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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.



Installation and program startup

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.




Application window

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.
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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.
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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
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Organize - MNew folder =~ [@ o
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Presentations MX designs I D Invoi lit
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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
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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 b