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Corel® Quattro Pro® 10
Open

Click the Start button and point to Programs. Point to Corel® WordPerfect ® Suite 10. Then, click Corel® Quattro Pro ® 10.
The Basics

The Quattro Pro ® screen is called a notebook.

•
Each cell has a cell address. For example, the address of the active cell shown is D3 (column D, row 3).

•
The toolbar contains the most commonly used functions from the menus, such as Save, Print, Copy, and Paste.

•
The application bar displays the address and the contents of the cell in which you
are working.
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Corel® Quattro Pro® 10
	To highlight an entire column, 
click the column letter.
	To highlight an entire row, click 
the row number.
	To select the cell into which you wish to enter data, simply click the cell.
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Menus

To display a menu, click the menu name in the menu bar.

	File 
	Edit
	Options

	[image: image5.jpg]B Documents and Settings\Honi Huyck\My Docus
B/ Fe Edt Insert  Format  Tools indow  Help
0 [0 re ctrl+ I
[ new from Project. Cirl+shift+
Avie = Open... Cirl40 2
s (&} Close
—— B Close All =
Cul+s B
F3
i [ Fropertes...
¢ Motebook Group »
7 [} Page Setup. .
E S ot Crl+p
1 %8 print Prev
1 Fublish to [ntemet..,
1 Send to 3
1 1\McGra Ch sExtemalDiscover 3,5, 000
1 2McGraw (Chapter 10 for Internal ReviTe. .10, 2c.qpw
1 3 \McGraw\Grade 7\Discover 8, 50b.qow
1 1 0 Bt Aalt+F4
19
a0





	[image: image6.jpg]B g

Auial

Al

w

~

@

uattro Pro 10

Edit Insert

& cut

Copy

R paste

Paste Special...
g Copy Cels...

£ Conyert to Values...

Move Sheets, .,
1] Delete cels. .

Clear

[ Eind and Replace. .

B coTo..

Documents and Settin

Format  Tools

Ctrl+x
ctri+c
Cirl+v

Cirl+F
Ctrl+G





	[image: image7.jpg]E Quattro Pro 10 - [C:\Documents and Settings\|

E e Edt Insert Formst  Tools
0= E é é@ B Inge\lCEIIs...

oo Insert Raw

bﬁ Insert Column

] »% Insert Sheet,.,

Avial -

Aol
Chart (o
Symbol Ctrl+w
Date Ctrl+D
Graphics 3
Shapes >

?CE Insert Comment

(@& Insert Function...

Form Control 3
MName 3
MEr XML Tags. ..

23 @m e W o
.

m

External Data »
13 Insert File...
15 +J Cbject
16 Page Break 3
17 ————]
18

a0





	Use this menu to Save your file,
to Print your file, or to Open an existing file.
	Use this menu to Copy or Cut highlighted data, to Paste data previously copied, or to Fill
a selected row or column.
	Use this menu to create a graph
by clicking the Chart… menu command.


Corel® Quattro Pro® 10
Cell Sizing

To adjust cell size, click the edge of the cell column
heading (A, B, …) and drag it to widen, or click the bottom
of the cell row heading (1, 2, …) and drag to deepen.

Entering Data

Click the cell into which you wish to enter 
data (here, B3), and type in your data. 
The data can be numeric, alphabetic, 
or alphanumeric. You may widen or 
deepen the row/column as necessary to 
hold the data. To edit existing data, 
click the cell, then click the data entry 
field.

Creating a Graph

	Select the cells containing the data you wish to graph. On the Insert menu, click Chart….
Click the Next button.
	Select the category of graph 
you wish to create. Here Pie (or Circle) graph has been chosen. Click the Next button.
	Select the type of graph.
Here, Regular has been chosen. Click the Next button.
Label your graph as needed,
and click the Next button.
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Corel® Quattro Pro® 10
	Choose a colour scheme. Click 
the Finish button.
	A small bar graph icon will appear 
in your notebook. Position it where you would like your graph to appear on the spreadsheet, and click.
	Your graph will appear.
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