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1. e a1 SR Ctrodtion o prenert)

—»> Spreadsheet Te U Computer Program %, s SR (Data)
& Rows 3R Columns ® <qaf®Id e &l STdT |

> IHT 3N RIE-fhde R4, Data T fI9eNT & 3R Charts
g9 & forg giar 21

e N | o
( \ *1[ ——-—:

| |

! |
_ Data | | Rows & Columns | Calculation L Chart“ !
( 3R :  Student Marks - Spreadsheet ~ — 31 [l
L~———J . ] A NN C D q
ft School # 100 &=af & A1, Roll Number ' 1 [Roll No. | Name | Hindi | English |
3R Marks FT Record ST &, a Spreadsheet| 2 | 101 | Rahul 85 78 |
1 394N 6T o e € 3| 102 | Priga | 92 88 |
4105 [Amt | 76 | 81
5% 104 | Sneha | 89 | 95 |
(5[ 105 [Mohit | 90 | 8 |

T Spreadsheet Softwareg
1) LibreOffice Calc: Free 3R Open-Source Software | '_-'l Librec?lﬁice

2 Microsoft Excel: Microsoft ol Spreadsheet Software | ﬁ  Microsoft

Excel

3 Google Sheets: Online Spreadsheet Application | g‘ﬂ:gi‘; ..
kD

LibreOffice Calc, LibreOffice Office Suite T foxa 2l ,

B?Fﬁ Default File Extension .ods &1 E :‘

3) ODS T QI A OpenDocument Spreadsheet gl o

Spreadsheet I #eg ¥ Colculation Sgd STedt @ S Fahat 3 :

2. Brgsfic & IR (Objectives)

> Spreadsheet @ §&T 35 Data I MH dih ¥ HARIT BT
FR 3T W &H FT g
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:2' jr_ @@ﬂz & eI (Objectigeg._):}'

—>  Spreadsheet &1 H&T 329 Data HI M Tih T AIRAT FAT
IR I W S HT ¢

Data Entry: 7, 9, i@ St { T pm— .

SR forgT |

" Calculation: s, ¥era, Tom Rk —

HET hAT | 'mm

Data Management: st #mT

Data TafR¥d G|

Amit

4 ) Sorting: Data &I Bic-95 aT

A-Z %9 B G| Neha
Rahul

Suresh |

Filtering: aet SRd aremm ERL O i)
Rahal | Delhi | 1500
Data deSe Neha | Dei | 2300
Mumbai | 1200
) Chart: Data & fa a1 Graph
g feamr|
‘7) Printing: 3R Sheet FI Paper — 8 |
W Print T —

{ W*—_? | gEM @ A @ Rawor - ol
~—J [ T e | [
SHMER Spreadsheet F A7 ) g | 1] whw | fewm | AR Q) | ® @)
DA 2 01-04-2024 | wWE A | 2500 | 1500

foreet et i fehrey 3| 02042024 wwmB | 3200 | 1800
T 2 | (4] 03-04-2004 | W C | 2800 | 1600 |
5| 04-04-204 | WD | 4100 | 2500
6| 05-04-2024 | W E | 3600 | 2000
7| gwdm | 16200 | 9400
8 ot (et - @) 6300 \
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2 @gs‘i’ra & e T (Elements of Spreadsheet_):ﬁ

—>  Spreadsheet @I GHeH & oy 3HE H&F HRT THAT T & |

Element A 7Y
@ Spreadsheet Document | T3 Spreadsheet File
@ Worksheet / Sheet 98 Page 58T Data forad &
@) Row aY & o 5 A 9f
@ Column IR T A IH a6l o
@ Cell Row 31 Column &7 e &1 TIH
(6) Active Cell §9 Y Select T AT Cell
@ Name Box Selected Cell BT Address fe@raT &
Formula Bar Cell &7 Data a1 Formula fezamr &
Sheet Tab CHT-3TCMT Sheets dl T & foly
Fill Handle Data @ Copy T Series H %R & fofg
 Oede SR%E & FH AT
(B Untitled 1 - LibreOffice Calc - 0O .“
File Edit View Insert Format Styles Sheet Data Tools Window Help
N--B-H | & | XD o AL H: |2 @«
 Liberation Sans v 10 vwB I U = = = ( Formula B_a.r )
— — (Cell &1 Data T
_[._B_B_kl__._ _] _J_r x___ _-l*SUM(BtBZ) Formula. ﬁ'@ﬂT %),4 |
;f Name Box H\‘, l A B C ! D
1 (Selected Cell 1 10 30
2| Address fé@mrg) 20 40
T 0] |
- 4 ‘
5
¥ Sheet Tab | \
| 4 4) ‘ Sheet1 Sheet2 | Sheet3 ‘ + (;W%:ga; %eqt;ts )
Sheet 1 of 3 ‘ Default Average: 70 Sum: 70 | [ | O ' 100%
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4. Row, Column 3R Cell @I HT@

—»  Spreadsheet T Row, Column 3R Cell & THSIAT §gd SRt B
Rows &I Numbers (1,2, 3...) ¥ UggHd & | r'i_"z_?:“\
Golmns 1 Lebtersi A B.C ) S aeli sl \TATB TG [l
aft A2 & Rahul o & & A2 39 Cell F1 {“ 1—5\2?

Address & |
IHY LibreOffice Calc Sheet H 1,048,576 Rows I |
gt £ |
Rows

; (1,048,576)
IH=T LibreOffice Calc Sheet H 16,384 Columns ‘;; = ";ﬁf
Bld &l alelcl~]
6 5T AT Column XFD BT 81 Columns |
. (16384)

:@ __(E"_‘EEE_@_] R S SPORSH 2 F R

[ Column (A) | z - ol

; o T

| | 1

| Row (2) = 2 Rahul |

I 3 T

| { Cell (A2)

‘":@_@_] DR T 2 u Y
Rows = 1,048,576 | A [ B | c [ [ x |

F P d
Columns = 16,384 _ sl ] g % I |
Last Column = XFD | ) {aﬁ%%’lumj
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4. 7 Spreadsheet ST (Creating a Spreadsheet)

—  LibreOffice Calc H 5 Spreadsheet ST §gd S ¢ |

D LibreOffice - om
1 Computer TR LibreOffice Wiei | | e b e |

| B open Fite =
. | . LibreOffice
LibreOffice Calc ﬁ| B8 et Al Community

| (O RecentFiles ~
(3) & T @t Spreadsheet | [J Temlates -

I
W | | Create:

! @ Writer Document

et Cell W Click FRF | | [a] colSprmtbon
Data forET Y& & | | [ npress Preentatio

Math Formula Welcome to LibreOffice.

Drop a document here or pick
[=] Base Database an app from the left side to create one.

o . e e e . B e . S S M i . St A A A S . S e A S At S e

) T3 Spreadsheet H§ gEmIa:
Sheetl ST @I Sheet Bl |

SRR & TIR 3R Sheets
S 9hd & |

9% File T Save HH W I
:m:rﬁmﬁnem%l

.Untitledl LibreDffice Calc - ol

File Edit View Inset Format Styles Sheet Data Tools Window Help i
d-B-B- 088 ~ D @R-£ o0 R R E-E- &

LiberationSans ~| |10 v| B | U E === SEE -4~ - 2
Al v fx > o= |

| B | C D | E f F | S i)

1 |

5

3

4
D

6

7

9

10 e
quHIShe_ret1|+[ | < »
| Sheetl Default | English (India) | O] @ - —F——+ 100% )
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5. Cell Address 3R Cell Range
—» Spreadsheet 4 & Cell T T 37T Udl (Address) &l 21

e =,

Cell Address Column Letter * Row NumberJ

| S Gl
AJ B
.Al-ColumnAGﬁ?Rowl [ 1 Al =
2
B5 = Column B 3iR Row 5 i | /UE‘“ MJ
5 B5
C10 = Column C 3R Row 10 | :
10 C10
e | Cell Address
Cell Range

—b o9 $s Cells Pl U H1Y Select fhar ST §, df 3/ Cell Range Fed &1

raaraw AlAsarrmaAl A2 A3 A4aﬂTA5%|

[[3] Untitled 1 - LibreOffice Calc - 08

File Edit View Insert Format Styles Sheet Data Tools Window Help
B -B-Hah @ ® o #0u| B RIE-E
Liberation Sans ~ 10 ~ B (A, B, C, )}FE = EEE 3~ 3
Al v fx = = __{_ il
T _ A B , C | D
(1 2 3 ..) 2 Cﬁu Addres;
3 1 Al
54 B5 .
6 |
A Cell Address
| L B5
| 9
' 10 C10
11
| "‘\’ Cetl Address
4 4 » » | Sheetl | + C10
English (India)

— . e __________"1

() Untitled 1 - LibreOffice Calc -0
File Edit View Insert Format Styles Sheet Data Tools Window Help
A B C | D

1 Al

2 A2

3 A3 | Range AL:AS |

4 & A4 ,

5 A5

6

A I | pl | Sheetl _-t | | Default _ English (India) I
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5. Cell Selection & adids

{ Cell Select & &Y ?

. Single Cell: 37 Cell W Click &3 | } ;_ _;*‘1_‘\'\‘],

|
. Multiple Cells: Mouse @' Drag &< | ‘
|

2w R

i . Enttre Row: Row Number W Click %1 :

H | |
5 ] |
A q e[ D
- .
Entire Column: Column Letter W Click &1 | 2 |
3
4
5
A B C D
Range: A1:B5 Wil Cells &1 W8 | , @ |
Select &Y | . AR
5
B
k e / Bample )
@) Untitled 1 - LibreOffice Calc - 0@ |
File  Edit View [Insert Format Styles Sheet Data Tools Window Help
B-B-r -2~ BECanf 2 B Br==BHE BB O | & B- #
R | fx >
C D E F
N — 7 | =L, : | ‘I’\L
2 ; | Entire Column C
‘ \ - | ™~ Multiple Cells
3 ( | | P ]
& Single Cell
v\ | i
6 ]
; : Entlr'e Row
[ 8 | 4— Range
9 ! | A1:B5
10 | | |
| [ 14 4 > »i | Sheett | + Defaul Englh (india) |
r[ Exam Fact

— Name Box f[ Active Cell &1 Address féarg 2ar %r \_L_
| Name B°*J
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—> Spreadsheet H 37el7T-3fcT dRg A Cells @I Select far ST Fhell 2|
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6. Cell & Data ¥RAT (Entering Data)
—» LibreOffice Calc & qeg w4 ¥ dF RE & Data Enter fHar sar 21

Data Type 3QTeRYT YT
Text Rahul, Delhi ¥ 1 Ao
Number 100, 250.50 IOTET
Date 10/10/2026 GIRIECH
[AbC] g [123]

B Text ;,' - Number ) | Date |

Data Enter W 35 Steps

@ B8 Cell W Click F

@ Text AT Number for&l

@ Enter Key &dTU |

@ Data 39 Cell # 3o g Swm|

o -

[6) Untitled 1 - LibreOffice Calc - o0 8
File Edit View Insert Format Styles Sheet Data Tools Window Help

B-B-B-%$-BCaf -0 B-r-==82 00 &-B # »
Al v e X

A B & D
Rahul 85 10/10/2026

Il

B W N =
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i@ Text W™=Ia: Left Align BIdT €|

[Pq_ge 9]

':6. Data Entry & Hgcaqul qeq

‘® Number ¥™T=Id: Right Align gia 2 |
@ Formula 9Tt Cell # Enter foram ST Hehar g1

=@ Date @ 9ga Format 3iR Locale Settings
| W f‘lrﬁ'{ Hl %l
| SeTeRor : |AL & Rahul, B1 & 85 & C1 ¥ 10/10/2026 |
| fer@n 1 Uepar 21
e o R A i, S A NN R
1 A B o
] 1 Rahul N (N ]
[ S W V) S T
; Lo Al (" Right g | I _ Formula in Cell
! (Text) ~_ (Number) | | - o e
f A g C
1 \Rahul 85  10/10/2026

b Page Setup (trﬁ?ﬂl)

» Page Setup T IUANT Spreadsheet H! Print FA I Uga
Page & Settings sge & folg m it g

Page Setup

Orientation

E © Portrait

Paper size: A4

Print quality: | Normal

{Page Margins  Header/Footer  Sheet

E () Landscape

Page Setup
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7. Page Setup @I 7&T Settings

» Page Setup H Print ¥ Ugel Page $l ST Settings & &l
STl 8 |

| =<
o=

(D) Paper Size : | A4, Letter a1

@ ?ﬁ_f Orientation .| Page I ¥er a1 37TeT T@T|
@ !__Marg_ins :| Page & WRY 3R @rett g | i
(@) Header : | Page & T firé &3 aeht @
@ Footer :_‘ Page & 9 fa@rg & amelt @RI
@ Scalmg | Data @ Page R Fg! @i § Fit FHAT

|
|
|
r
|
|
|
|

Orlentatlon El\v' 1;I$I'\r

U’age 10)

______

B @

aarsw aﬁmcolumns 'q'l?'ﬁ |

Portrait | | Landscape | ‘ Marksheet El-?[ Landscape Mode § |
o @mo ) @meD. | Print ST Gfaurs s gl qbdr g1
i i bl = |
._ _b. 5 | Marksheet |
| — ws || | RollNo.| Name | Hindi | Engish = Maths | Science | Total | |
| | — 1 |Rahl | 85 | 78 | 92 | 88 |34 |
| | 2 [ priya| 9 | 8 | 76 | 8 | 337 ||
| o ——\| | l | | |
| e 3 d@er %ﬁaraﬂ?m (|3 | Amn | 78 | & g | 91 | 334 |
1 __qu_g__ Y L Pag_ __/| || 4 | Neha | 88 | 7 | 85 | & | 39
( Page Setup Dlalog Box
[ Page Style: Default - - \
Ea v L & =1 — Header/Footer |
) Page = Margins  Header/Footer ~ Sheet g tab |
(Paper SiZE_J._-----h Paper size: Ad v \--.{__Sﬁegt tab | :
P ) Orientation: @ Portrait O Landscape
IKHOrlentatan,-a.ﬁ = j j | AL \|:
(78 & e #d §) |
- ) Margins (centimetres) = 7
MRI'QII"IS | Top: 2 Left: = P
! (Top, Bottom, = i 2 _? = L Footer — ©
t Left, Right) J Bottom: 2.00 2 Right: 2.00 = J EHET ¥ ¥ FQ 3)|
- B Scaling I
= ;. O Adjust to: | 100 S % normal size i
£ Scaling J_,_"" O Fit to: 1 ~ | Page(s) wide by | 1 : tall |
Cancel | Help r Reset :
—_— /
(
_ Menu: Format > Page Style
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Printing geTTdr ¢ |

8. Spreadsheet Print &% (Printing)
— Spreadsheet ¥ dIR Data @ Printer §RT Paper W e

. — A — — . — o . 0 T A D S S S _— o S 1 . . o S S . T — — " 1~ —. — —— — —, T— — — i, —. S— " T —— — — — . T S T . -,

—————————————————— - (. ————————
fr'_rit'z's_?i_%@?i:_ |
: Printer
@ Spreadsheet FaR &1 ||
3 | Status:  Ready
Ctrl + P 2@y | || Type: Canon LBP2300
, . || Location: USBOOL —
3) Printer Select 1 || Comment P ) |
E age \ange :
! e Ies

Copies 3T Pages ol | | Page rang Copies COP :

G&ar gﬁ‘ | l{ O Al N _ Number of copies: | ¥ :‘
: o, Pages: \_1 =
- | ; R '

Print W Click 3| ||| O St 'ﬂ' et
Shorteut : Ctrl + P | || ¢ bt ] [ el ],
““““““““““““ ™\ - g W " —_— —

Print Preview : (e =

—> Print &% ¥ Uga Page 4T ;@ RIQ & [m JMHMW[1t]1|M | b

aT”' -1 Eﬁr j fass a7 (Sales Report)
: : | port
ﬁﬁ?ﬂ Print Preview j S T e T
HEAT ¢ | 1 [N | 0 | 60 | 600
| 2 | Mouse 8 300 2400
E 3| Monitor s | 7000 | 35000
: 4 | UPS 4 2500 10000
! 5 | Printer 2| 00 | 16000
E Total 29 77900
r .| (T SEEEE)) )
__P.rln_t___R;a_.'_lg____ i [ Marks.ods - LibreOffice Cale : -___ i
| | File Edit View [nsert Format Styles Sheet Data Tools Window Help ol
"’Sheeta;mmwiﬁl-aré}@@l% & P 40|
fewdt @ Print B3 & forg [ A1 & 5_;‘1— S|
! 1 .No. ame 5 e sul |
Print Range &T ST | [2| 1 (R | &5 Pass i
] 2 (e [ B ?
fobar Srar % i el 3 [Amm [ w A Selected RanQE_JE
I S 4 _Nzha || e C Pass |

e e, A 1|65 [ sohan Al e Pass |

lll W a4 11 |oe 6 Pooja 88 A Pass !

| it Ir7 7 Mohit 59 c Pass |

IWAICSH?rPrthIH 8 v ||

_________________________ } ¢ 4 »  Sheetl | Sheet? Sheet3 r_ '

NI < T TS AT e e e I \

{ WEEYOf : | Printing ¥ TS Print Preview ST I9Af '5"1?11 %h |
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Ste[_)g _:f

Rl DS

. File Menu H Grrq"|i
|

. |

Save T |
i

Fileﬂ:lmﬁﬁl

[ Page 12]

9. Spreadsheet Save & (Saving)

—> Spreadsheet H SAIY 7Y Data & File & &7 H JRf&d
3@HT Saving BT & |

ir L S
1 ,3a|gqu| _____________________________
AN S B
Ed Save As (x]
& 5 4 |3 > ThisPC > Documents v | | Search Documents 2
|
Organize ¥ New folder |
£} Home Narne Date modified
Gallery ] Office Files 10-01-2024 11:20
@ This PC ] CCC Files 15-01-2024 14:35
Desktop
Documents / =
4 Downloads 4 Save Icon )
@ Music
Pq Pictures

File name: [éa_ig Report

o SU.VE ' CIICk a‘ﬁl i Save as type: ‘ODF Spreadsheet (.ods) v]
J| [J Save with password
; |2 Hide Folders Save | Cancel |

Save 9 Sve s 7 3

: Save Save As

| 949 File ® sgam@ | U M, Location I

| Save @XdT & Format & Save &%

i

| Lo+ ShfeJ+( s |
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9. Spreadsheet Save HT (SY)

A File Extensions: |

A

File Extension faeRor / IuEmT
ke LibreOffice Calc &7 default
ODS spreadsheet format.
N
Xlsx )-(.h Excel Workbook.
XLSX
.CSV = Comma-Separated Values.
.pd‘F }vl Portable Document Format.

r"‘f : _ P \
Open : |

Yol ¥ Save @I 7§ Spreadsheet
%! @l Open HEaC 3 |

LibreOffice Calc I |
Ctrl + O T&TV |

File = |

Open W Click & |

_Close : |

Gell §8 Spreadsheet &1 &g

HT Close FaAT 2 |

Ctrl + W — Current Document

§q Pl |

Alt + F4 — Application Window
§g YT |

~

3R §eold Save Tal U U §
ar Software Save & & forw

U8 ol ¢

(Hyg - ) CSV & WHMRad: Data Values T&eil §; Spreadsheet & Tt
e Formatting 3R Multiple Sheets ﬂ?ﬁiﬂ I8! Tgal |

10. Spreadsheet Open 3R Close %1

0 open .
& 3 41| 4 « Documents > ~ | | Search Documents P
fl:h Hn Name Date modified
P Galery (5 Budget.ods 10-01-2024 11:20

[F] soles Reportods  15-01-2024 14:35
B This PC J
[£] Marks.ods 18-01-2024 09:10
@ Documents
4 Downloads
@ Music
A Pictures % 3
File rame: | Sales Reportods v | | Allfiles (%) v
Open { Cancel j
o T

- SCRR
[7] LibreOffice Calc

Do you want to save changes to
“Sales Report.ods” before closing?

I Save I Don't Save

| cancel |
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11. Cells 3R Sheets & Manipulation

> Manipulation T 3% & Cell AT Sheet H I3 HAT|

SIECH

. Rename Sheet : Sheet $r
“H dqcfdT |

Delete Sheet : Sheet BTl

Move Sheet : Sheet !

SUERCHIE N

Copy Sheet : Sheet !

Copy AT

6 ) Hide Sheet : Sheet I
IR ¥9 ¥ foumn|

Insert Sheet : 95 Sheet \I

|4 b | Sheet1 l Sheet? | Sheet3 | <+

00 = O U B W M o=

Cell a‘ ﬂ% m l LibreOffice Calc
- i | File Edit View Insert Format Styles Sheet Data Tools
. Cell &l Data Siqef Tl || | B X g — |

§fgf T _}'IHE“°| | |
Data Copy a1 Move || Bl : | c =
hT | |1 | = |3 [=
[ 2 e
Cells Insert a1 Delete I i i H
T | | 5N U0 | =&
| 6 | -
| U A -~
Cell &I Formatting _B{___ =
qGe | L=
& = ™) L NI
‘Sheet g PH: |
g% J ‘ [ A B C D

%

D lete Sheet )

| Insert Sheet \ |Rename Sheet

AT 1 Tg

||_ Move Sheet \ Copg Sheet | Hlde Sheet
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Cell T Double Click &b
Data 9¢et |

Cell Select ¥h F2 @y |

Formula Bar & 4T Content
gl ST TehdT & |

v x«fx[_50|

|

AR A B AR E R EEREREREEEEREE R R DRSS

(2

A B C

50

A B C
1 50
2
| 3 —
ST& Keys :

1 F2 : Edit Mode

\ Zi:Undu,ﬁWWﬁTW@HTI

el +

el ] +

Delete |

=

‘

12. Cell Content Edit &% (Modifying/Editing)
* Tgel ¥ el Data ! &G Cell Editing Pgelldl 3 |

Editing P diob :

A B C A B C
50 |1 1 [ 80
2
A B C A B I
1| 50 1 | 80]
: ;
3 3
) _— L=—u i
| AL v X v fe| 80 |
A B ¢ |
80 |

 SGIRRT : Al # 50 forET §1 38 SeeTR 80 YT Cell Editing &1

B C

F_Yi:Redo,W%ﬂTWﬁSTHFlWI

: Selected Cell T Content g™ &7
Dialog @l GhdT ¢ |

Delete

\  Delete contents
L2 of selected cells?

OK || Cancel |
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(13 Cell Formattmg (Font, Allgnment Style)

(st

];) Font : 31&Ri T Design

o Formattmga"ﬂWData?ﬁT‘T, HHR R fG@rE 7 &1 addel age T ¢ |

A& Formatting Options :
LibreOffice Calc T Formatting Toolbar :

CEHGEIN [. (=] Untitled 1 - LibreOffice Calc L&
_) Font SLZE 37&R Eﬁ% |E|le Edit View |[nsert Format Styles Sheet Data Tools Hmdnw Help
qr g8 HIT| l Lberetion Sans. ~[ 12 || B I U A-&2-E== H-
ORI S 2 e e

- . s W'ﬁ‘i“ﬁ LY e "I"_H"UTT"HW'W"U'Hﬂ

4) ltalic : 3R fowd & i) (o) (650 () ) () Bt (i) (i
F=3. ' Right)
§) Underline : Text & =19
Line o |
6 ) Font Color : Text o7 &T see |
Z) Background Color : Cell &T Background §IgeT |
8) Alignment : Data @I Left, Center &7 Right H T |
‘_9) Border : Cell & @RI 3R Line &I
§ | E'Q'IETUT Cell Formattmg “{'-T Clgﬁ Gﬁ? ac o
Before Formatting After Formatting
A B C LT
1 Name Marks Grade | 1| Name  Marks Grade
2 Rohit 75 B 2 | Rohit 75 B
3 Sneha 88 A 3 | Sneha 88 A
4 Amit 60 § |c¢ 4 | Amit 60 C
3= Iyt Options : _ Format Cells Dialog (33TeX7) :
Format Cells. _-
J Merge Cells : E{T a1 aniﬁ Cells Numbers Font Font Effects Alignment Borders Background
! e U Cell SHMTI Category Sampl
2) Wrap Text : o Text 1 ST Cell | g i
H 3Tl Line H fa@mr| frnonis S B
§) Number Formatting : Number 1 i
Currency, Percentage, Date I s oK || concet | [ Rese
Formats & fe@mr| ; ' :
| 3GIeY0T ;  Marksheet H Student Name !
* Shortcut Keys : Bold 3R Hock ) Center Align |
@) (et )+ Bold R €
_-4 1)+ LB - TR o R
! y Ctrl l l Italic 1 IStudent Name Marks  Grade
| 3) | Ctel |+ [ U i : Underline j :::t:; gg - :;
fl) .F(‘:tr[ + _1] : Format Cells 4 Amit 78 | B
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14. Cut, Copy, Paste

—» I Commands Data @I

Commands % UYPR :

Paste :

Cut 1 Copy fobar Trr
Data 3 Sg RTHT|

Paste Special :

$adl TR & FTER D

H1 Pl W 9T, HE Value
gl Formula, Paste 31|

3R Paste Special
U WE F qEt

Congﬁ%%ﬁ@ﬁﬂT@ﬁ%I

STE of ST T 39!

® c: |
u -
3 Untitled 1 - LibreOffice Calc - oy
Eﬂaott m %G[_;_-lgl- File Edit View Insert Format Styles Sheet Data Jools
Copy : do B
Data #t Copy &4 & foig, | l | |
X Data SRu Cut Copy Paste Paste Special
ST &1 Y& & | ,

" Commands 3R ?ﬂ% Sl;torl:cut-:h_—"'—"—“"

Command Shortcut

Cut Ctrl + X

Copy Ctrl + C

o Paste Ctrl +V
Paste Special Ctrl + Shift + V

| QTR ¢ AL 500 forar &1 Copg % BL  Paste R W 2 Cell i
| 500 gHTT | |
| Before Copy-Paste — MNP ..
i' EY Untitled 1 - LibreOffice Calc — B | B8 Untitled 1 - LibreOffice Calc - o 8
i A BLS g A B ¢ i
1 [ 500 1 | 500 500 | 5
2 | _ 2 |
3 3 |
Paste Special &T forf @ ([ Paste spemal x]
Selection
_ Operation
[ .
Ngumbers - O Add | Cancel
Date & time (O Subtract : -
Formulas ‘ (O Multiply LHLLP )
Comments | (O Divide
Formats
Objects ‘ (] Skip empty cells
‘ [] Transpose
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15. Row Height 3R Column Width SgefT

—> | Row Height : Row & %415 |

—  Column Width : Column & <itgrg |

—> Hoil-ft et Cell # Text 9T a1 & ok QX1 fewrg 7df
0 # Row Height IT Column Width gt gohd %I

1\\C0[un;n Width ERT*I‘-?[ & S{éps - Column Width ST @

o B Untitled 1 - LibreOffice Calc -0l
Column Header ¥ WU | , Brag e ) |
Wndthaaﬁ |
Column I Boundary 9X A 4—+—p B C
Mouse 3 | { | NIELIT CCC |
o 3: 2  Computer Course
¢ 3 ? Dmg Width 1G] ‘]’ 3 | LibreOffice Calc
R 2

L

Spreadsheet

Row Héfght Row Number &t Boundary Drag @Xeh ¢t Tahd |

I\
Row Height sqet T :

F@ Untitled 1 - LibreOffice Calc = [} -
A B C
1 | NIELIT CCC
( Dmg qn,-.ra; 2 1 Computer Course

Row Height F 3 | LibreOffice Calc
B v
| 4 | Spreadsheet

Auto/Optlmal Stze ' Row AT Column &t Boundary YR Double Click Fh
Content & 3R Size AdJust fpar 91 o1 g %l

~ Column 9 Double Click : Row WX Double Click :
i [ Untiled 1 - LibreOffice Calc - o @) [B Untitld 1 - LibreOffice Calc - o B
E s ,L Do""ble Cth | | 1 . NIELIT SCC : :
i 1 |~.”E|_”‘!-’t CCC— : : Zqi,.. Computer Course
2 | Computer Course 3 ” Double Click |
3 LibreOffice Calc 4  Spreadsheet
3G .
g (Text w1 R 7 ) &g (Width/Height 3™ & ¥5) |
' untitled 1- breOffice Cle - © (X @ Unttled 1 - LbreOffice Cale - m.-
A ___B ] _ A_- - | B-_d
1 NIELIT CCC Computer... /| 1 | NIELIT CCC Computer Course
2  LibreOffice Calc 2  LibreOffice Calc
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16. Rows 31 Columns Insert/Delete T
—> Inge_rt 5 Row T Column ST |
—» F_[)Te_l;t_g.__/ qgel § HISG Row I Column M|

\m . 3111'{ Student List § fh&l AU Student &I &9 H e &,

ar :F.-% Row Insert &Y Hahdl %I

) Insert Rows I
Insert Columns

T |

o ——— e —

(EmmE:

B Untitled 1 - LibreOffice Calc - ol "B Untitled 1 - LibreOffice Calc - oM@
| [T N C | (A B C
| 1 Name ; Class Marks Name _Cluss._ - _Marks
| 2 Amit 10 85 Amit 10 85
3 Neha 10 8 ‘
4  Sohan 10 92 Neha 10 78
5 | Pooja 10 88 Sohan 10 92
: - e —— — Pooja 10 88
| Steps . E_;: | ‘Row/Column Insert Fe & forg .
A i [B) Untitled 1 - LibreOffice Calc
o Row AT Column : A c1B
- ass
SG[ECt ﬁl _'2_ NP "L_ e
- - Cut
. 3 : Copy
y : g 4  Sohan __ Paste
Right Click H¥1 |- 5 0 R
Insert Columns
Delete Rows

Delete Columns

" Row/Column Delete #% & frw

‘[ Untitled 1 - LibreOffice Calc - o
A B C
1 | Name Class Marks
2 Amit 10 . 85
; ey -
- P Copy
4 SOhﬂH PI]StE
5 Paoja Insert Rows
Insert Columns
Delete Rows h |
Delete Columns

é" RO'u; Delete T W U;\Pf Row &2 STt &1
@ Clear Contents & W %de TP Data 8ol & |
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17. AutoFill

—> AutoFill T U gfder § 8 dR-9R Data fer@ &t
SReYd HH gl 2

—» IE Numbers, Dates, Days 3R 37 Series ! Sleal HIA
H Heg ol ¢ |

ST @ 12 3 4 5.

=

O Monday, Tuesday, Wednesday...
O Januarg, Februarg, March...

AutoFlll A % Steps

. Alﬁl%@|
A2 § 2 ford |
T Cells Select ¥ |

o T-a@ @9 & Fill Handle

ol Drag B |
. 3T Numbers @I Series
Fill g1 ST
-_Untlﬂedl LthreDFﬁc.eCah: = (4] i Untitled 1 - LibreOffice Clle  — © [l
A s | A B C
1 1 1 1
2 ﬁ =, i3 2 2
3 "%_ | Fill Handle 3 3
. - >
4 | 4 4 W
5 5 5
.
6 6

_:_iFill Handle :  Selected Cell T Range & ARI-3T &I ﬁ?ﬁﬁp
é%f dTell BICT Square |

k Exam Fact :

© AutoFill ‘3[ Data Copy 3R Series Fill QI fhy &7 Whd g |
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18. Sorting 3R Filtering

" Sorting :

—»  Sorting %1 AAeE Data &I fH 8 & T 2|

@ Ascending Order Bl H 98 AT AH Z

(@R : | 10, 20, 30, 40, 50
@ Descendlng Order: 8 | BIc a1 Z § Al

IWT 50 40, 30, 20, 10

'IEERT: Student Marks 91 G ST @
99 HH Marks & HH ¥ @M

Ascending Order (BIC ¥ ¥8)  Descending Order (a::,fz?ra?m Student Marks (mwm@fam)'

A A | A B
Numbers A2 . Numbers [Z=A) || Student =~ Marks
1 10 : ' 1 50 1 Anjali 95
2 20 2 ¥ 3 Rohit 83
L >0 3 2 4 Sneha 76
|5 40 : b 5 Aman 60
| 6 50 6 10
Filtering :

—P Flltermg &I Ao il 1d & MR TR hae St Data M &1
GEIETUT 5 | 100 Students ® & f&h 80 ¥ 31f&/H Marks Tt Students

| - -
| A B | | A
SWt bigisl~ | [ (Select All) | Syt Marks |

1 Anjali 95 o & sl 1 | Anja[i 95
| 3 Rohit 88 () 60-80 Q 2 Rohit 88

i Sneha i (] 40=60 4 Kavita 82
| 5 | Aman 60 (J 20-40 |
6 Kavia 82 B (e | |
Sorting 3R Filtering # 3feR :

Sorting Filtering

Data &7 ¥ aGer & YT §31 Data fe@mar 8

A-Z, Z-A I TR ameTRa
kﬂ‘ﬂﬂecordsﬂ?qﬁ@% EITﬁRemrdsWTﬁW@fl%ﬁW%

» Filter sFTY & T} Data Delete =& |
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|f19. Freezing Panes

e Freeze Panes 1 S9N Spreadsheet &I feil Row a7 Column
ﬁScrol.li.ng %WW%@%WWW%I

A B C
W’[ i : 1 Name | Roll No - Marks
e U st Student List H Uget Row H | i Ea.hUl 13; ?:
Name, Roll No 3R Marks S} Headinas %I e 1
; 9 4 | Amit 103 92
4

o AT Scroll A W I Headings ﬁ'@'ﬁf L | Neha 104 M

78 21t | 3R U8l Row Freeze &% 2
: Seroll D
at T Scroll FH W Headings £

ﬁ@?ﬂ@’-;ﬁ| | A B C

~ Name  RollNo ' Marks
) 15 | Sohan 115 88
Freeze & & Steps : 16 | Kiri 116 79
1 39 Cell BT Select B, ST IP FW B Rows i: ':Ghit ig zi
oo0ja
3R ETQ; % & Columns Freeze T Il8d 2 1! J Iy

(2 View — Freeze Rows and Columns T | Fme:iijj;ﬁijg%igﬁ?ﬁ
(3 Selected Cell & U 3R a3 3R &1 fgw =
L ey Eﬁ' | View  Insert Format Styles Sheet
ﬂormal
W : Page Break

User Interface...

e Cell B2 Select T Freeze P G THI:
Row 1 iR Column A Freeze B1d &1

Ereeze Rows and Columns >
/ Freeze First Row

Freeze First Column

A 1-3 - C D
' 1 N _‘R 1 N‘—' Maks Cit ' Unfreeze Rows and Columns
' ! ame ' 0 o ! ar | L y { L Sy = — = — N,
[ 2 . o e R eSS 3
! I Rahul 1 85 Delhi Freeze Rows and Columns X
| 3 | Priya fl02 78 Mumbai '
AR Amit 103 92 Kolkata © Freeze rows and columns
Fsll Neha 104 % | Chennni A
= Freeze first column
6 | Sohan 105 88 Jaipur
Cancel
B2 Cell Select

Héc_cltj;ﬂfa’l?f:
® [reeze Paneséﬁ?’f[)isp[ag%l%’]'({am%, 99 Data H Pl §Sad ol aidl |
& ﬂ?ﬁ@Spreaﬁh&etﬁWWﬁ%%@ﬁ@G@ﬂ%l
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Aecayul gfaemd gl ¢

[20. Formulas, Functions 37X Charts
e Spreadsheet # Calculation 3R Data & THeH & forg of

(1) Formula

e Calculation I o forg &g fer@n 1|

A B & !
A | B C
10 20 =A1+B1

T Expression | 2| 15 25 |=
e JqIaYUl: =A1+B1 By ¥ [ 0 | 3 |
C1 ¥ Formula ford
CZ Function : : | E
e Software H Ugcl ¥ HIS[G 110 _SUM(ALA3)
Calculation Formula | . 20 = f
o JETEIUT: =SUM(A1) N ,
SUM Function 3T S94RT
(3/ Chﬂ.l'l: P Students Marks
® DataaﬁGraphmﬁlﬁaTWﬁﬁﬁﬁTl zg i
o ICIEYUT: UTT Students & Marks I :g y
Bar Chart ® fo@m ST GaT | 0 el
Rahul Pnya Amit
Formula Function
g foren it & el I B @
-A1+Bl -SUM(AI)
3o CulculatLon @s Calculation I M &1 %
QExam Fact :
® Formula HHMIA: Equal Sign (=) g qw gl &1
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[21. Mathematical Formulas
e Calc ¥ 9IS, ©emq, WﬁmaﬁWFormulasﬁmmgl

H&T Mathematical Operations :

Opemtton Symbol Formula
Addition (STT8) + | =A1+B1
Subtraction (TICTd) - =A1-B1
Multiplication (7o) * | =A1*B1 |
Division (*7T7T) / | _A1/B1 |
RIAREL I XA | e ]
l
o MfRT Al = 20 3R B1 = 10 2 ; & L
RS
=A1+B1 30 | Value 1 = Value 2 Result
' 5 | 20 10 | =A1+B1 30
~ =Al-Bl L 0N = 10 | =ALB1 | 10
=A1*B1 200 | 5 20 10 | =A1*B1 200
=A1/B1 A 5, i 5 20 10 | =A1/B1 ‘ 2 |

ﬂ'&’c_dtlﬂfaﬁ:

{1/ Calc H Multiplication & ﬁ"]'q X hl WG x -t *

* TN FQ %l (Use * for Multiplication)
(2 Division & feTU + &l S8 / WANT & & | . /
i (Use / for Division)
— g 5
(3 Number @I O ¥ Divide & W Error 3Tdt % 20 [ <A1BL '
AR W #DIV/0! | | 2 _0_ #DIV/0!
| | e, |
(&) Cell & Value e R ITH Formula | 10 [ AbS 15 |
Result ¥t Saet TehelT 2| _,_A__'lr —
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{22. AutoSum
o AutoSum T ITINT ggd IR Numbers &I STeg! Siigd & felu

forar Srar g1 .
| A B
3Glelll . 1 Number
, 2 0 |%
e ALFA5H10,20,30,40 |,
3R 50 forar g | e 30 - R
. Total = 150 _E?ITITI I : o (10, 20, 30, 40, 50)
gey] 0 |- |
Formula: =SUM(A1) 7 |l o350 -

AutoSuma'TSte.ps: RN

1 Number :
(1) 9 Numbers &I ST g, 3% A | 2 & |
arelT Cell Select &R | o - |
4 30 |
5 40
6 50 |
” 7 | Total
{2_/ Formula Bar & U Y. (Sum) Button ) ) *

TR Click &Y | B7 Select &%

[File Edit ViewMineeiia Falmat  Siyles Shest Data Tools Window Help i
B-8EH-I0&8-&§ O % X B-8-D--|38 3
B7 2l e i X 2

 ~— e w 2. (Sum) Button —
T Click 3¢

(3 (3 Selected Range <d| T T B
Calc ¥d: Range Select Y &l %
(S AL:A5)|

B e et

-~ o W B W N e

= | =SUM(A1:A5)
(‘l’/ En.ter aalq | [ T A e lB —'
Number :

10

20

30

40
50

!l : | 7 | Total __1_§u::t_lI

® AutoSum IMHIRId: SUM Function Insert &3l g |

) L 15 [ I BT
|
=
(=]
g

~N oo W N
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'23. Functions - SUM, COUNT, MAX, MIN AVERAGE

—> Functton U% ddR Formula 81T § S Calculation @ [ A [onea
AN ST Bl

1
—» T o Al ¥ A5 d@ 3 Numbers g: 10, 20, 30, 40, 501 | 2
3
P A B gl = 4| 30
SUM Function : s | 40
— PT35I Numbers &I e . S
& forw giar gl B6 v fx T 3 | =SUM(ALAS)

| A r B ﬂ
=SUM(A1:A5) — 150 T
| 3 20
b 30
5 | 40
S | 6 | Total (SUM) 150
@ COUNT Eun_c_t o0 | B6 v| fx T T | =COUNT(AL:AS) _J
— Jg Numeric Values fﬂ?[ Cells &t o Nw:‘ber : Refult |
T e g1 e 10 | |
3 | 20
=COUNT(A1:A5) » 5 = |+ 2
6 50
- Text &l IHFIA: Count &l Tl | 6 |  Count 5

B | fx 3 [ =MAX(AL:AS)
. MAX Function : —— e :

A

5 ugﬂaﬁa@ﬂ@rm%l i C—
3 20
=MAX (A1:A5) — 50 a2 —=

6 | Maximum 50

j MIN Function : (86 v T 3 [ =MNGA) |

A B

> TE a9 B T g4 2 LT b R
3 20
=MIN(A1:A5) - 10 i
6 | Minimum 10
() AVERAGE Function:| "% Tl oymee
Number | Result
—)?JTﬁ'Numbers%TSﬂﬂHﬁﬁ?lﬂ?lT%I \% ;g
=AVERAGE(AL:A5) > 30 5
6 50
e f 6 | Average 30

I.)' -\"‘\. L
-
HEEE’IQPI .
\‘5_ B W 2 K _’_.,'

Average = THI AT HT AN <+ HEATIA hl FE&AT
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23. Functions (S{Y)

[ Page 28 |

@ P;t;:éttce [jfkample r _S_tudent_ Marks '

- ffif&d Student Marks & ST
&I I9ANT X AT Functions

&1 JANT e e |
©Cell | Marks |
B2 o |
B | 70
B4 80
BS | 90
B6 100

' Calculated Results : |
—» IWIF Marks & seT W fafsr=

Functions & gRume fAmfefad
R
Fuschion F  Eorln *J Result ]
SUM | =SUM(B2:B6) | 400
COUNT | =COUNT(B2:B6) | 5
MAX | =MAX(B2:B6) 100
CMIN | =MIN(B2:B6) | 60

AVERAGE | =AVERAGE(B2:B6) 80

SUM

- Total

MAX
MIN — Lowest Value

AVERAGE — Mean

— Highest Value

87 oz =

| _ A B C

& Psmt'j Marks

2 | B2 60

38 B3 70

4 B4 80

5 |  BS 90

6 B6 100

==l

"[3) LibreOffice Calc - o8

NEB-BE-H&®8 BQR|Ieé-

i 1
[5) LibreOffice Calc - o8
File Edit View Insert Format Styles Sheet Data Tools Window Help

BE-B-H8 0QlER|e -
LiberationSans  v|[10 v| B I [ - >

File Edit View Insert Format Styles Sheet Data Tools Window Help

':Liheration Sans _VJ 10 VJ B I B~ *
sz Nex | 0000 |

A B C
1| Student |  Marks

W B 60

3 | B3 | 70

4| B4 | 80

5 | B5 90

6| B6 100

7

8 SUM =SUM(B2:B6) 400
9 | COUNT | =COUNT(B2:B6) 5
10 MAX | =MAX(B2:B6) 100
11 MIN =MIN(B2:B6) 60
12 | AVERAGE | =AVERAGE(B2:B6) 80

COUNT — Numeric Cells &I T

Colon (:) — Cell Range I g1
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—> ChartWWDataﬁﬁﬂﬂTGmph%Wﬁﬁ@W%l
> 39 §¢ Data I Siea! THH IHhd 3 |

( Bar Chart : | Bar Chart (Students Marks)

@ Bar Chart &l W 100‘_‘ 95
-3 IS B qO | | = ze
e b fory fhaT SII@T B | g | 60

3CRA: TR Students & | = 401
Marks 60, 85, 70 3R 95 &I 20-
EGE) detT Bar Chart g 0- >

Student 1 Student 2  Student 3  Student 4

HI ST ghd! g | | St Bharits

. Pie Chart : ' Pie Chart (TRY® &)

Pie Chart ¥ Data T®H :

Tl Circle % 3TET-37eT , \
I : i B @rr (40%)
%@%mﬁﬁ@m%i; [ R (30%)
ISTEI0T: HIfS @Y — [ e (20%)
Gl 40%, [T 30%, ] = (10%)

UgTs 20% 3R 3T 10%] |

Jrf’"'._ o __-_:l\". \ = ; T A
k_E"}Q Chotrt ) _Line Chart (Monthly Sales)

Line Chart I59 & 19 A

Data H B dTel ddeld iﬁg % >

! fe@rdr g | e & 70
ISR A F el dF | & 60 0

Sales S a1 g &I [

Line Chartﬁﬁ'@m%l‘ Zg" | ‘ . L
{ Chart S & Steps , & b 0

Data Select &% |

Insert — Chart T |
Chart Type Select &Y |
Chart Title ¢ |

Finish 9 Click &Y |

CSOC06

— —_— — S ———

‘_Exg.m_Fact_'dl S R A N
 Bar Chart gefI, Pie Chart f&& 3R Line Chart FeeTa femm & St g &1
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| E25. Important Shortcut Keys
® Shortcut Keys oI JUINT I gH Spreadsheet T B Bl Slog)!

3R M aﬂ%‘ﬁ Y & Hehd &
Shortcut Key Function lcon / Example
Ctrl + N New Spreadsheet El
- Ctrl+0 | OpenfFile =
Ctl+S | Save =
 Ctrl+ Shift +S | Save As B
L &
—Ctrl + ’JV— Close Document ) _ X
Ctrl +C D Copy [D
crdeX | X
sV | Paste
Ctrl + Shtf’c +V | Paste Special @
Ctrl +Z | Undo L 2
Ctrl +Y R ~>
 Ctrl+B | Bold B
Gl o | hali I
Ctrl: L_J— Underline U
- Ctl+1 | Format Cell ‘
Fé | Edit Active Cell Al T
" Rt T 1|y 11 5
—Fll Styles Si.d_eba.r o=
| Ctrl+ Home | Sheet &t 3ema 0o
' Ctrl + End Used Area & 37 &1 3R 4
Ctrl + Page Up | fU®eil Sheet e
Ctrl + Page Down o Sheet b




~ Scroll I I9Y feE@d B4 B

) AutoSum Siee! SUM Formula

Ctrl + X - Cutl
Ctrl + V - Pastel
Ctrl + Z - Undol

AutoFill @ Data Series 4} St 81

|
Sorting Data B FA A @ 5|
Filtering hdel Sl Records ?
fergman g1

Freeze Panes ¥ Rows 3R Columns

) Formula IM=d: = ¥ & gl |

Addition ®T Operator + 2l

) Subtraction & Operator - gl

Multiplication T Operator * I

\, Division T Operator / el

SUM  Total faTera g1
COUNT  Numeric Cells firar g1
MAX To9 S35 Value T &1
MIN 9&E BIC! Value 3 31
AVERAGE  3igd e gl

z

Insert &Yl %I

) Bar Chart gem & forg St 1 J]ll

Pie Chart Whole % R feara 21 @
Line Chart SSa1@ a7 Trend foaman &1 E

=)

Portrait U® Vertical Page
Orientation &1

Landscape T& Horizontal Page
Orientation %I

Merge Cells &3 Cells ! AT &

Wrap Text @d Text B Cell & 3icX
3Tet Line 7 o g1

0
=D

IL EChc;ﬂ:er - ‘I-J Spreadsheet (LibreOffice Calc)
| — e et )
| 652 3 o i
! . 26.  Summary 3R Quick Revision
Chapter & Had HZAYUl One-Liners :
\1 LibreOffice Calc U Spreadsheet | @
Software & ! (22
\gj Calc U@ Free 3R Open-Source 23
Software & ’34
é} Calc T Default Spreadsheet E . 25
Format ODS | b =
i (26
(i,' Spreadsheet, Rows 3R Columns
q T ¢ ' @1
e
5 ) Rows @I Numbers ¥ ST ST g &
(6 Columns T Letters & g Sl & 29
<7/} Row 3R Column T Intersection | ;3_6
Cell sbgefral & | 31
(8) Selected Cell 3 Active Cell T3 81 | (32
| @3
9 ) Cell # Address Name Box ¥ fezar gl | prang
= | (3%
:10 Formula Bar & Formula 3R ‘35
Cell Content f&@an g1 \.:36'
| (11 A1 UgeT Cell BiaT B @7,
(12) WM Calc Sheet # 1,048,576 | (38
Rows BId &1
Y : E '\/3-9
(13) T Cale Sheet ¥ 16,384 -
Columns B &1 @
ey -7
[ 14 3ifed Column XFD g
\15} Ctrl + N - New Spreadsheet | %
16) Ctrl+S - Savel -
/17} Ctrl + P - Print| 42
j_&"; F2 - Cell Editing] @3
(19) Ctrl+1 - Format Celis| @
/20,, Ctrl + C - Copyl :
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o N @ >

o N @ >

o N @ > o N @ >

DN m>

LibreOffice Calc is which type
of software?

LibreOffice Calc fFg YR &1
Software &?

Word Processing Software
Spreadsheet Software
Presentation Software
Database Software

What is the default file
extension of LibreOffice Calc?

LibreOffice Calc &t Default File
Extension &1 %?

.docx
Xlsx

.ods
.pPptx

LibreOffice Calc is what kind
of software?

LibreOffice Calc frg UepX &1
Software g?

Paid Software
Open-Source Software
ad Trial Software

Antivirus Software

In a spreadsheet, rows are
represented by?

Spreadsheet # Rows I farerd
ST STTaT 272

Letters

Numbers

Symbols

Colors

In a spreadsheet, columns are
represented by?

Spreadsheet # Columns ! fFad
ST 1T 872

Numbers

Symbols

Letters

Dates

&2 Answer Key (Page 1)

Q.No.
L Answer

o] 3> | @
B c B | B

O Nn w > o N © P O 60 =@ » O N © P

O w >

[ Page - 1/5 ]

What is the intersection of a row
and column called?

Row 3T Column & fie aret T
I T Had 87

Sheet

Cell
Workbook
Formula

What is the currently selected
cell in LibreOffice Calc called?

LibreOffice Calc H adH Selected
Cell I 1 Fgd &7?

Active Cell
Formula Cell
Main Cell
Sheet Cell

In LibreOffice Calc, how many
rows are there in a normal sheet?

LibreOffice Calc & 9M=ad: T Sheet
H fha Rows Bldt €72

65,536
1,048,576
16,384
256

In LibreOffice Calc, how many
columns are there in a normal sheet?

LibreOffice Calc H §H=Id: U Sheet
T fhaa Columns gid 87

256

1,024
16,384
1,048,576

What is the name of the last
column in LibreOffice Calc?

LibreOffice Calc # 3ifd® Column

T ATH 1 2?

Al i

XFD

IV

XFC

7 8 9 10 |

B C B



NIELIT CCC - Chapter 4 : Spreadsheet (MCQs) | Page-2/5 J

What does cell address B5 mean? ‘ 16 What is the shortcut key to

B5 Cell Address &7 =T 37f €2 create a new spreadsheet?
T Spreadsheet 9 I Shortcut

Key &= 8?
A Row B and Column 5 A Ctrl+0
B Column B and Row 5 B Ctrl + N
C Sheet B and Cell 5 cC Ctl+S
D Column 5 and Row B D Ctrl + P

m Where is the address of the active What is the shortcut key to save
cell shown in LibreOffice Calc? a file in LibreOffice Calc?

LibreOffice Calc & Active Cell & LibreOffice Calc  File Save & &l
Address gl fG@Ts 3aT g2 Shortcut Key 91 §?
A Status Bar A Ctrl+ P
B Name Box B Ctrl + O
E Title Bar c Ctrl + S
D Sheet Tab D Ctrl + N
What does A1:A5 represent m What is the shortcut key for
in a spreadsheet? Save As?
Spreadsheet § A1:A5 &I GuIfdT &2 Save As @I Shortcut Key & 7
A Formula A Ctrl + Shift + S
B Cell Range B Ctrl + Shift + N
C Sheet Name C Ctrl + Alt + S
D File Name D Ctrl+ 5
Text in LibreOffice Calc is m Which shortcut key is used to open
generally aligned to which side? a saved spreadsheet?
LibreOffice Calc H Text Im=d: Uge § Save @ 115 Spreadsheet
fohg a% Align BT 872 e & o s-3t Shortcut Key
i 39T gt 7
ight
a cigt A Ctrl+N
_ B Ctrl+0
iy Let C  Ctl+P
. Jusuty D Ctrl + W
Numbers in LibreOffice Calc are m What is the shortcut key to close
generally aligned to which side? the current document?
LibreOffice Calc & Numbers STHT=ia: Current Document §¢ & &I
fpT @ Align 81d 872 Shortcut Key &IT §?
A Left A Ctrl + W
B Right B Ctrl+ C
C  Center C Ctrl+X
D Top D Ctrl+ D
| Answer Key (Page 2) = el
aNo. | 1 [ 122 | 13 [ 1 | 15 [ 16 7 | 18 | 15 | 20 |

Answer | B | B B | ¢ B B C

e
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O N @ > O N wm > o N W >

e B TR - - T -

A
B

Which key is used to edit the
active cell in LibreOffice Calc?

LibreOffice Calc H Active Cell &1
Edit A & forg BH-t Key Tamd 82
F1

F2

FS

F7

What is the shortcut key to open
the Format Cells dialog in
LibreOffice Calc?

LibreOffice Calc H Format Cells
Dialog %@ ! Shortcut Key &1 872
Ctrl+ 1

Ctrl + 2

Ctrl + F

Ctrl+ D

What is the process of combining
two or more cells into one cell called?

Spreadsheet ® g a1 31f8& Cells
et Us Cell &9 o1 ufchan

T B 87

Wrap Text

Merge Cells

AutoFill

Filtering

Which option is used to display
long text in multiple lines within
the same cell?

od Text &I Uab 2t Cell d Multiple
Lines H fézam & foiw 59 Option &1
I fopaT ST 82

Merge Cells
Wrap Text
Sort

Freeze Panes

What is the shortcut key for
Paste Special in LibreOffice Calc?

LibreOffice Calc H Paste Special @'
Shortcut Key =T 87

Ctrl + V C
Ctrl + Shift+V D

Ctrl + X
Ctrl+ P

& Answer Key (Page 3)

Q.No.
L Answer

21
B

22
A

23 | 24 |
B | B |

o 0O W >

o N W P

o N @ >

[ Page - 3/5 ]

Which shortcut key is used to undo
the last action in a spreadsheet?

Spreadsheet ® Ugd f&6T 70 sgaE
?F??ﬂtm @4 & fau -4t Shortcut

Key 39d1T &Idit 872
Ctrl + Y
Ctrl+ Z
Ctrl + U
Ctrl + R

What does Row Height mean in
LibreOffice Calc?

LibreOffice Calc T Row Height @&r
31 31 g2

Row & =eTs
Row &t a8
Column &I gtgs
Cell o1 Address

What is the small square at the
bottom-right corner of a selected
cell called?

Selected Cell & Ae-gd &H |
fezarg &7 arar ®ier Square T
el 82

Name Box

Formula Bar

Fill Handle

Sheet Tab

What is arranging data from
smaller to larger order called?

Data %l BIC 9 98 A H Jafed
BT FT HEATAT 62

Descending Order

Ascending Order

Filtering

Freezing

Which feature is used to display
only the required data based on a
condition in a spreadsheet?

Spreadsheet # f&dt 31d & 3aR

&ad 3P Data e & fog

fergent 3w fasar Sirar &2

Sorting C AutoFill

Filtering D Formatting
27 28 | 29 30
B C B B
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| Answer

Which feature is used to keep rows
or columns visible while scrolling
in a large spreadsheet?

g2t Spreadsheet # Scrolling & gR=
Rows a1 Columns @ f&@Te &d 3@+ &
forq fomg gfaren &1 3uamT gran 872
Sorting

Filtering

Freeze Panes

AutoSum

A formula in LibreOffice Calc
generally starts with which symbol?

LibreOffice Calc # Formula 9m™T=Id:
fésg Symbol & I gidT &7

Which operator is used for
Multiplication in LibreOffice Calc?

LibreOffice Calc & Multiplication
% fory fohg Operator &1 3TN
gidl 82

X

*

/
%

Which operator is used for
Division in LibreOffice Calc?
LibreOffice Calc & Division & feig
ferg Operator @l JUGNT g %?

*

/

+

If A1 = 20 and B1 = 10, what will
be the result of =A1+B1?

o N @ P O N @ > O 0O @ P

O N0 wm P

afg A1 =203k B1 =108 d
=A1+B1 & Result &7 §IM?
10 C 30
B 20 D 200 A
B
22 Answer Key (Page 4)
~ QNo. | 31 ] 32 | 3 | | 35 ‘_ 36
€ | & | ® c | ¢ [ b
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If A1 =20 and B1 = 10, what will
be the result of =A1*B1?

gfe A1 =203 B1=10¢ a
=A1*B1 &7 Result a1 gRTI?

2
30
10
200

Which error generally appears
when a number is divided by zero
in LibreOffice Calc?

LibreOffice Calc ® fésdt Number &t
Zero ¥ Divide &3 W H=I4:

HH-Tt Error 31t 82
#NAME?

#VALUE!

#DIV/0!

H#REF!

Which function is used to find the
total of numbers in LibreOffice Calc?
LibreOffice Calc § Numbers & Total
e & foro 9 Function &1
I BT 27

COUNT

SUM

MAX

MIN

Which function is used to count
numeric cells in LibreOffice Calc?

LibreOffice Calc # Numeric Values
aret Cells &1 g i & ferg
&I9-97 Function 391 gidl g2
SUM

COUNT

AVERAGE

MAX

Which function is used to find the
largest value in LibreOffice Calc?

LibreOffice Calc & @ad &t Value

e & forw I9-a7 Function
39N BT 87

MIN
SUM

C
D

MAX
COUNT
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Which functlon is used to find the
smallest value in LibreOffice Calc?

LibreOffice Calc # 9a& ®Il Value
feTam & forg &9-31 Function
SUERT BT 87

MAX

COUNT

AVERAGE

MIN

Which function is used to calculate
the average of numbers in
LibreOffice Calc?

LibreOffice Calc # Numbers &1
Average A& & ferg fosg Function
1 ITANT BT 7

SUM

COUNT

AVERAGE

MAX

If A1 to A5 contain 10, 20, 30, 40
and 50, what will be the result of

=SUM(A1:A5)?
afe A1 & A5 # 10, 20, 30, 40 eﬂzso%
dal = SUM{M.ASJa?fResultamg‘rn?

100
120
150
200

If A1 to A5 contain 10, 20, 30, 40
and 50, what will be the result of
=AVERAGE(A1:A5)?

afe A1 T A5 H 10, 20, 30, 40 3R 50 €,
al =AVERAGE(A1:A5) &I Result 41 8FTI?
20

25

30

50

Which symbol is generally used for
AutoSum in LibreOffice Calc?

[ Page 5!5}
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A
B
C
D

o N0 @ P

Which chart is useful fur comparing
different categories?

HAT-HAT Categories I AT HIH
& forg ®i9-91 Chart 9T grar 872
Pie Chart
Line Chart
Bar Chart
Scatter Chart

Which chart shows data as different
parts of a circle?

Data ! U T Circle & 3IeTT-37eTT
fg=i & fg@m aren Chart ®19-91 82
Bar Chart
Pie Chart
Line Chart
Column Chart

Which chart is useful to show
changes over time?

9T & 1Y Data H g aTet gad &l
fe@m™ & forg ®i9-91 Chart Igantt 22
Pie Chart
Bar Chart
Line Chart
Bubble Chart

Which menu is generally used to
create a chart in LibreOffice Calc?

LibreOffice Calc H Chart M & forlg
IH=I4: {59 Menu &1 3udT giar 82
File — Chart
Insert — Chart
Format — Chart
View — Chart

What is the shortcut key to print
a spreadsheet in LibreOffice Calc?

LibreOffice Calc # Spreadsheet Print

LibreOffice Calc # AutoSum & fera % &I Shorteut Key &1 872
YHT=IE: HIH-T1 Symbol I9TNT giaT 87
R @ A Ctrl + S
C # C Ctrl + P
D % D Ctrl + N
&2 Answer Key (Page 5)
QNo. | 41 42 43 44 45 46 | 47 | 48 29 | 50 l
Answer | D ‘ C ‘ C ' C B E | B C B ‘ C




