Character directly via the icons
of the group.

Arial w |10 '
B I U~ A~ A A

Character y

To apply text styles, proceed as follows:
1. Select the desired text.

2. Click on the icon for the text style you would like to enable or disable: B stands for bold, / for italics and U
for simple underlining.

Text styles can be combined (almost) as desired.

Other options: Via the dialog box of the command group "Character"

For additional text styles that you cannot find via the buttons (e.g. SmarL Cars), open the dialog box.

On the ribbon tab Home | group Character, click on the group arrow 4 in the bottom right corner and switch to
the Font tab in the dialog box.

= In the area Styles, you will find small caps, all caps and strikethroughs. These can be enabled or disabled
there via a simple mouse click.

= In the area Underline, you can use the dropdown list to choose between different options for underlined
text.

= To enable bold and/or italics, open the dropdown list Style (to the right of font size) and select the desired
entry: Regular, Italic, Bold or Bold Italic.

Shortcut keys

There are also shortcut keys for some text styles:
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Command Windows/Linux Mac
Bold Ctrl+B Cmd+B
Ttalic Ctrl+I Cmd+I
Underline Ctrl+U Cmd+U
Font color

You can color both text and its background.

The commands for this can be found on the ribbon tab Home | group Character.
Font color: Via the icon of the command group "Paragraph"

Arial w |10 '
B I U~ A~ A A

Character y

For the Font color S , proceed as follows:

1. Select the desired cells or text, and click on the small arrow to the right of the icon (thus, not on the icon
itself).

2. Select the desired color from the dropdown menu.

Tip: To format more text in the same color, select the text and then click on the icon itself because the last
color used will be applied again.

The Font color can be found both as a direct button in the command group and in the dialog box. The
Background color, however, can only be changed via the dialog box (see below).

Background color: In the dialog box of the command group "Character"

Insofar as only the font color is concerned, the selection in the dialog box corresponds exactly to the button
described above. However, in addition to the font color, you can also change the background color in the
dialog box.

Proceed as follows:
1. Select the desired cells or text.

2. Click on the group arrow 4 in the bottom right corner of the ribbon tab Home | group Character. In the
dialog box, switch to the Font tab.

3. Open the dropdown list Background color and select a different color instead of the default Transparent.
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The text is highlighted with this color.

Tip: If you change the background color in this manner, it will only affect the individual characters within
the cell. If you want to color the entire cell, however, you should use the ribbon command Home | group
Format | Shading instead.

Notes

Color lists only offer a few standard colors, but you can always compose your own colors. To do so, click on
the entry Define color... at the end of the dropdown list. (For more information, see also Document properties,
Colors tab.)

Superscripts and subscripts

You can also add a superscript to characters (for example, r?) or a subscript to characters (for example, H,0).
The commands for this can be found in the dialog box of the ribbon tab Home | group Character.

Proceed as follows:

1. Select the desired cells or text.

If you only want to change individual characters within a cell, first press the F2 key to select individual
characters.

2. Click on the group arrow 4 in the bottom right corner of the ribbon tab Home | group Character.
3. In the dialog box, switch to the Spacing tab.
You can now enable the options Superscript or Subscript.

If required, also enter the percentage of the superscript or subscript text for Position. You can also use a
percentage in the field Size to determine how much the font size should be reduced. For example, enter 100
percent if you do not want the font to be reduced.

Shortcut keys

You can apply superscript/subscript even faster via the following shortcut keys:

Command Windows/Linux Mac

Superscript Ctrl+Shift+(Num+) Cmd+Shift+(Num+)
Subscript Ctrl+Shift+(Num-) Cmd+Shift+(Num-)
Remove superscript or subscript Ctrl+Shift+(Num*) Cmd+Shift+(Num*)

Note: (Num+) (Num-) (Num*) represent the keys on the numeric keypad, usually located on the right side of the keyboard.
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Tip for Windows users: If you simply want to insert a superscript square number (m?) or cubic number (m?)
directly, the key combination AltGr+2 or AltGr+3 is also available. Use the number bar above the letters
rather than the numbers on the numeric keypad.

Letter spacing and character pitch

You can even change the letter spacing and character pitch in PlanMaker.

Letter spacing is the horizontal distance between characters. If values are less than 100%, the characters are
closer together. For values greater than 100%, the characters are further apart.

Changing the character pitch changes the width of the characters themselves rather than the distance between
them, thus the characters are distorted.

To change these settings, click on the group arrow 4 in the bottom right corner of the ribbon tab Home | group
Character. In the dialog box, switch to the Spacing tab and enter the required values for Letter spacing or
Character pitch.

Note: Some printers do not support changing the character pitch for internal printer fonts. The font then
appears wider or narrower on the screen, but not on the printout.

Kerning

Certain pairs of letters look better when the spacing between these letters is reduced or increased a bit. Such
adjusting is known as kerning.

The following figure illustrates what is meant by kerning:

VADUZ
VADUZ

Above: without kerning. Below: with kerning

The upper text (without kerning) shows that the letters "V" and "A" are usually too far apart. This was
corrected for the lower text (with kerning).

This adjusting occurs fully automatically. All you have to do is enable kerning:
1. Select the desired cells (or the desired text).

2. On the ribbon tab Home | group Character, click on the group arrow 4 to open the dialog box and switch to
the Spacing tab.
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3. Enable the option the Use kerning.

PlanMaker now automatically adjusts the spacing between all letters where this would improve the text
appearance.

Note: Not all fonts provide kerning information in their font data. This information is required to determine
which letter pairs to adjust and how. Almost all font collections published by SoftMaker include extensive
kerning information.

Resetting the character formatting

PlanMaker allows you to remove character formatting at any time. Proceed as follows:

1. Select the desired cells or text.

2. On the ribbon tab Home | group Contents | Delete <, choose the command Reset character formatting.

PlanMaker now removes any character formatting that you have applied via the dialog box or the buttons on the
ribbon tab Home | group Character.

Note: In the dialog box of the ribbon tab Home | group Character 4, you will also find a Reset button on each
tab. However, the use of this button differs from the above function: You can only use it to undo all changes
made in the open dialog box provided that you have not yet confirmed them with OK.

If the changes have already been confirmed with OK, they can only be undone via the Reset character
formatting icon described above.

Paragraph format (text frames only)

If you have inserted fext frames into your worksheet, you can change the paragraph formatting (line spacing,
indents, etc.) of the included text at any time. For this purpose, use the commands of the ribbon tab Home |
group Alignment.

Note: The "Paragraph" dialog box, which appears by clicking on the group arrow 4 on the ribbon tab Home |
group Alignment, is only available in text frames. For more information on working with text frames, see
Text frames.

Paragraph formatting includes the following options:

= Paragraph indents

= Line spacing

= Paragraph alignment
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= Spacing above/below a paragraph

= Hyphenation frequency (see Hyphenation)

For more information on these topics in the above order, see the following pages.

Paragraph indents (text frames only)

Note: Paragraph indents can only be applied to text inserted into a fext frame. To indent text in table cells,
you can use the option Inner margins on the Alignment tab when you open the dialog box of the ribbon tab
Home | group Alignment 4. Please note: A different dialog box will open depending on whether you are in a
text frame or in a table cell.

You can use indents to change the left and right margins of paragraphs in text frames to move text in or out.
The indent for the first line of a paragraph can be specified separately.

To use indents, select the desired paragraphs in the text frame. Then open the dialog box by clicking on the
group arrow 4 of the ribbon tab Home | group Alignment.

Alternatively, open the dialog box by right-clicking on the selected text and selecting the entry Paragraph.

In the Indents section, you can set the Left indent, the Right indent and the First line indent of a paragraph.
Enter the desired values here. Negative values are also possible for the First line indent.

Line spacing (text frames only)

Note: Line spacing can only be changed for text inserted into a text frame.

Line spacing determines the spacing between the individual lines of a paragraph in a text frame.
To change the line spacing, proceed as follows:
1. Place the text cursor in the desired paragraph of the text frame (or select several paragraphs).

2. Open the dialog box by clicking on the group arrow 4 of the ribbon tab Home | group Alignment.

You will find the options for changing the line spacing in the section Line spacing:
3. First, use the dropdown list to select the method you want to use to specify the line spacing (see below).
4. Then enter the spacing in the edit box to its right.

When you confirm with OK, the line spacing will be changed according to your settings.

Methods of specifying the line spacing

In the dropdown list Line spacing, you can choose which method to use to define the line spacing.
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The list has the following entries:
= Single: Automatic single line spacing
Here, the optimum line spacing is determined automatically:
If you increase the font size in the paragraph, the line spacing will be increased accordingly.

If you decrease the font size, however, the line spacing will be decreased automatically.

= Multiple: Multiple automatic line spacing

This corresponds to the option Single and thus also provides automatic line spacing. However, you can
simply increase or decrease line spacing if necessary by specifying the desired number of lines in the input
field to the right of this option.

Some examples:
Enter "1.5" for lines to obtain one and a half times the automatic line spacing.
Enter "2" to get twice the automatic line spacing.

Enter "1" to get automatic single line spacing (corresponds to selecting the option Single).

= Exactly: Exact line spacing
Here, you can set the line spacing to an exact value in points. Here, the line spacing will not be
automatically adjusted to the font size.

= At least: Automatic line spacing with a given minimum

This setting corresponds to the option Single, but prevents any reduction below the specified minimum
value.

Thus if you enter 12 points as the minimum value, the program uses automatic single line spacing by default.
If the automatic line spacing is less than 12 points (because you are using a very small font size), an exact
line spacing of 12 points is used instead.

By default, the line spacing is set to Single.

Paragraph alignment (text frames only)

On the ribbon tab Home | group Alignment, you can also change the alignment of text paragraphs that were
inserted into a text frame.

The following types of paragraph alignment are available:

= Left align

= Center

= Right align

= Justify (distribute words evenly between the left and right margins)

You can adjust the paragraph alignment directly using the icons under Home | group Alignment:
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Alternatively, you can use the path via the dialog box by clicking on the group arrow 4 under Home | group
Alignment. In the open dialog box, you will find the corresponding commands in the Alignment list.

Changing the text direction (for Arabic script)

For text in Arabic script, there is an additional option called Text direction, which allows you to change the
text direction of the paragraph to right-to-left. For more information, see also Working with Arabic text.

Spacing above/below a paragraph (text frames only)

Note: The spacing above/below a paragraph can only be set for text that was inserted into a fext frame. To
set the spacing between cells, you can change their row height at any time.

In addition to line spacing, you can also define how much space should be kept above the first line and below
the last line of a paragraph for text in a text frame.

To do so, open the dialog box by clicking on the group arrow 4 of the ribbon tab Home | group Alignment. The
following options are available in the Paragraph spacing section:

Option Result
Before Here, specify how much spacing should be maintained from the end of the previous paragraph.
After Here, you can enter the spacing that PlanMaker should maintain up to the start of the next paragraph.

Note: These values do not affect the amount of space between lines within a paragraph (see Line spacing).
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Character styles

You can use the command Character style, which can be accessed via the context menu, to create and modify
"character styles".

In a character style, you can save a frequently used character format (font, font size, text styles, etc.) and then
apply it repeatedly to any characters or entire cells.

If, for example, you want to regularly print small print sections in a different font and smaller size, simply
create an appropriate character style — lets call it "Small print" — and apply it to the desired text passages.

Note: In PlanMaker you can also apply cell styles (see Cell styles). The difference to character styles is that
character styles only store the character format, whereas cell styles store both character format and cell format
(number format, alignment, borders, etc.). Furthermore, character styles are also applicable to individual
characters within a cell, while cell styles are applicable only to entire cells.

For more information, see the following pages.

Creating character styles

To create a new character style, proceed as follows:
1. Double-click on a cell (alternatively: press F2).
2. Right-click to open the context menu and select the entry Character style.

3. A dialog box opens. In the list on the left side of the dialog box, select the style on which you want your new
character style to be based. In the event of doubt, use the "Normal" style.

Note: The style of the character in which the text cursor was located before choosing the command Character style is always
preselected here in the dialog box. For more information, see "Based on" character styles.

4. Then click on the New button.
5. Give the character style any name you like and confirm with OK.

6. The program will display a dialog box, which is very similar to the dialog box for the ribbon tab Home |
group Character 4. Here, you can specify the desired character format for this style (see Character format).

7. Once all the desired settings have been made, click on OK to define the style.
8. Exit the dialog box "Character style" with Close.

The new character style is now defined and ready for use. To learn how to apply character styles, see the next
section.
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Using shortcut keys

If you need a style frequently, you can assign it a shortcut key at any time. The advantage of this is that you can
then enable the style very swiftly with one press of a key.

To assign a shortcut key to a style, proceed as follows:

Perform steps 1. to 5. as described above. In the dialog box on the Style tab, position the text cursor in the
Shortcut key input field and press the desired key combination (starting with Ctrl or Alt).

Note: If you press a key combination that is already assigned, the current assignment is displayed below the
input field Shortcut key. You should then press the Backspace key&X to delete your shortcut key and use a
different key combination. Otherwise, you will overwrite the key combination for another style or even one
of PlanMaker's commands.

We recommend that you always use key combinations that include the keys Ctrl and Shift since these are not
usually assigned.

Applying character styles

To apply a character style, proceed as follows:

1. Double-click on the cell and select the desired characters within the cell.
2. Right-click to open the context menu and select the entry Character style.
3. In the dialog box, select the desired style.

4. Click on Apply.

The formatting of the selected characters immediately changes to that which you specified in the character
style.

Tip: If you have assigned a shortcut key to the style, you can apply the style even faster: Select the desired
cell contents and press the assigned key combination.

Changing character styles

Of course, you can change character styles again at any time.

Important: When you change the formats stored in a character style, all cells using this style are changed
accordingly. However, this automatic reformatting applies in a limited way to characters where you manually
changed the formatting affer you assigned the style (see next section).
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To change a character style, proceed as follows:

1. Double-click on a cell.

2. Right-click to open the context menu and select the entry Character style.
3. Click on the Edit button in the dialog box.

4. Make the desired changes to the style.

5. Click on OK.

6. Exit the dialog box with Close.

Deleting or renaming character styles

The Delete button in the dialog box of the command Character style deletes the selected style in the current
document. To give a style a new name, click on Rename and type the new name. This also only affects the
current document.

Note: After you delete a character style, the formatted characters retain their formatting. These characters are now directly assigned the
character style on which the deleted style was based. For more information, see "Based on" character styles. Those formatting options
that were explicitly set in the deleted style and now remain with the characters of the document are treated as if the characters were
formatted manually — and are thus retained even if you change formatting later in the style.

Deleting or renaming character styles in a document template

To delete or rename the styles in a document template, open the document template, make the changes there
and save the template.

Scope of character styles

Did you change a character style and nothing happened in some places that were assigned this style? This
happens because these sections of text were subsequently reformatted manually.

An example:
Let's assume that you define a style with the Arial font and apply it. If, for example, you now change the style's

font to Times New Roman, all characters that are formatted in this style will change accordingly.

However: If you subsequently selected a completely different font for some of these characters via the
command group Home | Character, the change to the character style no longer affects these characters. That is
to say, manually applied character formatting takes precedence over styles.

If you want the affected characters to be "freed" from their manual formatting, choose the command Reset
character formatting on the ribbon tab Home | group Contents | Delete. The characters now have the
formatting specified in the character style again.
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"Normal"” character style

The character style called "Normal" is present by default in every document and has a special significance: it is
the default style for all cell contents. When you start typing something in a new document, the "Normal"
character style is automatically used for it.

If you change the "Normal" character style — for example, the font — the font for @/l cells will be changed
(except for cells that you have formatted manually in a different font via the ribbon tab Home | Character).
Furthermore, subsequent entries will appear in this default font which you have redefined as the "Normal"
character style for the document.

"Based on" character styles

When you create a new character style, as described at the beginning of this chapter, it is usually based on the
"Normal" character style. This means that the new character style is based on the formatting of the "Normal"
style. Changes to the formatting of the "Normal" style thus affect all other styles.

If you have already created character styles and used them in the document, the following happens when you
choose the command Character style: In the list on the left side of the dialog box, the style of the currently
selected character is selected — this may be the "Normal" character style or another one — and is thus also preset
as the basis for a new style. In the list, change the style that you want to use as the basis for a new character
style, if necessary, before clicking the New button.

Please note: Subsequent changes to the formatting of the style basis will also change all styles based on it.
Only the formatting that you have already customized there will remain unchanged.

If, for example, you select a new font for the "Normal" style, the font will also change in all other character
styles — unless a different font was explicitly selected there.

In addition, you can reassign the style basis to a character style at any time with the option Based on.

To have a character style based on a style other than the one you previously selected, proceed as follows:
1. Double-click on a cell.

2. Right-click to open the context menu and select the entry Character style.

3. In the list on the left side of the dialog box, select the character style whose basis you want to change and
click on the Edit button.

4. In the following dialog box, switch to the Style tab.

5. Important: In the dropdown list Based on, select the style basis to which the selected character style is to be
linked.

6. You can now also change the desired formatting of the character style, etc.
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Relative font size

If you have one style based on another, you can even specify the relative font size if you want. For example,
you can specify that the font size of style X should always be 80% of the font size of style Y.

To do so, proceed as follows:

Perform steps 1. to 4. as described above and enable the option Scale on the Style tab. Enter the desired factor
as a percentage — for example, 80 — and confirm with OK.

The font size of a style edited in this manner will always be 80% of the size specified for the style on which it is
based.
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Cell styles

FreeOffice: Creating and managing your own cell styles is not included in SoftMaker FreeOffice.

You can use the ribbon command Home | group Format | Cell styles B to apply "Cell styles".

Cell styles are a combination of cell attributes (number format, orientation, borders, etc.) and a character format
(font, font size, etc.) that you can save. Once saved, you can repeatedly apply this cell style to any cell.

If, for example, you want to frequently format cells with the number format "Percent", red background and bold
font, simply create a corresponding cell style and apply it to the desired cells.

Note: In PlanMaker, you can also apply character styles (see Character styles). The difference to cell styles is
that character styles only store the character format (font, font size, etc.), whereas cell styles store both
character format and cell format. Furthermore, character styles are also applicable to individual characters
within a cell, while cell styles are applicable only to entire cells.

For more information, see the following pages.

Applying cell styles

To apply a cell style, navigate to the cell that you want to format. Alternatively, you can select multiple cells to
change their formatting together.

Then proceed as follows:

Applying directly via the dropdown menu of the icon

If you click on the Cell styles £ icon on the ribbon tab Home | group Format, the program opens a dropdown
menu with various predefined styles (and custom styles if created). Here, you can directly select and apply a
suitable cell style.

Further down in this dropdown menu, you can use the option Styles in use to display the styles already used in
the current document by enabling the checkbox.

For advanced options, click on the entry Manage cell styles in this dropdown menu to open the dialog box (see
below and the following pages).

Advanced options: Via the dialog box

1. On the ribbon tab Home | group Format, click on the Cell styles BE icon and select Manage cell styles in
the dropdown menu.

The program displays a dialog box with a list of all cell styles.

Tip: You can use the option Show to determine whether a/l available styles should be displayed in the list —
or only those already used in the current document.
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3.

4.

Select the desired cell style in the Styles list.

Click on Apply.

The formatting of the selected cells immediately changes to that which you specified in the cell style.

To clarify, a cell style can include the following formatting options:

Number format

Font (font and font size, text styles, etc.)
Cell alignment

Shading

Borders

Cell protection

In the section Format includes of the above dialog box, you can (optionally) specify exactly which of these
formatting options should be used when you apply the selected cell style (see also next section).

Creating cell styles

FreeOffice: Creating and managing your own cell styles is not included in SoftMaker FreeOffice.

To create a custom cell style, proceed as follows:

1.

On the ribbon tab Home | group Format, click on the Cell styles B icon and select Manage cell styles in
the dropdown menu.

The dialog box Cell style opens.

. Optional: In the Styles list in this dialog box, select the cell style on which your new style should be based

(see also "Based on" below). Alternatively, simply select the default style "Normal".

Tip: You can use the option Show to determine whether all available styles should be displayed in the list —
or only those already used in the current document.

Click on the New button.
Give the cell style any name you like and confirm with OK.
The new cell style has now been created, and you can edit it individually as follows:

To change the character format, click on the Character button. The program will display a dialog box,
which is very similar to the dialog box for the ribbon tab Home | group Character 4 (see Character format).

To change the cell format, click on the Cell button. The program will display a dialog box, which is very
similar to the dialog box for the ribbon tab Home | group Number 4 (see Number format and the following
section).

Click on Close to exit the dialog box (or on Apply first if you want to see the result of the cell style directly
for the selected cells).
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The style is now defined and ready for use via the ribbon command Home | Cell styles '—?".

You can create a different set of cell styles for each document; the styles are stored in the document.

The selection "Based on"

When you create a new cell style, it is usually based on the "Normal" cell style. This means that the new cell
style is based on the formatting of the "Normal" style. Changes to the formatting of the "Normal" style thus
affect all other styles.

If you have already created cell styles and used them in the document, the following happens when you choose
the command Manage cell styles: In the list on the left side of the dialog box, the style of the currently selected
cell is selected as the basis. This may be the "Normal" cell style or another one. In the list on the left, change
the style that you want to use as the basis for a new cell style, if necessary, before clicking on the New button.

You can use the selection Based on to subsequently change the assignment of the style basis for the created cell
styles:

In the list on the left of the dialog box, first select the style to which you want to assign another style base. The
Based on list shows you the basis on which the selected style is currently based. Here, you can change the style
basis.

Note: If you want to change the Based on assignment for a cell style and you have not yet created a custom cell style, then this option
cannot be selected yet because only the default styles are available so far. They have the "Normal" style as their basis, and this is a fixed
assignment.

The option Based on will only be freely available to you once you have defined your custom new style and then selected it from the
Styles list on the left.

Please note: Subsequent changes to the formatting of the style basis will also change all styles based on it.
Only the formatting that you have already customized there will remain unchanged.

The "Format includes" section

In the Format includes section of the dialog box, you can specify exactly which of the formatting options to
include when you apply the cell style.

For example, cell styles such as "Currency" should only provide the cells with the number format "Currency" —
and not change anything else. That's why all options except "Number format" are disabled in this style.

The settings in this section can be made individually for each style.

Note: For the default style "Normal", these options cannot be changed.

Using shortcut keys

If you need a cell style particularly frequently, you can assign it a shortcut key at any time. The advantage of
this is that you can then enable the style very swiftly with one press of a key.

To assign a shortcut key to a style, use the Cell styles EE icon to access the entry Manage cell styles. In the
opened dialog box, select the desired style in the list. Then click in the Shortcut key input field and press the
desired key combination (starting with Ctrl or Alt).
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Note: If you press a key combination that is already assigned, the current assignment is displayed below the
input field Shortcut key. You should then press the Backspace key<X to delete your shortcut key and use a
different key combination. Otherwise, you will overwrite the key combination for another style or even one
of PlanMaker's commands.

We recommend that you always use key combinations that include the keys Ctrl and Shift since these are not
usually assigned.

Editing cell styles

FreeOffice: Creating and managing your own cell styles is not included in SoftMaker FreeOffice.

Of course, you can change cell styles again at any time.

Important: When you change the formatting options stored in a cell style, all cells using this style are
changed accordingly.

To change a cell style, proceed as follows:

1. On the ribbon tab Home | group Format, click on the Cell styles BE icon and select Manage cell styles in
the dropdown menu.

2. The dialog box Cell style opens. Select the style that you want to change.
3. Click on Character to change its character format or on Cell to change its cell format.

4. When you have finished, exit the dialog box with the Close button.

Deleting or renaming cell styles

The Delete button in the dialog box of the command Manage cell styles deletes the selected style in the current
document.

To give a style a new name, click on Rename and type the new name. This also only affects the current
document.

Note: Some of the cell styles are predefined and cannot be deleted or renamed.

"Normal" cell style

The cell style called "Normal" is present by default in every document and has a special significance: it is the
default style for all cells. As long as you do not apply other cell styles, every cell in a document is always
formatted in the "Normal" cell style.
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If you change the "Normal" cell style — for example, the number format — the number format for a// cells will be
changed (except for cells that you have formatted manually in a different number format via the ribbon tab
Home | Number). Furthermore, subsequent entries will appear in this number format, which you have defined
as the new default format in the "Normal" cell style for the document.

If you want to apply a different cell style to certain cells instead of the default "Normal" style, select the cells
and follow the instructions in Applying cell styles.
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Document templates

As you learned in the previous two sections, character styles and cell styles are always saved in the document in
which they were created. If you want to use such styles in other documents also, you should save them in a
document template.

Each time you choose the ribbon command File | New D, PlanMaker allows you to select a document template
as the basis for the new document. If, at this point, you select a document template that you have created, the
new document will have the same character and cell styles that you saved in the template.

Note: Document templates may also contain text, values, calculations, etc., in addition to your favorite
character and cell styles. This enables you to create a set of templates for invoices, annual reports, balance
sheets or other frequently used documents.

Simply choose the command File | New, select the template and complete the worksheet.

For more information, see the following pages.

Creating document templates

To create a new document template, proceed as follows:

1. Start a new document or open a document or document template that you want to use as the basis for the
new template.

2. Create the desired character and cell styles and/or enter text, values, etc., to create the template.
3. Choose the ribbon command File | Save as.
4. Select the entry PlanMaker template from the dropdown list Save as type.

5. At this point, PlanMaker switches automatically to the folder where the document templates are located.
Android/iOS: This step is not supported here. Navigate manually to the folder "SoftMaker/PlanMaker NX templates".

6. Type a name for the template in the File name input field.
7. Confirm that you want to save it.

The new template will now be saved.

Using document templates

To use a document template, simply start a new document with the ribbon command File | New. You can
specify on which document template this is to be based.
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Proceed as follows:

1. Choose the ribbon command File | New L] to open the dialog box. (Click directly on the icon itself.)
2. You can select the required document template in the dialog box.

3. Confirm with OK.

The system now creates a new document for which all character and cell styles saved in the document template
become available. If the document template also contains filled cells, they are displayed accordingly and can be
edited normally.

Editing document templates

Changing a document template is no different from editing a normal document. You open the template, make
your changes and save the document template.

Important: Of course, changing a document template will affect a// documents that are subsequently created
on the basis of this template.

To change a document template, proceed as follows:

1. Choose the ribbon command File | Open (click directly on the icon itself).

2. Select PlanMaker templates from the dropdown list of file types.

3. Select the template to be changed and confirm that it has been opened.

4. Make the desired changes to the cells and/or styles of this document template.

5. Choose the ribbon command File | Save to save the changed template.

Of course, you could also save the template under a different name via the ribbon command File | Save as if
you did not want to overwrite the original template.

"Normal.pmvx" document template

The Normal . pmvx document template is the default template for new documents. If you choose the command
File | New, this template will always be set. It is completely empty and contains only the default "Normal"
character style as well as the default "Normal" cell style.

Accordingly, the Normal . pmvx template is a suitable basis for creating a completely new template from
scratch.

Important: You should not usually change the Normal . pmvx default template. If you want to do this
anyway, you should be aware that these changes will affect a// documents that are subsequently created
based on this template.
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If, for example, you want to change the page format for all documents that will be subsequently created based
on the Normal . pmvx template, open this template, change the page format and save the template.

You can also choose a different default template for new files:

To do so, choose the ribbon command File | New L] (click directly on the icon itself), select the desired
template in the dialog box and click on Set as default. From now on, PlanMaker will always offer this template
as the default template when you create a new document.

AutoFormat

You can use the command AutoFormat to change the layout of entire table areas at once.

Tip: By inserting "Tables in worksheets" using the ribbon command Insert | Table, you can apply different
table styles even better. You will find a wider range of styles, additional features and better handling via this
function. You can then further customize the table style on the ribbon tab Table | group Style. For more
information, see Tables in worksheets.

Note: The command AutoFormat is not available on the ribbon by default. However, you can add this command as a separate button on a
ribbon tab. To do so, choose the ribbon command File | Customize | Customize ribbon and then proceed as described in Customizing
icons and groups in the ribbon.

The menu command is still to be found in the classic menu interface: Format > AutoFormat:

Styles: Sample
i oK

Finance 1 a
Finance 2

i Sales May June July Total Cancel
inance 3

List 1 Maorth 5
List 2 Central 1
List 3 South 11

List 4 Sum 17
Mane

Standard____ [

Apply
B Number format ] Shading ] Alignment

& Font B Borders

(=] R T L B

The dialog box for this command shows a list of predefined "AutoFormat styles" whose appearance can be
previewed in the Sample field. To apply an AutoFormat style, simply select a table area in the worksheet,
choose the above command, select the desired style and click on OK.
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The options in the Apply section of the dialog box let you choose which formatting options to apply. If, for
example, you disable all options except Borders, only the borders of the AutoFormat style will be applied; all
other formatting of the table will remain unchanged.

Conditional formatting

You can use the ribbon command Home | group Format | Conditional formatting & to apply conditional
formatting to cells. This will only be applied if a certain condition is met. Thus, for example, you can specify
that a cell should be colored red whenever it contains a value greater than 1000.

You will find out everything you need to know about it on the following pages. The following topics are
covered:

= Creating new formatting rules

To apply conditional formatting to cells, you select the relevant cells and create a formatting rule for them —
for example: "If the cell content is greater than 1000, display the cell in red."

You can apply any number of formatting rules to a cell — for example, you can create a second rule that
formats the cell in boldface if it contains a value below zero, etc.

= Types of conditional formatting

This section deals with the different types of conditional formatting.

= Managing formatting rules

You can use the command Manage rules to centrally manage all conditional formatting in the document,
including editing and deleting it.

= Removing conditional formatting

The last section covers the removal of conditional formatting.

Creating new formatting rules

To apply conditional formatting to cells, you select the relevant cells and then create a formatting rule for them.
Formatting rules always consist of two parts:

= a condition

= ... and the formatting to be applied if this condition is met.

Example: "If the cell content is greater than 1000, display the cell in red."

Application example

To define (and also apply) such a rule, proceed as follows:

1. Navigate to the desired cell. Of course, you can also select multiple cells to apply conditional formatting to
them all at once.
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i

2. Choose the ribbon command Home| group Format | Conditional formatting and select New rule from
the dropdown menu to open the dialog box.

Tip: For quick use of common formatting rules, you can also apply certain options directly from the
dropdown menu of the command Conditional formatting (see "Tip: Applying formatting rules directly
from the dropdown menu" below).

3. In the dialog box, first select the type of condition to be used for Type.

In our example, you would select the option Format only cells that contain. (For more information on all
available options, see Types of conditional formatting).

4. You can now specify the desired condition.

In our example, this would be the condition "cell value is larger than 1000". Thus, select the options Cell
value and greater than. Then enter 1000 on the right.

5. Finally, click on the Format button, and specify the formatting options to be applied if this condition is met.

In our example, switch to the Font tab, set the font color to Red and confirm with OK.

6. All necessary settings are now made. Click on OK to confirm and create the new rule.

The new formatting rule is now created — and is applied immediately to the selected cells. This has the
following effect:

= If the cell content is smaller than or equal to 1000, the cell will be displayed in its original format.

= If, on the other hand, the value is greater than 1000, the conditional formatting will be applied, thus the cell
contents will be displayed in red.

Note: You can create as many formatting rules for a cell (or cell range) as you like. For example, you can
add a second rule that formats the cell in boldface if it contains a value less than zero.

Tip: Applying formatting rules directly from the dropdown menu

If you choose the ribbon command Home | group Format | Conditional formatting '—_llﬁl, you can apply some
frequently used formatting rules directly from the dropdown menu.
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Conditional formatting

Highlight cells »

Highest/lowest values P

Data bars ]

Color scales ]

lcon sets ]

MNew rule...

Manage rules...

I T

Delete rules in selected cells

The following types of formatting rules are available at the top of this dropdown menu:

= Highlight cells: see description in the next section "Types of conditional formatting", paragraph Format only
cells that contain ...

= Highest/lowest values: see description in next section "Types of conditional formatting", paragraph Format
only upper or lower values

= Data bars, Color scales, Icon sets: see description in next section "Types of conditional formatting", paragraph
Format all cells based on their values

In the submenus, click on the entry More rules to open the dialog box with even more differentiable setting
options if required.

Types of conditional formatting

The previous section described how to apply conditional formatting to cells. In the dialog box that appears, you
can choose between the following types of formatting rules:

Format all cells based on their values

This type of conditional formatting does not actually use a condition at all. In fact, it reformats a// of the
previously selected cells — based on the values they contain.

If, for example, you choose a 2-color scale from red to green, the lowest value will be highlighted in red and
the highest value in green. The colors for the values in-between will be calculated automatically. The result will
be a color gradient as follows:
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There are several different subtypes for this type of formatting rule. They can be selected via the option Format
style. This contains the following entries:

= 2-color scale

This is described in the example above.

= 3-color scale

This is the same as the 2-color scale, but it also lets you set the color for the midpoint.

= Data bars

Here, bars that correspond to the relative size of the value are displayed in the background of the cells —
similar to a bar chart:

=N =

= Jcon sets

This displays an icon in each cell, indicating the size of the respective value — for example, a red signal light
for the lower third of the values, a yellow one for the middle third and a green light for the upper third:

@00
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Format only cells that contain ...
This type of rule reformats only those cells within the current selection that meet the specified condition.
Proceed as follows: First, specify the desired condition, using the controls and input fields in the dialog box.

Then, click on the Format button and specify the formatting options to be applied for all cells that meet the
condition.

An example can be found in the previous section — where we created a formatting rule "If the cell content is
greater than 1000, display the cell in red".

Format only upper or lower values

This type of rule reformats only those cells that contain the highest or lowest values within the current
selection.

First, specify which values to reformat — for example, the top 3 values or the top 10% of the values.

Then click on the Format button and specify the formatting options to be applied to the corresponding cells.

Format values above or below average

This type of rule reformats only those cells that contain values above or below the average of the current
selection.

First, specify which values to reformat — for example, all values above the average.

Then click on the Format button and specify the formatting options to be applied to the corresponding cells.

Format unique or duplicate values

This type of rule reformats all unigue values (or duplicate values) within the currently selected cells.
First, specify which values to reformat:

= all unique values (values that occur only once)

= or all duplicate values (values that occur at least twice)

Then click on the Format button and specify the formatting options to be applied to the corresponding cells.

Use a formula to determine which cells to format
Here, only those cells are reformatted for which the specified formula returns TRUE.

To do so, enter the desired formula in the dialog box. Note that only formulas that return a logical value (thus,
TRUE or FALSE) are permitted. See also notes below.

Then click on the Format button and specify the formatting options to be applied to the corresponding cells.

Some notes:
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= Creating suitable formulas
You can use any kind of formula for the condition. You only have to ensure that the result of the formula is
a logical value (thus, TRUE or FALSE).

Examples:

If you enter the formula "SUM($A$1:$C$3) > 42", the conditional formatting will be applied if the sum of
the cell range A1:C3 is greater than 42.

If you enter the formula "ISEVEN(ROW())", the conditional formatting will be applied if the current cell is
located in a row with an even row number.
= Using absolute and relative cell addresses

Note that the formula can also use relative cell references in addition to absolute cell references (as in the
above example). These are treated as follows:

An absolute cell reference — for example, $A$1 — always refers to cell Al.

On the other hand, a relative cell reference — for example, A1 — refers to the cell in the upper left corner of
the selection. That means:

If you apply conditional formatting to an individual cell, A1 refers to the relevant cell.

If you previously selected a cell range, Al refers to the cell in the upper left corner of the selection, A2 to
the cell below it, etc.

Managing formatting rules

On the ribbon tab Home | group Format | Conditional formatting '—_llﬁl, you can choose the command Manage
rules to manage the conditional formatting in a document, including editing and deleting it.

Use this command as follows:
1. Navigate to the cell whose formatting rules you want to edit. Of course, you can also select multiple cells.
2. Choose the ribbon command Home | group Format | Conditional formatting | Manage rules.

3. A dialog box appears.

Note: By default, this dialog box displays only the rules for the current cell (or selection). If you want to see
all rules created in the entire worksheet instead, set the option Source to Current worksheet. For more
information, see below.

4. Make the desired changes to the formatting rules (see below).

5. Close the dialog box by clicking on OK.

Using the dialog box
The dialog box for this command has the following options:

= Source

Here, you can determine which formatting rules should be displayed in the dialog box:
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Only selected cells: This shows only rules that affect the currently selected cells (or the current cell if no
cells are currently selected)

Current worksheet: This shows all rules for the current worksheet
Sheet <name>: This shows all rules for a different worksheet (if available)

= Rules list

The Rules list displays all rules for the current selection or the entire worksheet (depending on what you
selected for Source).

Rules that affect the currently selected cells are displayed in boldface.

Stop: You usually don't have to concern yourself with the checkboxes in the Stop column. They are only
necessary for compatibility reasons with older documents. (Background info: In older versions of PlanMaker
and Excel, conditional formatting for a cell that had multiple formatting rules was "stopped" as soon as one
of these rules applied. All further rules for this cell were then ignored. This is no longer the case in current
versions of PlanMaker and Excel: Here, all rules defined for a cell are always observed.)

= Arrow buttons next to the Rules list

The arrow buttons next to the Rules list enable you to change the ranking order of the formatting rules.

To change the ranking of a rule, select it in the list and then click on the up button (increase ranking) or
down button (decrease ranking).

This may be necessary if a cell range has been assigned competing formatting rules. Simple example: A rule
wants to color the cell green, but another rule wants to color it red.

The higher a rule is in the list, the higher its ranking.

Note: Please note that the list does not reflect the order in which the rules are processed — on the contrary:
The list is processed from bottom to top, so that the rules with the highest ranking are applied last.

= Apply to
Here, you can change the cell range to which you want to apply a rule.

To do so, select the rule in the Rules list and enter the desired cell range in this input field.

= New button

This creates a new conditional formatting rule for the cells currently selected in the worksheet, just like the
ribbon command Home | group Format | Conditional formatting | New rule.

PlanMaker displays again the dialog box for creating rules, which was described in Creating new formatting
rules.

= Edit button

This lets you edit the conditional formatting rule currently selected in the Rules list.

Note: The rule is then changed in all cells to which it has been applied, regardless of which cells are
currently selected in the worksheet.

PlanMaker displays again the dialog box for creating rules, which was described in Creating new formatting
rules.
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= Delete button

This deletes the rule currently selected in the Rules list.

Note: This will remove the rule from all cells to which it has been applied, regardless of which cells are
currently selected in the worksheet.

For more information on Removing conditional formatting, see the next section.

= Go to button

This closes the dialog box and jumps to the cell range for the rule that is currently selected in the Rules list.

Removing conditional formatting

Conditional formatting can be removed in two ways:

A) Deleting formatting rules

When you delete a formatting rule, it will be removed from all cells to which it has been applied, regardless of
which cells are currently selected in the worksheet.

Proceed as follows:
1. Choose the ribbon command Home | group Format | Conditional formatting | Manage rules.

2. A dialog box appears.

Note: By default, this dialog box displays only the rules for the current cell (or selection). If you want to see
all rules created in the entire worksheet instead, set the option Source to Current worksheet.

3. Select the rule to be deleted in the Rules list.
4. Click on the Delete button.

The selected rule will now be deleted — and thus removed from all cells it affected.

B) Removing all conditional formatting from a cell range

There's another method for removing conditional formatting, which removes all conditional formatting from the
selected cells.

Proceed as follows:
1. Select the cells from which you want to remove all conditional formatting.

2. Choose the ribbon command Home | group Format | Conditional formatting | Delete rules in selected
cells.

(Alternatively, choose Home | group Contents | Delete <~ and select Conditional formatting, which does
exactly the same thing.)

This will "free" the selected cells from any conditional formatting rules applied to them.
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All formatting rules that are no longer in use will be deleted automatically.

Input validation

FreeOffice: Input validation is not included in SoftMaker FreeOffice.

When you apply input validation to a cell, you can achieve the following:

= Ensure that only certain types of values (for example, numbers) within certain limits (for example, only
values between 10 and 20) are considered valid in this cell.

= Display an info text whenever the user goes to this cell (for example, "Please enter only numbers between 10
and 20.").

= Display an error, warning or information message if the user nevertheless enters values that do not match the
input validation.

This is useful when you are creating tables that will be filled in by other people and you want to prevent invalid
values from being entered.

Applying input validation (example)

If, for example, you would like to limit the input of a certain cell to numeric values between 10 and 20, you
would proceed as follows:

1. Select the desired cells.

2. Choose the ribbon command Review | Input validation i)

3. On the Settings tab, you can specify which types of values are permitted and set limits for the allowed
values.

In our example, you would set the following:
Allow: "Decimal numbers"

with values: "between"

Minimum: 10

Maximum: 20

4. On the Input message tab, you have the option of entering an info text that will be displayed whenever the
user goes to the cell.

For example, you could add the message, "Please only enter numbers between 10 and 20." Of course, you
can also refrain from entering an input message.

5. On the Error message tab, you can specify the message that should appear when the user types invalid
values into the cells.
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The icons in the Type area allow you to choose the type of error message that is displayed. (See explanation
below.)

Important: The type of message also determines whether the user is actually allowed to enter invalid
values. PlanMaker strictly rejects invalid entries only when the type Error message (first icon) is
selected!

Furthermore, you can enter the actual text of the message. If you do not enter anything, a default message
will be issued.

For our example, set the type to Error message by clicking on the first icon and enter the desired message
(for example, the title "Invalid entry" and the text "Only numbers between 10 and 20 are allowed here.")

6. Confirm with OK.
Only values between 10 and 20 will now be permitted in the selected cells. If the user enters something else, an

error message will appear.

Note: Input validation only becomes active when the user #ypes in values. If the user pastes invalid values
into the cell through a copy and paste operation (for example, with the ribbon command File | Paste),
however, input validation will not intervene!

For more information on the options of the dialog box Input validation, see the next section Settings for input
validation.

Disabling input validation again
If you want to disable the input validation again, select the relevant cells and proceed as follows:

On the ribbon tab Home | group Contents | Delete <, choose the command Input validation in the dropdown
menu.

Alternatively, you can use the ribbon command Review | Input validation [ again. In the dialog box on the
Settings tab, select "All values" again under Allow:.

Settings for input validation

FreeOffice: Input validation is not included in SoftMaker FreeOffice.

As described in the previous section, you can limit the allowed values using the dialog box of the ribbon
command Review | Input validation. The following options are available here:



Formatting worksheets

"Settings" tab
= Allow:

You use these options to define which types of values are allowed:

Option Explanation

All values Allow all types of values (thus disable the input validation)
Integer numbers Allow only integer numbers

Decimal numbers Allow only decimal numbers

List entries Allow only values from a predefined list of permitted values.

Method 1: Enter a comma-separated list of the allowed values in the Source field —
for example, dog,cat,mouse or 1,2,3.4,5,6.

Method 2: Alternatively, you can enter an equal sign followed by a cell range that
contains all valid entries. If, for example, cells C1 to C3 contain the values "dog",
"cat" and "mouse" and you enter =C1:C3 in Source, only those three values will be
allowed.

The Options button can be used to set additional options (related to Method 2).

Date Allow only date values

Time Allow only time values

Text length Allow only entries (including numbers) with the specified text length
User-defined Allow only entries which satisfy the specified condition Enter the condition in the

Formula field. (For more information on this, see the end of this section.)

= with values
Here, you can further limit the allowed values. If, for example, you select the option between, you can
specify minimum and maximum values between which the values must lie.

= Minimum, Maximum, etc.

Here, you define the limits of the entries. If you enter 10 as the Minimum and 20 as the Maximum, only
values between 10 and 20 will be accepted.

You can also use formulas here. If you enter C1 as the Minimum, the contents of the cell must be greater
than or equal to the cell contents of cell C1. If you enter SUM(D2:D8), the contents of the cell must be
greater than or equal to the sum of cells D2 to DS.

= Use dropdown

This option is only available when List entries is selected under Allow. If this option is enabled, an arrow
will appear on the right edge of the cell when the user goes to it. If you click on this arrow, the program will
display a dropdown list of all permitted values from which the user can select.
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= Ignore empty cells

If this option is enabled, input validation is ignored for empty cells. If the user deletes the contents of a cell,
no input validation occurs in the cell until the user enters another value.

"Input message" tab

On this tab, you can enter an info text for filling in the cells (for example, "Please only enter numbers between
10 and 20."). This information will be displayed when the user goes to the cell.

This tab has the following options:

= Show input message when cell is selected

This option determines whether the input message should be shown or not.

= Title

Here, you can specify the title of the message.

= Message

Here, you can enter the text of the message.

"Error message" tab

On this tab, you can specify the error, warning or information message which should appear when the user
enters data that does not match the input validation.

This tab has the following options:

= Show error message after invalid data is entered
This option determines whether the error message should be shown or not.
Note: Normally, you should leave this option enabled, since input validation is of little use if the user is not
informed that he is entering invalid data.
= Type
Here, you can specify the type of message. Simply click on the desired icon.
Important: The type of message also determines whether the user is actually allowed to enter invalid

values. PlanMaker strictly rejects invalid entries only when the type Error message (first icon) is
selected!

The following types of messages are available:

Error message (first icon): PlanMaker displays an error message. The user is forced to enter a valid value;
invalid values will not be accepted.

Warning message (second icon): PlanMaker displays a warning message. The user can decide whether to
still proceed with the invalid entry.

Information message (third icon): PlanMaker only displays an information message. The user must only
acknowledge this message and the invalid data will be accepted (as long as the user does not click on
Cancel).
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= Title
Here, you can specify the title of the message.

If you do not enter anything here, a default text will be used.

= Message
Here, you can enter the text of the message.

If you do not enter anything here, a default text will be used.

Tip: If you would like to have the specified minimum and maximum values displayed in the message,
simply use the wildcards %min and %max. Example: "Error — Only values between %min and %max are
allowed here."

Examples

Finally, some examples of how to use this feature:

= Allow only values within the specified range

On the Settings tab, first select the desired type of values. If only dates are to be allowed, set the option
Allow to "Date". If only numbers are to be allowed, set the option to "Decimal numbers" — and so on.

You can then use the option With values to set the allowed limits. If, for example, only values greater than
1 are to be allowed, select the "greater than" option and enter 1 as the Minimum.

= Allow only values of a certain length

If you would like to prevent the user from entering values with lengths greater than 40 characters, select the
following settings:

Allow: "Text length"
with values: "smaller than or equal to"
Maximum: 40

Note: Numbers, periods, commas, signs, etc., are considered to be just as much a character as letters.

= Using your own formulas for input validation

Advanced users can also select "User-defined" under Allow and then specify any formula for input
validation.

To do so, use a formula that returns a logical value (thus, TRUE or FALSE). If the result of the formula is
TRUE, PlanMaker will consider the entry to be valid; otherwise it will be considered invalid.

Example: If you enter the formula SUM($A$1:3C$3) > 42, the input will be considered valid only if the sum
of the A1:C3 cell range is greater than 42.

Note: Notice that relative cell references can also be used in such formulas in addition to absolute cell
references (as in the example above):

Absolute cell references such as $A$1 always refer to cell Al.

Relative cell references such as Al, on the other hand, refer to the cell in the upper left corner of the selected
cells. If you apply input validation to only one cell, Al refers to this cell. If you previously selected a cell
range, Al refers to the cell in the upper left corner, A2 refers to the cell below, etc.
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Detect invalid data

FreeOffice: Input validation is not included in SoftMaker FreeOffice.

On the ribbon tab Review | group Input validation, you will find commands which can be used to detect cells
that contain an invalid value.

Note: A cell contains an invalid value if the command Input validation % has been used to specify that the
cell can only contain certain values, and the current cell content does not match this check.

To find and analyze such errors, use the following commands in the command group:
[% Input validation IE] Previous invalid cell

Mark invalid data [5] Next invalid cell

[E] Remove marks

Input validation

- B Input validation

This command opens the dialog box Input validation for defining allowed values. For more information, see
previous sections.

= Mark invalid data

This command inserts a red circle around each cell (in the current worksheet) that contains an invalid value.

« [Z Remove (invalid data) marks

This removes all red circles (from the current worksheet) that were added with the above command.

= @ Previous invalid cell

This command jumps to the previous cell that contains an invalid value.

= @ Next invalid cell

This command jumps to the next cell that contains an invalid value.

Notes
= The marks for invalid data also appear in the printout.

= However, the marks are not saved in the document. Thus, when you save a document and then reopen it, all
marks are removed.
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Format painter

You can use the command Home | Format painter to instantly transfer the cell format from one cell to other
cells.

To do so, proceed as follows:

1. First, click on the cell whose format you want to transfer to other cells.

"
2. Click on the Format painter icon on the ribbon tab Home| group Edit.

The mouse cursor will now change into crosshairs with a little brush: I@'

3. Drag the mouse (with the mouse button held down) over the cell ranges to which the format is to be
transferred. You can apply this function to any number of cell ranges or individual cells (simply click on
individual cells).

4. When you are finished, click on the Format painter icon again or simply press the Esc key.

Both the character format (font, text styles, etc.) and the cell format (number format, alignment, etc.) will be
applied to the selected cells.

Transferring the format of entire cell ranges

You can also transfer the format of entire cell ranges to other cells. To do so, proceed as described above, but
in step 1., select the cell range whose format you want to transfer.

If, for example, you select three cells that are formatted with red, green and blue backgrounds and transfer their
formatting to another cell range, that range will be formatted alternately with red, green, and blue backgrounds.

Shortcut keys

You can also use the keyboard to perform the Format painter function:

Command Windows/Linux Mac

Format painter (copying step) Ctrl+Shift+C Cmd+Shift+C

Format painter (pasting step) Ctrl+Shift+V Cmd+Shift+V
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Page setup

In this section, you will learn about the options available for formatting a worksheet for printing.
The following topics are covered:

= Setting page format

On the ribbon tab Layout | group Page setup, you can set the page format for the current worksheet. This
includes settings such as page size, page orientation (portrait or landscape) and page margins.

= Setting page format options

In the dialog box of the ribbon tab Layout | group Page setup 4, you will find various settings on the
Options tab for page numbers, print order, etc., and you can specify which parts of the worksheet should be
printed.

= Setting up header and footer

You can use the command Header and footer on the ribbon tab Layout | group Page setup to add a header
and/or footer to the document, which will be printed at the start or end of each printed page of the
worksheet.

= Adjusting page breaks manually

Page formatting also includes the option of manually controlling the automatic page break if necessary. This
can be done with the command Page break on the ribbon tab Layout | group Page setup.

See the following pages for more information.

Setting page format

On the ribbon tab Layout | group Page setup, you can define the page format of a worksheet. This includes
settings such as page size and orientation (portrait or landscape).

Note: You can set up a different page format for each worksheet in a document. For example, you can
choose portrait for one worksheet and landscape for another.

Applying via the dialog box of the command group "Page setup"

On the ribbon tab Layout | group Page setup, click on the group arrow 4 in the lower right corner to open the
dialog box and switch to the Page format tab.

Alternatively, you can open the dialog box with the ribbon command File | group Print | Page setup.
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Then make the desired settings:

= Orientation

Here, you can specify the Orientation of the document on the printed page: Portrait or Landscape.

= Paper size
You can specify the paper size for the printed pages here. The dropdown list Paper size contains all paper
sizes that are supported by the current printer. If you want to specify a size that is not listed, you can do so
by manually specifying values in the ficlds Width and Height.

= Margins

You can set the page margins here

= Distance to edge

Here, you can determine how much space should be left between headers and footers and the upper or lower
edge of the sheet.

Note: Headers and footers are always printed at the top and bottom of the page, respectively. If they do not
appear on the printout, check whether a) the Distance to edge is too large or b) the top/bottom margin is too
small.
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= Paper trays

Only available in Windows version: If your printer has multiple paper trays, you can set the tray which the
printer should use. If you have selected the default setting Use printer setting, PlanMaker does not affect
the paper feed. If, for example, you want the first page of your document to be printed on paper from tray 1
and the remaining pages on page from tray 2, you should change this setting accordingly.

Tip: If you right-click on a worksheet tab at the bottom, you can choose the context menu command Copy
page setup to copy all configured page setups from one worksheet to another. See also Managing
worksheets.

Applying via the icons of the command group "Page setup"

Common settings of the dialog box can also be found via the icons on the ribbon tab Layout | group Page
setup. Click on the black arrow of the respective icon to open the corresponding dropdown menu.

Margins (corresponds to the options for Margins in the above dialog box):
You will find a selection of predefined values here. If required, select More in the dropdown menu to access the
dialog box for customizations.

+ Page orientation (corresponds to the options for Orientation in the above dialog box):
portrait or landscape

Page size (corresponds to the options for Paper size in the above dialog):
Here you will find a selection of predefined values. If required, select More at the bottom of the dropdown menu or
click on the icon itself to perform customizations via the dialog box.

Setting page format options

On the Options tab of the dialog box "Page setup", you can make settings that affect the printout of the current
worksheet.

Note: These options must be set separately for each worksheet.

You open the dialog box by clicking on the group arrow 4 in the bottom right corner of the ribbon tab Layout |
group Page setup. Switch to the Options tab.

Alternatively, you can open the dialog box with the ribbon command File | group Print | Page setup.




Formatting worksheets

Pageformat  Options  Headers and footers

Repeating options

Repeated rows:

Repeated columns:

Print

] Row and column headers

[] Grid

[] Comments

Colors: Original colors w

Brint range:

Scaling options

Sealing mode:

Use fixed scaling factor

Print preview

Here, you will find the following settings:
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If the worksheet contains row labels or column labels, and you want them to be repeated on all printed pages,

enter them here.

Use the following notation: FirstRow:LastRow (or FirstColumn:LastColumn, respectively)

If, for example, the first row of a long list of data contains a label to be repeated on all pages, enter 1:1 in the
Repeated rows field to ensure this row is repeated on every page of the printout.

If, on the other hand, you want columns A to C to be repeated on each page, enter A:C in Repeated columns.

Print

Select any of these options to include the following worksheet components in the printout:

= Row and column headers: Print the row headers located to the left of the worksheet and labeled 1, 2, 3, etc.
or the column headers located above the worksheet and labeled A, B, C, etc.

= Grid: Print the gray gridlines between the cells.

= Comments: Print the comments added with the ribbon command Insert | Comment.
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Note: Only comments that you have enabled for permanent display via the Comment visibility button will be printed. For more
information, see Using comments.

In addition, you can use the option Colors to specify if the printout should be rendered in color:
= Original colors: The printout is rendered in its original colors.

= Grayscale: Colored text is rendered in black and white, while colored objects (pictures, charts, etc.) are
converted to shades of gray.

= Qutlines only: Colored text is rendered in black and white, while colored objects are reduced to their
outline in black and white.

Centering options

If the option Center horizontally is enabled, the worksheet's content will be horizontally centered on the page
when printed.

If the option Center vertically is enabled, the worksheet's content will be vertically centered on the page when
printed.

Page number

This option lets you define the starting number for page numbers:
Auto: Pages are numbered starting with 1.

Value: Pages are numbered starting with the specified value.

Tip: To add page numbers to a worksheet, insert a Page number field into the header or footer (see next
section).

Print order
Here, you define the order in which PlanMaker should output worksheets that are wider than a printed page.
= Left to right

Print from left to right, and then from top to bottom.

= Top to bottom
Print from top to bottom, and then from left to right.

Print range
Here, you can define a print range for the current worksheet.

When a print range is defined, only those cells that are within this cell range will appear when the worksheet is
printed. The rest of the worksheet will be omitted.

By default, this input field is empty, thus no print range is defined and the entire worksheet will be printed. If
you type in a cell range (or the name of a named range) here, however, only this range will be generally output
when the worksheet is printed.
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A print range can be defined individually for each worksheet of the document.

Important: When you save a document, this setting will be permanently stored in the document. Thus, if
you subsequently open and print this document again, the printout will szi// contain only those cells within
the print range. If you want the entire worksheet to be printed again, simply clear the Print range input field
in this dialog box to remove the print range.

Tip for working with print ranges:

Alternatively, there is a slightly more convenient method: You can also define a print range for a worksheet by
selecting the desired cell range and then choosing the command Define print range directly from the ribbon
tab Layout | group Page setup.

To do so, either click on the icon itself — or click on the icon's small arrow and select the command Define
print range in the dropdown menu. If you select Remove print range here, you can remove the print range
again.

Note: To ensure that only the defined print range is printed, the option Ignore print range must be disabled
in the dialog box of the command File | Print. This is the default setting. For more information, see Printing
a document.

Tip for checking the print range:

To visually check the selected print range, you can use the option Page break preview (not available in
SoftMaker FreeOffice) on the ribbon tab View. The selected print range is indicated by the white area and can
be further adjusted by dragging the wrap lines with the mouse. For more information, see Adjusting page breaks

manually.

Scaling options
These options enable you to scale printouts of the document up or down.
By default, a fixed scaling factor of 100% is set (which means that the original size is used).

To change the scaling, first select a Scaling mode, and then set the desired value as follows:

= Use fixed scaling factor: Here, you can set the scaling factor manually (in percent). Only values between 20
and 200 percent are permitted. If, for example, you set the scaling factor to 50%, the printout will be scaled
down to half its original size. If you set it to 200%, the printout will be doubled in size.

For the other 4 scaling modes, the scaling factor is calculated automatically according to your settings:

= Specify height in pages: Here, you specify the desired height of the printout in pages. PlanMaker will
determine the corresponding scaling factor automatically.

= Specify width in pages: Here, you specify the desired width of the printout.

= Specify height and width in pages: Here, you specify the desired maximum height and width of the
printout.

= Specify number of pages in total: Here, you specify how many pages the printout should have in total.
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Note: PlanMaker does not allow the automatically determined scaling factor to be less than 20%. If this
value is not reached, PlanMaker automatically uses the minimum allowed value of 20%. The same applies
to the maximum value of 200%.

Setting up header and footer

If desired, you can add headers and/or footers to a worksheet. Headers/footers are repeated on the top/bottom of
each printed page of a worksheet. You can also insert useful fields here, such as page number, file name, print
date, etc.

Note: Each worksheet of a document can have its own headers/footers.

To edit the header of the current worksheet, for example, proceed as follows:

1. On the ribbon tab Layout | group Page setup, choose the command Header and footer.

Alternatively, you will find the command on the ribbon tab Insert | group Text.

PlanMaker opens the following dialog box:
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Page format  Options  Headers and footers

Header
(Mone) V
[ Print Format... Edit...
Footer
(Mone) .
] Print Format... Edit...
Print preview Ok Cancel

2. To apply one of the predefined headers, select it from the dropdown list box at the top of the dialog box.
To customize the header to your liking, click on the Edit button (see "Editing headers and footers" below).

To change the format of the header, click on the Format button (see "Formatting headers and footers"
below).

3. Confirm with OK.
The header has now been changed accordingly.
Editing footers can be performed in the same manner as headers (using the dialog controls at the bottom of the

dialog box).

Tip: Headers/footers are not displayed in the worksheet on the screen — they appear in the prinfout only.
However, you can view the appearance of the header and footer with the Preview button or also at any time
with the ribbon command File | group Print | Print Preview.

Editing headers and footers

When you click on the Edit button in the aforementioned dialog box, you can edit the worksheet's headers and
footers as desired.
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Some notes:

= Headers/footers can contain up to three sections

The input fields in this dialog box are split into three parts. This is due to the fact that headers/footers can
consist of up to three sections: a left section (left-aligned), a middle section (centered) and a right section
(right-aligned). This allows you to display, for example, the date on the left, the file name in the middle and
the page number in the right section of the header/footer.

Of course, you can also fill in only one of the three sections, for example, if you only want to have the file
name displayed on the left.

= Using fields for page numbers, file name, etc.
To insert fields into headers/footers, click on the Fields button.

Fields are wildcards that symbolize a specific piece of information. If, for example, you insert a field for the
page number, the wildcard {\PAGE NUMBER} is in the input field. When printing, this symbolic
information is then automatically replaced by the page number.

The following fields are available:

Field name Output

Document name File name of the document (for example, "My Table.pmdx")
Document path File path of the document (for example, "C:\Tables")

Document name and path File name and path of the document (for example, "C:\Tables\My

Table.pmdx")

Worksheet name Name of the current worksheet
Page number Page number
Number of pages Total number of pages
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Print date Current date (date of printing)

Print time Current time (time of printing)

Date last changed Date the document was last changed (and saved)
Creation date Date the document was created

To insert one of these fields, click on the Fields button and then click on the desired field.

= Changing the character format

To change the character format (font, font size, etc.) of text in the header/footer, use the controls located at
the top of the dialog box.

Note: First, select the text to be formatted (in one of the three input fields).

Formatting headers and footers

In addition to changing the character format of headers/footers (see above) you can also apply borders and
shades or change the alignment and margins. To do so, click on the Format button in the main dialog box of
the ribbon command Layout | Header and footer.

The program displays another dialog box containing the following tabs:
= Shading tab

Here, you can add a colored shade or a pattern to the headers/footers. The controls in this dialog box are
identical to those described in Shading.

= Borders tab

Here, you can add a border or individual border lines to the headers/footers. The controls in this dialog box
are identical to those described in Borders.

= Alignment tab

Here, you can change the inner margins and the vertical alignment of the headers/footers.

Tip: The distance between headers/footers and the top/bottom edge of the page cannot be changed here, as
they must be changed in the main dialog box "Page setup" on the Page format tab.

Disabling headers/footers temporarily

If you want to print a document occasionally without its headers or footers, choose the command Layout |
Header and footer and disable the option Print in the dialog box. The headers or footers will then be retained
but will no longer appear in printouts.

If you want the headers/footers to be printed again, simply enable the option Print again.
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Adjusting page breaks manually

Page formatting also includes the possibility of manually controlling the automatic page break if required.

Normally, PlanMaker includes the page break without your intervention: It automatically inserts a page break at
the end of a printed page (depending on the page format you have set, see Setting page format). If you take a
closer look at a worksheet, you will notice that some of the gridlines between cells are darker. These lines
indicate where PlanMaker has inserted automatic page breaks.

Note: On the ribbon tab View | group View, enable the option Show page breaks if the dark gridlines for
page breaks are not displayed.

Inserting a manual page break

If necessary, you have the option of manually inserting "hard" page breaks which override PlanMaker's
automatic page breaks. To do so, choose the ribbon command Layout | group Page setup | Page break. In the
dropdown menu of this command, you will find the following options:

For horizontal page break

= Insert before row inserts a horizontal page break above the current row.

= Delete before row deletes such a page break. Navigate to a cell located directly below the page break before
selecting this command.

= With the options Move break one row up/down, you can change the position of the page break by one row
at a time. Navigate to a cell located directly below the page break before selecting this option.

Note: The latter options are only enabled after you have inserted a horizontal page break.

For vertical page break

= Insert before column inserts a vertical page break to the left of the current column.

= Delete before column deletes such a page break. Navigate to a cell located directly to the right of the page
break before selecting this option.

= With the options Move break one column left/right, you can change the position of the page break by one
column at a time. Navigate to a cell located directly to the right of the page break before selecting this
option.

Note: The latter options are only enabled after you have inserted a horizontal page break.

The command Delete all page breaks removes all manually inserted page breaks again.

Tip: Using the "Page break preview"
FreeOffice: The Page break preview feature is not included in SoftMaker FreeOffice.

To visually check the page breaks, you can enable the option Page break preview on the ribbon tab View |
group View. You will then see printout pages with their page numbers (displayed as "watermarks" which are
not printed) clearly arranged with page breaks.
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The area that is filled with data is automatically marked in white by PlanMaker and thus — without further
adjustments — leads to the displayed printout pages.

Adjusting manual page break with the mouse

You can manually adjust the vertical/horizontal page breaks in the Page break view by dragging a page break
(recognizable by the green dashed line) while holding down the left mouse button. The page break line will
change to a red line, indicating that the automatic page break will become a manual one. The page numbers are
recalculated in the process.

The manual page break adjusted in this manner does the following:

= By moving a page break with the mouse, for example, you can now enlarge the range that will be on a page
when printing.

= In the dialog box Page setup (see Setting page format options), the Scaling mode is automatically set to the
option Use fixed scaling factor and the value for Scaling (%) is adjusted to the changed page ranges.

Explanation: The value for Scaling (%) is never scaled up by moving the page breaks with the mouse. However, you can enter a
higher scaling value here so that a small page range is enlarged when displayed on a printed page.

= Above this (in the same dialog box), a Print range is defined automatically if you have moved the outer
edges of the white shaded area with the mouse.
Resetting manual page breaks

To reset the page breaks (that you have changed with the mouse) to their original state, you can proceed as
follows:

Open the dialog box Page setup (see Setting page format options). Here, set the value for Scaling (%) back to

100% and, if necessary, remove the newly created Print range in the input field above.




Searching and replacing

Searching and replacing

This chapter covers information on searching (and replacing) in tables:

= Search and replace

Use PlanMaker's search options to search a table for a specific search term — and replace the occurrences of
the search term with something else if necessary.

= Jumping to specific cell addresses

Use the command Go to ... to jump to specific cells, cell ranges, or named ranges.

= Jumping to specific elements of a table

Use the three buttons in the lower right corner of the document window to jump to specific parts of a table
(for example, to the next cell with an error value or comment).

See the following pages for more information.

Search

. . . [®]
You can search a document for a specific term using the ribbon command Home | Search .

Search  Replace
Search for Search
Cloze
Reduce #
Search in Options
Cells e [] Case-sensitive
[] Whole cell match
B Formulas B Results
B values
[] Whele document Search all
|| Search by column Special ¥
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Proceed as follows:

1. If you want to limit the search to a specific cell range, select the cell range first. If nothing is selected, the
search is performed on the entire worksheet.

2. Choose the ribbon command Home | Search * .
3. Under Search for:, enter the search term.

4. Enable the desired search options (see Advanced search options) if required.

5. Click on the Search button to start the search.

PlanMaker scans the document for the search term and highlights the first cell that contains it.
You now have the following options:

A.You can click on Search again to proceed to the next occurrence of the search text.

B. You can close the dialog box by choosing Close.

Replace

Sometimes, you not only want to find a search term, but you also want to replace it with another term. The
ribbon command Home | Replace (in the Search group) is used for this purpose.

Proceed as follows:

1. If you want to limit the search to a specific cell range, select the cell range first. If nothing is selected, the
search is performed on the entire worksheet.

2. Choose the ribbon command Home | Replace a-b
3. Under Search for:, enter the search term.
4. Under Replace with:, enter the term that is to replace the search term.

5. Enable the desired search options (see Advanced search options) if required.

6. Click on the Search button to start the search.
PlanMaker scans the document for the search term and highlights the first cell that contains it.

You now have the following options:

A.You can click on Replace, whereupon the search term is replaced with the replacement term and PlanMaker
jumps to the next occurrence of the search term.

B. You can click on Search again, whereupon PlanMaker jumps to the next occurrence of the search term —
without replacing the term.

C. You can click on Replace all, whereupon PlanMaker replaces all occurrences of the search term.

D. You can close the dialog box by choosing Close.
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Repeating a search/replace

To repeat a search or replace operation or to continue it after canceling, choose the ribbon command Home |
Search again = or simply press the F3 key.

PlanMaker continues the search and displays the next occurrence of the search term.

Advanced search options

In the dialog box of the ribbon command Home | Search - or Home | Replace a-b , you can click on the
Enlarge button, which expands the dialog box and offers additional options.

Clicking on Reduce makes the dialog box smaller again. This allows you to decide for yourself whether you
would prefer to have many settings options or whether you would rather see as much of the worksheet as
possible when searching.

The enlarged Search and replace dialog box offers the following additional options:

"Search in" section
Here, you can specify how to scan the document:
= Search in

Use this dropdown list to select which parts of the worksheet to scan: Cells, Comments or Frames (text
frames and drawings containing text).

* Formulas
If this option is enabled, all formulas in cells will be scanned.
For example, you can search for "Sum" to find all cells that use the SUM function.
* Results
If this option is enabled, all results of formulas will also be scanned.
For example, when you search for "4", cells containing the calculation =2+2 will also be found.
(This option is only available for the search command but not for the replace command.)
* Values

If this option is enabled, all fixed values will be scanned (thus, manually entered numbers, strings, etc.).
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* Whole document
If this option is enabled, all worksheets in the document will be scanned.

If it is disabled, only the current worksheet will be scanned (or all worksheets that are currently selected in
the worksheet register).

= Search by column
If this option is enabled, the worksheet will be scanned column by column.

If it is disabled, the worksheet will be scanned row by row.

"Options" section
Here, you can specify the following options for searching:
= Case-sensitive

The case of letters in the search term is ignored by default. Thus, if you search for "house", not only
"house", but also "House", "HOUSE", "HouSe", etc. will be found.

If you enable this option, however, the program will only find those occurrences of the search term where
the cases of the letters correspond exactly to the cases of the letters in the search term. Thus, if you search
for "house", only "house" will be found.

= Whole cell match

By default, PlanMaker finds all cells that contain the search text in any position. If you enter "win" in the
Search for ficld, PlanMaker will also find cells containing "windows" or "sales, winter 2018".

If you enable this option, however, the entire cell content must match the search term. When searching for
"win", only cells with the exact content "win" will be found.

"Special" button
The Special button allows you to use the following wildcard characters in your search terms:

= Single arbitrary character (*?) — this placeholder represents a single arbitrary character. For example,
when you search for "fo"?d", PlanMaker finds occurrences of "fold", "fond", "food", etc.

= Multiple arbitrary characters (**) — this placeholder represents any number of arbitrary characters. For

" n

example, when you search for "f**r", PlanMaker finds occurrences of "fair", "flyer", "freighter”, etc.
= Caret (™) — searches for the character """ (caret).
= Line break ("a) — searches for manual line breaks (inserted with Ctrl+.).

To insert such a wildcard into the search term, click on the Special button and then select the desired wildcard
by clicking on it.

You can repeat and combine these wildcards as desired within your search term. Furthermore, you can use them
in combination with normal text.
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"Search all" button

You can click on the Search all button to obtain a list of all occurrences of the search term. When you click on
one of its entries, PlanMaker jumps to the corresponding occurrence in the document.

Note: This button is only available when the option Search in is set to Cells.

Jumping to specific cell addresses

The command Home | Go to “* (in the group Search) is used to set the cell frame to a specific cell in the table.

The program displays a dialog box in which you can enter the desired cell address. Both an individual cell
address (for example, D2) and a cell range (for example, D2:D4) are permitted.

In the list below the input field, all areas of the table named with the ribbon command Formula | Named area |
Edit names are still listed so that they can also be accessed immediately.

If you confirm with OK, PlanMaker will immediately select the corresponding cell or cell range.

Tip: A faster method

There is also a faster method: In the Edit toolbar (above the table window), there is a dropdown list on the left,
which usually shows in which cell the cell frame is currently located.
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Here, you can enter the address of a cell or cell range — just like in the dialog box of the command Home | Go
to. When you press the Enter key., PlanMaker highlights the corresponding cell(s).

In addition: If you click on the small arrow to the right of the list, it will open and display all named ranges for
selection. If you click on a name, the corresponding cell range will be immediately selected.

Jumping to specific elements of a table

Use the three buttons in the lower right corner of the document window to jump to specific parts of a table (for
example, to the next cell with an error value or a comment).
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You use these buttons as follows:

= Ifyou click on the button with the red dot, a small menu will appear. Then select the type of Go to operation
you want to perform from the menu (see below).

= If you click on the button with the up arrow, PlanMaker will jump to the previous position. If, for example,
you selected "Error value" in the menu, the previous cell with an error value will be displayed.

= Ifyou click on the button with the down arrow, PlanMaker will jump to the next position, for example, to
the next cell with an error value.

You can thus determine the purpose of the search via the menu that opens after clicking on the red dot. This

menu has the following items:

Menu item

Explanation

Formula
Array formula
Constant
Error value

Faulty cell

Comment

External reference
Conditional formatting
Input validation

Search all worksheets

Jump to cells that contain a formula

Jump to cells that contain an array formula

Jump to cells that contain a fixed value

Jump to cells that contain an error value (see Error values)

Jump to cells that have been imported incorrectly — for example, cells using an Excel
arithmetic function that PlanMaker doesn't support.

Jump to cells that contain a comment
Jump to cells that contain an external reference to another document
Jump to cells that use conditional formatting

Jump to cells that use input validation

If this option is enabled, PlanMaker searches all worksheets instead of just the current
one.
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Objects

You can insert different types of objects into your documents — such as charts, pictures, text frames, drawings,
etc.

In the following chapter, you will learn everything you need to know about the general use of objects:

= QObjects — basic procedures

Here, you will learn about basic functions such as inserting, selecting and editing objects. You will also
learn about more unusual options, such as how to hide objects, group them, etc. The other settings that you
will find in the dialog box Object properties will also be explained in a separate section.

There will then be a detailed presentation of the individual types of objects:
= Text frames

= Pictures

= OLE objects

= Drawings
= QR codes/Barcodes

= Charts (see chapter Charts)

= Forms (see Form objects in detail)

Objects - basic procedures

In these sections, you will find basic functions for working with objects:

= Inserting objects

= Selecting objects

= Object mode

= Changing position and size of objects
= Rotating and flipping objects

= Changing the order of objects

= Duplicating objects

= Changing the names of objects

Other less frequently used features for working with objects will be covered in the following sections:

= Aligning and distributing objects

= Grouping objects
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= Hiding objects
= Changing the AutoShape of objects

= Combining shapes
= Editing shapes retroactively

= Rotation of the inner text

= Vertical alignment of the inner text

= Changing text area for the inner text
= Showing the contents of a cell in objects

The options of the dialog box Object properties will then be explained:

= Changing object properties via the dialog box

Inserting objects

To insert a picture, for example, proceed as follows:

1. Choose the ribbon command Insert | group Objects | Picture frame o

(To do so, click directly on the icon itself or use the icon's arrow and select the entry From file.)
2. A dialog box appears. Select the desired picture file in it and confirm it.
3. The picture frame is now inserted.

You can then move or resize the frame:

To move it, click on the frame with the mouse, and then drag it to the desired position (while still holding
down the mouse button).

To adjust its size, drag one of the round handles surrounding the frame.
The process for inserting other types of objects is similar.
Note: As soon as you have inserted an object, an additional contextual ribbon tab Object (or picture, chart,

etc.) will appear on the far right and will enable you to conveniently edit the object properties via the
corresponding buttons.

For information on the different types of objects and how to adjust their properties, see Text frames, Pictures,
Charts, etc.

Selecting objects

If you want to edit an object, you must first select it. For most types of objects, it is sufficient to simply click on
the desired object. A frame will then appear around the object to indicate that it is now selected.



Note: This does not work with text frames and other objects that have transparent fills. To select such an
object, click on its border or switch to object mode (see next section), where all types of objects can be easily
selected by clicking on them.

Once an object has been selected, you can only edit it and can no longer enter anything in the table cells. If you
want to edit table cells again, simply click on the desired cell with the mouse. This will deselect the object.

Object mode

Object mode provides the easiest way to work with objects.

Normally, you work with PlanMaker in edit mode. In this mode, you can enter data or calculations in table
cells, edit them, format them, etc.

If you switch to object mode, you will no longer be able to edit table cells. However, this mode offers many
functions that make working with objects easier. In object mode, for example, you can select all types of
objects with a click of the mouse.

Note: As long as you are in object mode, you only have functions for creating and editing objects. You can
no longer edit cells, and most of the commands are unavailable.

Switching between edit mode and object mode

There are several ways to switch between edit mode and object mode:

= Choose the ribbon command View | Object mode L+ to access object mode. Choose the command again to
return to edit mode.

= Click on the icon " in the Quick access toolbar to switch between edit and object mode.

= You can also right-click anywhere in the document. This will open a context menu in which you can choose
the command Object mode or Exit object mode.

= The quickest method is to hover over any free position within the document and double-click on it with the
right mouse button to switch between edit and object mode.

= You can also return to edit mode from object mode at any time by double-clicking anywhere in the text
where no object is located.

Selecting objects in object mode
In object mode, you can select any type of object simply by clicking on it with the mouse.

This is especially useful for objects with transparent fills (for example, text frames) because such objects can
only be selected in edit mode by a targeted mouse click on the margin of the object. In object mode, however,
you can simply click on such objects anywhere to select them.



To select several objects at once, use the mouse to draw a frame around the desired objects. Alternatively, you
can click successively on several objects while holding down the Shift key® to select them together.

Tip: Use the ribbon command Home | Select all 1 to select all objects.

Jumping from object to object

In object mode, you can also "jump back and forth" between objects. Use the following buttons:

Key Function
Tab Select next object
Shift+Tab Select previous object

Changing position and size of objects

To change the position or size of an object, proceed as follows:

Changing the position of objects

To change the position of an object, click on it to select it. You can now either drag it with the mouse to the
desired position or move it with the arrow keys on the keyboard.

You will also find such a handle “** on all objects for moving the object with the mouse. This makes it easier
for you to handle small objects.

Note: By default, objects are anchored to the cell beneath their upper left corner. You can move objects as
desired, but when an object is dropped at its new position, it will be automatically anchored again to the cell
beneath its upper left corner.

This means that an object will move down if additional rows are inserted above it and move up if rows above
are deleted. The same happens if you change the height of rows above the object, for example.

If necessary, you can change this behavior by right-clicking on the object's frame to open the context menu and
selecting the last entry Properties, wherecupon a corresponding dialog box appears. Switch to the Format tab
and change the option for Position. If, for example, you choose Independent of cell position and size, the
object will no longer move down when you insert or delete cells above it. For more information, see Object
properties, Format tab.

Changing the size of objects

The size of an object can be changed as follows:



= Dragging the handles on the selection frame

Click on the object to select it. The object will then be surrounded by a blue selection frame which also
contains some round "handles". When you drag one of these handles with the mouse, the size of the object is
changed accordingly.

= Using the dialog box

You can also resize objects via the dialog box. Right-click on the object to open the context menu and select
the last entry Properties. On the Format tab, these settings can be specified exactly in numeric values. For
more information on this dialog box, see Object properties, Format tab.

= Via the ribbon tab

If you have selected an object, you will also find input fields for the Width and Height in the group Resize
on the far right of the object-specific ribbon tab. Type the desired values here or increase/reduce the values
with the small arrow keys next to the input field.

If the option Keep aspect ratio is enabled, changes in height automatically have a proportional effect on
width (and vice versa).

For OLE objects, an additional option named Keep scaling is available. If it is enabled, any changes made
to the object's size within its source application will automatically affect the object in PlanMaker. If it is
disabled, the object will always remain the same size in PlanMaker. (Note: Not all OLE source applications
support this feature.)

Preventing changes to the position and size of objects

By locking an object, you can prevent it from being moved or resized with the mouse or the arrow keys on the
keyboard.

Select the object, right-click on it to access the context menu and then select the last entry Properties to open
the dialog box. On the Properties tab, enable the option Locked.

Now the object can no longer be moved with the mouse, and it cannot be resized by dragging its boundary lines.
The object also cannot be moved with the arrow keys of the keyboard. The position and size can only be
changed by entering values in the dialog box.

If you disable the option Locked again, the position and size of the object can also be changed with the mouse.

Rotating and flipping objects

Note: Only drawings and pictures can be rotated and flipped; this is not possible for other types of objects.

When you select an object that can be rotated, an additional green handle will appear on one of its borders. If
you drag this handle with the mouse, the object will rotate.

Tip: If you hold down the Shift key, the rotation occurs at exactly 22.5° angles.
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+ Drag here to rotate
the object

Furthermore, there are the following ways in which you can also flip (mirror) drawings and pictures in addition
to rotating them:

* You can use the Rotate object button = on the object-specific ribbon tab.

Note: An object-specific ribbon tab appears on the far right as an additional tab when you select an object.
= You can do so via the context menu (right-click on the object) by selecting the entry Rotate or flip.

= You can also set the desired rotation angle manually in the dialog box. Right-click on the object to open the
context menu and select the last entry Properties. In the dialog box, switch to the Format tab and enter the
angle in the Rotation section. In the Flip section, you can flip the object vertically or horizontally.

Changing the order of objects

If several objects overlap, you can determine the display order of these objects (which object is in the
foreground, which is in the background, etc.).

To do so, proceed as follows:
1. Right-click on the desired object.

2. Choose the command Order from the context menu. The program opens a submenu with the following
commands:

Bring to front: This option brings the object in front of all other objects.
Send to back: This option sends the object behind all other objects.

Bring forward one level: This option brings the object forward by one level.
Send backward one level: This option sends the object back by one level.

Tip: You can also execute these commands on the object-specific ribbon tab on the far right via the Bring to
front and Send to back buttons (in the group Position).



Duplicating objects

To obtain a duplicate of an object, you can copy it to the clipboard in the usual way and then paste it back from
there.

Alternatively, you can also use the Duplicate button !' on the object-specific ribbon tab. This command
immediately creates a copy of the selected object.

Note: An object-specific ribbon tab appears on the far right as an additional tab when you select an object.

Tip: Duplicating an object is even faster with the mouse: If you drag an object while holding down the Ctrl
key, you immediately obtain a duplicate of that object.

Changing the names of objects

Every object in a document must have a unique name.

Normally, you do not have to worry about these names as they are automatically assigned by PlanMaker: If you
insert a rectangle into an empty document, it is automatically called "Rectanglel". If you insert a picture, it is
called "Picturel", the next picture is called "Picture2", etc.

Tip: The name of the currently selected object is displayed on the left in the status bar.

However, you can change the names of objects at any time. If, for example, you have created a form that
contains a list for entering the place of residence, you would naturally name this list "residence". To do so,
right-click on the list to access the context menu and select the last entry Properties to open the dialog box.
Switch to the Properties tab and change the entry in the Name field.

Remember that names must be unique. If you attempt to assign a name to an object that is already in use for
another object, PlanMaker will reject it and display an error message.

Note: Newly inserted "Tables in worksheets" are also given a unique name, which can be changed via the
Table properties. For more information, see Formatting tables in worksheets.

Aligning and distributing objects

To align or evenly distribute two or more objects, select them and click on the Align objects “II button on the
object-specific ribbon tab.

Note: An object-specific ribbon tab appears on the far right as an additional tab when you select an object.

In the displayed dropdown menu of Align objects, sclect the desired alignment or distribution:
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= Align left: This option aligns objects to the left edge of the object placed furthest left.

= Align center: This option aligns the objects horizontally centered to each other.

= Align right: This option aligns the objects to the right edge of the object placed furthest right.
= Align top: This option aligns the objects to the top edge of the top object.

= Align middle: This option aligns the objects vertically centered to each other.

= Align bottom: This option aligns the objects to the bottom edge of the bottom object.

= Distribute horizontally: This option distributes objects evenly between the left edge of the object furthest
left and the right edge of the object furthest right.

= Distribute vertically: This option distributes objects evenly between the top edge of the top object and the
bottom edge of the bottom object.

The last two commands only work if at least three objects are selected.

Tip: You will also find the commands for aligning and distributing objects in the context menu by right-
clicking on the selected objects and selecting the entry Align or distribute.

Grouping objects
When you group several objects, you combine them into a unit that can be selected and manipulated like a
single object.

In practice, this means the following:

If you click on an object that belongs to a group, the entire group is selected. You can then move the group, and
all objects of the group will also be moved.

Once the group is selected, clicking subsequently on a single object of the group will enable you to edit that
object separately. It can then be moved, rotated, enlarged/reduced, provided with text or even deleted within the
grouping.

To group objects, proceed as follows:

1. Select the objects to be grouped. To do so, click on the objects successively while holding down the Shift
key .

Alternatively: Switch to Object mode L and drag a rectangle around all objects to be selected while
holding down the mouse button.

2. Click on the Group icon =] (in the Objects group) on the object-specific ribbon tab. Alternatively: Right-
click on the selected objects and choose Group in the context menu.

Ungrouping objects

To ungroup objects, proceed as follows:



1. Select the group by clicking (once) on one of the objects in it.

2. Click on the Group icon || again or choose the command Ungroup via the context menu.

Hiding objects
If necessary, you can hide an object so that it will not appear on the screen and/or on a printout.

Select the desired object and right-click to open the context menu. Select the last entry Properties to open the
dialog box, switch to the Properties tab and proceed as follows:

= Ifyou disable the option Visible, the object will no longer be displayed on the screen.

= Ifyou disable the option Printable, the object will no longer appear in the printout.

Tip: Show hidden objects anyway

If you have inadvertently made an object invisible, you can always choose the ribbon command File |
Properties and enable the option Show hidden objects on the Options tab. Now all hidden objects are
displayed again. Thus, you can now select the object and enable the option Visible to make it visible again.

Changing the AutoShape of objects

Objects can be replaced afterwards with another shape using the ribbon command Change AutoShape = ,
while retaining the existing formatting.

Tip: For more options for changing the shape of objects, see Combining shapes and Editing shapes
retroactively.

Replacing the shape of drawings and text frames

To replace the shape of drawings (AutoShapes, lines, curves, TextArt objects) or text frames with another
shape, proceed as follows:

1. Select the desired object.

2. Click on the Change AutoShape button = (not available in SoftMaker FreeOffice) on the contextual
ribbon tab Object | group Edit.

Alternatively via the dialog box: Right-click on the object to open the context menu and select the last entry
Properties. In the dialog box, switch to the "AutoShapes" tab.

3. Select the desired new shape in the list.

The contours of the object will then change to the selected shape.
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Replacing the shape of pictures

To replace the shape of pictures with another shape, proceed as follows:
1. Select the desired object.

2. Click on the small arrow of the Cropping icon . on the contextual ribbon tab Picture | group Size and
select the entry Change shape in the dropdown menu that appears.

Alternatively via the dialog box: Right-click on the object to open the context menu and select the entry
Change shape there.

3. Select the desired new shape from the list.

The contours of the picture frame will then change to the selected shape.

Tip: The command Photo frame = (not available in SoftMaker FreeOffice) on the contextual ribbon tab
Picture | group Format provides another method of changing the shape of pictures. Here, you can choose from
different variants. Some of these variants display handles “.” that enable you to further adjust certain parameters
of the shape by dragging them. You can also use the small square || in the center to display the shadow with a
varying offset.

Combining shapes

FreeOffice: The Combine objects feature is not included in SoftMaker FreeOffice.

Note: This feature is only available for drawings and fext frames; it is not possible for other types of objects.

In PlanMaker, you can combine two or more shapes into one overall shape using the command Combine

objects (e , and different variants of the merge can be selected. This allows you to quickly create individual
drawing objects.

Important: The new overall shape always assumes the formatting of the first selected object.

Proceed as follows:
1. Select two or more objects (drawings/text frames) that you want to combine.
To do so, click on the objects successively while holding down the Shift key .

Alternatively: Switch to Object mode L and drag a rectangle around all objects to be selected while
holding down the mouse button.

2. Choose the command Combine objects Ey (in the group Edit) on the contextual ribbon tab Object.
Alternatively, you will find the command in the context menu after right-clicking on the selected objects.

3. In the dropdown menu, select the desired variant for combining the objects (see below).
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Variants of the command "Combine objects"

As mentioned at the start, the first selected object is the reference object whose formatting will be applied to the
new overall shape when each variant of the command Combine objects is chosen. This is the fill color, for
example, in the following illustrations.

The following variants are available:

= Union
This option creates a new common shape with a consistent outer contour of all selected shapes:

= Combine

The non-overlapping parts of the shapes are preserved, while the overlapping areas become transparent:

. D

* Fragment

New separate shapes are formed along the intersecting lines of overlapping shapes. These can then be moved
individually — as shown on the far right in the following figure:

This is the counterpart to Combine. Only the overlapping area is preserved, and the non-overlapping areas
disappear:

= Intersect
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= Subtract

The overlapping areas are removed from the first selected shape, and the following selected shapes
themselves disappear:

You can move the new shape like a "normal" object, resize it, add text to it, etc. There are also black corners or
vertices that allow you to customize the contours of the shape. For more information, see the next section
Editing shapes retroactively).

Editing shapes retroactively

There are several methods of retroactively adjusting the shape of objects:

= Drawings/text frames can be given a different AutoShape via the ribbon command Change AutoShape &
(in the group Edit). For more information, see Changing the AutoShape of objects.

* You can also use the command Combine objects & (in the group Edit) to combine two or more shapes
into one overall shape. For more information, see Combining shapes.

= Additional handles “.* are displayed for some types of AutoShapes. If you drag one of these handles, a
parameter controlling the shape of the object is changed. For stars, for example, the length of the points can
be changed, and for rounded rectangles, the rounding of the corners can be changed.

For pictures whose shape has been changed via the ribbon command Photo frame = (in the group
Format), these handles also appear for some variants.

In this section, the command Edit points 1% is used to describe a very individual method of customizing
certain objects (drawings, text frames or pictures) to your liking — by editing points of the object via the "Bezier
tools". Technically, you use this command to convert an AutoShape into a curve.

FreeOffice: The Edit points feature is not included in SoftMaker FreeOffice.

To do so, proceed as follows:

1. Select the object and choose the command Edit points 1% on the contextual ribbon tab Object | group Edit.

Tip: For pictures, you will find the command only via the context menu. (Right-click on the object.)

After switching to "Bezier Mode" via the command Edit points, you will see small black corners or vertices
on the object's contour line (Note: Bezier mode remains constantly for the object once enabled).

2. Drag the black points via the mouse to change the shape.



Objects

3. Optional: For shapes with curves, a blue line (tangent) with a small square (handle) also appears when you
left-click on one of the black points. Use the mouse to take hold of the blue square in order to change the
angle of inclination and length of the curve. See also the next section "Other options via the context menu".

Note: If you ensure that you are positioned exactly on the points (or the line segments, see below) with the
mouse, the mouse cursor will then change to crosshairs -

Other options via the context menu

You will find additional editing options in the context menu by right-clicking on one of the small black points
or on a line segment of the object.

For points, you can choose between the following options in the context menu:

= Auto point

The angle and length of the tangent are set to a default value for automatic smoothing. No tangent for
adjusting the angle and length appears accordingly for this option.

= Straight point
A blue tangent appears. Both tangent halves are firmly connected, by angle and length. If one handle is
moved, the other handle changes analogously in terms of angle and length.

= Smooth point

A blue tangent appears. Only the angle of the two tangent halves is connected, but not the length. If one
handle is moved, the other handle changes analogously in terms of angle. The length (and thus the gradient
of the curve) can be set independently.

= Corner point
A blue tangent appears. Both tangent halves can be moved independently, both by angle and length.

= Delete point
This option removes the selected point from the contour line.
For line segments, the context menu provides the following options:

= Straight segment
The selected line segment between two points is straightened.

= Curved segment
The selected line segment between two points becomes a curved line.

= Add point
This option adds another editing point to the selected line segment.

= Open curve/Close curve

You use Open curve to remove the line segment between two points. The option Close curve closes an
open shape and inserts a new line segment between the open ends.
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The entry Curve properties opens a dialog box where you can edit the properties of the created shape (fill, line
color, etc.) as with any other object. For more information, see Changing object properties via the dialog box.
Many of these options can also be found directly on the contextual ribbon tab Object (or Picture).

Rotation of the inner text

The ribbon command Object | group Inner Text | Text rotation is only available for objects with inner text.
You can thus use this command with Text frames and also with AutoShapes to which text has been added. For
more information, see the relevant sections.

Vertical alignment of the inner text

The ribbon command Object | group Inner Text | Vertical alignment is only available for objects with inner
text. You can thus use this command with Text frames and also with AutoShapes to which text has been added.
For more information, see the relevant sections.

Changing text area for the inner text

FreeOffice: The Change text area feature is not included in SoftMaker FreeOffice.
For Text frames and also for AutoShapes to which text has been added, you can resize the text area for the
inner text in PlanMaker.
To do so, proceed as follows:

1. Click on the frame of the object to select it.

2. Choose the command Change text area ! on the contextual ribbon tab Object | group Inner text (or via
the context menu by right-clicking on the text frame).

Note: For drawings (AutoShapes, curves, etc.), you must first add text to the shape so that you can use the commands for the inner
text.

3. The frame of the inner text is now selected and some round navy "handles" appear. Drag one of these
handles via the mouse to resize the text area.

When your adjustments are complete, choose the command Change text area again or simply click anywhere
in the document.
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Showing the contents of a cell in objects

A link to a cell can be made in PlanMaker for Text frames, AutoShapes and also certain chart elements (chart
title, axis title). This enables you to transfer the contents of a cell — for example, the result of a calculation — to
an object for illustration purposes.

Note: This only works if there is no text in the object. Thus, delete existing text from the object beforehand.

The cell contents are displayed dynamically. So if the linked cell is overwritten with new data, the
corresponding content will also change in the object.

Proceed as follows:
1. Click on the frame of an object to select it.

(For chart elements, proceed differently. For more information, see chapter Chart title, Axis title)

2. Choose the command Add/edit link = on the contextual ribbon tab Object | group Inner text.

Alternatively: Right-click on the frame for the context menu, select Link to a cell.

3. A dialog box opens. Now click directly in the document on the cell whose content is to be displayed in the
selected object. Alternatively, you can type the cell address into the input field of the dialog box (for
example, "=Tablel!A1").

Tip: It is also possible to link to cells on another worksheet in the document.
4. Click on Add.

The cell content of the selected cell is now displayed in the object. If the object is selected, you will see the cell
address that is linked to the object in the Edit toolbar.

If you want to change the font or alignment of the displayed text, select the object and use the commands on the
ribbon tab Home | group Character/Alignment or on the ribbon tab Object | group Inner Text.
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Changing object properties via the dialog box

The properties of an object include, for example, its size, fill color, borders, etc. These properties can be edited
centrally using the dialog box Object properties.

Note: Many object properties can also be conveniently edited directly via the icons of the contextual ribbon tab
Object (or Picture, Chart, etc.). Information about these ribbon tabs can be found in the respective section of
the corresponding object. However, some other options can only be set via the dialog box.

To change the properties of an object via the dialog box, right-click on the object frame to open the context
menu and select the last entry Properties. A corresponding dialog box appears.

Tip: For most types of objects, double-clicking on the object provides a quick alternative way to open this
dialog box.

The dialog box has several tabs that you can switch between by clicking on one of the tab headers at the top.

You will find detailed information on each tab and the options it contains on the following pages.

Object properties, Format tab

You can use the Format tab to make settings with respect to the format of the object, such as resizing it.
Available options:

= Size and Scaling sections

You can resize the object here. To do so, enter the desired Width and Height. Alternatively, you can change
an object's size by specifying the width as a percentage of the original width in Horz. scaling and the height
as a percentage of the original height in Vert. scaling.

If the option Keep aspect ratio is enabled, changes in height automatically have a proportional effect on
width (and vice versa).

There is an additional option named Keep scaling for OLE objects. If it is enabled, any changes made to the
object's size within its source application will automatically affect the object in PlanMaker. If it is disabled,
the object will always remain the same size in PlanMaker. (Note: Not all OLE source applications support
this feature.)

= Position section
Here, you can choose to what extent the object's position and size are dependent on the table cells it covers.

Depends on cell position and size: The object behaves as if it were anchored to the cell covered by the top
left corner of the object. Thus, if you insert new rows above this cell, the object will be pushed down
accordingly.



Objects

Furthermore, the object's size depends on the height and width of the cells it covers. If, for example, you
increase the width of these cells, the object will grow accordingly.

Depends only on cell position: The object also behaves here as if it were anchored to the cell covered by
the top left corner of the object. The object moves when you insert rows above it, but the size of the object
does not change when you resize the cells it covers.

Independent of cell position and size: The object always retains its original position and size, regardless of
the cells it covers.

= Rotation section
This option is only available for drawings and pictures.

Here, you can rotate the object. To do so, enter the angle at which you want to rotate the object clockwise.

= Flip section
This option is only available for drawings and pictures.

Here, you can flip the object vertically or horizontally.

Object properties, Fill tab
Note: This tab is only available for certain types of objects. For pictures, changes to the fill affect only the
transparent parts of the picture.

You can use the Fill tab to specify with what the object should be filled.

First, select the desired type of fill in the dropdown list Fill type. You can then make various settings for each
fill type.

The following fill types and settings are available:

Tip: You can also apply some of these options directly on the object-specific ribbon tab via the command
Fill color in the group Format.

= No fill

If you select the first fill type in the list, the object is not filled and thus remains transparent.

= Solid color
This fill type fills the object with a uniform color shade. Select the desired color in the list Colors.

Tip: Color lists only offer a few standard colors, but you can always compose your own colors. To do so,
click on More colors and then proceed as described in Document properties, Colors tab.

If desired, you can also use the option Transparency to change the transparency of the fill. You can enter
any value between 0% (no transparency) and 100% (full transparency). If, for example, you set the
transparency value to 25, the fill will have 25% transparency.
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= Pattern

This fill type fills the object with a pattern. In the list Patterns, select the type of pattern and then set the
desired color for the foreground and background.

If desired, you can also use the option Transparency to change the transparency of the fill. You can enter
any value between 0% (no transparency) and 100% (full transparency).

= Picture

This fill type fills the object with a picture file. You can use the Open button to determine the picture file
which you want to use for the fill. The most recently used picture files are displayed in the list Pictures and
can be selected there by clicking on them with the mouse.

Additional options:

Rotate with object: If you enable this option, the picture will also be rotated whenever you rotate the object
to be filled.

Mirror type: This option allows you to mirror the picture horizontally or vertically.

Transparency: If desired, you can use this option to change the transparency of the fill. You can enter any
value between 0% (no transparency) and 100% (full transparency).

Tile as texture: If this option is enabled, the picture is repeated in the object like a tile pattern.

You can then use the settings in the Tile options section to change the size and position of the tiles: X scale
and Y scale change the size (in percent), while X offset and Y offset change the position. The option
Alignment can be used to determine to which edge of the object the tiles should be aligned.

If the option Tile as texture is disabled, only Offsets (relative to the edges of the object) can be set for the
picture.

Save: You can use this button to export the currently selected picture, that is, to save a copy of it under any
name on your hard disk.

= Linear gradient, Rectangular gradient, etc.

The bottom five fill types are different types of color gradients. First, select the desired type of gradient in
the dropdown list Fill type and then select one of the subtypes in the list Variants.

In the Options section, you can specify the appearance of the gradient even more precisely:

X offset and Y offset enable you to move the center of the gradient. The Angle option allows you to set the
angle of rotation.

Tip: You can also change these settings by using the mouse to move or rotate the cross-hair displayed in
the Sample field.

If you enable the option Double gradient, for example, a black-white gradient will become a black-white-
black gradient.

In the Colors section, you can change the colors for the gradient as follows:

To change a color, first click on one of the small triangles below the bar representing the gradient. The left
triangle stands for the initial color, while the right triangle stands for the final color:

2 q
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Then select the desired color from the dropdown list Color below.

You can use the option Transparency to change the transparency of the selected color if desired. You can
enter any value between 0% (no transparency) and 100% (full transparency).

Additional colors can be added to the gradient by double-clicking on the desired position in the bar and
selecting a color. In the same way, namely by double-clicking on the triangle, additional colors can also be
deleted from the gradient.

Object properties, Lines tab

Note: This tab is only available for certain types of objects.

Use the Lines tab to specify the type of lines to use for the object. For drawings, this applies to the lines used to
draw the object; for all other objects, it applies to the lines that border the object.

Available options:

Tip: Many of these options can also be found directly on the object-specific ribbon tab in the command
group Format.

= Variants
Here, you can select the desired line style.

The entries in this list are merely default variants. If required, you can specify the appearance of the lines
more precisely via the options of the dialog box.

= Color

This option lets you specify the color of the lines.

= Dashed

Here, you can specify whether solid or dashed lines should be used.

= Thickness

Here, you can specify the exact thickness of the lines (in points).

= Transparency

If desired, you can use the option Transparency to change the transparency of the lines. You can enter any
value between 0% (no transparency) and 100% (full transparency).

= Start point and End point (only available for lines, curves and connectors)

Here, you can specify whether an icon should be drawn at the start point or end point of the line. If, for
example, you select an arrow icon for the end point, the line will look like an arrow. If necessary, you can
also change the Width and the Height of the icon.
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Object properties, Shadow tab

Note: This tab is only available for certain types of objects.

Use the Shadow tab to add a shadow to the object.
Available options:

Tip: You can also apply many of these options directly on the object-specific ribbon tab via the command
AutoShape effects in the group Format.

* Variants
Here, you can select the desired type of shadow.

The entries in this list are only default variants; the other options in the dialog box allow you to specify the
appearance of the shadow even more precisely if necessary.

= Scaling
Here, you can change the size of the shadow (relative to the size of the object).

= Offset
Here, you can change the position of the shadow (relative to the object).

= Perspective
Here, you can change the Skew angle of the shadow.

For certain variants of the "Perspective Shadows" type, the Horizon can also be changed, which distorts the
shadow in perspective. If Horizon is a positive value, the shadow is in front of the object; if it is negative,
the shadow is behind the object.

= Color

Here, you can change the color of the shadow.

= Blur

If you enter a value greater than zero here, a blur effect is added to the shadow. The larger the value, the
softer the edges of the shadow are drawn.

* Transparency

Here, you can change the transparency of the shadow. You can enter any value between 0% (no
transparency) and 100% (full transparency). If, for example, you set the transparency value to 25, the
shadow will have 25% transparency.
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Object properties, 3D tab
Note: This tab is only available for text frames and drawings.
Use the 3D tab to add a three-dimensional effect to the object.

Select the desired type of 3D effect in the Variants section. The entries in this list are only default variants; the
other options on the 3D tab allow you to specify the appearance of the effect even more precisely if required.

In the preview field Sample, you can follow the result of your adjustments and finally confirm with OK if you
want to apply the settings.

Object properties, Effects tab

Note: This tab is only available for certain types of objects.

On the Effects tab, you can add various effects to the object.

The following effects and options are available:

= Reflection

If you enable the option Use reflection effect, the object is displayed as if it was located on a reflective
surface. The following variations are possible:

Visible part of object: This option specifies how much of the object should be visible in the reflection (in
percent).

Starting transparency: The reflection is softly faded out downwards. This value determines how
transparent the reflection should be at the top (in percent).

Y offset: This option moves the reflection upwards or downwards.

= Soft edges

If you enable the option Use soft edges effect, the borders of the object will be given a blur effect. The
following variations are possible:

Width: This option specifies the width of the blur effect.

= Glow

If you enable the option Use glow effect, the borders of the object will be surrounded by a glow effect. The
following variations are possible:

Width: This option specifies the width of the glow effect.

Color: This option specifies the color of the glow effect.
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Object properties, Properties tab

On the Properties tab, you can change the general settings for an object.

Available options:

Name

PlanMaker automatically assigns a unique name to every object in a document. For example, rectangles are
called rectanglel, ...2, ...3, etc. If desired, you can enter another name here.

Tip: The name of the currently selected object is displayed on the left in the status bar.

For more information on using names for objects, see Changing the names of objects.

Visible
This option is enabled by default. It causes the object to be displayed on the screen. (For more information,
see also Hiding objects.)

If you disable this option, the object becomes invisible.

Printable

This option is enabled by default. It causes the object to appear in the printout when you print the worksheet.
(For more information, see also Hiding objects).

Locked

This option is enabled by default. It means that the size, position and all other properties of the object can no
longer be changed if you enable sheet protection. For more information, see also Sheet protection.

Text locked
This option is only available for text frames and drawings that contain text.

This option is enabled by default. It prevents the text contained in this object from being edited when you
enable sheet protection. For more information, see also Sheet protection.

Link

Here, you can enter a hyperlink — to a website, for example. To do so, click on the Select button, select the
type of link and specify the desired target. The target is opened when the user clicks on the object.

In the Jump target ficld, you can also specify the target position in the document to be opened.

In the case of pictures, the File name of the picture is displayed on this tab, while some information about the
picture that was used (resolution, color depth, etc.) is displayed at the top right.

Object properties, AutoShapes tab

Note: This tab is only available for pictures, text frames and AutoShape drawings.
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On the AutoShapes tab, you can assign an AutoShape to the object. Thus you can turn a rectangle into a speech
balloon or any other shape you like, for example.

To change the shape, simply click on the desired AutoShape in the list.

Tip: You will also find this option as the command Change AutoShape directly on the contextual ribbon tab
Object. For more information, see Changing the AutoShape of objects.

For more information on AutoShapes, see Inserting drawings.

Additional tabs

There are additional tabs with more options for some object types. For information on these tabs, see the
section on the relevant object.

Changing the default settings for objects

You can change the default settings for objects (drawings, pictures, etc.) at any time. This is particularly
relevant for drawings (AutoShapes and lines). For certain other objects, there are restrictions on applying the
default settings.

If, for example, you don't like the default line thickness for drawings, simply set it to a different value. You can
also alter other default settings — for example, the default fill for drawings as well as the settings for shadows
and 3D effects.

Note: Changes to the default settings for objects only affect objects that you insert afterwards. Existing
objects remain untouched.
To change the default settings for objects, use the Set as default button in the dialog box Object properties.
For example, the default line thickness for drawings can be changed as follows:
1. Insert a new drawing (or click on an existing drawing).

2. Right-click on the object to access the context menu and select the last entry Properties to open the dialog
box.

3. Make the desired settings. To change the default setting for the line thickness, for example, switch to the
Lines tab and simply set the desired line thickness.

4. Important: Click on the Set as default button and not on OK.

5. The program displays another dialog box in which you can also limit which default settings should be
changed if necessary. As a rule, there is no need to change anything in this dialog box.

6. If you confirm with OK, the settings currently made in the dialog box will be set as the default settings for
new drawings.
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7. Confirm again with OK to exit the dialog box completely.

All drawings that you insert from now on will use the line thickness set in this way by default.

Note: The default settings for objects can be set separately for each document.

This concludes the general description of objects. The following sections present the various types of objects in
detail:

= Text frames

= Pictures

= OLE objects

= Drawings
= Charts (see chapter Charts)

= Forms (see Form objects in detail)
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Text frames

You can use text frames to insert text boxes into a document. You can enter, edit and format text as desired in a
text frame.

Note: Text frames, by the way, are just AutoShapes (in this case, simple rectangles) to which text has been
added.

In this section, you will learn everything you need to know about working with text frames. The information
covers the following topics:

= Inserting text frames

= Changing text frame properties via the ribbon tab

= Changing text frame properties via the dialog box

See the following pages for more information.

Inserting text frames

To insert a text frame, proceed as follows:
1. Choose the ribbon command Insert | group Objects | Text frame =)
2. The text frame is now inserted.

You can then move or resize the text frame:

Important: Click with the mouse on the border of the text frame in order to move it. While still holding the
mouse button down, drag the text frame to the desired position.

To adjust its size, drag one of the round handles surrounding the frame.
The text frame is now created, and you can start entering text in it immediately.

When you have finished entering text, click on any cell to leave the frame. You can now edit worksheet cells
again. Conversely, you move from the body text back to the text frame by clicking into the frame.

Changing text frame properties via the ribbon tab

Numerous properties of text frames can be changed directly via the buttons of the contextual ribbon tab Object.
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This ribbon tab appears automatically when you select a text frame by clicking on its border. It contains the
following buttons (from left to right):

= New object: This option allows you to insert a new object into the document and different object types are
available.

= AutoShape: This option allows you to insert a new AutoShape into the document.

= Lines: This option allows you to insert simple lines, curves and also connectors (which you can "dock" to the
text frame) into the document.

= AutoShape templates (not included in SoftMaker FreeOffice): This option allows you to apply various
predefined color formats to the text field.

= AutoShape effects (not included in SoftMaker FreeOffice): Here, you can apply effects such as shadows,
reflections, etc. This option largely corresponds to the options of the tabs Shadow, 3D and Effects of the
dialog box "Object properties". For more information, see the next section.

= Fill color: The fill can be changed here. For more information, see Object properties, Fill tab.

= Line color, Line style, Line thickness, Line endings: These options allow you to edit borders for the text field or
the inserted lines. For more information, see Object properties, Lines tab.

= Change AutoShape (not included in SoftMaker FreeOffice): This option allows you to assign a different
AutoShape to the text frame (formatting is retained). For more information, see Changing the AutoShape of

objects.

= Edit points (not included in SoftMaker FreeOffice): This option allows you to give the text frame an
individual shape with the "Bezier tools". For more information, see Editing shapes retroactively.

= Combine objects (not included in SoftMaker FreeOffice): This option allows you to combine two or more
shapes from different variants into one overall shape. For more information, see Combining shapes.

= Text rotation: This option allows you to rotate the inner text by the specified angle.

= Vertical alignment: This option determines how the inner text should be aligned between the top and bottom
edges of the frame.
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= Change text area (not included in SoftMaker FreeOffice): This option allows you to adjust the size of the
inner text area. For more information, see Changing the text area.

= Add/edit link: This option allows you to show the content of the selected cell in a text frame. For more
information, see Showing the content of a cell in objects.

= Bring to front, Send to back: These options allow you to arrange the order of overlapping object frames. For
more information, see Changing the order of objects.

= Rotate object: This option is not available for text frames.

= Align objects: This option allows you to align or evenly distribute two or more object frames. For more
information, see Aligning and distributing objects.

= Group: This option allows you to combine several selected objects into one unit, which can then be treated
like a single object. For more information, see Grouping objects.

= Duplicate: This option creates an immediate copy of the selected object.

= Width, Height: These options change the size of the object. For more information, see Changing position and
size of objects.
Many (but not all) of these functions and some additional options can be found in the dialog box Object

properties, which you can access, for example, via the context menu. For more information, see the next
section.

Changing text frame properties via the dialog box

To edit the properties of a text frame via the dialog box, first select it. To do so, click on the border surrounding
the text frame or simply click on it in object mode (View | Object mode). Then right-click to open the context
menu and select Properties, whereupon a corresponding dialog box appears.

Also possible: Click on the group arrow 4 in the bottom right corner of any command group of the contextual
ribbon tab Object.

Tip: If you are using object mode, you can also access this dialog box instantly by double-clicking on the
text frame.

The following settings can be made in the dialog box:

Format, Fill, Lines tabs, etc.
These tabs are available for almost all object types. They allow you to change the following settings:

= Format: On this tab, you can change the size and positioning of the text frame. For more information, see
Object properties, Format tab.

= Fill: This option allows you to change the fill. For more information, see Object properties, Fill tab.

= Lines: This option allows you to apply border lines. For more information, see Object properties, Lines tab.
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= Shadow: This option allows you to apply a shadow. For more information, see Object properties, Shadow
tab.

= 3D: This option allows you to apply a 3D effect. For more information, see Object properties, 3D tab.

= Effects: This option allows you to apply different effects. For more information, see Object properties,
Effects tab.

= Properties: This option allows you to change general settings. For more information, see Object properties,
Properties tab.

In the case of text frames, there are two additional tabs with further options:

Inner text tab

You can use this tab to change settings for the text in the text frame.

Note: An AutoShape must contain text in order to be treated as a text frame. Thus, select the AutoShape and
type something in it, and then the Inner text tab will also be available.

Available options:

= Inner margins section
Here, you can change the margins between the text frame and the text it contains. If you enable the option
Automatic, PlanMaker will automatically determine suitable margins.

= Overlapping objects section
This setting determines what should happen if the text frame overlaps with another frame.

If the default setting Ignore object is enabled, PlanMaker will do nothing. In the area of overlap, the
contents of both frames will thus be printed on top of each other.

If, on the other hand, you enable the option Wrap text, PlanMaker will automatically wrap the text in this
frame so that it flows around the area of overlap.

= Rotate by... section

Here, you can rotate the text by the specified angle.

= Vertical alignment section

This setting determines how the inner text should be aligned between the top and bottom edges of the frame:

Option Explanation

Top The text is aligned to the top edge of the frame. (This is the default setting.)

Centered The text is centered between the top and bottom edges of the frame.

Bottom The text is aligned to the bottom edge of the frame.

Justified The lines of text are vertically justified and are thus evenly distributed so that the text starts exactly

at the top edge of the frame and ends exactly at the bottom edge.
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= Data link section

For text frames (and for AutoShapes), you can create a link to a cell. This will display the contents of this
cell in the object. For more information, see also Showing the contents of a cell in objects.

AutoShapes tab

A text frame is actually an AutoShape that has been filled with text. AutoShapes are predefined shapes (such as
rectangles, ellipses, arrows, speech bubbles, etc.).

By default, a simple rectangle is used as an AutoShape for text frames. However, you can assign a different
AutoShape to the text frame at any time. Simply select the desired shape from the AutoShapes tab.

For more information on AutoShapes, see Drawings.
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Pictures

In this section, you will learn everything you need to know about working with pictures. The information covers
the following topics:

= Inserting pictures

= Scanning pictures

= [Inserting pictures from the gallery/camera (Android and iOS)

= Compressing pictures

= Changing picture properties via the ribbon tab

= Changing picture properties via the dialog box

See the following pages for more information.

Inserting pictures

To insert a picture, proceed as follows:

1. Choose the ribbon command Insert | group Objects | Picture frame o

(To do so, click directly on the icon itself or use the icon's arrow and select the entry From file.)
2. A dialog box appears. Select the desired picture file in it and confirm it.
3. The picture is now inserted.

If you want, you can then move or resize the picture:

To move it, click on the picture with the mouse, and then drag it to the desired position (while still holding
down the mouse button).

To adjust its size, drag one of the round handles surrounding the picture.

Options of the dialog box
The options in the above dialog box mean the following:

= Save within document

If the option is enabled, PlanMaker saves a copy of the picture in the document and uses this copy instead of
the original.

Note: If this option is enabled, the file size of the document may increase significantly.

If it is disabled, however, PlanMaker saves only a reference to the original picture file in the document.
Changes to the original picture file are thus always available in an updated form in PlanMaker.
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Tip: You can see the location of the original picture file in the picture properties. Right-click on the picture to open the context menu, and select
Picture: Properties. In the dialog box, switch to the Properties tab and take a look under File name.

Note: If the file path of the picture file changes, however, it will no longer be displayed in the document.

= Copy to document's folder

If the option is enabled, PlanMaker creates a copy of the picture file in the folder in which the document is
located and saves a reference to this copy instead of to the original.

This option is available only if the document has already been saved.

Scanning pictures

FreeOffice: Scanning pictures directly into a document is not included in SoftMaker FreeOffice.

Note: Scanning pictures directly into a document is possible only with the Windows version of PlanMaker.
With PlanMaker for Windows, you can scan originals directly into a document. You must have connected a
scanner to your computer and installed the corresponding software.

To scan something into the current document, proceed as follows:

1. Turn on the scanner and insert the original that is to be scanned.

2. On the ribbon tab Insert | group Objects | Picture frame D, click on the arrow of the icon and select the
entry From scanner from the dropdown menu.

PlanMaker now enables your scanner's software. Make the desired settings (see scanner manual) and start the
scanning process. When this is complete, the scanned result will appear as a picture in the PlanMaker
document.

Selecting another source

If several scanners are connected to your PC, you can use the command Insert | Picture frame ™ | Select
source to decide from which of these sources you want to scan when you use the command Insert | Picture
frame ¥ | From scanner.

Inserting pictures from the gallery/camera (Android and i0S)

Note: This function is available only in the Android and iOS version.

In the Android/iOS version, you can also insert pictures via the Gallery or Camera application on your device.

To do so, proceed as follows:
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Inserting a picture from the gallery

1. Position the text cursor where you want to insert the picture.

2. Choose the command Insert | group Objects | Picture frame ™ | From gallery.

3. Your Android/iOS device automatically opens its Gallery app. Select the desired picture by tapping on it.

The picture is now inserted.

Inserting a picture from the camera

1. Position the text cursor where you want to insert the picture.

2. Choose the command Insert | group Objects | Picture frame ™ | From camera.
3. Your Android device/iOS automatically opens its Camera app. Take a picture.

The picture is now inserted.

Compressing pictures

This feature is only included in SoftMaker Office Professional and NX Universal.
In the Android/iOS version, the command is locked. (To unlock the command, see Welcome.)

[—

You can use the command Compress pictures = to reduce the memory size of images in PlanMaker. In this
way, you reduce the file size of the document and save capacity on your device or when sharing the document.

You can use the command effectively if your document contains pictures that were embedded in the document
when you inserted them using the option Save within document (see Inserting pictures).

Note: Pictures that were instead saved in the document as a reference to an external picture file are not affected
by compression. However, when executing the command, you have the option of subsequently embedding these
pictures in the document and compressing them here at the same time.

Proceed as follows:

1. In your document, select one or more pictures that you want to compress. An additional ribbon tab Picture
appears at the top right of the ribbon.

Tip: If you want to compress a// pictures of the document, just choose the ribbon command File | group
File management | Compress all pictures and continue with step 2.a.

[—1

2. Choose the ribbon command Picture | group Adjust | Compress pictures ==

2.a If your selection contains only pictures that have been saved in the document, the dialog box "Compress
pictures" opens immediately.

2.b If your selection contains pictures that have not been saved in the document, a message appears before
the dialog box opens, asking whether you want to embed these pictures now (see description below).
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3. In the Resolution section of the dialog box, choose between the predefined qualities or enter a custom
resolution.

In the Options section, you will find two more settings (see description below).
4. Confirm with OK.

After saving the document, you will notice a change in the file size.

Other options

= Delete cropped areas of the pictures

If you have cropped an image in your document using the command Pictures | Cropping and you do not
need the truncated remainder, enable this option. Once you press OK, the cropped image area will be
deleted and only the crop will be retained.

= Embed and compress external pictures

This option allows you to embed and compress pictures in the document that you did not insert using the

option Save in document, but which are only saved in the document as a reference to the original external
file.

To explain this option, the following cases may occur:

a. You have selected only pictures that were not saved in the document. After choosing the command
Compress pictures, a message appears asking if you want to subsequently embed the pictures. If you click
on Yes, this option is already preselected in the following dialog box.

b. If pictures are selected that have already been saved in the document, this message also appears. If you
click on Yes (or also No), this option is freely selectable in the following dialog box.

c. If you have selected only pictures that have already been saved in the document, this message does not
appear. This option is not selectable in the dialog box.

Changing picture properties via the ribbon tab

Numerous properties of pictures can be changed directly via the buttons of the contextual ribbon tab Picture.
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This ribbon tab appears automatically when you select a picture. It contains the following buttons (from left to
right):

= New object: This option allows you to insert a new object into the document and different object types are
available.

= Cropping: You can enable/disable crop mode via this button. In this mode, additional handles appear on the
borders of the picture. Drag these handles with the mouse to crop the picture accordingly. To exit the mode,
click on the button again. You can also use the button's small arrow to select a cropping from different
shapes or to remove the cropping.

See also the next section ("Picture tab" in the dialog box).

= Brightness, Contrast, Saturation: Drag the slider or click on + and — to change the respective values for
the picture. For more information, see also the next section ("Picture tab").

= Recolor picture: This option provides a list of predefined variations of the picture — for example, other color
modes (grayscale, black/white, etc.) and variations where the image was colored. For more information, see
also the next section ("Picture tab").

= Compress pictures: Reduce the memory size of images in your document. For more information, see also
Compressing pictures.

= Change source (not available in SoftMaker FreeOffice): Replace the picture with another one (formatting is
retained).

This corresponds to the File button in the dialog box. For more information, see the next section ("Picture
tab").

= Reset: Reset the image-specific changes made to the picture, such as brightness, shading, rotate object, etc.,
to their default values. The non-image-specific settings are not reset, for example, line thickness and photo
frame.

= Photo frame (not available in SoftMaker FreeOffice): This option allows you to apply a photo frame effect to
a picture.

= AutoShape effects (not available in SoftMaker FreeOffice): Here, you can apply effects such as shadows,
reflections, etc. This option largely corresponds to the options of the tabs Shadow, 3D and Effects of the
dialog box "Object properties". For more information, see the next section.

= Fill color: The fill can be changed here. For more information, see Object properties, Fill tab.

= Line color, Line thickness: These options allow you to apply border lines. For more information, see Object
properties, Lines tab.

= Bring to front, Send to back: These options allow you to arrange the order of overlapping object frames. For
more information, see Changing the order of objects.
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= Rotate object: This option allows you to rotate a picture in 90° increments or flip it vertically/horizontally.
For more information, see Rotating and flipping objects.

= Align objects: This option allows you to align or evenly distribute two or more object frames. For more
information, see Aligning and distributing objects.

= Group: This option allows you to combine several selected objects into one unit, which can then be treated
like a single object. For more information, see Grouping objects.

= Duplicate: This option allows you to create an immediate copy of the selected picture.

= Width, Height: These options change the size of the picture. For more information, see Changing position and
size of objects.

Many (but not all) of these functions and some additional options can be found in the dialog box Object
properties. You open the dialog box by double-clicking on the picture. For more information, see the next
section.

Changing picture properties via the dialog box

The properties of an object can be edited centrally via the Object properties dialog box. An object's properties
include, for example, its size, margins and numerous other settings options.

To edit the properties of a picture, right-click on the picture to open the context menu and select the entry
Picture: Properties, which opens the corresponding dialog box.

Also possible: Click on the group arrow 4 in the bottom right corner of any command group of the ribbon tab
Picture.

Tip: You can also open this dialog box by double-clicking on the picture.

The following settings can be made in this dialog box:

Format, Fill, Lines tabs, etc.
These tabs are available for almost all object types. They allow you to change the following settings:

= Format: On this tab, you can change the size and positioning of the picture and rotate it. For more
information, see Object properties, Format tab.

= Fill: This option allows you to change the fill. It is only visible for pictures with transparent areas. For more
information, see Object properties, Fill tab.

= Lines: This option allows you to apply border lines. For more information, see Object properties, Lines tab.

= Shadow: This option allows you to apply a shadow. For more information, see Object properties, Shadow
tab.

= 3D: This option allows you to apply 3D effects. For more information, see Object properties, 3D tab.
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= Effects: This option allows you to apply different effects. For more information, see Object properties,
Effects tab.

= Properties: This option allows you to change general settings. It also displays information about the picture
you are using. For more information, see Object properties, Properties tab.

= AutoShapes: Here, you can assign a different shape from AutoShapes to the picture. For more information,
see Object properties, AutoShapes tab.

For pictures, there is an additional tab with further options:

Picture tab

On the Picture tab, you can make settings that are specific to pictures:

Tip: Some of these options can also be found directly as commands on the contextual ribbon tab Picture |
group Adjust.

= Variants

This list offers some predefined variations of the picture — for example, different color modes (grayscale,
black & white, etc.) as well as colored variants of the image.

Simply click on the desired variant. The options in the dialog box are then automatically set to the
corresponding settings.

Tip: You will also find these variants via the command Recolor picture directly on the contextual ribbon tab Picture.

= Options section

Here, you can change brightness, contrast, saturation and gamma (an alternative way to change brightness).

= More button
This button opens a dialog box with the following additional options:
If you enable the option Mix with color and select a color below, the picture will be colored accordingly.

The options in the Cropping section can be used to crop the picture. This is useful if you only need part of
the picture. If, for example, the upper quarter of the picture is to be truncated, first select Use relative
values and enter the number "25" (percent) for Top.

If you select Use absolute values, the entries will be truncated in absolute units of length rather than as a
percentage. If you enter negative values, the areas of the picture will not be truncated, but will be extended
with a frame.

Tip: You will also find a corresponding command Cropping directly on the contextual ribbon tab Picture. For more information,
see the previous section Changing picture properties via the ribbon tab.

= Transparency section
Here, you can make settings for the transparency of the picture:

Use picture settings: PlanMaker reads from the picture file which parts of the picture have been marked as
transparent and displays the picture accordingly. Note: Only pictures in GIF or PNG format contain such
transparency information.

No transparency: The picture will not be displayed transparently, even if it is a picture file with
transparency information.
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Color: This option lets you select the color to be displayed transparently. If, for example, you select white,
all white areas of the picture will become transparent.
= Sample

In the small toolbar below the sample, you will find the option Pick transparent color (the pipette icon).
You can use it to make certain colored parts of the picture transparent, for example, to remove a distracting
background from the picture. To do so, use the pipette icon to click on an area of the thumbnail that you
want to make transparent.

The other toolbar buttons help you to fine-tune the picture (Zoom in, Zoom out, Pan picture), but they do
not affect the appearance of the picture in the document.

Note: You must first select a tool in the toolbar by clicking on it with the mouse. You can then work on the
thumbnail with the enabled tool.
= File button

You can use this button to replace the picture with another one and the formatting will be retained.

Tip: This corresponds to the command Change source on the contextual ribbon tab Picture.

= Export button

This option is available only for pictures that are saved in the document. You can use this button to export
the picture, that is, to save a copy of it on your hard disk under any name. The dialog box "Save as" appears
for this purpose.

If you enable the option Create a link to file here, PlanMaker also replaces the picture saved in the
document with a reference to the destination file. Thus, the picture is no longer saved within the document.

= Compress picture button (not available in SoftMaker FreeOffice)

This button allows you to reduce the memory size of pictures in your document.

Tip: This corresponds to the command Compress pictures on the contextual ribbon tab Picture. For more information on this
command, see Compressing pictures.
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OLE objects

Note: The use of OLE objects is only possible with the Windows version of PlanMaker.

With PlanMaker for Windows, you can embed objects created with other applications (drawings, pictures, etc.)
in your document.

Example: You can use the ribbon command Insert | OLE object frame (click directly on the icon itself) to
start the Windows Paint program from PlanMaker and draw something in it. If you exit Paint, the drawing will
appear in the PlanMaker document. It is now embedded in the document.

Advantage: You only have to double-click the drawing in the PlanMaker document and Paint will then be
restarted automatically. If you now edit the drawing in it and exit Paint again, your changes will be imported by
PlanMaker.

For this to work, the application that you choose must support OLE. OLE stands for Object Linking and
Embedding. The object that is imported from the other application into PlanMaker is called an OLE object.

In this section, you will learn everything you need to know about OLE objects. The information covers the
following topics:

= Inserting OLE objects

= Editing OLE objects

= Editing links to OLE objects

= Changing OLE object properties via the ribbon tab

= Changing OLE object properties via the dialog box

= Using the SoftMaker Equation Editor

See the following pages for more information.

Inserting OLE objects

Note: The use of OLE objects is only possible with the Windows version of PlanMaker.

By choosing the ribbon command Insert | OLE object frame e (click directly on the icon itself), you can
embed an object that you have created with another application into a PlanMaker document. After embedding
such an object, you can still edit it with the application that you originally used to create it.

The command opens a dialog box with a list of all applications that can provide OLE objects. The entries which
are displayed here depend on the OLE-enabled programs that are installed on your system.
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If you select "Paintbrush Picture", for example, a window from Window’s Paint program (called Paintbrush in
some versions of Windows) will open. Create a picture in it and then exit Paint. The picture is now embedded
in your document. It can be edited again at any time — simply double-click on the picture in the document.

To insert an OLE object into a document, proceed as follows:

1. Choose the ribbon command Insert | group Objects | OLE object frame " To do so, click directly on the
icon itself.

2. A dialog box appears. From the list Object Type, select the source application from which you want
PlanMaker to receive the OLE object.

3. When you confirm with OK, PlanMaker will start the application that corresponds to the selected object
type.

4. Create the object in the application.
5. Exit the application.

6. The application may now ask if you want to update the object in the PlanMaker document. Confirm this with
HYes".

7. The OLE object created in the other application is now created in the PlanMaker document.
You can then move or resize the object:

To move it, click on the object and then drag it to the desired position (while still holding the mouse button
down).

To adjust its size, drag one of the round handles surrounding the object.

Tip: If you click on the icon's arrow under Insert | OLE object frame instead of on the icon itself, you will
find a small selection of useful applications for quick access: TextMaker object and Presentations object. For
other applications, select More to access the dialog box described above.

Creating an OLE object from a file

If you don't want to create a new OLE object, but want to embed an existing file from another application as an
OLE object, you still choose the ribbon command Insert | OLE object frame, but you select the option Create
from File in this case.

The appearance of the dialog box changes: Instead of the list Object Type, the File input field is displayed.
Here, enter the full file name or click on the Browse button to open a dialog box that will enable you to search
your hard disk for the file.

If you specify a file and confirm with OK, the file will be inserted as an OLE object.

In doing so, Windows checks the file name extension to see if it is associated with a program that can be started
and it responds accordingly. If the file name extension is not registered, only an icon will appear for the
embedded file. If, on the other hand, Windows can associate the name extension with an OLE-enabled program,
the content of the embedded file will be displayed.
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Creating a link to the original file

For the option Create from File in the aforementioned dialog box, you can also select whether the file to be
inserted should be embedded or linked. If you leave the option Link disabled, PlanMaker will insert a copy of
the file into the document as an OLE object and save this copy in the document — thus the object will be
embedded in the usual way.

If, on the other hand, you enable the option Link, PlanMaker will insert the OLE object in the form of a link to
the original file. This does not change anything in terms of use. If you subsequently change the original file of
the OLE object with another program and reopen the PlanMaker document, however, the OLE object will have
also changed accordingly — the OLE object will thus be /inked to the original file.

Editing OLE objects

Existing OLE objects can be edited as follows:

Select the OLE object and click on the OLE object icon [ on the contextual ribbon tab OLE object. Select
Edit from the dropdown menu.

Tip: Alternatively, simply double-click on the OLE object to edit it. The object will be opened immediately
in the associated application, where it can be edited.

Another alternative: You can also use the context menu to edit an OLE object.

Proceed as follows:
1. Click on the OLE object to select it.

2. Right-click on the OLE object to open the context menu and select the menu item with the object name (for
example, Bitmap object). Selecting this menu item opens a submenu containing all OLE commands that are
available for this object. There is a command Edit for editing the object. Choose this command.

3. The source application associated with the OLE object will now start. Make the desired changes.

To return to PlanMaker, simply exit the object's source application. When exiting some applications, you will
be asked if you want to update the object in the PlanMaker document. Answer "Yes" — your changes will be
discarded otherwise.

Editing links to OLE objects

If you have created an OLE object from a file and enabled the option Link, you can edit this link to the source
file. To do so, right-click on the OLE object to open the context menu and choose the command Link.

Alternatively, simply click on the Edit link icon ==l on the contextual ribbon tab OLE object.
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The program will display a dialog box which lists all links in the current document. When you select a link, the
file name and type of the associated source file are displayed in the lower part of the dialog box.

The buttons of the dialog box allow you to perform the following actions:

Button Function

Update now This button updates the OLE object. Use this button if the source file has been changed by
another program and the changes are not visible in the PlanMaker document.

Open source This button starts the application associated with the OLE object and lets you edit the object in
it. Tip: Double-clicking on the object has the same effect.

Change source This button lets you select a different file as the source for the OLE object.
Break link/ This severs the link to the source file. The object is then embedded permanently in the
Remove PlanMaker document. Changes to the source file no longer have any effect on the document.

However, the object can still be edited by double-clicking on it.

Update: If you have selected the option Automatic, changes that you make to the source file using the

Automatic or Open Source button are always updated automatically for the OLE object. If Manual is

Manual selected, changes to the source file are not updated for the OLE object until you click on the
Update Now button

Changing OLE object properties via the ribbon tab

Numerous properties of OLE objects can be changed directly via the buttons of the contextual ribbon tab OLE

object.
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The contextual ribbon tab "OLE object”, right section

This ribbon tab appears automatically when you select an OLE object. It contains the following buttons (from
left to right):
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= New object: This option allows you to insert a new object into the document and different object types are
available.

= OLE object: You can Edit, Open or permanently Convert the selected object here.

= Edit link: If you have created an OLE object from a file and enabled the option Link, you can edit this link to
the source file. For more information, see Editing links to OLE objects.

= Cropping: You can enable/disable crop mode via this button. In this mode, additional handles appear on the
borders of the object. Drag these handles with the mouse to crop the object accordingly. To exit the mode,
click on the button again. You can also use the button's small arrow to select a cropping from different
shapes or to remove the cropping.

See also the next section ("Picture tab" in the dialog box).

= Brightness, Contrast, Saturation: Drag the slider or click on + and — to change the respective values for
the object. For more information, see also the next section ("Picture tab").

= Recolor picture: This option provides a list of predefined variations of the object — for example, other color
modes (grayscale, black/white, etc.) and variations where the object was colored. For more information, see
also the next section ("Picture tab").

= AutoShape effects (not included in SoftMaker FreeOffice): Here, you can apply effects such as shadows,
reflections, etc. This option largely corresponds to the options of the tabs Shadow, 3D and Effects of the
dialog box "Object properties". For more information, see next section.

= Fill color: The fill can be changed here. For more information, see Object properties, Fill tab. However, this
function is not supported by all OLE applications.

= Line color, Line thickness: These options allow you to apply border lines. For more information, see Object
properties, Lines tab.

= Bring to front, Send to back: These options allow you to arrange the order of overlapping object frames. For
more information, see Changing the order of objects.

= Align objects: This option allows you to align or evenly distribute two or more object frames. For more
information, see Aligning and distributing objects.

= Group: This option allows you to combine several selected objects into one unit, which can then be treated
like a single object. For more information, see Grouping objects.

= Duplicate: This option creates an immediate copy of the selected object.

= Width, Height: These options change the size of the object. For more information, see Changing position and
size of objects.

Many (but not all) of these functions and some additional options can be found in the dialog box Object
properties, which you can access, for example, via the context menu. For more information, see the next
section.




Changing OLE object properties via the dialog box

The properties of an object can be edited centrally using the Object properties dialog box. An object's
properties include, for example, its size, margins and numerous other settings options.

To edit the properties of an OLE object, first click on it to select it. Then open the dialog box by clicking on the
group arrow 4 in the bottom right corner of any command group on the contextual ribbon tab OLE object.

Alternatively: Right-click on the OLE object to open the context menu and select the entry OLE object
properties.

The following settings can be made in this dialog box:

Format, Fill, Lines tabs, etc.
These tabs are available for almost all object types. They allow you to change the following settings:

= Format: On this tab, you can change the size and positioning of the OLE object. For more information, see
Object properties, Format tab.

= Fill: This option allows you to change the fill. However, this function is not supported by all OLE
applications. For more information, see Object properties, Fill tab.

= Lines: This option allows you to apply border lines. For more information, see Object properties, Lines tab.

= Shadow: This option allows you to apply a shadow. For more information, see Object properties, Shadow
tab.

= Effects: This option allows you to apply different effects. For more information, see Object properties,
Effects tab.

= Properties: This option allows you to change general settings. For more information, see Object properties,
Properties tab.

= AutoShapes: Here, you can assign a different shape from AutoShapes to the object. For more information,
see Object properties, AutoShapes tab.

In the case of OLE objects, there is an additional tab with further options:

Picture tab

On the Picture tab, you can make settings that affect the graphical representation of the OLE object.

Note: Depending on the type of OLE object, some of these options may not have a function.

Available options:

= Variants

This list offers some predefined variations — for example, different color modes (grayscale, black & white,
etc.) as well as colored variants of the object.



Simply click on the desired variant. The options in the dialog box are then automatically set to the
corresponding settings.

= Options section

Here, you can change brightness, contrast, saturation and gamma (an alternative way to change brightness).

= More button
This button opens a dialog box with additional settings:
If you enable the option Mix with color and select a color below it, the object will be colored accordingly.

The options in the Cropping section can be used to crop the object. This is useful if you only need a section
of the object. If, for example, you want the upper quarter of the object to be truncated, first select Use
relative values and enter "25" (percent) for Top.

If you select Use absolute values, the entries will be truncated in absolute units of length rather than as a
percentage. If you enter negative values, the areas of the object will not be truncated, but will be extended
with a frame instead.

Using the SoftMaker Equation Editor

FreeOffice: The SoftMaker Equation Editor is not included in SoftMaker FreeOffice.

Note: The SoftMaker Equation Editor is available only for Windows and is not included in all versions of
PlanMaker.
The SoftMaker Equation Editor allows you to graphically display mathematical and technical equations.

PlanMaker communicates with the Equation Editor via OLE, as described in the previous sections. In order to
add a graphical representation of an equation to your document, insert an OLE object that uses the Equation
Editor as the source application.

To do so, proceed as follows:

1. In PlanMaker, choose the ribbon command Insert | OLE object frame. To do so, click directly on the icon
itself.

2. In the list Object Type of the dialog box, select SoftMaker Equation Editor.

3. Confirm with OK to start the Equation Editor.

Tip: You can insert an equation even faster via the ribbon command Insert | Equation Editor object I7t]

4. Create the desired equation.
5. When the equation is complete, simply exit the Equation Editor.

The equation is now embedded in the PlanMaker document as an OLE object.



You can subsequently edit objects created with the Equation Editor at any time by double-clicking on them.
The Equation Editor is then restarted and opens the equation. Make the desired changes and then simply exit
the Equation Editor again.

You can also change the properties of the Equation Editor object by right-clicking on the Equation Editor
object, opening the context menu, and choosing the command OLE object properties.

Information from the creators of the Equation Editor

The SoftMaker Equation Editor is a special version of the MathType program from Maths for More (WIRIS). If you frequently use equations in your
documents, you might find that MathType itself is even better suited to your needs than the SoftMaker Equation Editor.

While just as easy to use as the Equation Editor, MathType has a number of additional functions that can help you to become more productive and create
more complex equations.

MathType is available in English, German and other languages. For information about how to purchase MathType, contact your software vendor or
WIRIS directly.

Maths for More, S.L.
Calle Roger de Flor, 223
08025 Barcelona

Spain

Phone WIRIS Europe: +34 932 804 805
Phone WIRIS America: +1 562 432 2920
E-Mail: sales@wiris.com

Website: WWW.Wiris.com
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Drawings

PlanMaker provides several tools for creating drawings. You can insert the following types of drawing objects
into your documents:

= Lines and curves (lines, arrows, connectors, curves)
= AutoShapes (various types of predefined shapes)
= TextArt objects (lettering with effects)

In this section, you will learn everything you need to know about working with drawings. The information
covers the following topics:

= Inserting drawings

= Adding text to AutoShapes

= Changing drawing properties via the ribbon tab

= Changing drawing properties via the dialog box

See the following pages for more information.

Inserting drawings

To insert a drawing, for example, a rectangle, proceed as follows:

1. Choose the ribbon command Insert | group Objects | AutoShape %> Select the desired AutoShape — a
rectangle in this case.

2. Hold down the left mouse button and draw a frame of the desired size in the document.

3. The rectangle is now inserted.

You can then move or resize the rectangle:

To move the rectangle, click on it and (while still holding the mouse button down) drag it to the desired
position.

To adjust its size, drag one of the round handles surrounding the rectangle.

The application of drawings differs somewhat depending on the drawing tool used. The following is a list of all
available drawing objects and information on how to handle them:

Note: You can adjust the shape of drawings retroactively at any time. For more information, see Editing
shapes retroactively.




AutoShape

You can insert AutoShapes using the AutoShape = tool. These are predefined shapes for various purposes —
standard shapes such as rectangles, but also symbols for flowcharts, stars, speech bubbles and many more.

As soon as you have selected an AutoShape, simply drag a frame of the desired size in the document while
holding down the left mouse button. If you want, you can then move the AutoShape with the mouse or resize it
by dragging one of the round handles at its corners.

Note: Additional handles “. are displayed in some types of AutoShapes when they are selected. If you drag one
of these handles, a parameter controlling the shape of the object is changed. For stars, for example, the length of
the points can be changed, and for rounded rectangles, the rounding of the corners can be changed.

Tip: You can even enter text in an AutoShape — just like you can in a text frame. For more information, see
Adding text to AutoShapes.

Lines and curves

Use the Lines tool / on the ribbon tab Insert to draw lines and curves.

When you click on this icon, a list of available line and curve tools opens. Select the desired tool and then use it
as follows:
= Lines

You can use the tools at the top of the list to draw simple lines and arrows. After clicking on the desired
tool, simply draw a line in the document while holding down the mouse button.

Tip: If you hold down the Shift key ¢, the line is limited to 45° angles.

Note: Arrows are nothing more than ordinary lines for which an arrowhead was selected in the object
properties (Lines tab) by selecting the option Start point and/or End point.

= Connectors (straight, elbow and curved)

You can use these tools to drag connectors between two objects. The difference between the three types of
connectors can be seen in the following figure:

e J

r.n M~ Y
Straight Elhow Curved
Connector Connector Connector

To do so, select one of these tools, and then drag the mouse cursor from one object to another while holding
down the mouse button. When you move the mouse cursor over an object, small blue rectangles will appear
at various points on the object. These show where the line can "dock" to the object. You can influence the

course of curved and angled connectors by dragging the diamond handle “~ via the mouse.
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Tip: You can change the type of connectors retroactively at any time. Right-click on the line to open the
context menu and choose between a straight, elbow or curved connector. Also available in the context menu:
The option Create new connector causes the shortest connection between two objects.

= Curves
The tools at the bottom of the list are used to draw curves:

M .
You can use the Curve tool ' - to draw Bezier curves.

To do so, click on the starting point and then on any number of other positions. The curve "follows" your
mouse clicks automatically.

If you let the curve end at its starting point, the drawing automatically becomes a closed curve. If, on the
other hand, you want to obtain an open curve, you must end the drawing by double-clicking on it.

L . . . .
You can use the Freehand form tool | to draw curves in the same manner as if you were using a pencil.

To draw freehand, move the mouse to the desired starting point, press and hold the left mouse button and
then start drawing as if using a pencil. Alternatively, you can release the mouse button and click on
another location where a straight line will be drawn.

If you let the curve end at its starting point, the drawing automatically becomes a closed curve. If, on the
other hand, you want to obtain an open curve, you must end the drawing by double-clicking on it.

Note: The small black points on the contour line of curves enable you to further adjust the shape. Use the
mouse to drag such a point to another position. Further options can be found in the context menu by right-
clicking on the curve. For more information, see Editing shapes retroactively.

TextArt

You can insert TextArt objects using the TextArt object tool 4\ on the ribbon tab Insert. TextArt objects are
used to create text effects.

If you enable this tool, a dialog box appears. Enter your text in the dialog box and then click on Variants to
select one of the predefined effects to be applied to the text. Then confirm with OK.

For information on the other options for TextArt objects, see Text tab.

Adding text to AutoShapes

You can add text to an AutoShape if desired. This text is then displayed within the AutoShape — exactly as it
would be in a text frame.

To do so, proceed as follows:
1. Select the desired AutoShape.
2. Right-click on it to open its context menu.

3. Choose the command Add text.



The cursor flashes in the AutoShape. Thus, you can now type text inside the AutoShape.

Tip: There is another faster way to add text to an AutoShape: Select the AutoShape and just start typing.

You can use the commands of the ribbon tab Home | group Character and group Alignment to format the text
according to your needs..

When you have finished adding text, click anywhere outside the object. If you want to edit the text again later,
select the AutoShape again and choose the command Edit text from the context menu.

Note: By the way, the text frames presented at the beginning of this chapter are nothing more than AutoShapes
(simple rectangles in this case) to which text has been added. Thus, all information in Text frames applies
