














































































































































































































































































































































































































































You can set search specifications for more than one 
column. In this case, only rows meeting the criteria for all 
the columns are displayed in the partial list. 

If you choose Find & Show in Order, the partial list is 
sorted according to the sort order specifications in the 
Column Description Table. If you choose Find & Show, 
the rows are displayed in the default sort order. 
Generally, Find & Show is faster then Find & Show in 
Order. 

Search specifications are not saved with a list. Once you 
have put the list away, the next time you open the list it 
will have no search specifications. 

Example 

Suppose you are in charge of the XYZ company 
personnel file, and you get a call from the security 
department. The founder of your company has been 
murdered, and before he died, he just had time to scrawl 
"1978 - Smi" on a piece of paper. The security 
department has interpreted this to mean that the 
murderer was someone who has been with the company 
at least since 1978, and whose last name begins with the 
letters "Smi." They ask you if you can help. The 
personnel list looks like this: 

LAST NM I fIRST NM: SOCIAL SEIlIUTY DATE HIrE> DEMmENT II SlRRVI 
Allen i John 878-92-1452 6/01/78 9500 i Shannon 
Anastasia i James 574-83-9756 1VOV78 9500 i Sundar 
Armstrong i James 978-21-7239 6/01/78 9600 ! Mall ory 
Blaze ! Renwick 863-15-2778 7/10/78 7510 i Randall 
Blumfield i Robert 788-51-2819 10/07/78 7510 iGross 
Gercia ! Carla 781-78-2384 7/10/78 7510 i Randall 
Harrison iClay 887-87-9008 8/02/80 9500 i Sundar 
Herold iClifford 882-56-2738 2/08/80 9500 i Shannon 
Johnson i Franklin 847-65-6473 10/15/77 9200 i Conrad 
Joyce i Elizabeth 576-69-8387 10/08/81 7500 iIrwin 
King ! Catherine 984-20-3003 Vl0/79 7550 i Mont ecal 
Lamb i Bella 789-87-0886 7/06/81 7500 !Irwin 
Lily !Bruce 909-28-1829 8/10/81 7500 iSmall 
Loy ! Jack 859-38-5757 10/01181 7500! Irwin 
Merta !Molly 576-84-9384 8/02/80 9600! Davidson 

Search 

Search the List 
(continued) 
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Here's what you do: 

1. Choose Find What from the List menu. 

2. Select the blank cell in the Date Hired column. 

3. Choose < = from the Comparisons menu. 

4. Enter "12/31/78." 

5. Select the blank cell in the Last Name column. 

6. Type "Smi." 

7. Choose THRU from the Comparisons menu. 

8. Type "Smizzz." 

Search Specifications 

LAST NIH: 
Smi TIRJ Smizzz ! (=12/31178 , .. 

9. Choose Find & Show from the List menu. 

What you have said is that you want to see the rows for 
employees whose hire date was on or before December 
31, 1978, and whose last name begins with the letters 
Smi through Smizzz. The partial list shows you the 
answer: Smedley Smith. 

Selected Rows 

LAST NftE FIRST NftE SOCIAL SEUJUTY DATE HIIfl> OOJfRTl' 

Smith Smedley 665-26-3711 4/19/76 



caD Sort the List 

Sort 
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To sort a list 

~ Go to the Column 
Descriptions Table by 
choosing What Order & 
Format from the List 
menu. 

~ Select the Sort Order field in the column you want 
sorted first. 

~ Choose Ascending 
Order or Descending 
Order from the Row 
Order menu. 

~ Repeat the last two steps for the column you want 
sorted second, and so on. 

~ Choose Show List in Order from the List menu. 

To change the sort order 

~ Edit the Sort Order row until it shows the order you 
want. 



When you have set up your sort order in the Sort Order 
row, the fields in the row show what order the columns 
are to be sorted in. For each column that is part of the 
sort order, the Sort Order field shows the word Ascend 
for ascending order, or Descend for descending order. 
Following Ascend or Descend is a number indicating the 
sequence the column sorts in. First the list is sorted 
according to the column that shows no number after 
Ascend or Descend. If any rows have identical values in 
this column, they are arranged according to the column 
that shows the number 2 following Ascend or Descend, 
and so forth. 

Ascending order means that values are displayed from 
lowest to highest. Descending order means that values 
are displayed from highest to lowest. For text values, the 
lowest value is the first one alphabetically. For the other 
data types, the lowest value is the lowest numerically. 
Sort order is explained in more detail in Appendix 4, 
Ordering Values, in this manual. 

If you don't specify a sort order, the list is always sorted 
in ascending order, according to the default sort column. 
The column that was leftmost when you created the list is 
always considered the default sort column, even if you 
rearrange the columns. However, if you add or remove 
columns, then the default sort column is redefined to be 
the leftmost column at the time you show the modified 
list. 

If you choose Find & Show in Order from the List menu, 
the partial list is sorted. If you choose Find & Show, the 
list is displayed in order by the default sort column. See 
the Search the List procedure, under Search, in this 
chapter. 

Sort 

Sort the List 
(continued) 
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Setting a sort order for the list only affects the order the 
rows are displayed in, not the way the list is stored on the 
disk. Whenever you put the list back and then open it 
again, you have to respecify the sort order. The default 
sort order stays the same, however. 

Example 

The XYZ company has four locations: Paris, Rome, Tahiti, 
and Mountain View, California. The personnel records 
are in a list, with one row per person. You want to sort the 
list so that people in each location are grouped together. 
In each location, you want the employees listed by start 
date, with the most recent first. This is part of the original 
list: 

LAST NIH: II FIRST NIH: ~ LOCATI(}I DAlE HIRED SOCIAL SEQRITY 

Allen : John i Tahiti 6/01/78 878-92-1452 
Anastasia i James i ~lountain View 11/01/78 574-83-9756 
Armstrong : James :Rome 6/01/78 978-21-7239 
Blaze : Renwick iTahiti 7/10/78 863-15-2778 
Blumfield : Robert : ~1ountain View 10/07/78 788-51-2819 
Garcia : Carla iTahiti 7/10/78 781-78-2384 
Harrison iClay : Tahiti 8/02/80 887-87-9008 
Herold i Clifford ! Tahi ti 2/08/80 882-56-2738 
Johnson : Franklin :Rome 10/15/77 847-65-6473 
Joyce : Elizabeth ! Tahi ti 10/08/81 576-69-8387 
King : Catherine iParis 1/10/79 984-20-3003 
Lamb i Bella : Mountain View 7/06/81 789-87-0886 

Here's what you do to sort: 

1. Choose What Order & Format from the List menu. 

2= Select the Sort Order field in the Location column. 

3. Choose Ascending Order from the Row Order menu. 

4. Select the Sort Order field in the Date Hired column. 



5. Choose Descending Order from the Row Order menu. 
You choose Descending Order because you want the 
most recent date to come first. 

SOCIAL SEIlJl 
, Soci al Sewr 

.. ··999::99=999 

Yes .................... x~~ .... 

6. Choose Show List in Order from the List menu. 

LAST NIH: II fIRST NIH: ~ LOCATI[t! DATE HIRED SOCIAL SEURITY 

Anastasia 
Blumfield 
Schmidt 
Randall 
Norman 
M81-tinez 
Rutherford 
Rohr 
King 
Olsen 
11ason 
Schwartz 
Armstrong 
Jof-,nson 
Ilax.im 
1.-, 

Bella 

• J8IOes 
'Robert 
.Peter 
J181-tin 
: Margaret 
: Teres8. 
:Ha~'es 
: Gunther 
: Catherine 

• ArnDlel 
; Pauls. 
t1urra\, 

• Jemes 
, Fn.nklin 
Lal','rence 

"" 

• Mountain Vie" 7/06/81 
: I'lountain Vie'" 11/01/78 
• Mountain Vie~1 10/07/78 
: I'lounts.in Vie';,' 3/10/78 
'11ountain Vie,'1 8/02/76 
: Pari s 9/19/82 
• P81-i s 10/20/81 
Paris 12/01/80 

: Pari s 1/15/79 
: Pari s 1/10/79 
• Rome 10/02/81 
~ Rome 2/10/81 
: Rome 9 .. ·/15/79 
'Rome 6/01/78 
• Rome 10/1:!/77 
Rome 4 .. /24/76 

:T,h H 1r;ir""i~ 

789-87-0886 
574-83-9756 
788-~Jl-2819 

575-84-7386 
819-27-6392 
948-57-6847 
768-12-1329 
755-46-4729 
853-37-8536 
984-20-300 3 
574-83-9458 
671-81-2111 
701-85-9854 
978-21-7239 
847-6~H473 

892-39-1028 
~ ~ - "O._Q""," 

Sort 

Sort the List 
(continued) 
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Appendix 1 
Menu Items 

File/Print Menu 

Set Aside Everything ""'---flI.-.-I 
Set Aside "Addresses" .....----111----1 

Returns all windows to their 
icons without saving the 
contents. 

Returns the current document to 
its icon without saving the 
contents. 

Saves the contents of the 
document, closes the window, 
and returns the icon to its 

Save & Put Away original location. 

Save & Continue ... ---...... --Saves the contents of the 

... ;~;~~;-tf:;;;~:~:-~~~ .... "~·'t-~'~_"~'-II" 1-\--' ;~:~::~::nd:~Ua~::::: :~ndOW 
P . t state as of the last time you rm ...... ---------IIIh saved it. 
Monitor the Printer ... 

Fix Damaged [)ocument 

Sets formats in the document 
based on the printer that will be 
used. 

Prints the document. 

Shows the status of the 
documents that are printing. 

Restores a damaged list to a 
consistent state. 

Appendix 1 
Menu Items · · .1
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Edit Menu 
Reverses the effect of the last 

~::;~;:::=:-::ii;:::::===I-- operation. 
Undo last Change 
Restore Previous Entry .... --IIi--- Restores last entered contents of 

a field. 

Cut 
Copy 
Paste 

Perform basic editing 
operations. 

Clear Entries ------....... - Removes contents of fields. 

Select All of Document tJA ..- Selects entire document. 

Type Style Menu 

Show type fonts available in 
1----- LisaList. See Appendix 3, Type 

Fonts, for examples. 

w Actua lSi ze 1--11----- Uses font specified in Format for 
Show Small Type Printer dialog box. 

Show Medium Type ...... ---- Show list with specified size of 
Show large Type font. 



List Menu 
Shows entire list in order 
according to the default sort 

"'--It--- order. 

Shows Column Descriptions 
What Order & Format? ~ Table for list. 

Show List in Order .... -.._--- Shows entire list ordered 

Find What? .... ----tl----..., 
Find & Show .... ---iil----, 

Find & Show in Order 

Add/Remove Columns 

according to the Column 
Descriptions Table. 

Shows the Search Specifications 
Table, in which you indicate 
which rows you want to look for. 

Shows only the rows that match 
the search specifications in the 
Search SpeCifications Table, 
ordered according to the default 
sort order. 

Shows only the rows that match 
the search specifications in the 
Search Specifications Table, 
ordered according to the Column 
Descriptions Table. 

Shows the Add/Remove Table, 
allowing you to add or remove 
columns from the list. 

Shows the new list. This item is 
only in the menu while you are 
still creating the list. 

Shows the modified list. This 
.... --11--- item is only in the menu while you 

are adding or removing a 
column. 

Appendix 1 
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Data Type of Column Menu 

This menu is in the menu bar only when you have 
selected a Data Type field in the Create Table. 

Oat a Type of (olumn " 

Text 

Number 
Money 
Date 
Time 
Telephone 
Zip Code 

Specifies the data type of the 
1------ column whose Data Type field is 

selected. 

Social Security 

Column Visible 

This menu is in the menu bar only when you have 
selected a Visible field in the Column Descriptions Table. 

[Jjl "tma Specifies whether the column 
Yes whose Visible field has been 
No f---------- selected is shown or not when 

the list is shown. 

Row Order 

This menu is in the menu bar only when you have 
selected a Sort Order field in the Column Descriptions 
Table. 

Ascending Order (A .. Z) 
Descending Order (Z .. A) 

Comparisons Menu 

Specifies whether the column 
whose Sort Order field is 
selected is to be sorted in 
ascending or descending order. 

This menu is in the menu bar only when you have 
selected a field in the Search Specifications Table. 

(Same as) 
(Up to) 

< = (lip to and Including) 
(After) 

)= (After and Including) 
() (Different from) 

THRlI (e.g., 1 THRlI 10) 

Specifies the comparison to be 
- used with the value entered in the 

search specifications field. 



Appendix 2 
Apple Keys 

Some LisaList menu items contain the Apple key symbol 
@ followed by a character. 

Menu items that appear with the Apple key symbol can 
be chosen by using the mouse or by pressing the @ key 
and the character associated with that menu item. For 
example, to use the Cut menu item, you first select what 
you want to delete, press the @ key, and while holding it 
down, press the X key. 

The following list shows the characters that can be used 
in combination with the @ key in LisaList: 

A Select All of Docu ment 
C Copy 
V Paste 
X Cut 

Terminate 
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Appendix 3 
Type Fonts 

Type of one size and face is called a font. The face is the 
portion of the character that displays and prints. On the 
Type Style menu, some font names are preceded by a 
number that indicates character size. This number 
indicates how many characters will print per inch when 
you use that type font. 

The list below shows the fonts as they print. You can print 
any of the LisaList type styles on a dot matrix printer. To 
use them with a daisy wheel printer, however, you must 
have the appropriate wheel. If you choose a font which 
your printer is not set up to use, an alert message is 
displayed on the screen. 

15 P 1 tel"! Gothl e 

12 Pi t ch ~1odern 
12 Pitch Elite 
10 Pitch Modern 
10 Pitch Courier 
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Appendix 4 
Ordering Values 

In both sorting and searching, the ordering of values is 
important. Whether a given value is greater-than or less 
than another value depends on the data type as well as 
the values themselves. Table 4-1 shows the meaning of 
the terms "less than" and "greater than" as applied to 
each data type. 

In a search, the search specification "A THRU B" is the 
same as "greater than or equal to A, and less than or 
equal to B." 

Table 4-1. Comparisons by Data Type 

Data Type 

Text 

Comparison Meaning 

< x Alphabetically before x. 

<=x 

>x 
>=x 

Examples 

Digits sort before 
letters. Lowercase 
letters and uppercase 
letters sort the same. 
See Table 4-2 for a 
complete list of 
characters. 
Alphabetically before or 
the same as x. 
Alphabetically after x. 
The same as x or 
alphabetically after x. 
A12. < A12/ 
12GG <= 12GG 
99QP> 99Q9 
AAA4 >= AAA. 
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Table 4-1. Comparisons by Data Type, continued 

Data Type Comparison Meaning 

Number <x Less than x in value. 
<=x Less than or equal to x 

in value. 
>x Greater than x in value. 
>=x Equal to x or greater 

than x in value. 
Examples -323 < 0 

32.40 < = 32.4 
o > -.0001 
.0001 > 0 

Social <x Less than x in value. 
Security <=x Less than or equal to x 

in value. 
>x Greater than x in value. 
>=x Equal to x or greater 

than x in value. 
Examples 111-11-1111 

< 111-11-1112 
123-45-6789 
< = 123-45-6789 
432-65-9876 
> 423-65-9876 
432-65-9876 
> = 432-56-9876 

Zip Code <x Less than x in value. 
<=x Less than or equal to x 

in value. 
>x Greater than x in value. 
>=x Equal to x or greater 

than x in value. 
Examples 11111 < 11112 

12345 <= 54321 
28376 > 23876 
28376 > = 28376 

D10 I : : : Section D 
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Table 4-1. Comparisons by Data Type, continued 

Data Type Comparison 

Date <x 
<=x 

>x 
>=x 

Examples 

Time <x 
<=x 

>x 
>=x 

Examples 

Telephone <x 
<=x 

>x 
>=x 

Examples 

Meaning 

Earlier than x. 
Earlier than x or on the 
same day as x. 
Later than x. 
On the same day as x or 
later than x. 
4/2/62 < 5/3/73 
5/27 <= 5/27 
4/29/82 > 9/5/47 
1983 >= 1982 

Earlier than x. 
Earlier than x or at the 
same time as x. 
Later than x. 
At the same time as x or 
later than x. 
13:04 < 15:59 
11AM<=2PM 
4:22:23 > 4:22:22 
1425 > = 932 

Less than x in value. 
Less than or equal to x 
in value. 
Greater than x in value. 
Equal to x or greater 
than x in value. 
981-3745 < 981-3746 
(408) 555-1212 
<= (415) 555-1212 
(914) 454-0613 
> (914) 424-0613 
777-7777 
>= 777-7777 
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Table 4-1. Comparisons by Data Type, continued 

Data Type 

Money 

Comparison Meaning 

< x Less than x in value. 
< = x Less than or equal to x 

in value. 
> x Greater than x in value. 
> = x Equal to x or greater 

than x in value. 
Examples 345 < 346 

$1,234.56 
<= $1,235.00 
$789 > $788 
392.56 > = 392.56 

Table 4-2 shows all the characters you can enter from the 
Lisa keyboard, in the order in which they are sorted. This 
order only applies when a column has the Text data type. 
The first character is the space, followed by!, ", #, $, and 
so forth. Lowercase letters sort the same as uppercase 
letters. 

Examples 

Abc De < AbcDe 

A! < A" 

X* < X9 

X9 <X= 

ABCDE = abcde 

xyz < xy[ 



Table 4-2. Sort Order for Characters 

Sort Order Character 

1 spa.ce 
2 ! 
3 II 

4 II 

5 $ 
6 ~~ 

7 ,~ 

8 I 

9 ( 
10 ) 
11 >It 

12 + 
13 .. 
14 -
1~5 

16 / 
17 0 
18 1 
19 2 
20 3 
21 4 
'")":' 
L~ 5 
23 6 
24 7 
'")c 
'- .. } 8 
26 9 
27 : 

2:3 ." 
29 -( 

30 = 
31 > 
32 ? 
77 
_1 ... ,,' @ 

34 A,. 8. 

3S B,. b 
36 C,. c 
37 0,. d 
38 E,. e 
39 F,. f 
40 G,. 9 
41 H .. h 
42 I,. i 
43 J,. j 
44 K. k 
4::, L .. 1 

I 

Sort Order Character 

46 
47 
48 
49 

Sl 

I;; 
54 

56 
57 

60 

76 

79 
80 
81 
82 
83 
84 

86 
87 
88 
89 

190 

t1,. m 
N,. n 
0,. 0 

p P 
Q, q 
R,. r 
~3,. s 
T t 
iJ, U 
V 'v' 

I ~(~:: ~,! 

I :~: ~, 
2,. z 
[ 

] 
A 

A 
A 
I; 
E 

I ~ o 
o 
8. 
8. 
8. 
8. 
8. 
S. 

1,-. 
I '~ 
Ie 
e 
e 
e 
i 
i 
i 
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Table 4-2. Sort Order for Characters, continued 

Sort Order Character Sort Order Character 

91 i 
92 Fi 
93 6 
94 0 

136 .., 
1137 I~r 
13·8 II-!. 
139 .. 

9:, 6 
96 ij 

97 5 
qc. Ij - I_I 

99 U 

~:I~ I~ 
1~142 __ LJ:-> 

~ 
100 Q I 
101 ij 

102 t 

103 0 

104 ¢ 

I 105 f., 

106 § 
107 . 
108 1 
109 8 
110 @ 

111 ~I 

112 'M 

113 
114 
115 ~ 

116 If 
117 I~ 118 
119 ± 
120 i 
121 1. 

122 -¥ 

123 IJ-
124 a 
125 I 
126 n 
127 TT 

128 J 
129 ~ 

130 Q 

131 Q 

132 if: 

133 0 

134 i 
135 i 
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Text 

Appendix 5 
Data Formats 

This appendix describes the data formats according to 
data type. For each data type, the following information 
is included: 

• The characters that can be included in the data format, 
and what each character means. 

• The ways in which the characters in the data format 
can be arranged. 

• Rules for what values can be entered with a particular 
data format. 

• Rules for what can and cannot be changed once values 
have already been entered. 

Format Characters 

Character 

A-Z 

a-z 

0-9 

Punctuation symbol 

Meaning 

Any number of uppercase 
letters. 

Any number of lowercase 
letters. 

Any number of digits. 

Any number of punctuation 
symbols. 

Rules for Arrangement of Format Characters 

1. The characters that are allowed in the value can be 
arranged in any order. 

2. The data format must not be longer than 4 characters. 

The default format is blank, which is equivalent to Aa9 +. 
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Rules for Entering Values 

1. You can only enter punctuation symbols and digits if 
the data format allows them. 

2. If the data format allows only uppercase letters, and 
you enter a lowercase letter, it is allowed and 
converted to uppercase. 

3. If the data format allows only lowercase letters, and 
you enter an uppercase letter, it is allowed and 
converted to lowercase. 

4. If the data format contains no letters, none are 
allowed. 

Examples of Value Display 

Format 

Aa1/ 

x 

Value Entered 

Net-Loss 
Gross Earnings 
1985 Total 

Net-Loss 
Gross Earnings 
1985 Total 

Format Changes Allowed 

Value Displayed 

Net-Loss 
Gross Earnings 
1985 Total 

Not allowed - hyphen 
GROSS EARNINGS 
Not allowed - digits 

You can change the format to any other text format. 
Values already entered will be displayed just as they 
were; any restrictions in the format apply to new or 
modified values. 



Numbers Format Characters 

Character 

1-9 

a 

+ 

< > or () 

Meaning 

Any digit. If the corresponding digit in 
the value is zero, it is not displayed 
whenever there are no nonzero digits to 
its left. Digits to the right of the decimal 
point are always displayed. 

Any digit. If the corresponding digit in 
the value is zero, it is displayed even if 
there are no nonzero digits to its left. All 
digits to the right of this position are also 
displayed. Digits to the right of the 
decimal point are always displayed, 
whether or not they are zero. 

When the value is negative, a minus sign 
is displayed. When the value is positive, a 
plus sign is displayed. 

When the value is negative, a minus sign 
is displayed. When the value is positive, 
no sign is displayed. 

Decimal point. When present, a decimal 
point is displayed in this position. The 
number of digits displayed to the right of 
the decimal point is always the same as 
the number in the format. 

Comma. When present, a comma is 
displayed in this position if any digits are 
displayed to the left of this position. 

Negative indicators. When they are 
present on the left and right sides of the 
format, they indicate that negative 
values are to be enclosed in the same 
kind of brackets. 

The default format is -999,999. 
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Rules for Arrangement of Format Characters 

1. There must be at least 1 digit and no more than 18. 

2. The decimal point, if present, can be anywhere. 

3. No commas can appear to the right of the decimal 
point. 

4. The + or -, if present, can only appear at the extreme 
right or extreme left of the format. 

5. 0 or < >, if present, must bracket the other 
characters in the format. 

Rules for Entering Values 

1. If no +, -, < >, or 0 is present in the format, negative 
numbers are not allowed. 

2. If negative numbers are allowed, you can enter them 
using any of the negative indicators: -, 0, or < >. 

3. The value cannot contain more digits than the format, 
either to the left or the right of the decimal point. It can 
contain fewer digits. 

4. If the format does not have a decimal point, neither 
can the value. 

5. If the format has a decimal point, and the value does 
not, the value is considered to be a whole number. 



Examples of Value Display 

Format Value Entered Value Displayed 

99,999 55113 55,113 
-12 Not allowed -

minus sign 
14.3 Not allowed -

decimal point 
123456 Not allowed -

too many digits 

09999.99- 55113 55113.00 
-12 00012.00-
14.3 00014.30 

123456 Not allowed -
too many digits 
to the left of 
decimal pOint 

+000000.00 55113 +055113.00 
-12 -000012.00 
14.3 +000014.30 

123456 + 123456.00 

<999,999.99> 55113 55,113.00 
-12 < 12.00> 
14.3 14.30 

123456 123,456.00 

Format Changes Allowed 

1. You can change the location of the decimal point, or 
you can add or delete the decimal point, but if you do, 
you will see an alert message warning you that 
changing the location of the decimal point changes the 
size of the numbers displayed. You can then click OK 
to continue with the change, or Cancel to cancel the 
change. If you click OK, the size displayed for numbers 
you have already entered might change (see the 
following example). 
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2. You can decrease by any amount the number of digits 
in the format to the left or the right of the decimal 
point, or you can increase the number by a small 
amount (see example below). If the format has 2 or 
fewer digits, you can't increase the number of digits to 
more than 2. If it has 4 or fewer digits, you can't 
increase it to more than 4. If it has 9 or fewer digits, 
you can't increase it to more than 9. If it has 18 or 
fewer digits, you can't increase it to more than 18. 

3. You can add or delete commas; the values will be 
redisplayed in the new format. 

4. You can add a +, -, < >, or 0 if the format does not 
already contain one. The values will be displayed in the 
new format. 

5. You can drop the +, -, < >, or 0 if the format already 
contains one. Negative values already entered will still 
be displayed with a - sign, but no new negative 
values can be entered. 

6. You can change a zero to another digit or vice versa. 
The values will be displayed in the new format. 

Examples: 

Suppose your format is 99999, and you have entered the 
value 123. Here is how that value will look if you change 
the format: 

Format 

99999 

999.99 

9999999 

9999999999 

Value 

123 

1.23 

123 

Not allowed -
can't change from 
5 digits to 10 digits 



Social Security Format Characters 

Character 

0-9 

Meaning 

Any digit. 

Punctuation symbol Display punctuation as 
shown. 

Rules for Arrangement of Format Characters 

1. Every social security format must have exactly 9 digits. 

2. You can use any kind or number of punctuation 
symbols as delimiters anywhere within the format. 
When the value is displayed, it is displayed with exactly 
those delimiters. 

3. The data format must not contain more than 40 
characters. 

The default format is 999-99-9999. 

Rules for Entering Values 

1. A social security value must have exactly 9 digits. 

2. Any delimiters you type in are ignored; the number is 
displayed with the delimiters shown in the format. 

Examples of Value Display 

Format 

999999999 

111*11*1111 

Value Entered 

123456789 
987654321 

123456789 
987654321 

Format Changes Allowed 

Value Displayed 

123456789 
987654321 

123*45*6789 
987*65*4321 

1. The number of digits cannot be changed. 

2. The delimiters can be changed in any way; the value is 
displayed in the new format. 
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Format Characters 

Character 

0-9 

Punctuation symbol 

Meaning 

Any digit. 

Display delimiters as 
shown. 

Rules lor Arrangement 01 Format Characters 

1. A zip code format must have either 5 or 9 digits. 

2. You can use any kind or number of punctuation 
symbols as delimiters anywhere within the format. 
When the value is displayed, it is displayed with exactly 
those delimiters. 

3. The data format must not contain more than 40 
characters. 

The default format is 99999. 

Rules lor Entering Values 

1. You must enter the same number of digits as called for 
in the format. 

2. Any delimiters you type are ignored; the number is 
displayed with the delimiters shown in the format. 

Examples 01 Value Display 

Format Value Entered Value Displayed 

99999 94043 94043 
987654321 not allowed -

56-79-3 

11111-2222 94043 

987654321 
56-79-3 

/1/2/3/4/5/ 94043 
987654321 

56-79-3 

too many digits 
56793 

not allowed -
too few digits 
98765-4321 
not allowed
too few digits 

/9/4/0/4/3/ 
not allowed
too many digits 
/5/6/7/9/3/ 



Date 

Format Changes Allowed 

1. You can change the format from 5 digits to 9 digits. In 
this case, 4 zeros are added to all old values that were 
entered with 5 digits. 

2. You can change the format from 9 digits to 5 digits. In 
this case, old values that were entered are shown with 
only the first 5 digits, but LisaList remembers the 
other 4 digits, in case you later change back to 9 
digits. 

3. You can change the delimiters in the format. All values 
are shown with the new delimiters. 

Format Characters 

Character 

mm 

Om 

Month name 

3-letter month 
abbreviation 

dd 

Od 

y, yy, yyy, or yyyy 

Meaning 

2-digit month number (1 is 
January, 12 is December). If 
you only enter one digit, it is 
displayed preceded by a 
blank. 

Zero-padded 2-digit month 
number. If you only enter 
one digit, it is displayed 
preceded by a zero. 

Full month name (January, 
February, and so on). 

Month abbreviation (Jan, 
Feb, and so on). 

2-digit day number (from 1 
to 31). If you on Iy enter one 
digit, it is displayed 
preceded by a blank. 

Zero-padded 2-digit day 
number. If you only enter 
one digit, it is displayed 
preceded by a zero. 

1- to 4-digit year number. 
The rightmost digits of the 
year are displayed. If you 
enter fewer digits than the 
number indicated, blanks 
are inserted to the left of 
the digits you enter. 
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Character 

Oy,OOy,OOOy 

Punctuation symbol 

Meaning 

Zero-padded year 
numbers. If you enter fewer 
digits than the number 
indicated, zeroes are 
inserted to the left of the 
digits you enter. 

Display delimiters as 
shown. 

Rules for Arrangement of Format Characters 

1. The month, day, and year can be in any order. Any of 
them can be omitted. 

2. At least one delimiter must separate the month, day, 
and year. A space is sufficient. 

3. If you use the full name or abbreviation form, the name 
shown in the format must be a real month name or the 
first three letters of a real month name. May is 
considered a full month name. 

4. The data format must not contain more than 40 
characters. 

The default format is mm/Od/Oy. 

Rules for Entering Values 

1. The month, day, and year must be entered in the same 
order as in the format. 

2. If you leave out a date part (month, day, or year) called 
for by the format, blanks are supplied for the missing 
part. 

3. If you enter fewer digits for a date part than the format 
calls for, the part is padded with zeros if there is a zero 
in the format, otherwise with blanks. 

4. Month names and abbreviations must be spelled 
correctly. 

5. Any delimiters you type are ignored except to 
separate date parts; the value is displayed with the 
delimiters shown in the format. You cannot type more 
delimiters in any position than the format calls for in 
that position. 



6. If the format shows a month abbreviation and you type 
in a full name, the abbreviation is displayed, and vice 
versa. 

7. If you enter the word "Date" as the value of a date 
field, LisaList automatically substitutes today's date. 
This date does not change even if you open the list 
again at a later date. 

8. If you enter the word "Current" or the letter "C" as the 
value of a date part, the current value of that date part 
is substituted. This value does not change even if you 
open the list again at a later date. 

Examples of Value Display 

Format Value Entered 

Om/Od/yy April 3, 1962 

9/5/47 
Sep 13 

Jan dd, yyyy April 3, 1962 
9/5/47 

Sep 13 

dd July April 3, 1962 

9/5/47 

Sep 13 

Value Displayed 

Not allowed -
month number must 
be entered instead 
of full name 
09/05/47 
Not allowed -
month number must 
be entered instead 
of abbreviation 

Apr 3, 1962 
Not allowed -
month abbreviation 
must be entered 
instead of number 
Sep 13, 

Not allowed -
wrong order 
Not allowed -
month number 
instead of name 
Not allowed -
wrong order 
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Format Changes Allowed 

You can change from any date format to any other date 
format. If the new format requires more information than 
the old format, blanks are supplied as necessary in old 
values. 

Example: 

Suppose your format is 

Jan dd 

and you have entered the value 

Nov 18 

Here is how that value will look if you change the format: 

Format Value Displayed 

Jan dd 

mm/dd/Oy 

Jan dd, OOOy 

Format Characters 

Character 

hh 

Oh 

mm 

Om 

ss 

Os 

AM, PM, am, pm 

Punctuation symbol 

Nov 18 

11/18/ 

Nov 18, 

Meaning 

2-digit number of hours. 

Zero-padded num ber of 
hours. 

2-digit number of minutes. 

Zero-padded number of 
minutes. 

2-digit number of seconds. 

Zero-padded number of 
seconds. 

Show hours as AM or PM. 

Display delimiters as 
shown. 



Rules for Arrangement of Format Characters 

1. The hours, minutes, and seconds can be in any order, 
and any of them can be left out. 

2. If AM or PM is included, it must be last in the format. 

3. Any punctuation symbols can be used as delimiters; 
delimiters are not required. 

The default format is hh:Om:Os. 

Rules for Entering Values 

1. You must enter hours, minutes, and seconds in the 
same order as in the format. You can leave out any 
time part, but LisaList assumes the parts you have 
included are in the same order as in the format. You 
cannot enter time parts that are not included in the 
format. 

2. If the format does not include AM or PM, hours are 
assumed to be according to the 24-hour clock 
(midnight is 00, noon is 12, 2 PM is 14, and so on). 

3. If the format calls for AM or PM, and you don't enter 
either, the hours are interpreted as follows: 

o 
1-6 
7-11 
12 
13-23 

Midnight 
PM 
AM 
Noon 
PM 

4. You can enter AM or PM even if they don't appear in 
the format. The hours are displayed according to the 
24-hour clock. 

5. You can't type more delimiters between two time parts 
than the formatcalls for. 

6. If you enter the word "Time" as the value of a time 
field, LisaList automatically substitutes the current 
time. This time does not change even if you open the 
list again at a later time. 

7. If you enter the word "Current" or the letter "C" as the 
value of a time part, the current value of that time part 
is substituted. This value does not change even if you 
open the list again at a later time. 
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Examples of Value Display 

Format 

Oh:Om:Os AM 

hhmm 

Value Entered 

104 pm 
19:22:23 
2:15 AM 

104 pm 
19:22:23 

2:15 AM 

sslmmlhh PM 104 pm 
19:22:23 
2:15 AM 

Format Changes Allowed 

Value Displayed 

01:04:00 PM 
07:22:23 PM 
02:15:00 AM 

134 
Not allowed - too 
many time parts 
215 

01 11 4 PM 
19/22/11 PM 
0/213 PM 

1. If the new format calls for more time parts than the old 
format did, the missing parts of existing values are set 
to zero or blank depending on what part is missing. 

2. If the old format did not include AM or PM, and the 
new format does, the hours are interpreted as follows: 

o 
1-6 
7-11 
12 
13-23 

Midnight 
PM 
AM 
Noon 
PM 

3. If you change the order of time parts, old values are 
displayed with the correct value for each part. 

4. The delimiters can be changed in any way; the value is 
displayed in the new format. 

Format Characters 

Character 

0-9 

Punctuation symbol 

Meaning 

Any digit. 

Display delimiters as 
shown. 



Rules lor Arrangement 01 Format Characters 

1. A telephone format must have either 10 digits (phone 
number with area code) or 7 digits (outside phone 
number with no area code). Other phone numbers, 
such as 4-digit extensions, can be shown as numbers. 

2. You can use any kind or number of punctuation 
symbols as delimiters anywhere within the format. 
When the value is displayed, it is displayed with exactly 
those delimiters. 

The default format is (999) 999-9999. 

Rules lor Entering Values 

1. You must type the same number of digits as in the 
format. 

2. Any delimiters you type are ignored; the number is 
displayed with the delimiters shown in the format. 

Examples 01 Value Display 

Format Value Entered Value Displayed 

(999) 999-9999 4158550600 
454-0613 

1 #2#3#4#5#6#7 4158550600 

454-0613 

Format Changes Allowed 

(415) 855-0600 
Not allowed -
too few digits 

Not allowed -
too many digits 
4#5#4#0#6#1#3 

1. You can change the format from 7 digits to 10 digits. In 
this case, the area code of all old values is supplied as 
000. 

2. You can change the format from 10 digits to 7 digits. In 
this case, the area code of old values is not displayed, 
but LisaCalc remembers it. The original area code will 
be displayed again if you switch back to 10 digits. 

3. You can change the delimiters in the format. All values 
are shown with the new delimiters. 
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Format Characters 

Character 

1-9 

o 

$ 

+ 

CR 

Meaning 

Any digit. If the 
corresponding digit in the 
value is zero, it is only 
displayed when there are 
nonzero digits to its left. 
Digits to the right of the 
decimal pOint are always 
displayed. 

Any digit. One or more 
zeroes at the left of the 
format (to the left of any 
other digit) indicate that 
leading zeroes in the value 
are to be displayed. 

Display dollar sign. A single 
dollar sign at the left of the 
format (to the left of any 
digits) means that a dollar 
sign is always displayed in 
this position. If there is 
more than one dollar sign, 
a dollar sign is displayed as 
far to the right as a dollar 
sign appears in the format, 
but always to the left of the 
leftmost digit. 

When the value is negative, 
a minus sign is displayed. 
When the value is positive, 
no sign is displayed. 

When the value is negative, 
a minus sign is displayed. 
When the value is positive, 
a plus sign is displayed. 

When the value is negative, 
CR is displayed. When the 
value is positive, nothing is 
displayed. 



Character 

DR 

* 

< > or () 

Meaning 

When the value is negative, 
CR is displayed. When the 
value is positive, DR is 
displayed. 

Decimal point. A decimal 
point is displayed in this 
position. The number of 
digits displayed to the right 
of the decimal point is 
always the same as the 
number in the format. 

Comma. When present, a 
comma is displayed in this 
position if any digits are 
displayed to the left of this 
position. 

Asterisk (for check protect). 
When a leading zero would 
normally appear in this 
position, an asterisk 
appears instead. 

Negative indicators. When 
they are present on either 
side of the format, they 
indicate that negative 
values are to be enclosed in 
the same kind of brackets. 

Rules for Arrangement of Format Characters 

1. There must be at least 1 digit and not more than 18. 

2. The decimal point, if present, can be in any position. 

3. No commas can appear to the right of the decimal 
pOint. 

4. The + or -, if present, can only appear to the right or 
left of the digits. It can appear immediately to the right 
of the $. 

5. Every digit, *, or $ indicates a position where a digit is 
allowed, except the leftmost $. In the format, the dollar 
signs come first, then the asterisks, then the digits. 

The default format is - $99,999.00. 
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Rules for Entering Values 

1. If no +, -, CR, DR, < >, or 0 is present in the format, 
negative numbers are not allowed. 

2. The value cannot contain more digits than the format, 
either to the left or the right of the decimal point. It can 
contain fewer digits. 

3. If the format does not have a decimal point, neither 
can the value. 

4. You don't have to type the dollar sign or the commas. 

Examples of Value Display 

Format Value Entered Value Displayed 

$9,999.99 1234.56 $1,234.56 
-336.22 Not allowed -

negative 
3 $ 3.00 
126CR Not allowed -

negative 
126DR $126.00 

099CR 1234.56 Not allowed -
decimal point 

-336.22 Not allowed -
decimal point 

3 003 
126CR 126CR 
126DR 126 

-$$,$$$.00 1234.56 $1,234.56 
-336.22 -$ 336.22 
3 $ 3.00 
126CR -$ 126.00 
126DR $ 126.00 

+$****.99 1234.56 +$1234.56 
-336.22 -$*336.22 
3 +$* **3.00 
126CR -$* 126.00 
126DR +$* 126.00 



Format Changes Allowed 

1. If you change from a format with a sig n (+, -, < >, 
0, CR, or DR) to one with no sign, existing negative 
values are shown with the minus sign, but no new 
negative values can be entered. 

2. You can change the location of the decimal point, or 
you can add or delete the decimal point, but if you do, 
you will see an alert message warning you that 
changing the location of the decimal point changes 
what size the numbers are displayed as. You can then 
click OK to continue with the change, or Cancel to 
cancel the change. If you click OK, the size of numbers 
you have already entered might change (see example 
below). 

3. You can decrease the number of digits in the format to 
the left or the right of the decimal point, or you can 
increase the number by a small amount (see example 
below). If the format has 2 or fewer digits, you can't 
increase the number of digits to more than 2. If it has 4 
or fewer or digits, you can't increase it to more than 4. 
If it has 9 or fewer digits, you can't increase it to more 
than 9. If it has 18 or fewer digits, you can't increase it 
to more than 18. 

4. You can add or delete commas; the old values are 
redisplayed in the new format. 

5. You can change a zero to another digit or vice versa. 
The values are displayed in the new format. 

Examples: 

Suppose your format is $99999, and you have entered 
the value 123. Here is how that value will look if you 
change the format: 

Format 

$99999 

$999.99 

$9999999 

$9999999999 

Value 

$ 123 

$ 1.23 

$ 123 

Not allowed - can't 
change from 5 digits 
to 10 digits 
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Index 

A 
Add 

Column, 830, C28 
Row, 829 

Add/Remove Table, 830 
Alert box, C 15 
Apple key, 812, C13, D5 
Arrow keys, 813 
Ascending order, 814, C81 

C 
Caution message, C17 
Change 

Column widths, 89 
Search,826 

Characters, Sort Order, D 12 
Choosing a data type, 856 
Clear Entries, 810 
Clear Field, C31 
Column, C5 

Adding, 830, C28 
Data format, C55 
Data Type of, 86, C58 
Moving, 849, C40 
Removing, 832, C44 
Selecting, C9 
Visibility, 847, C52 

Column Descriptions Table, 814, C5 
Column header, C5 
Column name, 85 
Column Visibility, 847, C6, C52 
Column Visible menu, D4 
Column width, changing, 89, C54 
Comparisons menu, 825, C76 
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Copy 
Field, C32 
Row,C33 
Text, C34 

Correcting mistakes, 810 
Create new list, 84 
Create Table, 84 
Cut 

D 

Row,C36 
Text, C37 

Daisy wheel printer, C66 
Damaged list, C21 
Data format, 857, C55 

Date, D23 
Money, D30 
Numbers, D17 
Row,C6 
Social security, D21 
Telephone, D28 
Text, D15 
Time, D26 
Zip code, D22 

Data formats, details, D 15 
Data type, C58 

Choosing, 856 
Defining, 86 
Row,C6 

Data Type of Column menu, D4 
Data types 

Date, 865 
Money, 870 
Number, 860 
Social security, 863 
Telephone, 868 
Text, 87, 858 
Time, 867 
Zip code, 864 

Date 
Data formats, D23 
Data type, 865 
Ordering, D10 

Default format, 856 
Default sort column, C81 



Delete 
Row, 826 
Text, 811 

Descending order, C81 
Deselect, C10 
Deselect box, C5 
Dialog box, C 14 

Format for printer, C65 
Print, C70 

Discard list, 833 
Display list, 88 
Dot matrix printer, C65 

E 
Edit menu, D2 
Edit text, 810 
Elevator, 824, C 11 
Ellipsis, C14 
Enter information in list, 88 
Enter key, 813 
Enter value, C38 
Entry 

Clearing, 810 
Restoring previous, C47 

Existing document, working with, C20 

F 
Field, C5 

Clearing, 810, C31 
Copying, C32 
Selecting, C9 

File/Print menu, D1 
Find & Show, C76 
Find & Show in Order, C77 
Folder, 834 
Font, C60 
Format 

Data, C55 
For Printer, C64 

G 
Get an existing list, 822 
Gray menu item, C14 
Grid handle, C5 
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I 
Icon, C4 
Insert text, 811, C39 
Insertion pOint, 811 
Invisible column, C52 

K 
Keys 

L 

Apple, 812 
Arrow, 813 
Enter, 813 
Tab,88 

Large lists, 876 
List 

Damaged, C21 
Discarding, 833 
Displaying, 88 
Entering information in, 88 
Getting an existing, 822 
Large, 876 
Printing, 815, C68 
Putting away, 816 
Scrolling, 823 
Searching, 824, C74 
Setting up, 84 
Sorting, 842, 880 
View, C3, C5 

List menu, 03 
List view, C3, C5 

M 
Menu, Comparisons, 825 
Menu bar, C4 
Menu item, C4 

Gray, C14 
Menu title, C4 
Menus, C13, 01 



Message 
Caution, C17 
Note, C16 
Status panel, C15 
Stop, C17 
Wait, C16 
?, C18 

Mistake, correcting, 810 
Money 

Data formats, D30 
Data type, 870 
Ordering, 011 

Move 
Column, 849, C40 
Text, C42 

Multiple search, 827 
Multiple sort, 843 

N 
New list, creating, 84, C19 
Note message, C16 
Number 

o 

Data formats, D17 
Data type, 860 
Ordering, D10 

Order, ascending, 814 
Order rows automatically, 813 
Ordering values, D9 
Orientation, C65 

p 
Paper length, C65 
Paper size, C66 
Partial list, 826 
Pointer shapes, C8 
Print wheel, C66 
Print 

Dialog box, 815 
Format for printer, C64 
List, 815, C68 
Quality, C70 
Type size, C62 
Type style, C60 
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Printer, format for, C64 
Put away list, 816 

Q 
Quality, print, C70 
Quick draft, C70 

R 
Recover damaged list, C21 
Remove column, 832, C44 
Replace text, 811, C46 
Resolution, C66 
Restore Previous Entry, 812, C47 
Revert to Previous Version, C48 
Row header, CS 
Row order, D4 
Row,CS 

S 

Adding, 829 
Column visibility, C6 
Copying, C33 
Cutting, C36 
Data format, C6 
Data type, C6 
Deleting, 826 
Selecting, C9 
Sort Order, C6 

Scan List, 823 
Screens, LisaList, C3 
Scroll arrow, 824, C 11 
Scroll bar, C 11 
Scrolilist, 823, C 11 
Search 

Changing, 826 
List, 824, C74 
Multiple, 827 

Search specifications, 825, C7, C74 
Search Specifications Table, C7 
Selecting, C9 
Show Entire List, 813 
Show List in Order, 814 
Social security 

Data formats, D21 
Data type, 863 
Ordering, D10 



Sort 
Automatic, 813 
List, 842, C80 

Sort order, C81 
Changing, 814 
Row, 814,C6 

Sort priority, 843 
Specify search, 825 
Start new document, C19 
Status panel, C4 

Message, C15 
Stop message, C 17 

T 
Tab key, 89 
Table 

Add/Remove, 830 
Column Descriptions, 814, C5 
Creating, 84 
Search Specifications, 825, C7 

Telephone 
Data formats, D28 
Data type, 868 
Ordering, D11 

Tell me, C67 
Text 

Copying, C34 
Cutting, C37 
Data formats, D 15 
Data type, 87, 858 
Deleting, 811 
Editing, 810 
Inserting, 811, C39 
Moving, C42 
Ordering, D9 
Replacing, 811, C46 

THRU, C76 
Time 

Data formats, D26 
Data type, 867 
Ordering, D11 

Type, data, C58 
Type fonts, D7 
Type size, C62 
Type Style menu, D2 
Type style, C60 
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U 
Undo Last Change, 811, C49 

V 
Value, C5 

Enter, C38 
View button, C 11 
Visible column, 847, C52 
Visible row, 848 

w 
Wait message, C 16 
Wide angle view, C5 
Width, column, C54 
Window, C4 
Work flow, C 18 

Z 
Zip code 

Data formats, 022 
Data type, 864 
Ordering, D10 

? message, C18 


