1.1 Fundamentals of Worksheet:

= Concepts of workbook

» A workbook is a collection of one or more spreadsheets, also called worksheets, in
a single file.

» Below is an example of a spreadsheet called "Sheet1" in an Excel workbook file
called "Book1." Our example also has the "Sheet2" and "Sheet3" sheet tabs, which
are also part of the same workbook.

» Each spreadsheet can have many sheets and each sheet can have many individual
cells.

» Each sheet can have a maximum of 65,536 rows and a maximum of 1024 columns,
for a total of over 67 million cells.
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Difference between a workbook, worksheet, and
spreadsheet

When you open Excel (a spreadsheet program), you're opening a workbook.

A workbook can contain one or more different worksheets that can be accessed

through the tabs at the bottom of the worksheet.

» A spreadsheet and worksheet mean the same thing.

» workbook consist of a number of individual sheets, each containing cells arranged
in rows and columns.

» A particular cell is identified by its column letter and row number.

» These cells hold the individual elements—text, numbers, formulas, and so on—that

make up the data to display and manipulate.
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= Adding worksheet
> Step to insert new worksheets:
o Click on the Insert menu and select Sheet, or
o Right-click on its tab and select Insert Sheet, or
o Clickinto an empty space at the end of the line of sheet tabs.
» Each method will open the Insert Sheet dialog box.
» Here you can select whether the new sheet is to go before or after the selected sheet
and how many sheets you want to insert.
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Cell address

A cell is a rectangular box that occurs at the intersection of a vertical column and
a horizontal row in a worksheet.

Vertical columns are numbered with alphabetic values such as A, B, C.

Horizontal rows are numbered with numeric values such as 1, 2, 3.

Each cell has its own set of coordinates or position in the worksheet such as A1, A2,
or M16 and its is a combination of column and row.

In the example above, we are positioned on cell A1 which is the intersection of
column A and row 1. so the cell address is A1.

Active cell:

The cell which is selected is known as active cell.

It referred as a cell pointer or selected cell.

An active cell is a rectangular box, highlighting the cell in a spreadsheet.
It helps identify what cell is being worked with and where data will be
entered. (as shown in figure)
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Formula bar :

The formula bar has five components: the name box, the function wizard, the
sum function, the function button and the input line.

The name box shows what cell or group of cells that are currently selected.
The function wizard button will open another window with the functions available
in OpenOffice Calc.

The sum function button adds the sum function into the input line.
The function button adds an equal sign to the input line to prepare for the input of

a function expression.



5. Finally, the input line allows you to input data and functions into cells. It also
displays the contents of a cell before the execution of the function.

Function wizard
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= Insert cell

Step to insert cell using the Insert menu:

Select the cell where you want the new cell inserted.
Select Insert --> Cell.

OR

Step to insert cell using right-click (context) menu:
Select the cell you want the new cell inserted.
Right-click the selected cell.

Select Insert Cells (figure show below)
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Inserting columns and rows

Step for inserting columns and rows using the Insert menu:

Select the column or row where you want the new column or row inserted.
Select either Insert --> Columns or Insert--> Rows.

OR
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Step Using the right-click (context) menu:

Select the column or rows where you want the new column or row inserted.
Right-click the header.

Select Insert Rows or Insert Columns.
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Deleting columns and rows

» Columns and rows can be deleted individually or in groups.

Step:
1. Select the column or row to be deleted.

2. Right-click on the column or row header.
3. Select Delete Columns or Delete Rows from the pop-up menu.

= Removing data from a cell

= Data can be removed (deleted) from a cell in several ways.



1. Removing data only
= C(Click in the cell to select it, and then press the Backspace key.
2. Removing data and formatting
» The data and the formatting can be removed from a cell at the same time.

= Press the Delete key (or right-click and choose Delete Contents, or use Edit >
Delete Contents) to open the Delete Contents dialog.

» From this dialog, the different aspects of the cell can be deleted. To delete
everything in a cell (contents and format), check Delete all.

= (Click on ok button.
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= Format cells

» It can either be edited as part of a cell style so that it is automatically applied, or it
can be applied manually to the cell.

Some manual formatting can be applied using toolbar icons.

For more control and extra options, select the appropriate cell or cells, right-click on
it, and select Format Cells.

All of the format options are show in below figure.
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Formatting numbers

Several number formats can be applied to cells by using icons on the Formatting
toolbar.

Select the cell, then click the relevant icon. Some icons may not be visible in a default
setup; click the down-arrow at the end of the Formatting bar and select other icons
to display.
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Number format icons. Left to right: currency, percentage, date, exponential, standard,
add decimal place, delete decimal place.

For more control or to select other number formats, use the Numbers tab of the
Format Cells dialog as shown on above.

Apply any of the data types in the Category list to the data.

Control the number of decimal places and leading zeros.

Enter a custom format code.

The Language setting controls the local settings for the different formats such as the
date order and the currency marker.

Formatting the font

To choose the size of the font, click the arrow next to the Font Size box on the
Formatting toolbar. For other formatting, you can use the Bold, Italic, or Underline
icons.

To choose a font color, click the arrow next to the Font Color icon to display a color
palette. Click on the required color.
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The same font will be used on both your printer and your screen.
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* Choosing font effects

MNumbers |Fc:-nt Font Effects |Alignment |Borders |Background |Ce|| Protection |
Font color QOverlining Overline color
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» OQOverlining and underlining

* You can choose from a variety of overlining and underlining options (solid lines,
dots, short and long dashes, in various combinations) and the color of the line.

» Strikethrough
= The strikethrough options include lines, slashes, and Xs.
> Relief



= The relief options are embossed (raised text), engraved (sunken text), outline, and
shadow.

= Alignment and orientation
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» Use the Alignment tab of the Format Cells dialog to set the horizontal and vertical
alignment and rotate the text.

= Formatting the cell borders

» To quickly choose a line style and color for the borders of a cell, click the small
arrows next to the Line Style and Line Color icons on the Formatting toolbar.

» In each case, a palette of choices is displayed. (If the Line Style and Line Color icons
are not displayed in the formatting toolbar, select the down arrow on the right side
of the bar, then Visible Buttons.)

» For more control, including the spacing between the cell borders and the text, use
the Borders tab of the Format Cells dialog. There you can also define a shadow.

» The cell border properties apply to a cell, and can only be changed if you are editing
that cell. For example, if cell C3 has a top border (which would be equivalent visually
to a bottom border on C2), that border can only be removed by selecting C3. It
cannot be removed in C2
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* Formatting the cell background

To quickly choose a background color for a cell, click the small arrow next to the
Background Color icon on the Formatting toolbar. A palette of color choices, similar to the
Font Color palette, is displayed.

(To define custom colors, use Tools > Options > OpenOffice.org > Colors. See Setting up
and Customizing Calc for more information.)

You can also use the Background tab of the Format Cells dialog. See Styles and
Templates for details.

= How to rename a worksheet

> Step:
» At the bottom of the Excel window, right-click the worksheet tab you want to
rename.

» Click the Rename option.
» Type in the new name for the worksheet and press Enter.
Insert...
|=_|>'( Delete
Bename
Mowve or Cop[;;i.
View Code
Protect Sheet...
Tab Color 3

& 2

Hide

Select All Sheets
Sheelc L)

Note There is a 31 character limit for a worksheet name.



= How to copy a worksheet

> Step
» At the bottom of the Excel window, right-click the worksheet tab you want to copy.
» Click the Move or Copy option.

Delete

G

Move or Copy...

View Code

A b

Protect Sheet
Tab Color *

Hide

Select All Sheets
N Sheet2 Y
> m——

» In the Move or Copy window, in the Before sheet section, select the worksheet
where you want to place the copied worksheet.
» Check the box for the Create a copy option, then click OK.
Move or Copy ¢ 4

Move selected sheets
To book:
Bookl w

Before sheet: ‘

|Sheet2
| imowe to end)

E Create a copy

A copy of the worksheet is added and placed before the worksheet you selected in step 3
above. For example, if you had two worksheets named "Sheet1" and "Sheet2," and you
selected Sheet2 in step 3, a copy of Sheet2 would be placed before the Sheetl. The result
would look like the example picture below. The worksheet named "Sheet2 (2)" is the copy
of Sheet?2.

| Sheet2 (2) | Sheetl | Sheet2 ®

= Lock cell/ Protection of cell

Cell protection is active for all cells by default. If only certain cells are to be protected, this
setting must be turned off.

Step to exclude cells from the protection:

Select the cells to be excluded from protection.
Select Format - Cells from the main menu
Click on the Cell Protection tab

Clear the check mark for the Protected option
Click OK

v o W N



Format Cells

|Numbers |F{:-nt | Font Effects | Alignment |B{)rder5 |Background ICeII Protection

Protection

O

Cell protection is only effective after the current sheet
has been protected.

Protected

Select 'Protect Document' from the 'Tools' menu, and

[T Hide formula :
specify 'Sheet’.

Print
[] Hide when printing The cells selected will be omitted when printing.

OK I Cancel H Help H Reset l

Initially however, the protection is not activated. To activate the protection:

» Select Tools - Protect Document - Sheet to protect the current sheet only
» Select Tools - Protect Document - Document to protect all sheets in the current

document
= Protect Sheets:

e steps for protect a sheet in open office.

Select Tools --->Protect Document---> Sheet.
Enter a password.

Confirm the password.

Click OK.

Protect this sheet and the contents of locked cells

Password ‘

Confirm ‘

Options

Allow all users of this sheet to:

Select locked cells
Select unlocked cells

= Protect Workbook:



protect workbook is use to protect all sheets in the current document
Steps for protect a workbook in open office.

Select Tools --->Protect Document---> Document.
Enter a password.

Confirm the password.

Click OK.

Protect Document Lﬂ_hj

Password (optional):

Password

Confirm

| Help ‘ l OK ] | Cancel

= Cut, Copy, Paste,Paste Spacial

> You can copy or move text within a document, or between documents, by dragging
or by using menu selections, icons, or keyboard shortcuts.

> You can also copy text from other sources such as Web pages and paste it into a
Writer document.

> To move (cut and paste) selected text using the mouse, drag it to the new location
and release it.

> To copy selected text, hold down the Control key while dragging. The text retains
the formatting it had before dragging.

> After selecting text, you can use the mouse or the keyboard for these operations.

1. Cut: To removes the selected data from the original position
Use menu Edit --> Cut or
The keyboard shortcut CTRL+X or

The Cuticon # on the toolbar.

2. Copy: To duplicates the selected content
Use Edit --> Copy or
The keyboard shortcut CTRL+C or

The Copy 2 icon.

3. Paste: frequently used with cut or copy options.
Use Edit --> Paste or
The keyboard shortcut CTRL+V or

The Paste te icon.

4. Paste Special: Special types of Paste command for formula use.
Use edit -->Paste Special or
The keyboard shortcut CTRL+ATL+V or
Click the triangle to the right of the Paste icon shown in diagram.
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Paste Special is a special type of paste option.

The difference between paste and paste special is that the paste command allows
the user to insert the selected data from the clipboard into an application while the
paste special command follows the same functionality similar to paste, but provides
additional options to select how the inserted data should appear on the
application.

If the user selects Formulas, the data will be pasted in the new location with the
formulas as follows. In the new copy, the totals are calculated, and it has taken the
new cells for calculation. The total 7000 in G9 is the summation of G4 to G7. The
formula is visible in the formula bar.

G3 v Jx =SUM{G4:G7)
A B C D E F G H | J
| Sales Data | Sales Data
2 | i
3 | Jan Feb March | Jan  Feb  March
4 1A 1000 3000 1000} A 1000 3000 1000
5 B 1000 4000 2000] B 1000 4000 2000
6 IC 3000 2000 4000} c 3000 2000 4000
7D 2000 2000 3000, D 2000 2000 3000
8 | 1
Total | 7000 11000 10000} Total 70001 11000 10000
o (Ctrl) =

Like the Paste special Option allows selecting how the pasted content should display.

Format Painter

Highlight the area from which you wish to copy the format from.

copies the formatting from your selected cell or data range and pastes it onto the
next data range you select.

First add formats to a cell

Click on the format painter icon in the toolbar shown in given diagram.
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3. When the mouse looks like a paint bucket, highlight the cell to which you want to
apply the format.

4. Let the mouse button go and the format will be applied to that section of cells
5. Click on the Format Painter button again to deactivate it.

1.2 Alignment, indent, Number format, percent style, coma style,
increase/decrease decimal

< Alignment :

® Align or alignment is a term used to describe how text is placed on the screen.

® For example, left-aligned text creates a straight line of text on the left side of
the page (like this paragraph).

¢ Text can be aligned along the edge of a page, cell, div, table, or another visible or
non-visible line.

® For apply alignment in open office calc or spreadsheet file,
From menu bar select Format option and then select Alignment option.

Menu bar ——»  Format ——» Alignment

. This will open sub menu which display various types of
alignment like : left, right, center, justify, top, center, bottom.
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The four primary types of alignment are in open office writer include left aligned,
right aligned, cantered, and justified.

1. Left Aligned - It is the default setting. This setting is often referred to as
"left justified," but is technically called "flush left."

Left aligned text begins each line along the left margin of the cell.

This results in a straight margin on the left and a "ragged edge" margin on
the right.

2. Right Aligned - This setting is also called "right justified," but is technically
known as "flush right."
It aligns the beginning of each line of text along the right margin of the cell.
As you type, the text expands to the left of the cursor.
If you type more than one line, the next line will begin along the right
margin.
The result is a straight margin on the right and a "ragged edge" margin on
the left.
Right justification is commonly used to display the company name and
address near the top of a business document.

3. Cantered - As the name implies, cantered text is placed in the centre of
each line.

As you type, the text expands equally to the left and right, leaving the same
margin on both sides.

When you start a new line, the cursor stays in the centre, which is where
the next line begins.



Centred text is often used for document titles and may be appropriate for
headers and footers as well.

4. Justified - Justified text combines left and right aligned text.

When a block of text is justified, each line fills the entire space from left to
right, except for the cell indent and the last line of a cell.

This is accomplished by adjusting the space between words
and characters in each line so that the text fills 100% of the space.

Justified text is commonly used in newspapers and magazines and has
become increasingly popular on the Web as well.

5. Default - Aligns the cell contents to the bottom of the cell.
Top - Aligns the contents of the cell to the upper edge of the cell.
7. Bottom - Aligns the contents of the cell to the lower edge of the cell.

e Number format

e Number formats are template strings consisting of format codes defining how
numbers or text appear.

e For example, whether or not to display trailing zeros, group by thousands,
separators, colors, and how many decimals are displayed.

e This does not include any font attributes, except for colors.

e They are found wherever number formats are applied, for example, on
the Numbers tab of the Format — Cells dialog in spreadsheets.

e Number formats are defined on the document level.

e A document displaying formatted values has a collection of number formats, each
with a unique index key within that document.

¢ |dentical formats are not necessarily represented by the same index key in
different documents.
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Numbers ‘Font | Font Effects |Alignment |Border5 | Background |Ce|| Protection |

Category Format Language
.. . )
2 |Default - English (USA) E|
Percent -1234
Currency ) |-1234.12
Date -1,234
Time = |-1,23412
Scientific -1.234.12
Fraction
Boolean Value - 123456789
Options
Decimal places 0 = [[] Negative numbers red
Leading zeroes 1 = [l Thousands separator
Format code
General

[ 0K H Cancel H Help H Reset l

coma stvle : (Thousands Separator)

e Depending on your language setting, you can use a comma or a period as a

thousand separator.

® You can also use the separator to reduce the size of the number that is

displayed by a multiple of 1000.

e For this, set thousand separator check box marked .
[#] Thousands separator
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B | C D i
Percentage |coma style
ginal Valut Value
50 50% 5,00%'_
55 55% 6,500 |
60 60% 4,321
54 54% 1,234

Format Cells

Numbers |Font | Font Effects |Alignment |Borders |Background |Ce|| Protection |

Category

Number -

Percent

m

Time
Scientific
Fraction
Boolean Value

Format

Language

General
-1234
-1234.12

-1,23412
-1,234.12
-1234

Default - English (USA)

=]

1235

Options

Decimal places
Leading zeroes

Format code

[ Negative numbers red

[¥] Thousands separator

} #4480

[ 0K ” Cancel ” Help ” Reset ]

percent style: To display numbers as percentages, add the percent sign (%) to the

number format.
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\alue
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55 55% Fraction T |
[21] 60% Boalean Value
54 54% Text . 0% |
Options |
Decimal places 0 : Negative numbers red
Leading zeroes [i] L ! Thousands separator
Format code
&=
- ESAIET
User-defined
[ ok || cancei || Hep || Reset |

Increase/Decrease decimal : For increase

number in OPTION Decimal Places.

or decrease decimal palces, add
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1.2.1 Insert picture, insert shapes

¢ Insert Image : To add any image from file select Picture option From Insert

menu.
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s shapes:

e To add any type of shape in open office calc file, select VIEW menu ->
TOOLBAR -> DRAWING option.
It will display drawing tool bar at bottom of window.
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1.2.2 Insert Textbox, Header & Footer, Symbols

+* Insert Textbox :
¢ Text boxes are fields in which the user can enter text. In a form, text boxes
display data or allow for new data input.
¢ Toinsert text boxes in spread sheet file: click on VIEW menu -> TOOLBAR -
>Form Control.

View | Isert Format Tools Data Window Help

© Noma ¢ -0 BPINZBER O, i [é¢,
IPage Break Preview A
Toolbar 3D-Settings =
= v [Formula Bar Align
_ v Status Bar v Drawing 6 H | e K
Tnout Method Status Drawing Object Properties
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Vaoe Highighting  Cueig |, o Fvx
- Form Controls i (2
i Data Sources 4 Form Design W
@ MNavigator i] Foa s rntion [ & MK[(SH g BE
v Sidebar v Formatting FYBCA ] &
B FullSereen Ctrl+Shift+) Ingert DIVISION A LG )
Q Zoom. Tnsert Cell subject: DMA o
Media Playback ° o ;
Picture e
v Standard - g8
Text Formatting &
T ——
&i tlyp-e:linkﬂar

¢ This will open form control dialog box and select Text Box option.
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e After then it will display text box for add text as shown in figure.

** insert Symbols : (means special character)

e A "special character" is one not found on a standard English keyboard.

* Forexample, © % 2 ¢ 0 ¢ ¢ are all special characters. To insert a special
character:

1. Place the cursor in your document where you want the character to
appear.

2. Click Insert > Special Character to open the Special Characters dialog
box.
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w | Insert | Format Tools Data
2 Manual Break » j B
Cells... Ctrl++ B
Rows

i

Columns
Sheet...
Sheet F Ly
Link to External Data...

& Special Character... >

Formatting Mark
(=) Hyperlink

Function... Ctrl+F2
Function List

Names C
5] Comment Ctrl+Alt+C

Picture 3
f,  Movie and Sound
Object 3
i Chart..
Floating Frame

3. Select the characters (from any font or mixture of fonts) you wish to
insert, in order; then click OK.

4. The selected characters are shown in the lower left of the dialog box.
As you select each character, it is shown on the lower right, along with
the numerical code for that character.
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[nsert Format Tools Data Window Help
ESR ¥E Kae-¢ B-0- @8N BPRSEEQ O 0 [-]d 4,
IZ| 1> IZ| 1 Special Characters . ‘ 4 . lihj
] xE = |%
B Font Subset |Ba5ic Latin El OK
blbllE||A|la|A|wn|R| xR\ =35V |y~ Cancel
E 8le |V v |V |V ioyloy|Q|o|OO|S|D|w|Cl¢ ‘I/
#7|° T ls Al b b |P|R|T|T ~
Fle|B|e K[ |33 K[k K[k KKk K" Delai
HIHHH|TbB|Q|e|C|e|T|T|Y|Y]|¥|Y -
X[ x| Tlu[Y4|u|u|u]|h|h]|ele|e|e] [k K
*|Bls|N|a|H|g|HIH[Y|y | M|m|I|A|la
Ala|E|le|E|&8|B|a|B |8 |XK|[%|3|3|3|3 . e
Characters:

Header & Footer :
Headers and footers are predefined pieces of text that are printed at the top
or bottom of a sheet outside of the sheet area. They are set the same way.

Header prints in heading area and footer prints in bottom area.
Headers and footers are assigned to a page style.

You can define more than one page style for a spreadsheet and assign
different page styles to different sheets.

For more about page styles, see Using styles and templates in Calc.

Setting a header or a footer: To set a header or footer:
1. Select Format > Page.

Format Tools Data Window

efault Formatting Ctri+M

Ctri+1
L

min »

et L3

Page...
Print Ranges [ 3

2. Select the Header (or Footer) tab.
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Page Style: Default &J
Organizeé Page %_Eorders.'.Background ?.Header. .%Footer SheetJ
Header JE—

¥l Same content left/right

Left margin 0.00" =

Right margin 0.00 " =

Spacing 010" =

Height 020" =

+| AutoFit height

More... ‘ l Edit...

[ 0K H Cancel H Help H Reset ‘

3. Select the Header on option.
¢ From here you can also set the margins, the spacing, and height for the
header or footer.
¢ You can check the AutoFit height box to automatically adjust the height of
the header or footer.
Margin : Changing the size of the left or right margin adjusts how far the
header or footer is from the side of the page.
Spacing : Spacing affects how far above or below the sheet the header or
footer will print. So, if spacing is set to 1.00", then there will be 1 inch
between the header or footer and the sheet.
Height: Height affects how big the header or footer will be.
Header or footer appearance :To change the appearance of the header or
footer, click the More button in the dialog. This opens the
Border/Background dialog.
¢ From this dialog you can set the background and border style of the header or
footer. See Using styles and templates in Calc for more information.
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Border / Background
Borders | Background
Line arrangement Line Spacing to contents
Default Style Left 0.00cm 3
) o) ) o | - None - ™ — P r—
il Kililay)
——— D.05 pt g
User-defined P
0.50 pt Top 0.00cm 12
1.00 pt
— 2.5 pt Bottom 0.00cm  FE
4.00 pt % :
nchronize
S 5.00 ot Y =
Color
W &lack v
Shadow style
Position
[ OK ] [ Cancel | [ Help | [ Reset ]

Setting the contents of the header or footer

The header or footer of a Calc spreadsheet has three columns for text. Each

column can have different contents.
To set the contents of the header or footer, click the Edit button in the
header or footer dialog shown above to display the dialog shown below.

i“ Header (Page Style, Default) X ]
Lef area Center area Right area QK
st Lef] haetl VAT EN08 2 %6 5
ance
Help
Header LISt ed »
Custom header A #" . 5 |

More

Lise the buttons bo change the font or insert fleld commands such as date, time, etc

Areas: Each area in the header or footer is independent and can have
different information in it.

Header : You can select from several preset choices in the Header drop-down

list, or specify a custom header using the buttons below. (If you are
formatting a footer, the choices are the same.)



M.K. Institute of Computer Studies, Bharuch
F.Y.B.C.A. (SEM —-1)
105: Data Manipulation and Analysis (DMA)
UNIT-1

Custom header: Click in the area (Left, Center, Right) that you want to
customize, then use the buttons to add elements or change text attributes.

@ Opens the Text Attributes dialog.
Inserts the total number of pages.
Inserts the File Name field.
Inserts the Date field.

Inserts the Sheet Name field.
Inserts the Time field.

oy
Inserts the current page number.

1.2.3 Save, save as, save file as csv, spell check, protect sheet and Workbook, Linking

o0

spread sheets.

What is Save
Assume the user created a sheet in the desktop and enter some content.
If he goes to the top of the screen, there is an icon which looks like a disk.
After pressing that icon, the content is saved to that document.

When closing the file and reopening it again, the user can view those written
content.

Another method to Save is by going to the File menu and selecting Save.

oD
3 Times New Ro
Paste v
- ¥ Format Painter s I ¥

Clipboard M

When working, the user can click Save to update the completed work up to that
point.

Each time the user press Save, it will overwrite the document with the latest
content.

What is Save As
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Assume that the user goes to Sheet and add data to file.
When he presses the save icon, it will open the Save As Dialog box.

From that, the user can select the location to store the file with file name and file

type.

Here, the file name is “testl”, and it is a worksheet. Then he can press save

button.

G Save As X
A B« Users » MultiblityLap2 > Desktop v { | Search Desktop p
Save AS Organize ¥ New folder . 0
0 This PC A Name Date modified Type
(D\ Recent J 3D Objects old File folder
\"/ [ Desktop pic 424, File folder
Y Windows 10 Activator (KMSpico 10 beta ... 5/2 File folder
z| Documents
: 2 work 6/12/201812:31PM  File folder
OneDrive 4 Downloads » o
Please sign in 05 test! 6/14/2018 10:33 AM  Microsoft Word D...
D Music
= 1 &=/ Pictures
‘L] ThisPC
L B Videos
o Windows(C) v ¢ 3y
% AddaPlace -
File name: \tesﬂ doex i
Browse Save as type: Word Document v
Authors:  MultiblityLap2 Tags: Addatag
[ Save Thumbnail
Account A Hide Folders Tools ~ Cancel

¢ |f the user wants to save that already created testl file to some other
location with the same name or a different name, then also he has to

use Save As. Therefore, it helps to create backup files.

Difference Between Save and Save As
Definition :

Save is a command in the File menu of most applications that stores the data

back to the file and folder it originally came from.

On the other hand, Save As is a command in the File menu of most
applications that allows to store a new file or to store the file in a new

location.
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Save helps to prevent data loss and to update the lastly preserved file with
the latest content.

Save As helps to store a new file or to store an existing file in a new location
with the same name or with a different name.

Application:
Save applies to a current file. On the other hand, the Save As applies to a new
file.

Number of Steps:

Save is easier as it has only one step but Save As requires some additional
steps.

Storing Method:

Save does not allow saving the file in some other format. But it is different
with Save As. It allows the user to change the file format with the Save As
dialog box.

Saving as a CSV file

A CSV is a comma-separated values file, which allows data to be saved in a
tabular format with a .csv extension.

CSV files can be used with most any spreadsheet program, such as Microsoft
Excel or Google Spreadsheets.

They differ from other spreadsheet file types because you can only have a single
sheet in a file, they cannot save cell, column, or row.

Also, you cannot not save formulas in this format.

To save a spreadsheet as a comma separated value (CSV) file:

1. Choose File > Save As.
2. In the File name box, type a name for the file.
3. In the File type list, select Text CSV and click Save.

You may see the message box shown below. Click Keep Current
Format.
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ereanﬁce.urg 3.1 -\

This document may contain Formatting or conkent that cannok be saved in
the Text CSY File Format, Do wou want ko save the document in this Format
anyway?

Ilze the latest ODF file Format and be sure all Formatting and content is
saved correctly,

Eeep Current Format: ] [ Save in ODF Formak

Ask when not saving in O0F Farmak

4. In the Export of text files dialog, select the options you want. Click OK.

Export of text files
F};zld options _ ......
Character set Western Europe (Windows-1252/Winlatin 1} v | T —
Fiedd delimiter i g %]
Text delimiter - " Help

Save cell content as shown
[ Fied column width

< spell check

¢ Spell check option is used to detect the misspelled word and replace it
with the correct word.

Step 1: Open the spell-checker

e Click on 'Tools' in the menu bar and then 'Spelling and Grammar' from the
drop-down menu, or press Alt + T and then press Alt + S, to open the
'Spelling' window (shown in Fig 1).

® You can also spell-check your document at any time by pressing F7.
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Spelling: English (UK}

Text language |“%? Englizh (UK) IE”

Mot in dictionary
The subject I least liked at school was chemstry -

Suggestions

chemurgy
chemotherapy
chemise

_’ Help H Options...

[ =
Add -
chemist
Change All

Step 2: Open the thesaurus

* OpenOffice.org Writer also includes a thesaurus, which will provide
synonyms (words with similar meanings) for any given word. To use this
feature, first highlight the word in your text.

¢ Open the 'Thesaurus' window (shown in Fig 2) by clicking on 'Tools' in the
menu bar and then 'Language’' from the drop-down menu, followed by
'Thesaurus'. Alternatively, press Alt + T and then press Alt + L, followed by Alt

+T.
® You can also open the thesaurus at any time by pressing Ctrl + F7.
Theseues (Enqheh (L] [ = |
Yariations
Word Beplace
subject
{ad taxable (similar term) » | [taxable {5|rr1||af trarmjl
(adj) capable [E]| |nonexempt (similar term]
(adj) dependent
(adj) affected (similar term)
frren W bnmie -
1| m 3

e Features Of Spell Check utility
1.Enable Spell check:
Click on the Auto Spelicheck icon from the standard toolbar. If this option is
enabled, it will highlight the spelling errors in a wavy red line.
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& spell-check.ods - OpenOffice Calc

File Edit Yew Insert Format Tools Data  Window  Help
BrE-H= & BER @Y KE
@l aval v|{o ~| B 7 AN

\B10 v K E = |ake

c | o ]

i

Welcome
Express

zrpee

=z

0 |r =
SRR
oo e
SRR
oo e

2.Suggestions:
To get suggestions for the misspelled words, do the following.
Step 1: Right click on the misspelled word. You will be provided with the list of
suggested words.
Step 2: Select the required suggested word. The misspelled word will be
automatically replaced by the selected word.

& spell-check.ods - OpenOffice Calc

File Edit Yiew Insert Format Tools Data  ‘Window Help

B-E-Un (@ Ban @Y

P @ |avial v|[w ~| B £
43 v| fx B & |ape

i
[2&

Applet

Spellcheck. ..

Add 3
Ignore All

AuboCorreck 3

Ward is English (USA)
Paragraph is English (USAY




M.K. Institute of Computer Studies, Bharuch
F.Y.B.C.A. (SEM —-1)
105: Data Manipulation and Analysis (DMA)
UNIT-1

3.Ignore All:
The misspelled word will be ignored by the spell checker.

& spell-check.ods - OpenOffice Calc _ ] i
File Edit Wew Insert Format Tools Data  Window  Help dE X
B-2-H= [ EER @Y XKE(@E- ik 2 mimes
@ [anal vilwm v~ B7U&-A- ===-= =
|C4 v| Jx 8 ||:urange =
A | B F—— D E F | & | e
1 &'
2 -
3 |Apple Gﬁ*
YWelcome Apple 4
@
5 |Express Apple spelicheck. .. ¥
6 |Apple Apple - "
7 |Apple Apple = i )
g Apple orang 5
9 Apple orang  Wordis Daksh -@
10 Apple orangl  Paragraph is Danish T [k
11 Apple
12 Apple
13 Apple

4.To replace a word:

Replace option is used to replace the misspelled word with the correct word.
Step 1: Select the misspelled words and click on the Spelling icon or right click
and select "Spellcheck..."

5| spell-check.ods - OpenOffice Calc

File Edit Wiew Insert Format Tools Data  Wind

B-EZ-H= 2 B2aR @

P @ |arial v|[io | B
a3 v| f B & |ape

Ignore All
AukoCarrect 3

Word is English {134)
Paragraph is English {U3A}
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Step 2: In the spell check dialog box, misspelled word will be highlighted
under Not in dictionary text box. Under Suggestions, suggested words will be

listed. Select the correct word and click Change. Now the selected word will be
replaced.

Spelling: English (USA)

Text language |‘%’ English [U5A) b |
Mot in dickionary
Aple i ’ Ignore Cnce ]
’ Ignore All ]
vi e -]
Suggeskions J—
e R :
Zhange all
SHOF
[ Help ] ’ Jptions. .. ] LIndo -tutorials

.COTIL

5. To replace all the misspelled word:
Step 1: Select the correct word under Suggestions and click Change All option.

Spelling: English (USA) i IFB(_;

Text language |‘%’ English [U5A) b |
Mot in dickionary
Aple i ’ Ignore Cnce ]
’ Ignore All ]
vi e -]
Suggeskions
| Change |
RG=TpI
SHORT
Help ] ’ Qptions. .. Undo -tutorlg{}g
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Step 2: You will get an alert message, click Yes to replace all the words.
“ spell-check.ods - OpenOffice Calc |k
File Edit Yew Insert Format Tools Data  Window  Help )
BB U= B EaR @V KuEn-d Ji e

Spelling: English (USA) X

E Text language |"‘§ English {LUS4) w |
Mot in dickionary
; Apple
j OpenDffice Calc |'£|
Should the spellcheck be continued at the beginning of the current sheet? fdd [
& Suggestions
7
hange
8 &pplet =0
9 Change all ]
10
11
12
13 [ Help ] [ Cptions. .. ] [ Undo ] [ Close ]
14
15
16
17
18 ; M
(][] ][1]" Sheet1 sheetz [ Sheets / IE3 I J SHORT
- _ tutorials
Sheet 1 {3 | Default | s *| | sm=0 |@®

The particular word used anywhere in the spreadsheet file will be replaced with
the selected word.

# spell-check.ods - OpenOffice Calc

File Edit ‘“iew Insert Format Tools Data Window  He
P-E-H= 2 BEaR @9
[ @ o vl[w ~ B 7
AE = [

A B c

1

2

3 |Apple

4 |WWelcome Apple
“Impress le

6 |Ap

7 ple Apple

g /|Apple Apple

ol |Apple Apple

10, |Apple Apple

11 \Apple Apple

12 le Apple

13 |Apple ]

14
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6.Add a word to Dictionary
If the word is not added in the Standard dictionary, then the word will be
highlighted in the wavy red line. You can add a word to Dictionary using two
options.
Option 1: Right click on the word and select Add -> standard.dic

i spell-check.ods - OpenOffice Calc

File Edit Wiew Insert Format Tools Data Window  Help

B-E2-d= ([ BEER @Y X @i

;|.ﬁ.ria| V||1IJ v|BfLJ@.'é.' E
|C4 V| Jx 8 |0range
o | B e D E
1
z
3 |Apple

Wielcome  Apple @:}

5 |Express Apple Spel
& |Apple Apple

7 |Aple Apple

s |anl Ignore

Aple Apple
o |Aple Apple Word is Danish
10 |Aple Apple Paragraph is Danish
11 |Aple Apple
12 |Aple Apple
13 |Aple Apple

Option 2: Select the word and click Spelling icon.

Step 3: Spelling: English dialog box appears. click on the downward arrow near
the Add option and select Standard.dic. The word will be added into the standard
dictionary.

For the next time, the word won't be highlighted with the wavy red line as
misspelled word.

Spelling; English {USA) HIOX

|

Text language |“$’ English (LIS&) v |

Mot in dictionary

orange A Ignore Once

Ignore All

-

Suggeskions

(no suggestions)

ghége

Change Al

SHORT .
o | C ey
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1.2.4 Print, Quick print, Print preview

s Print
¢ Prints the current document, selection, or the pages that you specify.
¢ You can also set the print options for the current document.
¢ Printing from Calc is the same as printing from other OO document
components but some details are different, especially regarding preparation
for printing.
¢ To access this Option...
1. Choose File - Print

3k RETIL LIL A,

File | Edit View [nsert Farma
L] Mew [ 8
[® oOpen. Ctrl+0 e
Recent Documents [
-
s Wizards *
B Close
B save As.. Cirl+Shift+S
5. Expori.
Export as PDF...
Send 2
»
Preview in Web Browser
Page Preview
s Print..
Printer Settings...

2. Press Ctrl+P option from keyboard.
3. On print standard file bar Click directly.

@euh kPlMcaEq @, LR
. b ¥ulM e O-2-4A-

e

[Print File Directly (CutePDF Writer)

The Print dialog consists of three main parts: A preview with navigation
buttons, several tab pages with control elements specific to the current
document type, and the Print, Cancel, and Help buttons.

e Using the Print dialog box

For more control over printing, use File > Print to display the Print dialog box.
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Print 1

Prinker

Marme HP LaserJet 5L b Properties. .. ]

Skakus Default prinker; Ready
Type HP LaserJek 5L
Lacation LPT1:

Camrmenk

[ Print ko il

Ptink range Copies
O3]} Mumber of copies 1

() Pages 1 | | |

o I coma ] [t

1

On the Print dialog box, you can choose:

. Which printer to use (if more than one are installed on your system)
and the properties of the printer—for example, orientation (portrait or
landscape), which paper tray to use, and what paper size to print on. The
properties available depend on the selected printer; consult the printer's
documentation for details.

. What pages to print, how many copies to print, and in what order to
print them.

o Use dashes to specify page ranges and commas or semicolons to
separate ranges; for example: 1, 5, 11-14, 34-40.
o Selection is the highlighted part of a page or pages.

. What items to print. Click the Options button to display the Printer

Options dialog box.

3. Click OK.

® Quick printing

¢ Click the Print File Directly icon S to send the entire document to the
default printer defined for your computer.

¢ You can change the action of the Print File Directly icon to send the
document to the printer defined for the document instead of the default
printer for the computer.

e Choose Tools > Options > Load/Save > General and the Load printer settings
with the document option.
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® Previewing pages before printing

¢ The normal page view in Writer shows you what each page will look like
when printed, but it shows only one page at a time.

¢ |f you are designing a document to be printed double-sided, you may want to
see what facing pages look like. 000 provides a way to do this in Page
Preview.

1. Click File > Page Preview, or click the Page Preview button [ .The
Weriter window changes to display the current page and the following
page, and shows the Page Preview toolbar in place of the Formatting

toolbar.
Page Preview -
B % EE-m & (o1 v @ W& Close Preview

2. Click the Book Preview icon ™~ to display left and right pages in their
correct orientation.

3. To print the document in this page view, click the Print page

view icon > to open the Print dialog box. Choose your options and
click OK to print as usual.

4. To choose margins and other options for the printout, click the Print

options page view icon to display the Print Options dialog box.

Print Options
Diskribution

Rows 1 ) Colurnns 2 5
Margins

Left % Right o

Top ¢4 Bottom e

Default

Spacing

Harizonkal A Wertically
Format

() Landscape (%) Partrait

1.2.5 Split, Hide and freeze panes in worksheet.

e Split option
e Sometimes Calc users need to split (or divide) data in one column into
another.
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As such, Calc has a Text to Columns option for splitting columns. With that
you can divide the columns.

1. Open a spreadsheet and then select a column, or group of cells in a
column, to split. For example, if there was an address column in the
spreadsheet you could select that to split it down into smaller parts.

2. Click Data > Text to Columns to open the window shown in shot below.

Tools | Data | Window Help

5 Define Range.. b Ay 13 @ HYoEEQ @
0 | Select Range... B % K M eser -8
Sort...
nb bnk —
Filter »
£ Subtotals... | i .
Validity...

tple Uperations...

Text to Columns...
Consolidate...

qdffadf Lroup an
Pivot Table »

Refresh Range

3. Now select the Separated by radio button on that window. Then you
can choose a separator for the column. You can
select Tab, Space, Comma, Merge delimiters or Semicolon separator

check boxes.
Text to Columns |

Import

Cancel

Help

eparator options
Fooed width

@ Separated by
Comma Other
Semicolon Space

Merge delimiters Text delimiter 2 -

Other options

Fields

Standard
1 fiuzber 1, Lewis lane, Bucks, PO33 30X
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Py

Separator options
@ Fixed width

 Separated by

[]Semicolon

[ Merge delimiters

UNIT-1
4. They mark the point where your column splits. As shown in figure
- >
[0 Comma ] Other [
[] Space
Text delimiter [

Other options
[ Quoted field as text

Detect special numbers

Fields

Column

Standard

Standard
nbnb b

Standard

Now it is splits in different cell. As shown in figure below.

et to Gl T

Import

Lo |

Character set |Umcode

]

Language |Default- English (UK)

]

From row

ep options
() Fixed width
®) Separated by

[¥] Comma

[T space

Semicolon
[ Merge delimiters

Other

Text delimiter

Other options
] Quoted field as text
[7] Detect special numbers
Fields

Column type

Standard  |Standard |Standard |Standard
umber 1 Lewis Lane | Bucks | PO33 3DX

]
i
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e Alternatively, you can add custom separators. Click the Other check box
and enter a separator in the text box. For example, you could enter a
hyphen (-) in that text box as the separator.
®  You can also split the column with the Fixed width option. Select
the Fixed width radio button and adjust the ruler on the preview
window to a set a width for the column to split at. The column then
srplits at the ruler point.

Text to Columns * "

1 rt
s oK

Cancel
Help

Separator options
@ Ficed width

Separated by

Other options

Fields
Column type Standard T|

L EEERLRRE [ nml R I RN | TSI - S
Standard g
1 Fumber 1, Lewis Langl

* When you’re done, press the OK button.

* The column will split as you selected it to. For example, in the shot
below the address column has split into three alternative columns.

® So now you can quickly split columns in Calc spreadsheets without any
copying and pasting.

e With the Text to Column option you can reorganize your spreadsheet
tables more effectively.

Hide and freeze panes
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Hide/Show Rows and Columns

¢ When elements are hidden, they are neither visible nor printed, but can still
be selected for copying if you select the elements around them.
® For example, if column B is hidden, it is copied when you select columns A
and C. When you need a hidden element again, you can reverse the process,
and show the element.
1. To hide or show rows and columns, use the option in the Format menu
or the right-click and choose from pop-up menu.
2. To hide a row/column, first select the row/column, and then use menu
options,
3. Format > Row - Hide or Format - Column - Hideto hide row
and column respectively.
4. The same can be achieved by choosing “Hide” option from the pop-up
menu when you right-click the selected row/column.
5. To show the hidden row / column, choose Format-> Row - Show
or Format ->Column - Show (or)
6. Right-click and choose Show from pop-up menu.

rﬁ Format Cells “‘
Mumbers | Font| Font Effects | Aignment | Borders | Background | Cell Protection
Protection
[l Hide all] Cell protection is only effective after the current

sheet has been protected.
[¥] Protected

Select 'Protect Docurnent® from the 'Tools' menu,

[[] Hide formula and specify 'Sheet'.

Print

[ Hide when printing The cells selected will be omitted when printing.

® Freezing rows and columns

Freezing locks number of rows at the top of a spreadsheet or number of columns
on the left of a spreadsheet or both.

Frozen columns and rows remain the view during scrolling, whereas other rows
and columns gets scrolled.
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Figure 10.15 Freezing and Unfreezing rows

and columns

Freezing single rows or columns:

1. Click on the Header for the row below where to the freeze or for the column to
the right of where to freeze.

2. Choose the Window -> Freeze. A dark line appears, indicating where the freeze is
put.

Freezing a row and a column:

1. Click the Cell that is immediately below the row to be frozen and immediately
to the right of the column to be frozen.

2. Choose Window -> Freeze.

3. Two lines appear on the screen, a horizontal line above this cell and a vertical
line to the left of this cell. Now as you scroll around the screen, everything above
and to the left of these lines will remain in view.

Unfreeze:

e To unfreeze rows or columns, choose Window -> Freeze. The check mark in
Freeze will vanish.



