Introduction to Lotus 1-2-3


On this 1 day Introduction to Lotus 1-2-3 , students will learn the basics of creating charts from their worksheet data and enhancing those charts. They will also be introduced to database concepts and learn how to work with a range of worksheet data as a database.

Pre Requisites

No previous experience of Lotus 1-2-3 is required. 

Course Content

Introduction to charts 

Creating a basic chart

Working with multiple charts 

Formatting and enhancing charts 

Enhancing and formatting titles and legends

Modifying axis information

Using drawn objects to enhance charts and worksheets 

Using pie charts 

Creating a pie chart

Enhancing a pie chart 

Advanced charting topics 

Adding and deleting data series

Additional enhancements

Creating charts from 3-D ranges 

Sorting data 

One-column sorts

Range names

Multiple-level sorts 

Introduction to data management 

Database terminology and guidelines

Defining the database table and the find criteria

Text comparison criteria

Numeric comparison criteria 

Using query tables 

Working with query tables

Using multiple criteria

Managing records in a database table

Using database functions 
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