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Module 4: Spreadsheets

4.1 Using the Application

4.1.1 First Steps with Spreadsheets

4.1.1.1 Open (and close) a spreadsheet application.

4.1.1.2 Open one, several spreadsheets.

4.1.1.3 Create a new spreadsheet (default template).

4.1.1.4 Save a spreadsheet to a location on a drive.

4.1.1.5 Save a spreadsheet under another name.

4.1.1.6 Save a spreadsheet in another file type such as: text file, HTML, template,
software specific file extension, version number.

4.1.1.7 Switch between worksheets, open spreadsheets.

4.1.1.8 Use available Help functions.

4.1.1.9 Close a spreadsheet.

4.1.2 Adjust Settings

4.1.2.1 Use magnification/zoom tools.

4.1.2.2 Display, hide built-in toolbars.

4.1.2.3 Freeze, unfreeze row and/or column titles.

4.1.2.4 Modify basic options/preferences in the application: user name, default
directory/folder to open, save spreadsheets.

4.2 Cells

4.2.1 Insert Data

4.2.1.1 Enter a number, date, text in a cell.

4.2.2 Select Cells

4.2.2.1 Select a cell, range of adjacent cells, range of non-adjacent cells, entire
worksheet.

4.2.2.2 Select a row, range of adjacent rows, range of non-adjacent rows.

4.2.2.3 Select a column, range of adjacent columns, range of non-adjacent columns.

4.2.3 Rows and Columns

4.2.3.1 Insert rows, columns in a worksheet.

4.2.3.2 Delete rows, columns in a worksheet.

4.2.3.3 Modify column widths, row heights.

4.2.4 Edit Data

4.2.4.1 Insert additional cell content, replace existing cell content.

4.2.4.2 Use the undo, redo command.

4.2.5 Duplicate, Move, Delete

4.2.5.1 Duplicate the content of a cell, cell range within a worksheet, between
worksheets, between open spreadsheets.

4.2.5.2 Use the autofill tool/copy handle tool to copy, increment data entries.

4.2.5.3 Move the contents of a cell, cell range within a worksheet, between
worksheets, between open spreadsheets.

4.2.5.4 Delete cell contents.

4.2.6 Search and Replace

4.2.6.1 Use the search command for specific content in a worksheet.

4.2.6.2 Use the replace command for specific content in a worksheet.

4.2.7 Sort Data

4.2.7.1 Sort a cell range by one criterion in ascending, descending numeric
order, ascending, descending alphabetic order.

4.3 Worksheets

4.3.1 Handling Worksheets

4.3.1.1 Insert a new worksheet.

4.3.1.2 Rename a worksheet.

4.3.1.3 Delete a worksheet.

4.3.1.4 Duplicate a worksheet within a spreadsheet, between open spreadsheets.

4.3.1.5 Move a worksheet within a spreadsheet, between open spreadsheets.

4.4 Formulas and Functions
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Arithmetic Formulas

Generate formulas using cell references and arithmetic operators
(addition, subtraction,

multiplication, division).

Recognize and understand standard error values associated with using
formulas.

Cell Referencing

Understand and use relative, mixed, absolute cell referencing in formulas.
Working with Functions

Generate formulas using sum, average, minimum, maximum, count, functions.
Generate formulas using the logical function if (yielding one of two specific
values).

Formatting

Numbers/Dates

Format cells to display numbers to a specific number of decimal places, to
display numbers with, without commas to indicate thousands.

Format cells to display a date style.

Format cells to display a currency symbol.

Format cells to display numbers as percentages.

Contents

Change cell content appearance: font sizes, font types.

Apply formatting to cell contents such as: bold, italic, underline, double
underline.

Apply different colours to cell content, cell background.

Copy the formatting from a cell, cell range to another cell, cell range.
Apply text wrapping to contents within a cell.

Alignment, Border Effects

Align contents in a cell, cell range: left, centre, right, top, bottom.
Centre a title over a cell range.

Adjust cell content orientation.

Add border effects to a cell, cell range.

Charts/Graphs

Using Charts/Graphs

Create different types of charts/graphs from spreadsheet data: column
chart, bar chart, line chart, pie chart.

Add a title, label to the chart/graph. Remove a title, label from the chart/
graph.

Change the background colour in a chart/graph.

Change the column, bar, line, pie slice colours in the chart/graph.
Change the chart/graph type.

Duplicate, move charts/graphs within a worksheet, between open
spreadsheets.

Resize, delete charts/graphs.

Prepare Outputs

Worksheet Setup

Change worksheet margins: top, bottom, left, right.

Change worksheet orientation: portrait, landscape. Change paper size
Adjust page setup to fit worksheet contents on one page, on a specific
number of pages.

Add, modify text in Headers, Footers in a worksheet.

Insert fields: page numbering information, date, time, file name, worksheet name
into Headers, Footers.

Preparation

Understand the importance of checking spreadsheet calculations and text
before distribution.

Preview a worksheet.

Turn on, off display of gridlines, display of row and column headings for
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printing purposes.

Apply automatic title row(s) printing on every page of a printed worksheet.
Printing

Print a cell range from a worksheet, an entire worksheet, number of copies
of a worksheet, the entire spreadsheet, a selected chart.



Module 4: OpenOffice.org Calc

Section 1: Using the Application

IMPORTANT NOTICE

All candidates who follow an ICDL/ECDL course must have an official CDL/ECDL
Skills Log Book or Skills Card. Without such a Log Book or Skills Card no tests can
be taken and the candidate will not be able to obtain an International Computer
Driving Licence, nor any other form of certificate or recognition for the course.

Log Books/Skills Cards are obtainable from ICDL/ECDL Training and Testing Centres
(see www.icdl.org.za) or directly from the ICDL Foundation of South Africa.

(info@icdl.org.za, phone +27-21-671-1071)



mailto:info@icdl.org.za

4.1 OpenOffice.org Calc: Using the Application

4.1.1 First stages with spreadsheets
4.1.1.1 Open and close a spreadsheet application
Open Calc in Linux

« Click on Start Applications

+ Click Office

« Click Spreadsheets

« Click OpenOffice.org Calc

Open Calc in Windows

+ Click on Start

+ Click Programs

+ Click OpenOffice.org

+ Click Spreadsheet

This will load Calc.
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Elle Edit Wiew Insert Format Tools Data MWindow Help

Bz RSR VELRR- S e ANLIQr HNOBEEAI @Y
iy faria i = B 7U|== B b%skaw|«EEO-SA-

[
a1 ] = =
A [ B

[ c [ D E [ F | g | H | I 1 K L M N o Y
i =

=

|@‘m‘q|m|m‘a|m|m -

=)

=3

PN PP U PR PR RPN PR PN (I PO [N R P I ) PO Y
HIB8|EENERESREEE RS

o0
(g

-
"
Y T = ==y g 1 I 21
[Sheet 113 [Default 100% so [ [ | Sm=0

@& 5tart| 1 Module4{Calc) odt - Ope... | £/ Untitled1 - OpenDffic... | [ Unttled * - Paraben's Sc... I Z @| 5] | « @@ P 1190 aM

Close Calc

« Click on File then click Exit.
OR

« Click on the Exit icon in the top right hand corner of the screen,
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4.1 OpenOffice.org Calc: Using the Application

Components of the Calc screen

Menu Bar

File Edit View [nsert Format Tools Data Window Help |

The menu bar displays global commands. These commands that are grouped according to
categories.

For example, the File menu item consists of a set of commands related to file operations such as
open existing files, creating new files, saving files, closing files and so on.

Format toolbar

Edyd favial o = B T U

B %% Sk |eEsE OO - A

-

The object bar contains commands that are used to format cells.

Standard toolbar

BrecElao R BSRIVE X :ZR-Fie-o- BHIH By HeBEEQ D Q
The standard toolbar contains shortcuts to commonly used Calc operations.

Formula toolbar

[a1 = = |

The formula toolbar contains the address of the current cell. It is also used as the entry point for
text, numbers and formulas that will be entered into the cells.

Work Area
A B C ] E F i3 H I
1
2
a3
4
5
=}
7
g
Q
i0
11
12

The work area of the spreadsheet consists of a grid formed by the intersection of rows and
columns. The columns are named by letters of the alphabet A, B, C, ..... Z, AA, AB, AC, ..... The
rows are numbered 1,2,3,4, .....

Each cell is identified by its row and column. For example, the cell C11 is the cell lying at the
intersection of column C and row 11.

C11 is also referred to as the address of the cell..
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4.1 OpenOffice.org Calc: Using the Application

Tabs

4| 4[> [»1[5heet1 {Sheetz [ sheetz 7 = |
[Shest 1 /3 [ Default [100% | [

Each spreadsheet consists of one or more worksheets. These can be accessed by clicking on the
tabs at the bottom of the work area.

4.1.1.2 Open one, several spreadsheets

A spreadsheet consists of text, values and formulas inserted into the cells of the work area.
Spreadsheets are saved on disk as files, just as in the case of Writer documents.

More than one spreadsheet can be opened at a time.
Open a spreadsheet under Linux

+ Click on File.
+ Click on Open.

This brings up the Open Dialogue window:

# ol |
fhome/david ¥ | 28
Title Type Size Date modified
[C] adabas Folder 29/09/2003, 17:00:42
Z7 Desktop Folder 30/09/2003, 20:15:12
Z7] Documents Folder 23M09/2003, 20:27:46
[Z] evolution Folder 25/09/2003, 21:58:42
[C] GNUstep Folder 29/09/2003, 16:51:02
23 Mail Folder 25M09/2003, 22:49:33
1 OpenSourcelCDLBook Folder 30/09/2003, 21:23:56 =
e Fotine samnnans amasee 2
File name: | j Open
AT | j Cancel |
File type: Allfiles (*.%) hd

| J Help
[~ Read-only

The dialogue lists a series of directories and files.

To view the contents of a directory, click on the directory.

To move up a level, click on the Up one level icon, .
Suppose you have located the directory in which the desired file is located.

- Highlight the file.
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4.1 OpenOffice.org Calc: Using the Application

B Open =1 E3

/homefdavid/data k| Bg
Title |Type |Size |Date modified

Demog.sxc OpenOffice.org spreads 6597 Bytes 01/10/2003, 21:07:37 :‘
7 Demog01xls MS Excel document 140 KB 0L/10/2003, 20:36:48

%7 expansionxls MS Excel document 13.5 KB 01/10/2003, 20:36:48

%7 FinCalc01xls MS Excel document 13.5 KB 01/10/2003, 20:36:48

7 FinCalc02.xls MS Excel document 140 KB 01/10,2003, 20:36:35

37 FinCalc03.xls MS Excel document 15.0 KB 01/10/2003, 20:36:35

E

= Gold.xls MS Excel document 135 KB 01/10/2003, 20:36:35

% GoldScenarios xls MS Excel document 13.5 KB 01/10/2003, 20:36:35 hd|
File name: [God.sxc [ Open |
Version: [Currentversion | Cancel |
File type: Allfiles (%) =

I | T
[T Read-only

« Click Open.
Open a spreadsheet under Windows
The process of opening files under Windows is essentially the same.

The essential difference between Windows and Linux is that in Linux all computers, disks and
directories are all part of a large tree. In the case of Windows, each drive forms the root of a

separate root structure.

The current directory is the Open dialogue above is shown as /home/david. The direction of the
separators and the absence of a drive indicate that this is a Linux directory.

If you were opening a file in Windows, the Windows Open dialogue would appear:

Note that spreadsheets can have a number of open 2]

different extensions. The main ones are: Leek i [ 5 Sheels z «BoE
[ta] clients, sxc

E’Invoices.ods

i

Jsa\es.xls

ods: This is the default used in OpenOffice.org
version 2. It is an abbreviation for Open
Document Spreadsheet.

sxc: This is the default extension of
spreadsheets in version 1 of OpenOffice.org

xls: This is the extensions that Microsoft Excel
assigns to spreadsheets.

File name: I\ hd Open I

Files of lype: IA\I files [*.%] j Cancel

Yersion: I j

[~ Bead-only

All can be opened in Calc.

Open several spreadsheets

If you now repeat this process without closing the first spreadsheet all of them will be loaded and
you may switch between them. The process of doing this will be described shortly.
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4.1 OpenOffice.org Calc: Using the Application

An alternative is to open several spreadsheets at once.

+ Click on File then Open.

« Locate the directory containing the files you wish to open.

« Click on the first file.

« Hold down the CTRL key and click on each of the additional files you wish to open.
+ Click Open.

The last of the files loaded will appear in the window. This will be the active spreadsheet. The
others are also loaded but are in the background.

You can make one of the other spreadsheets active as follows:
+ Click on Window.

This will list the spreadsheets that are loaded.

':"i;ﬁales - DpenDffice.org Calc

File Edit Wew Insert Format Tools Data R Help

a-= s g SR Mew Window W,
M I.ﬁ.rial j |1III ~ Close Window Chr-4 o o |
' Split
I":"ll:I j fig 2 = I":" Freeze

A | B | s G

ModulediCalc). odt - OpenOffice.org Writer

Clients,sxc - Opendffice, org Calc

Sales - Opendffice.org Calc

£ [P e
]

Invnices.ods - Opendffice,arg Calc

- Click on the spreadsheet you wish to make active.

4.1.1.3 Create a new spreadsheet (default template)

Suppose you wish to create a spreadsheet from scratch.

+ Click on File then click on New then Spreadsheet.
In future a sequence of commands like this will be denoted by:
File » New » Spreadsheet.

You can do this whether other spreadsheets are loaded or not.

F Clients.sxc - OpenOffice.org Cale

Edit Wigw Insert Formak Tools Data  Window Help
=9
i= Tesxt Document

@

-0 ANHIBv HOEEA @)
L% nwEEO-9-AQ

[ Open.., ) Spreadshest Chrhh
RecentDocuments  » (o) Presentation

Drawing

"Wizards (Ol
[ Database

£ ciose = E | F | & | W | 1
- ',_’I HTML Document
&l save ks o o X
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4.1 OpenOffice.org Calc: Using the Application

This will display a blank spreadsheet.

You will learn how to enter data later. At this stage we are concerned with the mechanics of
opening and saving spreadsheets.

4.1.1.4 Save a spreadsheet to a location on a drive in Linux

For the time being imagine that the spreadsheet you have opened contains data. At this stage
your work is located in the RAM of the computer. Since RAM is volatile, the contents will be lost is
the computer is switched off.

In order to preserve your spreadsheet for later use it must be saved on the hard drive of the
computer.

To do so:
+ File » Save as ...
This will bring up the Save as dialogue.

« Locate the directory in which you wish to save the file.
« Enter the name of the file name window.

@ save as =l B3
/home/davididata £ | B8
Title |Type |Size ‘Da{e modified
[ pemog.sxc OpenOffice.org spreads 6597 Bytes  01/10/2003, 21:07:37
Gold.sxc OpenOffice.org spreads 6682 Bytes 01710/2003, 21.08:30
KenyaSales.sxc OpenOfiice.org spreads 6888 Bytes 01/10/2003, 21:09:16
File name: |MvF\rsISpreaﬂsheel j Save |
File type: |Open0ﬁice.org 1.0 Spreadsheet j Cancal

Help

[~ Save with password ¥ Automatic file name extension
-

+ Click Save.

Saving to a floppy disk in Linux

If you wished to save a file to a floppy disk, you would use the directory /mnt/floppy.

Saving a file in Windows

If you are working with Calc running under Windows, the Windows Save as ... dialogue would
appear when you save the file.

« Select the drive on which you wish to save the file.
+ Select the directory on the drive and, if appropriate, the relevant sub-directory.
+ Enter the name for the file in the File name window.
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4.1 OpenOffice.org Calc: Using the Application

- Click Save.
SCH Edit Wiew Insert Form: Saveas 21|
: = 3 Bave in: | [} My Documents j = £k Ed-
~ My Recent Documents
[-=5 Cpen... ZhrH-C Deskiop
Recent Documents  » (£ My Documents
:g ty Computer
) e STSTEM (C:)
Wizards r L, DVD-AW Drive D)
[ﬁ Close :
.ﬁ Wirtwal CDADYD Drive [£]
i 2avE Chri+5 () Shared Documents
[ <, [a My Documents
\:g My Metwork, Places
Save All

File: tiarne: I

Save I
Cancel |

=
=

Save as type: IDpenDocument Spreadsheet [.ods)

¥ Automatic file name extension
[~ Save with passward
[~ Edit filter settings y

Saving files to floppy disk in Windows

+ Select Floppy (A:) in the Save as ... dialogue.
« Use the same procedure for saving on the hard disk.

4.1.1.5 Save a spreadsheet under another name

Sometimes we may want to have the same spreadsheet saved under a number of different
names. Alternatively, we may want to save a spreadsheet before making changes. We would
then have a copy of the new version as well as the version before changes were made.

Suppose we have a spreadsheet loaded as shown on the next screen. In this case the
spreadsheet already has the name AfricaDemog.ods.

ﬁﬁinfricaDemug.nds - OpenOffice.org Calc

Eile Edit WYiew Insert Format Tools Data Window Help

Bl aZ]BSRIVE LR -Fio-0- AUH v KOBEEQ DY

P g [arial o ZI BrUls===smMmI L% a|EEO-2-4A-
[ka | = = |
A I B I < I D I E I F I a [ H

1 |Geographical Detail and Demographics of African Countries

2

3 Chad Toygo CAR SA Fambia Gambia

4

5 |Surface area (000 km2) 1284 a7 623 121 753 11

& |Population {000) E710 4345 3440 43311 9319 1166

7 % Urhan 21.90% 31.90% 40.20% 51.70% 43.70% 26.80%

& |Economically Active 2056 1651 1535 13618 3636 486

9 |Life Expectancy 48.5 6.2 49.8 G4 475 46

in

We can now save what is displayed on the screen in two ways.
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4.1 OpenOffice.org Calc: Using the Application

Overwrite existing file

After loading the spreadsheet from disk, we may have made some changes. In this case, the
changes will not automatically be made to the file that is located on the hard disk.

To replace the version on hard disk with the contents as displayed on the screen:
+ File, » Save.
This updates the file on disk.

Save under another name

Suppose we do not wish to overwrite the contents on disk but would still like to save what is on
the screen:

+ File » Save as ...

This will bring up the Save as dialogue. You use this in exactly the same way as you would if
you were saving a completely new file.

4.1.1.6 Save a spreadsheet in another file type such as: text file, HTML,
template, software specific file extension, version number

A spreadsheet is a tool for doing calculations. Consequently, the format of the spreadsheet is
structured around this aspect.

Sometimes it is useful to convert the spreadsheet format into another format such as, for
example, a text file which can be manipulated using a word processor.

Alternatively, you may wish to save the spreadsheet in a format use by another spreadsheet
program such as Microsoft Excel.

To save a spreadsheet in a different format: B —"" 21X

Savein: IDMyDDcumenls j - IfF Ed-

Adobe

+ File » Save as ...

. - R My Albums OpenD ocument Spreadshest [Lods]
° C I | Ck on th e Flle Type WI nd OW. My eBooks OpenD ocument Spreadsheet Template | ots)
. . . . . Aty Music gpeng;;\ce.org :Ilg gpreagsneet [I._SHC]I
This will display a list of file types. wroue [ ras e

M Skome Pich dBASE [ dbf)
Mi e RIS Wictosolt Excel 57,2000 (45)
. A - Miciozoft Excel 97/2000/F Template [«
+ Use the vertical scroll bar to view all the file Mitusl CD w6 | Wiciosoft Excel 95 5]
wirbual CDs ticiosoft Excel 35 Template [ xIt]

= Microgoft Excel 5.0 [.xls)
. %__?AFr\caDeng.Dds Miciosaft Excel 5.0 Template [xlt]
|6 Demo.ods StarCale 5.0 [ zdo)

StarCalz 5.0 Template [vor]
StarCalc 4.0 [sdc]

StarCale 4.0 Template [vor]
StarCale 3.0 [zdc]

StarCale 3.0 Template [.vor]

formats.

SYLK [slk]
Text C5W [cav]
HTHL Document [DpenOifice.org Calc) [ html]
Fil iciozoft Excel 2003 XML [.xml] 5
& name Pocket Excel ['Dill

Save as lype: OpenDiocument Spreadsheet [ ods) j Cancel

¥ Automatic file name extension
I~ Save with password
I~ | Edit filter settings j
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4.1 OpenOffice.org Calc: Using the Application

The following table list some of the main file formats and a brief explanation of each.

File type Extension Explanation

OpenOffice.org ods This is the new format found in OpenOffice.org Version 2
Spreadsheet

OpenOffice.org sXC This is the format of Calc in OpenOffice.org Version 1.

Spreadsheet

OpenOffice.org ots A template is an outline for new templates. This may include text,
Spreadsheet template values and formulas that are automatically inserted when a new

template is created using the template. It could also include
formatting of cells such as font type and colour.

OpenOffice.org stc Version 1 templates have this extension.
Spreadsheet template
dBase dbf This would save the spreadsheet in a format used by some

database programs. These databases would then be able to access
the data in the spreadsheet and work with it as if it had been
created by a database.

Microsoft Excel xls Although Microsoft Excel is also a spreadsheet, it uses a different
format. By saving the spreadsheet in the xIs format, it could be
opened directly by Microsoft Excel.

Web pages html In order to read files, web browsers need them to be saved in a
special format known as HTML or HyperText Markup Language.
Calc is able to save a spreadsheet in this format.

Text CSV csv This format is what is also called a comma delimited file. In this
format, each row is converted into a paragraph. The columns of
the spreadsheet are separated by commas. A word processor will
read this file as an ordinary text file.

Data Interchange Format dif A DIF file is an industry standard for exchanging data between
different types of application.

Portable Document pdf Pdf files are a common way of sending documents that you do not

Format wish the receiver to be able to edit. These files can be read with

Acrobat Reader. Unlike the previous formats which are created
using the Save as ... function, pdf files are created using the
Export as pdf ... option in the File menu.

4.1.1.7 Switch between worksheets, open spreadsheets

Switching between open spreadsheets was covered in section 4.1.1.2 above.

To understand the difference between a spreadsheet and a worksheet, think of a spreadsheet as
a book. The worksheets correspond to the pages of a book. However, in the case of spreadsheets,

many of them comprise a single page or worksheet.

The spreadsheet shown in the following screen is made up of three worksheets. Each of these has
a name indicated on the tabs at the bottom of the work area.

+ To switch between the different worksheets, you would click on the tab.

[ a]«4]|* |ri]Sheetl /Sheetz FSheets |
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4.1 OpenOffice.org Calc: Using the Application

4.1.1.8

Use available Help functions

Calc provides a range of help features. The most useful of these is Find.

To access help:

« Click Help » OpenOffice.org Help or press F1.

DpenDffice.org Cal

Format Tools Data

BESEw

Eile Edit window sl

B

Wiews  Inserk

Poded arial =l fio =]

| fm = =

Suppork

B.egistration. ..

=) = o Laoo
e %% G 1

A S 8 eEE D

& | E

About Opendffice.org

1 |Geographical Detail and Demographics of

Click on the Contents tab.

This lists the main headings in help for Calc. Sections with a book icon contain further

subdivisions.

[ openofi

Help - Opendlffice.org Calc

Double click on the book icon next to Help about OpenOffice.org Calc.

=lolx

openoi.ra Cac
Contents | | | sucknas |

ezl i bl

HTML Documents
Formuas

€ Presertations and rewings
Instaletion

Topics

/start|  Modes(Cal).od - Op... | 51 AficaDemog ocs - Oen.. || G5 Openoifce.org Help -

Welcome to the OpenOffice.org Calc Help

How to Work With OpenOffice.org Calc
Instructions for Using Openoffice.org Cale

Openoffice org Cale Features

List of Categories and Functions

Using Charte in Openoffice.crg

Using Databases in OpenOffice.org Base

OpenOffice.org Calc Menus, Toolbars, and Keys
Menus

Toolbars

Shorteut Keys for Spreadsheets

Help about the Help

The Openoffice org Help Window
Help Agent, Tips and Extended Tips
Index - Keyword Search in the Help
Find - The Full-Text Search
Managing Bookmarks

Conterts - The Main Help Topics
Getting Support

wlol

2302 [«<@ome vam

« Double click on Shortcut Keys in OpenOffice.org.

= 0penaflice.org Help - Opendffice.crg Calc

=3x

[openffice.cra Cok:

Comtents | | s |

ENEIE L Sl

HINL Docunerts
Fornuas

and raings
Irstalzicn
Connon Help Topics

Charts ardDagrans

Shortcut Keys for Spreadsheets

il a selectec cell range wth the formu a tha: you ente-ec on e Input line, press Alt+Erter. 4old dcwn
Alt-+Erer-+Shift to apply the celformat of the nout eell > the etire call range.

o creste & matrixin wiicn ol the zel s concain the sare irformat on as whet yo. ercerad o1 the Input line,
press SFft-+Cirk+Enter. You zanrof edt the comoonents o the mairx,

o se ect ultiple cellsin diferent areas of a shee:, Fold down St anc dragin -he diferent areas

> se ect ltiple sheets n a spreadsheet, held down Z-r, and then el ck the aame tabs t the lower ecge cf the
workspace. To select only one haet in  selection. hold doun Shit, and then clck the rame tsb of e see:
Toingert a miznualIne treak in s cell,zlck in-he cell. and then press Ciri+Erter.

To delete the cortents of selected cells, press Delste, This opans the Delate Contents cialog, where you chocse
‘which concerts of the cellyou want tc delete. To delece the conterts o° selectad calls wihoLt a cialog, Fress the
Backspacs key.

Navigating in Spreadsheets
Shortcut Keys [Effect

Ctl + Hore.

Maves the cursor to the first ce lir the sheat iA1).

ct+ End

Maves the zursor to th lact cell on the sheet that contains data.

Hore

Maves the zursor to th fist ce | o the current row,

End

Maves the zursor to th lact cel of the curren: -cw.

Ct1+ Lef: Ao

Moves the cursor fo the lef- 2dge of the current data range. I the cokmr to the lef- o the cell
that cortains the crsaris ampty, the cursor moves -0 the next colrrn to t1e lef that contans

ctd + Rignt
Arow

Moves the cursor to the righ: dge of the current data range. ffthe columr to the righ: of the
ce | thet contains the cusor is emoty, the cursor maves to the next calum to the right that
contains data

i1+ U Arrcw

Moves the cursor fo the top edge of the curren: data range. f the row above fre cellthat
contains the cucor is emoiy, the cursor moves up tc the rex -ow that contans data

Ct1+ Down

Maves the zursor to the bottor edge of the current data range. Ifte row oelow the cel that
contains the cu-cor ic emoty, the cursor moves dowr to th next row that contains daza.

ctl+ shift —

Selects all cells contzining data f-or the current cell to the end of tha continucus range of dzta
cels, in the direciion of the ar-cw pressec. I Lsed to select rows and co Lrns together, a
rectangular cell range is selectec:

Ctit Fage Up

d/start] & Wahies{Cab) - Cpe. . | 7 afvcaCenog.cds - cper... [

- Dl vt -parten's e, |

Maves one sheet to the left,

M

23|87 [«mon§ nsa
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4.1 OpenOffice.org Calc: Using the Application

+ Click on the Index tab.

Help - OpenOifice.org Calc

=lolx

[openct

sl A NiE bl

Contents Index |Frd | Bocknarks |

Welcome to the OpenOffice.org Calc Help

j How to Work With OpenOffice.org Calc
Instructions for Using Openoffice org Cale
Openoffice.org Calc Features

List of Categories and Functions

Using Charts in OpenOffice.org

Using Databases in Openoffice.org Base

OpenOffice.org Calc Menus, Toolbars, and Keys
Menus

Toolbars

Shorteut Keys for Spreadsheets

Help about the Help

The Open0ffice.org Help Window
Help Agent, Tips and Extended Tips
Index - Keyword Search in the Help
Eind - The Full-Text Search
Managing Bookmarks

Cortents - The Main Help Topies
Getting Support

Wstnt| E | B || opendiiceorg e 55, 2@ ?\«!a!umm'

« If you type some text such as sum into the Search item window, the index will automatically
scroll down to index items beginning with the word sum.

« If you were to double click on an item in the left hand pane or click the Display button, help
would be displayed in the right hand pane.

= Open0ffice.org Help - Openoffice.org Calc =lolx

[oper I s smE
Cor |Find | sookmars | =
Search term S um
|SUM function
Fcbfomms =] || Automatically adds the rumbers inthe cell range thet you speify. Click in a cel, cick this icon, and then enter the
creatin cel range. You can also drag to define a cell range in the spreadsheet
forms.
(submitting Forms: = Sum
(subseript text in cels.
(SUBSTITUTE Function
SLBTOTAL fnction Openofiice.org autornatically suggests a cell range, provided that the spreadshset contains data. Ifthe cell range
|subtotals

already contains a sum function, you can combine it with the new one to yield the total sum of the range. I the
range contains filers. the Subtotal function is inserted instead of the Surn function

fsuffixes in Fie formats p—— Click the Accept icon (green check mark) to use the forrnula displayed in the input line.
o forma ber

sorting options

ISLMPR.ODLICT function
Joums of fikerec!data
JSUMSQ Function

ISUMMYZ Function
lsuperscript text in cels
lsupport for OpenOfice.org

inserting and edting

setting in sheets

table cantrals
form

s o
kabie desian of data sources
bl s
Table Ward
hables
uroormat function
bakarounds I

piply
@start| ) Modules(Cal).odt - Ope... | Fil Africabemog.ocs - Opene.. | [ OpenOffice.org Help - . [ Untited - Paraben's cre.

wlobsll

g@‘ @‘? <@ M @ 10a1an

Calc also provides a comprehensive search facility.

+ Click on the Find tab.
« Type a key work or part of a key word into the Search item window, for example, sum.

+ Click the Display button.
A list of items in the index that make reference to the word sum.

Once again you could highlight the item you wish to read and click the Display button.

Note the two check boxes that appear under the Search item window.
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=lolx

HE e»sISHR

Standard Formula, Date/Time, Error Warning

= finc
Disalays irformation zbout the current docment. By cefault, the B of the contents of the selected calls is
cisplayed
To change the default formula tht iz disolayed, right-click tae field, =nd then choose the farmula that you want.
The avalable forrulas are Average. count of values (COLNTA), count of aumbe-s (COUNT), Mavirrurm, MinimLrm,
 or Nore.

Related Topics
Zrror codes

| E
Display E
) start| F Hocuet(Cald.ott - 0pe. | ds-open.. | o R 27 8|5 <@g osm

The Bookmarks tab takes you to a section which allows you to create references to specific help
items that you might wish to refer to at a later time. These named references are called
bookmarks.

4.1.1.9 Close a spreadsheet

Edit  YWiew Insert Form.

+ Click on File. Y New ,
T

There are two menu items that need to be distinguished. L= Open... H5h 0

Recent Documents J

Close closes the current spreadsheet, but leaves Calc open. If version

of the spreadsheet on the screen differs from that saved on disk, Calc Wizards '
will ask you if you wish to save before closing the spreadsheet. 4 Close
Exit closes all open spreadsheets as well as the Calc program itself. Wl save Qi
Once again, if any spreadsheets are open, Calc will ask you if you wish gl Save As...
to save them before closing. Save all
It is important that you adopt good habits and close Calc before you {% Reload
start shutting down the system. Yersions. .,
.i.l Export, ..
Export as PDF...
Send C

|fw Properties...
Digital Signatures. ..

Templates *

|5% Page Preview
=) Print... Chrl+p

ﬁﬁ Printer Setkings. ..

=] Exit Chrl+Cy
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4.1 OpenOffice.org Calc: Using the Application

4.1.2 Adjust settings

4.1.2.1 Use magnification / zoom tools

Often when working with spreadsheets it is convenient to enlarge or reduce the spreadsheet in
the work area.

Suppose the spreadsheet AfricaDemog.ods is loaded.
To change the scale of the spreadsheet:
+ Click View » Zoom.

This displays the Zoom dialogue.

pzom R
1 " Entire Page
" Page Width Cancel
~
Help
200 %

150 %

5%
" 50 %

™ Variable 145%

« Click the appropriate radio button to scale the spreadsheet.

Values less than 100% will reduce the spreadsheet, while values greater than 100% will enlarge
it.

+ Click 150%0 then OK.

:*i‘nfricaDemug.nds - OpenOffice.org Calc

File Edit Wiew Insert Format Tools Daka  window Help

F=pa=l = BESRIVE LI EDR-F - ANHIBv MOBE=EQU @Y
= =] ¥

P arial o =l B JFU|= b oe g% on o | ESE (OO - A~

Jko =l fw = = |
A | B I c | D E
1 |[Geographical Detail and Demographics of African Countries
z
3 Chad Togo CAR
4
s |Surface area (000 km2) 1284 57 623
s ([Population (000) 6710 4345 3440 4
7 |% Urban 21.90% 31.90% 40.20% 51,
s [Economically Active 2056 1651 1535 1
s Life Expectancy 48.5 56.2 49.8

« Experiment with the other values in the Zoom dialogue.
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A useful zoom is Page width. This displays the width of the printed page on the screen. The
degree of enlargement or reduction depends on whether the page setup is portrait or landscape.
To see the difference follow the instructions below.

Page width in portrait

- Format » Page.

« Click the Page tab, then under Orientation click the Portrait radio button.
+ View » Zoom.

« Click the Page width radio button, then click OK.

Page width in landscape
- Format » Page.
« Click the Page tab, then under Orientation click the Landscape radio button.

- View » Zoom.
« Click the Page width radio button, then click OK.

4.1.2.2 Display, hide built-in toolbars

UEN Insert Format Tools Data  Window  Help

Calc has a number of standard toolbars. Which  FEie Edt

of these are displayed depends on how your P fE v v Homal AEBEBR-¢FlH-d
system was set up. You can decide which ol [ Bage Break Preview B /U ====5&
toolbars you wish to have displayed. : Taokbars 3D-ettings
IKIg o Eormula Bar Align
- View » Toolbars. v Stakus Bar Crawing
1 |Get Input Method Status Drawing Object Propetties
Toolbars which are displayed have a tick next to [ o e bests Fantwork
them. Hidden toolbars are unmarked. 4 Value Hichlighting  Chri+Fs ::: g::i::ls
L. . . 2 ﬁﬁr Data Sources F4 Formn Mavigation
Clicking on a displayed toolbar reverses its - %LF, . Farm Object
H H ! Full Screen Crrl+Shift+3 2SI
status and makes it hidden. 8_Fco 5 ~  Formatting
9 |Life o J Insert
Likewise, clicking on a hidden toolbar causes it |2 Insert Cel

—

to be displayed.

Insert Object
Media Playback

[

ol

iy

Page Preview

An operation such as this is called a toggle. A
toggle is a switch which reverses the status. If it
is on, the toggle switches it off. If it is off, the v Standad
toggle switches it on.

o

Picture

o

=l

o

Tools

o

e

Hyperlink Bar

=
LY

Formula Bar

-2
™2

Customize. .

(o]
()

A related function is Full screen.

+ View » Full screen.
Full Screen ™

This hides all the toolbars and the ruler. m
To restore the toolbars:

« Click the Full Screen icon in the top left hand corner.
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4.1 OpenOffice.org Calc: Using the Application

4.1.2.3 Freeze, unfreeze row and / or column titles

Certain rows and columns are often used as headings. If you scroll down or to the right, these
headings will scroll off the screen. To keep headings on the screen will data scrolls off the screen,
we can freeze the rows or columns containing our headings.

Consider the spreadsheet shown on the next screen.

78 untitledz - OpenOffice.org Calc 18]

BB % kG e

A [ B | c [ D E F G H 1 3 E|
| t |Observations by Group and Sector [
2
T Sector 1 Sector 2 Sector 3 Sector 4 Sector Sector 6 Sector 7 Sector 8 Sector 9
T Group 1 9 18 a1 47 2 58 98 94 98
s | Group2 7 5 b 5 7 19 16 0 k]
T Group 3 18 44 88 & B3 8 9 13 98
T Group 4 93 7 62 74 18 21 3 42 78
o] Groups E 2 5 Ed il % 7 5 %
T Group 6 32 x5 2 77 33 et 94 70 92 Im
T Group 7 54 34 42 2 ] 84 98 82 77
| Groups 5 k] il 3 10 21 % 5 2
7 Group 9 7 43 b 58 58 49 7 34 2
T Group 10 5 16 62 4 78 88 2] 4 a2
L] croupnt #“ & % B2 4 3 5 kil m
|| cown & % 7 73 52 7 61 x 21
T Group 13 a3 B3 36 il 47 97 81 92 30
|| croune i 2 i B8 B4 7 m a7 18
l|  crouts % 5 n 3 7 65 ® kil B
T Group 16 17 pEl 16 93 29 38 90 5 40
lw|  Groupr i 5 0 A 5 3 21 52 ® v
1| 4[] sheet: {Shesez fehes 7 ][4 | D
[Shest1/3 [Defat oo [ [am [+ [ Sum=

start| 7 Moses(Cal).ock - Ope... | ) frcaDemog.ods - Open.

OpenQffice.oratelp - 0., | ) ke - OpenOfice.o.. || Untitiedz - OpendIfic.. [ Untted - Praberis sre.. | 2 @‘ 5] ‘? [« M@ 1w
Notice the column headings in row 3 and the row headings in column A.

If we were to scroll down and across these headings would disappear off the screen.

Ff untitled - openoffice.org Calc =18l x|

E\\e Edt Yiew Insert Format Took Data Window Help
BEHeRIBER I VEI KRR ¢ 60 8NHBYING
(b [ So FBIUISE==BIB%% 504

; :
-] |
B I c I D I E [ F I G I H I 1 I ] I (S|

6 1B 44 88 a7 B3 8 9 13 9B a7

T 9 &7 82 74 18 21 3 42 78 el

T 9 12 il 97 a0 L 7B 2% * 48

T 2 Pl ) 7 e} EC) 94 7 92 =0

l_EI 54 34 2 22 ] 84 98 82 77 34

T 83 B B0 3 10 21 L 2% 2 =3}

? 7 43 7 58 £ 4 7 4 2 a2

T 5 18 82 4 7 e [=:] 4 82 %

T 4 &7 % 62 4 5 & 0 7 E:

? &7 % 7 73 £2 7 61 7 2 19

? 5 23] sl 20 4 a7 61 92 il -

7 49 i) 48 i 64 el m 47 18 77

IT 9% 54 7 i} 7 [ 46 kil 3 10

? 17 ] 16 93 pE] k| il 59 40 10

ZT 4 46 10 3 EEl a3} 2 52 il 85

? 80 71 82 a0 2 il a3} 13 &7 56

; 80 7 9 pr] 84 33 3 ] 92 &7

? a0 43 0 3 42 M 2 i) 5 &7

7 3 3 &0 40 45 & &3} 57 1 B

? 50 o) B4 9 78 % L 6 1 2 _|j

| '

[Sheet 173 | Defauit [oow [ [so [* [ [ Sum=0

istart| E Mndu\eﬂ((alﬂ)‘ndt-Opeu.l & AfntaDemng‘nds-Oper\ml {@ Openoffics.org He\p-om| ?unt\t\edl-Openofflte.n‘.‘l T Untitledz - Openoffic... [ Unttled - Paraben's stre.. | I@‘ 2 ‘ s « g 11:31am
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4.1 OpenOffice.org Calc: Using the Application

We can freeze the headings as follows:

« Position the cursor in the cell immediately below the column heading and in the column
immediately to the right of the row headings. In this case it is cell B4.

« Window » Freeze.

If we were to scroll down and across, the headings would remain on the screen as shown below.

JaLIEd)
Fie Edb Vew lnset Formet Took Data Window Help
BrEHa R BSR VE KLR-¢6-
(B e fBJ/UI=Ess
\ g
o+ Tl e = |=lNT(1nn"RANB())
A £ I F I 3 H 1 il K L m 4

! |Observationg
|2 |
[ | Sectord Sector 5 Sector 6 Sector? Sector § Sectord Sector 10 Sectar 11 Sector 12

8 Group 5 97 ] 5 76 P * 48 63 i
[+ ] Group 6 b B 3 £ 7 % 0 24 4
[o] Group7 2 €9 84 % 2 77 34 4 6
[ Group 8 3 10 21 4 % 2 6 kE| 68
2|  couws 53 53 9 7 k! 21 92 16 %
ls|  Groupto 4 78 ] 69 4 62 % 63 78
14| Group 11 62 4 65 5 il 7 # 5 49
|| Group 12 73 5 5 [l or 2 19 72 60
[e] Group 13 bl o 97 8l 92 kil 3 10 *
[7] Group 14 ] 64 5 b 47 18 77 93 ]
[o| croupts 3 il 65 4 1 6 10 99 66
lio|  Groupts Ee] 2 k| @ 59 40 n 92 2
E3 Group 17 2 % 55 21 52 i B 76 a
[ | Group 18 5 2 0 5 13 &7 5% k) )
|z Group 19 3 84 3 k2l 78 % & 44 73
[=] Group 20 2 2 f n P 5 [ 36 47
[0 ] Group 21 0 5 57 55 74 11 3 17 ] _Ij
| :
[sheet1/3 [Defat [rowa [ s [+ [ [ =02

) start| ] Modded(Calc ok - Ope...| ] AficaDemag.ads - Open...| g OpenOFfice.craHe- O... | {1 Unttedt - Opendffice....|| 5 ntitled2 - Open0ffic, [ Unttd - Peraber's Ser=

Z@‘@‘? « g 13

In this case both rows and columns are frozen.
If you wish to freeze only rows, position the cursor in column A, then Windows » Freeze.

If you wish to freeze only columns, position the cursor in row 1, then Windows » Freeze.

4.1.2.4 Modify basic options / preferences in the application: user name,
default directory / folder to open, save spreadsheets

User name and data

The default user data can be set as follows:

+ Tools » Options.
- Expand OpenOffice.org by clicking on the + symbol.
- Click on User Data.
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@ Options - OpenOffice.ory - User Data

E OpenOffice.org e

General Company ‘

Memory

View FirstLast name/nitials |

Print

External Programs Street \

Paths o

Colors Zip/City ‘ |

Font Replacement )

Security Country/Region |
Load/Save ] -
Language Settings Title/Position ‘ |
Internet
Text Document VE (I ‘ |
HTML Document ;

Fax /E-mail
Spreadsheet L/ ‘ |
Presentation
Drawing
Formula
Chart
Data Sources
Ok | Cancel Help Back

Fill in the user data and click OK.
Note that this user information will be used for all the applications in the OpenOffice.org suite.
Default directory

When opening or saving files, Calc will by default look in a certain directory. This can be set as
follows:

Tools » Options.

Expand OpenOffice.org by clicking on the + symbol.
Click on Paths.

Double click on My Documents.

Click Select.

Default spreadsheet type

The default, Calc saves spreadsheets in Calc format. This will have

Locate the desired path using the Select path dialogue.

2 Options - OpenDffice.org - Patl x|
3 Sector 4 Sector B ©penOffice.org
User Data Bl
8 Group 5 97 80 General Type [Path
— Memary AutoCorrect C:\Program Files\OpenCffice.org 2.0%share\autocorr; C:hDocun
a Group 6 77 a3 iew AutoText Ci\Program FilesiOpenffice,org 2.04sharslautatextian-Us;C:
— P'”t Backups C:\Documents and Settings\DavidiApplication DatalOpenOffice
10 Group 7 22 B9 BASIC C:\Program Files\OpenOffice.org 2.0Yshare\basic;C:\Docurment
— Coloes Dictionaties C:\Program Files\DpenCffice. org 2.0%sharewaordbookien-Us
11 Group 8 3 Select Path ﬂﬁl yaallery C:\Program Files\OpenCffice.org 2.0hshare\gallery;C:\Docume
| ¥araphics Ci\Program Files\OpenCffice.org 2.04sharelgallery
12 Group 9 59 Please select a folder, c
13 G 10 4 Falettes C:\Documents and SettingsiDavidiapplication DatalOpenOffice
roup [Templates C:\Program Files\OpenOffice. org 2.0hshare\templatelen-Us;C;
[Temporary files CADOCUME~ 1 David\LOCALS~ 1 Temp
G Group 11 62 = (B beskiop iser Configuration Ci\Dacuments and SettingsiDavidiApplication DataiOpenOffice
{d My Documents Liser-defined dictionaries C:iDocuments and Settings\Davidyapplication DatalopenOffice
15 Group 12 T3 = 3 MMy Computer riting aids Cr\Pragram Files\OpenOffice. org 2.01shareidict
Z SYSTEM (C:) 3 | =
16 Group 13 20 2 DWD-RMY Dirive (00 L
17 Group 14 68 < DATA (£} Default | Edit... |
e DOS (G}
18 Group 15 268 g irbual COYDVD Drive (Zi)
{£3) shared Documents Ok Cancel I Help | Back I
19 Group 16 93 {{3) David's Documents
W My Metwork Places
20 Group 17 32 21 52 29 |a)
21 Group 18 a0 Cancel | el 13 a7 a6
22 Group 19 29 39 9 @92 a7

an ods extension. You may
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have to share your work with users who use other spreadsheet programs. In this case you could
change the default format to that of another product, for example, Microsoft Excel.

+ Tools » Options.

« Expand Load/save.

- Click on General.

« Under Document type, select Spreadsheets.

« Under Always save as select the format you wish to use.

Options - Load/Save - General x|

Bl Openoffice.org

User Data lors)
General [# Load user-specific settings with the docurnent
Memary
View Save
Prink [ Edit document properties before saving
Raths I~ Alwsys oreate backup copy
Colors
Fants [# Save AutoRecovery information every 15 3: Minutes
Security [¥ Size optimization For XML Format
Appearance =
Accessibiliby ™ wtarn when pot saving in OpenDocument or default Format
Java
B Load/Save

Save URLs relative to
¥ File systam
Defauilt File Format

WEB#A Properties ¥ Internet

Microsoft Office

HTML Compatibility
Language Settings
CpenOffice.org Calc

Always saye as

Document bype
19

[Spreadshest =
Mats: Mek using OpenDocument as the default Forr 3
OpenDocument Spreadshest Template

] Office. 1.0 5 dsheet Ti lake
Cange OPEnCffice.org preadsheet Template v| I

OpenOffice.org 1.0 Spreadshest
Pockst Excel

OpenOffice.org Base
Charts
Internet

HEBHEHE

« Click OK.
Other settings

« Click on Tools » Options.
- Expand OpenOffice.org Calc.

Options - OpenOffice.org Calc - General

OpenCffice.org

LoadjSave

Language Settings

B Openofficeorg Calc
focneral

View

Calculate

Sork Lists

Zhanges

Grid

Print
CpenOffice, org Base
Charts
Internet

HEHEH

Metrics

Measurement unit

Tab stops

Input settings

ICentimetsr &2 I
I 1.25cm 3:

Updating

Update links when opening

i Always
= On request

i Never

¥ Press Enter to move selection

™ Press Enter to switch to edit mode

I Expand Formatting

I™ Expand references when new columns rows are inserted

IV Highlight selection in columnfrow headers

™ Use printer metrics For text Formatting

¥ show cwverwrite warning when pasting data

IDUWH s

[ x 1

Cancel |

Help

Back

A number of other important settings can be set in the different sections. For example:

General
View

Use to set measurement units and tab stops.
Use to change the colour of gridlines; whether formulas or values are shown.

« Scroll through the different options to get a feel of the range of settings.
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4.2 OpenOffice.org Calc: Cells

4.2.11Insert data
Data types

Data entered into cells can be of three types: numeric, text or date.

If a set of pure digits (0,1,2,3,4,5,6,7,8,9) are typed in a cell, Calc will normally treat the data as
numeric. In this case arithmetic operations can be performed on the numbers.

If the ' symbol is typed in front of a set of digits, then Calc will treat the number as if it were
ordinary text. In this case you will not be able to do arithmetic. You will however be able to
format the numbers in the way you do text.

If you enter numbers in the format that Calc would recognise as a date, Calc will treat these as a
date and reformat the contents of the cell in the default date format. For example, 20 Sept 2003,
20 September 2003 and 20-09-2003 will all be interpreted by Calc as dates. If the default date
format is Short date, then Calc will reformat these as 20/09/03 in all cases. If you wish these
not to be interpreted as dates, precede the entry with the ' symbol.

If the contents of a cell are interpreted as data, then certain types of date arithmetic can be
performed. For example, two dates can be subtracted to yield the number of days between the

dates. If a number is added to a date, this is interpreted as a number of days and the result will
be another date.

Entering data

Data can be entered into the current cell. As you type, numbers and text will be entered into a
cell. At the same time these appear on the Input line of the Formula bar.

When you have completed your data entry, press Enter to move to the cell below or Tab to
move to the cell to the right.

You may also use the direction arrows to move to an adjacent cell.
Changing the direction of Enter
By default, when you press Enter, the cursor moves to the next cell down. This can be changed

using:
Tools >> Options >> OpenOffice.org >> General

Note on notation
To simplify the text in future, where there is no possibility of ambiguity, the notation:
« Tools » Options » OpenOffice.org » General

will be used instead of the longer form:

« Click on Tools, then Options.
+ Expand the OpenOffice.org option by clicking on the + symbol
« Click on General
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Options - OpenOffice.org Calc - General 5[

CpenOffice.org : .
Load,5ave Metrics Updating
Language Settings Measurement urit ICentimeter -.-I Update links when opening
B OpenoOffice, org Calc  Always
General Tab stops |1.25cm 3: -
Wiew ' On request
Calculate
Sort Lists " Hever
Changes
Grid Input settings
Prink ;
Openoffice.org Base ¥ Press Entet ko move seleckion
Charts [ Press Enter to switch ko edit mods .
Internet Right
[™ Expand Formatting Up

[~ Expand references when new columns/rows are inserked
W Highlight: selection in column/row headers
[ Use prirker mekrics For text Formatting

¥ show overwrite warning when pasting data

O I Cancel Help Back

+ Check Press Enter to move selection.
« Select the appropriate option in the drop down window as shown on the screen above.

4.2.2 Select cells

4.2.2.1 Select a cell, range of adjacent cells, range of non-adjacent
cells, entire worksheet

When a cell or group of cells is selected, actions can be performed on these cells. These
operations include deleting the cells, copying them to the clipboard, changing their font and so
on.

Select a single cell

- To select a single cell, simply click of the cell.
Select a range of adjacent cells

« Click on the first cell of the range.

- Hold down the left mouse button and drag the cursor to the last cell of the range

OR

+ Hold down the Shift key and use the direction arrows to move to the last cell of the range.
OR

« Hold down the Shift key and click on the last cell of the range.

The selected cells will be highlighted on the worksheet.
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Select a range of non-adjacent cells

« Hold down Shift and click on the first cell.
+ Release the Shift key.
« Hold down the Ctrl key and click on each of the cells you wish to select.

The following screen shows the selection of a number of non-adjacent cells.

@ Observations.ods - OpenOffice.org Calc == x|
File Edit View Insert Format Tools Data indow Help
BrslaBRSRIVEELD-& b0 8L HEOEEQA DY
iy Jarial Do ElB/UsEE==Bb%EsEEE0-0-A-]
L e T
[rzx =] fw = = [-wtiiootranog)
A E | F | & H | 1 Bl K L m B

1 |[Observationg
|2 ]
T Sector 4 Sector5 Sector 6 Sector 7 Sector 8 Sector9 Sector 10 Sector 11 Sector 12

] Group 5 97 a0 48 7B 28 36 48 B3 58
T Group 6 77 33 33 94 70 92 a0 24 42
T Group 7 22 B9 84 98 82 77 34 48 86
T Group 8 3 10 pal 46 2 B8 33 68
7 Group 9 ag ag 49 7 34 pal 16 96
T Group 10 4 78 a5 69 4 g2 98 B3 78
T Group 11 62 4 65 57 30 77 B 5 43
? Group 12 73 52 61 27 2 18 72 60 B
IT Group 13 20 47 a7 g1 g5 40 3B
T Group 14 [} B4 75 77 77 93 85
T Group 15 25 75 65 46 10 93 88
T Group 16 93 29 35 a0 10 92 21
? Group 17 32 99 55 2 B5 7B 83
T Group 18 a0 2 a0 a5 56 32 42
? Group 19 29 84 33 39 a7 44 73
? Group 20 32 42 4 72 29 a6 67 36 a7
7 Group 21 40 45 a7 a5 a7 " B5 17 83 —'ﬂ
| .
[Sheet 173 [ Defaul [t [ 5o [ [ ] Sum=447
rf_‘startl £ Module4Calc).odt - Ope... | 1 AfricaDemag.ads - Open... | £ Untitled] - Openoffice.o... ”m [ urtided - Paraben's Sere... s E ‘ i} ‘ = ’m

Select an entire worksheet

- Edit » Select All (Click on Edit, then click on Select All - see Note on notation above)

OR

- Hold down Ctrl and press A.

4.2.2.2

Select a row, range of adjacent rows, range of hon-adjacent rows

Select an entire row

« Click on the row number.

Select a range of adjacent rows

+ Click on the row number of the first of the rows.

+ Hold down the Shift key and click on the row number of the final row.
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Select a range of nhon-adjacent rows

+ Click the row number of the first row you wish to select.
+ Hold down the Ctrl key and click on the row numbers of the other rows you wish to select.

4.2.2.3 Select a column, range of adjacent columns, range of non-adjacent
columns

Select an entire column
+ Click on the column letter.

Select a range of adjacent columns

+ Click on the column letter of the first of the columns.
« Hold down the Shift key and click on the column letter of the final column.

Select a range of non-adjacent columns
+ Click the column letter of the first column you wish to select.
+ Hold down the Ctrl key and click on the column letters of the other columns you wish to

select.

The following screen illustrates a number of non-adjacent columns selected.

=lalx
wndow telp
= E RTE RS ¢ b e BNLIBvBROEEL D
b T FB/UIEEz=Es%tal Es0-0-A
0
[ gz = ‘
a F El K i |
! |Observationg
[ Sector 4 Sector§ Sector Sector7 Sectar Sector9 Sector 10 Sector 11 Sector 12
o Groups 97 [l 7 8 6 5
o] oraums k] 9 il 2 2
[w| o7 6 i 3 5 %
[1]  Groups ‘0 5 6 ki 6
2| Groups L 7 2 3 %
[5] Gt i 69 % 6 ke
[w] coun 4 & S 5 9
[5| cowe 2 61 19 n 60
[6| Gown 7 81 55 il %
(7| Gompn 64 7 b % 8
[6] Gowpts i 5 10 % 3
[s] cowte » @ 0 % 21
B 9% 2 3 n 0
la| cowm 2 ] % kX 2
(2| Gopw 84 » 4 4 73
(2] Gowpn 2 7 67 E 4
#|  Growpn i is 5 65 7 83 ﬁ
» o v
[ Defauk [100% [ [so [T Sur=4351
Moddet(Cac) o~ 0e... | 7] aficaDemoc.ocs - Cpen... | Lttt - OpenOfice ... [ 75 Observations.ads- 0., [ Untted - Praten' Sce. 2B mls <M (3 trsoa
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4.2.3 Rows and columns
4.2.3.1 Insert rows, columns in a worksheet

Insert a single row

Suppose we have the file AfricaDemog.ods displayed:

BHaFESRIPE i ne-die-0- ANLIdvIHCEEQ Q]

P o Elje ZlB/U|s===s@IL%ERE|EE D-&-é-
[ e T

B2 Tz = |

A [ 8 | ¢ [ o | ¢ F | & | H I ) K L i

| 1 |Geographical Detail and Demographics of African Countries

2
KN Chad Togo CAR SAl  Zamhia  Gambia

4
| 5 |Surface area (000 km2) 1264 57 623 120 753 1
| & |Population {100) 6710 1345 3440 4331 9319 1166
| 7 ' Urhan 2190%  31.90% 40.20% 51.70%) 43.70% 25.80%
| & |Economically Active 2065 1651 1535 13618 3636 156
| 9 |Life Expectancy 185 5.2 498 G4 475 16

10

We now wish to insert a row after % Urban with the row heading % High school education.

Position the cursor anywhere in row 8.
Insert » Rows.

Note when you execute this command, the new row is inserted before the current row. Row 8 is
now a blank row.
Click on A8 and type the text % High school education.

ZHaZ]BERIVE LR oo AULIBY %@I-Q@J

|Ar|a| S ZBl/Uiss=s=s@EDb%as E#10-9-4-
43 'l o x « | % High School Education
B | ¢ [ o [ € Fo e [ ow [ x T 3 [k [ u [ om
1 _|Geographical Detail and Demographics of African Countries
2
3 Chad Togo CAR SA Zambia Gambia
4
5 |Surface area (000 km2) 1284 57 B23 1221 753 11
& |Population (000) £710 4345 3440 43311 9319 1166
7 % Urhan 21.90% 31.90% 40.20% 51.70% 43.70% 26.80%
8 |" High School Education
3 _|Economically Active 2056 1651 1535 13618 3636 456
10 |Life Expectancy 485 56.2 498 64 475 46
11
Insert several rows

Suppose you wished to insert three rows after % Urban.

Select rows 8 to 10.
- Insert » Rows

This will insert three new rows 8 to 10. The previous rows 8 to 10 will be shifted down.
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Insert one or more columns
The process of inserting one or more columns is done in a similar way:

« Select the columns.
« Insert » Columns

Existing columns will be shifted to the right.
4.2.3.2 Delete rows, columns in a worksheet

« Select the rows or columns to be delete. These may be adjacent or not.
- Edit » Delete cells

This will bring up the Delete cells dialogue.

7 =
Selection
~ OK
~ Cancel

* [Delete entire row(s]| Help

" Delete entire columnis)

+ Click on the Delete entire row(s) or Delete entire column(s) radio button as appropriate.
+ Click OK.

4.2.3.3 Modify column widths, row heights

Resize column widths using the mouse

« Position the cursor on the right hand border on the column letter box.
« Hold down the left hand mouse button and drag the border to the left or right.

As you do the width of the column will be displayed.
T L ELL | LY =

Width: 261 cm

| E F

Important: You can only use the right hand border for adjusting the column width.

Resize rows heights using the mouse

« Position the cursor on the lower border of the row number.
« Hold down the left hand mouse button and drag the border down or up.
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Important: You must use the lower border of the cell. If you drag the upper border of a cell, you
will change the row height of the cell above. For example, instead of making the lower cell wider,
you will make the upper cell narrower.

Resize one or more columns using Format
+ Select the column(s) whose width you wish to change (or press Ctrl+A to select all the
columns).

+« Format » Column » Width

This brings up the Format column width dialogue.

@ Column Width
Width [262cm =] 0K
[ Defaultvalue Cancel
Help

+ Enter a value in the Width window and click OK.
OR

+ Check the Default value check box to select the default column width and click OK.
Resize one or more rows using Format

+ Select the row(s) whose height you wish to change (or press Ctrl+A for all the rows).
+ Format » Row » Height. This brings up the Format row height dialogue.

# =
Height  [0.43cm = 0K
[+ Defaultvalue Cancel
Help

« Check the Default value check box to select the default row height and click OK.

OR
« Enter a height into the Height window and click OK.
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4.2.4 Edit data

4.2.4.1 Insert additional cell content, replace existing cell content

Edit existing content of a cell

Suppose we click on a cell, for example A8 in the following screen. The contents of cell A8 are
also display in the Input line of the Formula bar. If you wish to add text to the existing
contents of the cell:

« Click at the end of the text in the Input line.

File Edit “iew Insert Format Tools Data  Window Help

A= H= BESRIVE X R-¢F v AU v HeEEQA D §
f dnd [anal o =F[B]7 U == PR | b % % ta e (e== OO - A |

L
IF‘B 'l fp E = IEconomicaIIv Active
a [ B [ c | D [ E | F [ E | H

1 |Geographical Detail and Demographics of African Countries

z

3 Chad Togo CAR SA Zambhia Gambia
4

5 |Surface area {000 km2) 1284 57 523 1221 753 11
& |[Population {00D) E710 4345 3440 43311 9319 1166
7 [% Urban 21.90% 31.90% 40.20% 51.70% 43.70% 25.80%
8 |Economically Active L 2056 1651 1535 13618 3636 456
2 [Life Expectancy 48.5 a5.2 49.8 54 475 46
10

« Press Enter, Tab or an arrow key when you are done.

Alternatively, you could edit the contents of the Input line as you would any text. You can insert
text or delete text.

Replace content of a cell

+ Click on the cell whose content you wish to replace.
+ Type your new content.

When you do this, the existing content of the cell will automatically be replaced by your new
entry.

Note: The difference between the method for editing existing content and replacing existing
content is that to edit the content you click on the input line whereas to replace you do not.

4.2.4.2 Use the undo, redo command

Suppose you delete a line of text, then immediately realise you have made a mistake. The undo
command allows you to go back a step to the point before the previous command. To use this
command:

- Edit » Undo
OR
+ Press Ctrl+Z.

In fact the undo command has a history. If you repeat the command it will undo the second last
command. If you repeat it once more it will undo the third last command, and so on.
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The redo command reverses the effect of the last undo. To use this command:
- Edit » Redo.

Suppose you had used the undo command three times. In effect you would have undone your
previous three command. If you now use the redo, it will re-instate these actions.

The best way of understanding how undo and redo work is to practice using them.

4.2.5 Duplicate, Move, Delete

4.2.5.1 Duplicate the content of a cell, cell range within a worksheet,
between worksheets, between spreadsheets

The process of duplicating data involves a humber of simple steps:

+ Select the cells to be duplicated.

+ Copy them to the clipboard. Usually we refer to this simply as copy.

« Select the target (where the cells are to be copied to).

« Paste the data from the clipboard.

Warning: When you paste data, the contents of the target cells will be overwritten.

Duplicate within a worksheet

Suppose you have the following spreadsheet displayed on your screen.

Ed | fw = = |-ogcRa)
4

B | c | D E F G H )

! |Observations by Group and Sector
2|
T Sector 1 Sector 2 Sector 3 Sectord Sector Sector 6 Sector 7 Sector §

4 Group 1 ] ! 83 16 ) a0 40 40 4
T Group 2 ! 4 14 a7 18 0 a7 73 15
T Group 3 % il i3] 53 9 i a2 il
T Group 4 | 85 x | 75 97 a7 53
T Group 3 a0 1" 12 22 13 i 12 64
T Group 6 9 a7 49 0] a7 2 1 ]
? Group 7 4 A 54 B2 % 75 40 a4
T Group § fil] o7 o7 a2 a1 12 94 3
? Group 9 ill 9 o4 7 73 1 % i
? Group 10 5 B7 2 B 3 a2 9 32
T Group 11 B4 12 a1 62 3 2 43 4
? Group 12 M k] ] ] i a6 9% il

Suppose you now wish to insert another set of headings above Group 11.

- Insert a blank row at row 14.
« Select cells B3 to K3. (We represent a range of cells such as this with the notation B3:K3)
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« Copy the selected cells using one of the following methods:
Press Ctrl+C.
Edit » Copy
Enj
Click the Copy icon,
« Position the cursor at the start of the target range. (It is not necessary to highlight the entire
range.)
« Paste the copied cells using one of the following methods:
Press Ctri+V.
Edit » Paste.
&

Click the Paste icon,

IBIS vl fm B = |=INT(IDD*RAND())
&

B | C [ D E F & H I

I |Observations by Group and Sector

H
T Sector 1 Sector 2 Sector 3 Sector 4 Sector 5 Sector 6 Sector 7 Sector 8

4 Group 1 52 75 4 28 a1 6 2 15
T Group 2 16 2 ] 86 7 86 74 3z
T Group 3 33 73 ] 78 a8 50 =] "
T Group 4 5 3 5 3 a2 63 2 7
T Group 5 71 49 14 17 12 73 5 47
T Group 6 30 i 7 5 78 ] 43 14
T Group 7 2 g 55 83 7 77 = a7
T Group 8 70 10 53 B kil 31 2 2
7 Group 9 25 5] A 1 2 99 il ]
T Group 10 g 19 EL 87 79 53 & 17
T Sector 1 Sector 2 Sector 3 Sector 4 Sector 5 Sector 6 Sector 7 Sector 8
T Group 11 l 17 I 76 il B kL 45 46 a7
T Group 12 l 54 33 =] 40 95 54 70 10

Duplicate between worksheets

When you create a new spreadsheet, Calc creates three worksheets by default. You can think of
each worksheet as a page of the spreadsheet. Pages can be added to or removed from the
spreadsheet very simply. You can move between the worksheets of an open spreadsheet by
clicking on the appropriate tab at the bottom of the work area.

| «]* |*1]Sheetl {Sheet2 {Sheet3 11+ |

Suppose you wish to copy cells A3:K5 from Sheet 1 to B7 on Sheet 3.

+ Select cells A3:K5
- Edit » Copy.
+ Click on the Sheet 3 tab.

Select cell B7.
- Edit » Paste.
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Duplicate between open spreadsheets

It is possible to have several spreadsheets open at the same time. The difference between
spreadsheets and worksheets is that the spreadsheets are stored in different files, whereas the
worksheets of a particular spreadsheet are all stored in the same file.

You can switch between spreadsheet using the Window menu item.

Suppose you have two spreadsheets open. The first is called ObservationsByGroupSector and the
other is called Obs2. You now wish to copy the cells A3:K10 from the first into the second
starting at B5.

+ Click on Window.
+ Click on ObservationsByGroupSector.sxc

This will display this spreadsheet.
+ Select cells A3:K10.

- Edit » Copy.

+ Window » Obs2.

+ Select cell B5.

- Edit » Paste.

4.2.5.2 Use autofill tool/copy to copy, increment data entries
« Open a new spreadsheet.

- Type 1lin Al and 2 in A2.

- Select Al and A2.

A fill handle will appear at the bottom right hand corner of A2.

|a1iB1 = fm= = [z

[ B g

1
2

- Drag the highlight across the adjacent cells.
« Deselect the cells by clicking elsewhere in the spreadsheet.

Calc will attempt to complete the series based on the values in the first two cells as shown on the
next screen.

fre | = = |

A | B | c [ D | E | F | G | H [ I [ 3 K
1 1 2 3 4 5 & 7 g 9

2
B

+ Now type 100 in B1 and 101 in B2
« Drag the fill handle across the adjacent cells.

Calc assumes you wish to insert a series of numbers will a common difference between the cells.

« Type 5in Cl1 and 8 in C2.
- Drag the fill handle across the adjacent series.
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In this case the difference between the first two cells is 3. Calc assumes each cell must have a
value 3 greater than the previous cell.

« Type Jan into D1 and Feb into D2.
- Drag the fill handle across adjacent cells.

Calc now assumes you wish the series to be the names of months.

+ Type January into E1 and February into E2.
« Drag the fill handle across adjacent cells.

At this point your screen will appear as follows:

[r7 | fm = = |
A | B

[ C | D | E | F | G [ H | I | 3 K
1 1 2 3 4 3 B 7 g 9
2 100 101 102 103 104 105 106 107 108
3 |Jan Feh Mar Apr hay Jun Jul Aug Sep
4 |January Febroary Wlarch Agpril May June July August September
5

You can create your own sort lists as follows:

+ Tools » Options » OpenOffice.org Calc » Sort lists

+ Click the New button.

+ Type the entries into the Entries window as shown on the next screen. You will need to press
Enter after each entry.

Options - OpenDffice.org Calc - Sort Lists 1[
OpenOffice.org . X
LoadSave s EiEAES
Language Settings Sun, Man, Tue, Wed, Thu, Fri, Sat Alpha =] Discard |
Bl Openoffice.org Calc Sunday,Monday, Tuesday, Wednesds| [Beta
General 1an,Feb, Mar, &pr, May, Jun, Jul, 4ug,5 | |Gamma
Wiew i - |Delta Add
Cojulate January,February, March, April, May, 1 Epsion =
Sork Lists Zeta Delete |
Changes Eta
arid Theta
Print Iota
OpenOffice.org Base Kappa

Charts
Internet

HEE

Copy list from |$Sheet1 SI$7 Copy |
[o]'4 I Cancel Help I Back |

Click Add when complete.
« Type Alpha in A6 and Beta in B6.
« Drag the fill handle across adjacent cells.

[ ]
|H9 | fw = = |
A | B

| c [ D | E | F | 5 | H [ I | 1 K

| 1| 1 2 3 4 g G 7 g 9
| 2 | 100 101 102 103 104 105 108 107 108
| 3 |Jan Feh Mlar Apr Way Jun Jul Ay Sep

4 |January February farch April Way June July August Septernber

5
| & |Alpha Beta Gamma Delta Epsilan Zeta Eta Theta Inta

7
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You can use this method to create your own sort lists.

4.2.5.3 Move the content of a cell, cell range
Within a worksheet, between worksheets, between spreadsheets

The procedure for moving the content of cell(s) is exactly the same as that for duplicating the
content of cell(s) except that you use the Cut function instead of the copy function.

- Select the cell(s) whose content is to be moved

« Cut the selected cells using one of the following methods:
Press Ctri+X.
Edit » Cut

Click the Cut icon, *

« Position the cursor at the start of the target range. (It is not necessary to highlight the entire
range.)

Note that the target may be in the same worksheet, or a different worksheet within the same
spreadsheet or within a different spreadsheet.

+ Paste the copied cells using one of the following methods:
Press Ctri+V.
Edit » Paste.

&

Click the Paste icon,
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4.2.5.4 Delete cell contents
Use the Delete key Delete Contents x|
Selection
+ Open a spreadsheet. | (0] 4 |
+ Select a range of cells. p—— |
SNCE|

+ Press the Delete key. ¥ strings
+ The Delete d_|alogue will be displayed. ¥ humbers Help |
« Select an option and press OK. —

¥ Date & time
The effect is as shown on the following screen. ¥ Formulas
As this screen shows the contents of the cell are e
emptied. No cells are moved in the process. o

™ Formats

I objects

8 | 8 | ¢ | b E s | w1 1 3 1 ok | M N
| 1 |Observations by group and sector
2

z Sector!  Sector?  Sector3  Sectord Sectorf Sector?  Sectord  Sector®  Sector10 Sector!T  Sectar12  Sector 13
| 4+ [Grop 1 3 R 93 12 9 40 72 B6 76 15 & 59 ke
| 5 [Grop2 2 B 3 4 17 1 23 76 91 u 1 % 1
| & [Grop3 52 El 18 B2 15 o8 * £2 9 89 Y £ 9
| 7 [Growp 4 93 B 19 % & 7 72 23 5 91 7 B 93
| 5 Grouph 47 73 59 91 3 8 72 1 3 7 10 50 93
| 9 Growpé 5 0 13 12 gl ¥ 78 B Ei B9 gl ] 2
| 10 Grop7 e 49 » 8 2 10
| 11 [Grop B g el 83 12 77
| 12 [Group 9 11 a0 % 15 78 B
|13 Group 10 1 [ ! 71 B Y % 83
[ 14 |Group 11 B 5 3 72 9 7 19 30 2 I 57 % 82
| 15 Growp 12 1 £ 9% ¥ % 7 9% 58 11 72 * 9 7
| 16 Group 13 91 B 89 i) 97 13 2 i 1 2 49 i 3
| 17 [Group 14 2 72 71 13 14 1 77 1 % 4 & A 77
| 18 [Groun 18 10 3 53 1 87 BB 2 % B5 B3 10 5 5

Use Edit » Delete Cells

« Highlight a range of cells.

- Edit » Delete cells.

You are now offered a range of options:

Page 4.39




4.2 OpenOffice.org Calc: Cells

a | B [ ¢ [ e @ E | F [ & [ w ] 1 3] K
1 |Observations by group and sector
2
3 Sector 1 Sector 2 Sector 3 Sector 4 Sector! x| ctor 10
4 |Group 1 34 ) 4 82 Selailay _ ok | &7
5 |Group 2 58 L] 41 54 o up 33
6 |Group 3 47 18 3 47 " shift cells [eft Cancel | 22
2 oot $EE 0 oy - || &
3 |Group B Fd " Delete entire columnis) 55
10 |Group 7 81 ] 72
11 |Group 8 a a0
12 |Group 9 20 B3
13 |Group 10 33 42
14 |Group 11 1 25
15 |Group 12 G 49
16 |Group 13 a7 7
17 |Group 14 e 47
18 |Group 15 4 13

The operation of Edit » Delete cells is quite different to the action of the Delete key. You are
offered a number of options as shown on the previous screen. All of these will involve movement
of cells to the right and / or below the highlighted cells.

« Click the Shift cells up radio button and click OK.

Notice that the cells in D15:J19 have been moved up to D10:]J14 as shown on the next screen.

4.2.6 Search and Replace

4.2,6.1 Use the search command for specific content in a worksheet

In practical situations spreadsheets are often quite large and we need quick methods of locating
items.

Suppose you have a spreadsheet loaded as shown on the next screen and you wish to locate an
item.

- Edit » Find and replace.

Fle Edit Miew Insert Format Tools Data Window Help ﬂ
BrelaZBESRIVE Xa® ¢ 90 ANLIdY| s
P by [nia A I BJU s===s@HE L% 0 ¢ M R F'_dml
ind A | ——
IMIU | foE = | =THT(100*RAND())
A | B | c | D | E | F | G Replace with I
1 |Group Leaders I ﬂ lel
2 | Replace Al
3 Sector 1 Sector 2 Sector 3 Sector 4 Sectord SectorB 4' Sectt
4 |Group 1 Mpha Seymour  Hally Caroline Suki Mema r Dayo
5 |Group 2 Lynette Peter David Jenny Mary Oscar ez Henry
& [Group3  Lemur Tunji Kofi 1 Giwen Isrmail Sally I” Entire cells Bame
7 |Group 4 Anne Andigwa Rashaad  Mabiseng Claude Richard Shan
§ |Groups Andre Sipha MWalika Fatima Bonnie MNaz Mare Options ¥ | Help Close Joran
9 (Group B Methu Santa Alberta Yictoria Jonathan  Geoffrey Sand

+ Type the item in the Search for window.

+ Click Find all to highlight all occurrences of the item.
OR

+ Click Find.
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« This will select the first occurrence of the item.
« Click Find repeatedly to locate further occurrences.

4.2.6.2 Use the replace command for specific content in a worksheet

The Find command simply locates occurrences of an item. It does not change these in any way.
You may do so manually, if you wish.

The Replace command on the other hand is useful when we wish to change entries.

The Replace command provides us with two methods of replacement.

Replace all replaces all occurrences of the item with the new entry without further prompting.
Replace gives you the option of changing each occurrence or not.

- Edit » Find and replace
- Type appropriate entries in the Search for window and the Replace with window.

A& GroupLeaders.ods - OpenOffice.org Calc
Fle Edit Yiew Insert Format Tools Data Window Help Find & Replace

B ela RS IVE {aR ¢ e e 18U HNI0Y s

X

|

&) [ A JBIU/Es=sE B%505 %6 M — |
I E—

it v| f T = |=INTlo0RAD()
a | o8 | ¢ | o [ B T F [ 6 Relacuith

_1 |Group Leaders |AnEdisa| j ﬂl I

2 Replace Al |
3 Sector!  Sector?  Sectard  Sectard  Sectord  SectarB ect
¢ |Graup1  Mpho Seymour  Hally Carline  Suki Mema Daya
IGroup 2 |Lynstte Peter Dauid Jenny Mary Oscar [ Mathcase Henry
6 [Group3  Lemur Tunj Kaff 1 Guwen Ismal Sally ™ Entirscels Barns
_7 |Groupd  Anne Andiswa  Rashaad  Miabiseng  Claude Richard Shant
_B |Group5 Andre Sipha Malika Fatima Buonnie Maz mgreojugnszl Help Close Jorarr
9 |GroupB  Methy Santa Alberta Victoria  Jonathan  Geofrey Sandi

Global replacement

« Click Replace all.

In this case all occurrences of Andiswa will be replaced by Andisa without any further
prompting.

Selective replacement
+ Click Find to locate the first occurrence.

+ Click Replace if you wish to replace this item or click Find to locate the next occurrence.
+ Repeat this process until you have cycled through all the occurrences.
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Important Find and replace options

x|
+ Click the More Options button. Search for e |
. . . . . IAndiswa j —
This will display the full set of options which can be |
selected by checking the appropriate check box. Replace with pophee |
. IAndisa j Replace All |
Backwards: By default, the Find procedure moves to the
right and down the spreadsheet, ie forwards. If you wish I Makch cass
to move backwards, check this option. I™ Entire cels
Hel Close
Match case: By default, the Find procedure ignores the -
case of text. This is called case insensitive. Where you I™ Current selection orly
wish to match the case of text, check this box. The I adwards
Search is then said to be case sensitive. I Reguiar sgpressions
™ Similarity search __I
Entire cells: By default, the Find procedure looks Bl s
anywhere in the cell for the search data. This option Search n [Fomiss =]
matches the criterion to the cell as a whole, not any part. Search drection & Aows
" Calumns
[ searchin all sheets
4.2.7 Sort Data
4.2.7.1 Sort a cell range by one criterion in ascending, descending

numeric order, ascending, descending alphabetic order

Sorting a range of cells is a straight forward process involving the following steps:

- Highlight the range of cells to be sorted.
- Data » Sort.

+ Set the criteria in the Sort dialogue.

+ Click OK.

Important: Select the entire block to be sorted. If columns are omitted, the resulting data could
become a meaningless jumble.

Numeric sorts
Suppose we have the following spreadsheet displayed on our screen. We wish to sort the groups

in the order of the scores in Sector 1. Here we wish to sort according to values, hence this is a
numeric sort.
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1 [Observations by group and sector

2
I Sector 1 Sector 2 Sector 3 Sector 4 Sector & Sector b Sector 7 Sector B Sector 8 Sector 10 Sector 11 Sector 12 Sector 13
_4 |Group1 46 ] 49 58 67 a1 a0 958 33 97 98 g2 15
_5 |Group2 EE 78 34 a7 31 4 96 BE EE] 43 3 15 7
_6 |Group 3 32 B3 13 99 32 5 93 71 34 G0 34 20 pd]
_ 7 |Group d " 76 9 33 s 26 31 &0 7 34 a3 52 5
_& |Grouph 40 77 B3 B4 28 24 &2 43 72 15 it 75 72
_9 |Groupk /g j=te} 32 93 5 91 20 g &0 63 13 26 <}
_10 |Graup 7 74 a7 145 33 B3 21 21 40 El Eh 95 id 14
11 |Group B &1 21 90 15 42 a0 a7 32 31 56 33 75 49
_12 |Group 9 93 83 70 g7 57 2 44 24 i i3 45 35 55
_13 |Group 10 e} B2 44 45 B3 70 15 93 4 24 32 37 76
14 |Group 1 e b al 82 2 18 e &7 80 94 0 1" g
_15 |Group 12 22 ] 74 ot 24 9 74 &7 a} 83 a0 24 a4
_ 16 |Group 13 37 g1 21 71 BB 72 90 78 92 62 i 3 Kl
_ 17 |Group 14 a%} 41 " an 94 17 96 63 i) 2 B3 o7 95
_ 18 |Group 158 3 62 52 79 [ais} a8 45 72 9 2 15 96 63
_19 |Group 16 76 49 G0 ot £1 18 E7 87 4 ¥ 43 73 &7
_20 |Group 17 91 B4 19 32 7 " k]l &7 36 9 15 21 45
_ 21 |Group 18 72 EE] 24 42 i a2 o9 83 1 34 71 149 40
_2z |Group 19 16 i 16 ot B3 =2} 13 76 13 i 18 99 =]
_23 |Group 20 /6 90 a8 jata) 14 20 [aix] 23 31 21 62 70 3
_24 |Group 21 o " i} &7 14 40 10 i} 96 19 2 5 &4
_ 25 |Group 22 32 26 30 B4 70 a3 13 14 62 24 7 jala) 45
_26 |Group 23 =] 44 7 23 73 40 a0 94 ] L 19 a1 a8
_27 |Group 24 42 58 22 3 78 B4 14 53 g 1 78 4 39
_ 268 |Group 26 ] 3 &0 32 18 Ell £1 2 7 £l 45 9 r]
_29 |Group 26 79 46 i1 a7 33 20 54 74 76 42 76 83 75
_ 30 |Group 27 g 33 2 30 17 42 32 B4 20 16 a0 B5 i

3

In this case, the data is located in the range A4:N30. We call each row between columns A and
F a record and each column a field. The rows will be sorted according to the values in Column
B in Ascending order (the smallest first).

« Highlight the range A4:N30.

If we omitted any rows, the records would not be sorted. If we omitted any columns, the
values in the omitted fields would be associated with the wrong records.

- Data » Sort.

A I B [ S [ D [ E [ F [ G [ H [ 1 [ 1 | K | L [ mM [ N [

1 |Observations by group and sector

Sector 1 Sector 2 Sector 3 Sector 4 Sector Sector & Sector 7 Sector § Sector 8 Sector 10 Sector 11 Sector 12 Sector 13

Sort Criteria |Opt|ons I

Sork by
* ascending

o
e
Calumn & = Descending
o _—I

h
Calumn C
Caluran O 1+ ascending

Calumn E " Dgscending
Calumn F
Th Calumn G

Column H 1 ascending
Colurnn T b

" Descending

OK I Cancel

In the Sort by window select Column B. This is the column that contains the values that we
wish to sort according to.

« Check the adjacent Ascending radio button.

- Click OK.



a [ s [ ¢ [ o [T € T ¢ [ & [T w ] [ o T« T v T wm T w ]

_ 1 |Observations by group and sector

2
_3 | Sector 1 Sector 2 Sector 3 Sector 4 Sector Sector B Sector 7 Sector Sector 9 Sector 10 |Sector 11 Sector 12 |Sector 13
_ 4 |Group 25 0 3 &0 32 18 Ell &1 2 27 91 45 ] 2
_ & |Group 15 3 B2 a2 79 ] fat] 45 72 9 2 18 96 63
_ 6 |Group 4 " 7B 9 33 s pa] a1 50 7 EL G 52 =i}
_ 7 |Group 19 16 0 16 a9 53] B9 13 78 13 7 16 99 69
_ & |Group 27 13 3 2 a0 17 42 32 64 20 16 50 =i} 27
_ 9 |Group 12 ) 5 75 a9 24 9 74 87 &5 83 &0 24 59
_ 10 |Group 3 32 a3 13 99 32 a 93 71 34 60 34 20 26
_ 11 |Group 22 32 20 a0 64 70 a3 13 14 62 24 7 [Els} 48
_12 |Group 13 37 61 21 71 BB 72 a0 78 92 62 26 3 31
18 |Group & 40 7 63 64 ] 24 62 43 72 15 G 74 72

14 |Group 24 42 55 ] 3 75 B4 14 53 g 1 78 41 39
18 |Group 1 48 5 49 fata] B7 a1 80 95 33 a7 95 82 15
_l6 |Group 8 51 2 a0 15 42 50 57 32 il 56 33 75 49
_ 17 |Group 23 e} 44 7 23 73 40 30 94 k) 95 19 81 oz}
_ 16 |Group 14 63 4 " 20 24 17 Els) 63 i} 21 63 a7 95
_ 19 |Group 18 72 28 25 42 25 a2 99 53 1 34 71 13 40
_20 |Group 7 74 a7 15 33 63 2 21 40 1 o7 Eld) 28 19
_21 |Group 20 7B 90 a3 55 14 20 =z} 23 il 2 52 70 3
_ 2z |Group 16 7B 43 B0 [ata] 61 18 67 87 4 97 48 73 27
_ 23 |Group B 78 65 32 a3 i} N 20 &} &0 63 13 26 5
_24 |Group 26 79 45 a1 a7 33 20 54 74 78 42 76 3 78
_ 28 |Group 10 53] 62 44 45 63 70 15 o3 4 24 32 a7 76
_26 |Group 17 Ell a4 13 32 7 11 il &7 38 91 15 2 48
_27 |Group 8 93 a3 70 67 a7 29 44 24 1] 65 45 35 a5
_ 26 |Group 11 a7 z a1 a2 2 16 o2 &7 &0 LY 50 11 i}
_ 29 |Group 2 98 78 38 a7 31 41 96 66 [az) 43 35 15 7
30 |Group 21 @8 " 63 &7 14 40 0 69 Els) 19 39 =i} =i}

31

If you wished to sort the data by points in descending order, that is with the highest number
first, you would have checked the Descending radio button.

Alphabetic sorts

Suppose we had wished to sort the data in the previous example in alphabetic order of Group
you would proceed as follows:

. Highlight A4:N30

- Data » Sort.

+ Select Column A in the Sort by window. This is the column containing the name field.
+ Check the Ascending radio button.

This will sort the records into Group order.

If you wished to sort with the names sorted in reverse order from Z to A, you would check the
Descending radio button.
+ Click OK.

Multiple sort criteria

If you look at the results of the previous sort, yo will notice that both Group 3 and Group 22
had values of 32 in Sector A. A similar duplication of results occurs in Groups 16 and 20 with a
score of 76 and groups 2 and 21 with scores of 98. Suppose we wish to sort these records
based on the scores in Sector B. We then need to make use of multiple sort criteria.



4.2 OpenOffice.org Calc: Cells

sort =l
Sort Criteria I Dptions I
Sort by
* ascending
ICqumn E LI

" Descending

* Ascending

" Descending

Then by

% Ascending

- undefined - =
undefine: —I " Descending

(a4 I Cancel | Help | Reset |

If you are only sorting on a single criterion, then the two Then by windows indicated undefined.
In the above dialogue, the Then by drop down window indicates Column C.

As the above screen shows, Calc can sort on up to three criteria. These do not have to be in any
column sequence.
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4.3 OpenOffice.org Calc: Worksheets

4.3.1 Handling worksheets

4.3.1.1 Insert a new worksheet

A spreadsheet consists of one or more worksheets. The worksheets can be thought of as pages of
the spreadsheets. By default, a spreadsheet consists of three worksheets. These are labelled
Sheetl to Sheet3.

New worksheets can be added to a spreadsheet.

« Insert » Sheet...

This displays the Insert worksheet dialogue.

Insert sheet x|

Position

Ik

{* Eefore current sheet:

" After current sheet Cancel

sheet Help
* Mew sheet

Mo, of sheets 1 =

T IShEEH

" Erom file

Erowse, ..

™ Link

+ Choose the Position, before or after the current sheet.

« Choose the No of sheets you wish to insert.

- If you choose to insert only one sheet, you may (optionally) enter the name of the sheet in the
Name window.

- Click OK.

4.3.1.2 Rename a sheet

The default names of worksheets are Sheetl, Sheet2, and so on. You may change the name of a
worksheet as follows:

- Right click on the tab of the worksheet that you wish to rename.
+ Select Rename in the contextual menu that appears.

« Enter the new name in the dialogue.

+ Click OK.
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4.3.1.3 Delete a worksheet

- Right click on the tab of the worksheet you wish to delete.
- Select Delete in the contextual menu that appears.

A dialogue will appear asking you to confirm that you wish to permanently delete the worksheet
and its contents.

+ Click Yes to confirm that you wish to delete the worksheet or Cancel if you do not wish to.

4.3.1.4 Duplicate a worksheet within a spreadsheet, between spreadsheets

There are two methods of duplicating a copy of a worksheet. One method is to copy the entire
contents of a worksheet to the clipboard and then pasting this into another existing worksheet. In
this section you will make a duplicate of the worksheet in a new worksheet.

Duplicate a worksheet within a spreadsheet

+ Right click on the name tab of the worksheet you wish to duplicate. This will display a
contextual menu.
+ Select Copy/Move worksheet .....

Move /Copy Sheet |

To document o

IGrDupSectDr Jods j

ancel

Insert before

Help

- Tick the Copy checkbox as shown above.

+ Select the position for the duplicate in the Insert before window.
- Click OK.

+ Rename the duplicate worksheet if you wish.

Duplicate a worksheet between spreadsheets
You may insert a copy of a worksheet in another open spreadsheet or into a new document.

+ Right click on the name tab of the worksheet you wish to duplicate. This will display a
contextual menu.

+ Select Copy/Move worksheet .....

+ Make sure the Copy checkbox is ticked.

+ Click on the To Document drop down window.
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« Select the name of the spreadsheet in which you wish to duplicate the worksheet and select
the position in this spreadsheet.

+ Select New document in the To document window if you wish to create a new spreadsheet
for the duplicate.

Move, Copy Sheet il

To document Ok

E:Er'-:nu p3eckar . ods

Cancel
GroupSeckor-FLods

GroupSeckor, ods

Help

ee
Sheet3
- move ko end position -

IV Copy

« Click OK.

4.3.1.5 Move a worksheet within a spreadsheet, between spreadsheets

The process of moving a worksheet within a spreadsheet or between spreadsheets is virtually
the same as duplicating a worksheet, except that you do NOT tick the Copy checkbox in the
Move/Copy Sheet dialogue.

Suppose we have two spreadsheets open. They are called Nigeria and Ghana. Nigeria contains
three worksheets called Lagos, Abuja and Ibadan. We wish to move Lagos to a position before
Ibadan.

« Right click on Lagos and select Copy/Move Sheets.
« Uncheck the Copy check box.
« Highlight Ibadan in the Insert before window.

15

12 Mowe /Copy Sheet E |

20

= To document Ok I
Migeria.ods -

=2 I = —I Cancel |

=3

Insert befare

24
25
26
27
25
=9
30
51
32
33
4|4 fr | FiLagos & abuja & Ibadan N EX|

| Sheet 113 | Default

E

« Click OK.

Page 4.49



To move the Lagos worksheet to the end of the worksheets in Ghana:

Right click on Lagos and select Copy/Move Sheets.
Uncheck the Copy check box.
Select Ghana in the To document window.

Select Move to end position in the Insert before window.

Click OK.

20

[ |
[ |
[ |
[ |
[ |
2 |
7]
2 |
[ 1]
N
ER
a2

33

To document oK I

Ghana

Insert befare

I<| A|» |PI|\Lagus £ abuja {Thadan /

| Sheet 113

| Default
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4.4 OpenOffice.org Calc: Functions and Formulas

4.4.1 Arithmetic formulas

4.4.1.1 Generate formulas using cell references and arithmetic operators
Plus (+), minus (-), division (/) and multiplication (*)

The main purpose of a spreadsheet is to automate numeric work and to store the calculations
and their results for later use.

At the heart of any numeric work are the calculations themselves. In their simplest form, these
are made up of numbers separated by the usual arithmetic operators of addition, subtraction,
division and multiplication. The only difference is that the symbols we use in spreadsheets may
be different from those you are used to.

Indicating a calculation

Calculations are done within cells. In order to indicate that we wish to do a calculation in a cell,
we preface the cell entry with the = symbol. This indicates to Calc that it must treat the cell
entry as a calculation.

Calc records the entry in a cell as you enter it, but normally displays the result of the calculation.
For example, a cell could contain the entry:

=748

Calc however displays the result 15.

You need to make a distinction between the actual contents of a cell and what is displayed.

Arithmetic operators

The four basic operations are as follows:

Addition: =7+8.
Subtraction: =7-8
Multiplication: =7*8
Division: =7/8

Arithmetic using cell references: Automatic recalculation

If we simply performed arithmetic using humbers, we may as well use a calculator. Suppose we
have a simple situation in which one cell contains an amount of money and another an interest
rate. If a third contains the product of the two (a product is the result of multiplying two
numbers), this cell will in fact display the interest that would be earned on the capital. This is
illustrated in the following screen:

fcz =l o = = |=nz*e
b | B | C | D
1 Capital| Interest rate Interest
2 1000 o4 140l
3

The contents of cell C2 are: =A2*B2
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Notice that the formula bar contains the actual contents of a cell. If the cell contains a
calculation, the result of the calculation is displayed in the cell.

The = sign indicates that C2 contains a calculation. This calculation involves multiplying the
contents of A2 with those of B2.

Now suppose we change the contents of cell B2, without making any change to C2, and press
Enter as shown in the following screen:

|I33 ;I fixp Z = I
A I B | c | D
1 Capital Interest rate Interest
2 1000 0.15 150
3 g

The value in C3 automatically changes to reflect the changed value in B2. This tool is called
automatic recalculation.

When you save a spreadsheet, the formulas are displayed so that they can be reused at a later
stage.

Arithmetic operations using the values of cells are written down in the same way as arithmetic
operations between values.

Addition: =A2+B2
Subtraction: =A2-B2
Multiplication: =A2*B2
Division: =A2/B2

More complex calculations are carried out using the normal rules of arithmetic.

Suppose cell A2 contains the value 12, B2 the value 6 and C2 the value 8. The following table
illustrates how these can be combined into arithmetic formulas.

Cell entry Equivalent arithmetic expression Cell display
=A2 + B2 - C2 12+6-8 10
=A2 + B2*C2 12 + 6*8 60
=(A2+B2)*C2 (12 + 6)*8 144
=A2/B2 - C2 12/6 - 8 -2
=A2/B2 + A2*C2 12/2 + 12*8 98

Important note: When you carry out arithmetic involving the different operators, remember
that different operations have different priorities. The order is as follows:

«  Work out the contents of brackets
« Carry out the multiplications and divisions
» Do the additions and subtractions
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4.4.1.2 Recognise and understand error values associated with using
formulas

If you enter a formula and Calc is not able to interpret it, it will display an error in the cell. The
main errors that you will come across are shown below.

Error message Cause of error

#NAME An identifier could not be evaluated. This usually means that the reference to
a cell or row or column was invalid. This is also known as error 525

#VALUE Calc was unable to evaluate one of the cell references in the formula as a
number. This error usually occurs when one of the cells referenced in a
formula contains text rather than a number. This is also known as error 519.

#REF This indicates that the formula contains a reference to a cell, row or column
that was deleted. It is also known as error 524.

Invalid floating A formula contains division by zero. A common misunderstanding is that
point operation because multiplication by zero results in zero, so does division by zero.
Division by zero is however impossible. This is also known as error 503.

4.4.2 Cell referencing
4.4.2.1 Understand and use relative, mixed and absolute cell referencing in
formulas

Relative addressing

Suppose cell D4 contains the formula =D1-D2. Suppose we now copy the contents of D4 to
E4:G6.

The result is shown on the following screen:

A | B | C | D E F G H
1
2
3
4 -D1-D2 -E1E2 =F1-F2 -G1-G2
5 -E2E3 =F2-F3 -G2-G3
6 -E3-E4 —F3-F4 -G3-G4
7
2

If you look at this screen, you will see that both the column letters and row numbers can change
when the cell D4 is copied.

Cell D4 contains the formula =D1-D2. This means find the difference between the cell three rows
up in the same column and the cell two rows up in the same column. When D4 is copied, the
formula will be adjusted so that the cell references in the target cells have the same relationship.

For example, F6 contains the formula =F3-F4. This also means the difference between the cell
three rows up in the same column and the cell two rows up in the same column. When cell
references such as this can be changed when the cell is copied, we say that we are using
relative addresses.
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Absolute addressing

If we put the $ symbol in front of a column letter or row number, then the reference will not
change. The following screen indicates this type of addressing known as absolute addressing.

A | B | C | D | E | F | G | H |
1
2
3
4 =$D31-5D%2 =3D31-iD%2 =5D%1-5D%52 =5D$1-3D%2
5 =iD31-3D3%2 =FDF1-3D%2 =3D51-3D%2
6 =iD51-3D3%2 =$DF1-3D%52 =$D%1-3D3%2
7
B

As this screen shows the addresses in the target cells are identical to that in the source cell.

Mixed addressing

You may make either the column or row absolute. When you do this the column or row reference
will remain fixed when the cell is copied. This is referred to as mixed addressing.

The following two screens illustrate mixed addressing.

A | B [ C [ D | E | F G H
1
2
3
4 =5D1-5D2 =5D1-5D2 =5D1-5D2 =5D1-5D2
5 =5D2-5D3 =5D2-5D3 =5D2-5D3
6 =5D3-5D4 =5D3-5D4 =5D3-5D4
7
8
A B C D F G H
_1 ]
_2 ]
_3 |
4 =D$1-D$2  =E$1-E$2  =F$1-F§2 =G§1-G52
5 -ES1-E§2  -F31-F$2 -G§1-G32
_6 | =ES1-E$2  =F$1-F$2 =G$1-G§2
7
8 |
4.4.3 Working with functions

4.4.3.1 Generate formulas using SUM, AVERAGE,

COUNT functions

SUM

MINIMUM, MAXIMUM and

A function is an inbuilt utility that simplifies the creation of arithmetic expressions involving cell

ranges.

For example, we could add up the contents of all the cells in the range B4: D7 with the

expression:
=B4+B5+B6+B7+C4+C5+C6+C7+D4+D5+D6+D7
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Obviously, the bigger the cell range we wish to add the more terms there will be in the
expression.

The SUM function simplifies the process considerably. All we have to enter is the function:
=SUM(B4:D7)

Important: Notice the = symbol in front of the SUM function.

This means add the contents of all the cells in the range B4:D7.

The SUM function can be used in an arithmetic expression as shown in the following examples:
=SUM(C4:F8) + B6

=B6 - SUM(B7:B12)

=SUM(A3:B6) + SUM(C3:D9)

Syntax

The syntax of a function is the formal structure of the function. We write the syntax of the SUM
function as:

=SUM(range)

where range is the range of cells that are being summed as, for example, B4:D7.

AVERAGE

Syntax: =AVERAGE(range)

AVERAGE functions in exactly the same way as SUM, except that it calculates the average value
of the cells in range.

MAX and MIN

Syntax: = MAX(range), =MIN(range)

These functions determine the maximum and minimum values in a range of cells.
COUNT

Syntax: =COUNT(range)

COUNT returns the number of cells that contain values in range.

=AVERAGE(range) is actually the same as =SUM(range) / COUNT(range).

Using functions in a spreadsheet

Often functions are used to summarise data in a spreadsheet. When you create a spreadsheet, it
is good practice to put your summary information at the top of the spreadsheet and the data on
which the summary is based below.
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Suppose we wish to summarise the data in the spreadsheet below.

A | B | C | D E F G H

| 1 |Observations by group and sector
P

ER Sector 1 Sector 2 Sector 3 Sector 4 Sector 5 Sector 6 Sectc
| 4 |Group 1 23 14 9 16 32 18 14
| 5 |Group 2 23 18 1 21 25 19 1¢
| 5 |Group 3 17 12 3 45 12 4 34
| 7 |Group 4 14 34 2 2 12 2 21
|8 |Group 5 21 5 6 12 3 3 13
| 2 |Group 6 36 2 I 2 5 4 1€
| 10 |Group 7 14 3 11 12 3 2 17
|11 |Group 8 17 17 5 4 21 4 1€
|12 |Group 9 39 3 4 17 6 7 21
| 13 |Group 10 32 24 2 28 23 b 2

In this we may wish to find the sum, average, maximum and minimum of each column as well as
the number of data entries in each column. We start by inserting four rows below row 2.

+ Select rows 2 to 6.
- Insert » Rows
« Enter the following in A3:A7
A3: SUM
A4: MAXIMUM
A5: MINIMUM
A6: ENTRIES
A7: AVERAGE
- Enter the following in B3:B6
B3: =SUM(B9:B39)
B4: =MAX(B9:B39)
B5: =MIN(B9:B39)
B6: =COUNT(B9:B39)
B7: = AVERAGE(B9:B39)

The next screen illustrates the situation at this stage. The functions have been displayed in the
cells rather than the values. How to do this will be explained shortly.
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A | B | c D E F E

1 |Observations by group and sector

2
| 3 |ISUM =SUM(B9:B39)
|« [MAXIMUM =MAX(B9:B39)
| 5 IMINIMUM =MIN(B9:B39)
| ¢ |[COUNT =COUNT(B9:B39)
| 7 |AVERAGE =AVERAGE(B9:B39)
ER Sector 1 Sector 2 Sector 3 Sector 4 Sector 5 Sector 6
| 2 |Group 1 23 14 9 16 32 18
| 10 |Group 2 23 18 1 21 25 19
| 11 |Group 3 17 12 3 45 12 4
| 12 |Group 4 14 34 2 2 12 2
| 13 |Group 5 21 5 6 12 3 3
| 14 |Group 6 36 2 7 2 5 4
| 15 |Group 7 14 3 11 12 3 2
| 15 |Group 8 17 17 5 4 21 4
| 17 |Group 9 39 3 4 17 6 7
| 15 |Group 10 32 24 2 28 23 6
+ Select B3:B6
+ Edit » Copy
« Select C3:K3 OR C3:K6
- Edit » Paste

A [ B [ c [ D [ E [ F [ B

1 |Observations by group and sector

2
3 |SUM 695 395 248 357 316 288
_4 |MAXIMUM 56 34 51 45 32 32
_5 |MINIMUM 4 2 1 2 0 1
_& |[COUNT 30 30 30 30 30 30
_7 |IAVERAGE 23.17 13.17 827 11.9 10.53 9.6
8 | Sector 1 Sector 2 Sector 3 Sector 4 Sector 5 Sector 6 Sec
_2 |Group 1 23 14 9 16 32 18 :
_10 |Group 2 23 18 1 21 25 19
11 |Group 3 17 12 3 45 12 4
12 |Group 4 14 34 2 2 12 2
13 |Group 5 21 5 6 12 3 3
_14 |Group 6 36 2 7 2 5 4
_15 |Group 7 14 3 11 12 3 2
15 |Group 8 17 17 5 4 21 4
17 |Group 9 39 3 4 17 6 7
18 |Group 10 32 24 2 28 23 6

To display the functions rather than values in the cells:

« Tools » Options

+ Expand OpenOffice.org Calc and select View.

« Tick the Formulas checkbox in the Display area. If you wish to display values at a later
stage, untick this box.

Where an entry is too wide to display in a cell, a series of hash symbols (#####) will be
displayed.

« Widen the columns as necessary to view the cell contents.
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A | B | c D E F
| '+ |Observations by group and sector
2
| = [SUM =SUM(B9:B39) =SUM(C9:C39) =SUM(D9:D39) =SUM(ES:E39)
|+ |MAXIMUM =MAX(B9:B39) =MAX(C9:C39) =MAX(D9:D39) =MAX(E9:E39)
| 5 |MINIMUM =MIN(B9:B39) =MIN(C9:C39) =MIN(D9:D39) =MIN(E9:E39)=MIN(F9:
| s [COUNT =COUNT(B9:B39) =COUNT(C9:C39) =COUNT(D9:D39) ###
| 7 |AVERAGE =AVERAGE(B9:B39) =AVERAGE(C9:C39) =AVERAGE(D9:D39) #iH#
ER Sector 1 Sector 2 Sector 3 Sector 4 Sector
| 3 |Group 1 23 14 9 16 32 .
| 10 |Group 2 23 18 1 21 25
|11 |Group 3 17 12 3 45 12
| 12 |Group 4 14 34 2 2 12
|13 |Group 5 21 5 6 12 3
| 14 |Group 6 36 2 7 2 5
| 15 |Group 7 14 3 11 12 3
| 16 |Group 8 17 17 5 4 21
|17 |Group 9 39 3 4 17 5]
15 |Group 10 32 24 2 28 23

In the above screen, the ####+# in cells E6 and E7 indicates that the cell is too narrow to display
the contents.

4.4.3.2 Generate formulas using logical function IF yielding one of two
specific values

The IF function allows you insert different values, text or formulas in a cell depending on the
result of a test.

Syntax: =IF(condition; TrueValue, FalseValue)

Condition is a test which can evaluate to True or False. If Condition is True, then TrueValue is
inserted into the cell. If Condition is False, then FalseValue is inserted into the cell.

Condition generally involves a comparison between two expressions. The comparison is created
using one of the operators:

is equal to

is not equal to

is greater than

is greater than or equal to
is less than

is less than or equal to

ANV VAL
Il \Y

Suppose in the previous example, we wish to indicate whether a score is above average or below
average by inserting the appropriate word in the adjacent column. We could proceed as follows:

« Selecting column C
+ Insert » Column
« Enter the following in C9 =IF(B9>B$7; “Above”; “Below")

Notice the mixed mode addressing in this example. The reason for this is that the value being
compared to is always in the same row 7.

+ Copy the contents of C9 to C10:C39
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A [ B [ c D [ E

_1 |Observations by group and sector

2
3 |SUM 695 395 248
_+ [MAXIMUM 56 34 51
_5 [MINIMUM 4 2 1
& [COUNT 30 30 30
_7 |AVERAGE 23.1/ 13.17 827
B | Sector 1 Sector 2 Sector 3
s |Group 1 23 l Below | 14 9
_10 |Group 2 23 Below 18 1
11 |Group 3 17 Below 12 3
12 |Group 4 14 Below 34 2
13 |Group 5 21 Below 5 6
14 |Group 6 36 Above 2 7
15 |Group 7 14 Below 3 11
15 |Group 8 17 Below 17 5
17 |Group 9 39 Above 3 4

15 |Group 10 32 Above 24 2

To understand why we need mixed mode addressing rather than absolute addressing in C9,
suppose we were to insert a column after column D and copy column C to the new column. We

would get the following:

A [ B [ c D [ E
| & |COUNT ##H# ##t#
| 7 |JAVERAGE #iH #H## =
| 8 | Sector 1 Sector 2
| 2 |Group 1 23 =IF(B9>B%7;"Above";"Below") 14 =IF(D9>D$%$7;"Above";"Below")
| 10 |Group 2 23 =|F(B10>B%7;"Above";"Below") 18 =|F(D10>D$%$7,"Above";"Below")
| 11 |Group 3 17 =IF(B11>B%7;"Above";"Below") 12 =|F(D11>D$%$7,"Above";"Below")
| 12 |Group 4 14 =IF(B12>B%7;"Above";"Below") 34 =IF(D12>D$%$7;"Above";"Below")
| 13 |Group 5 21 =IF(B13>B%7;"Above";"Below") 5 =|F(D13>D$%$7,"Above";"Below")
| 14 |Group 6 36 =IF(B14>B%7;"Above";"Below") 2 =|F(D14>D$%$7,"Above";"Below")
| 15 |Group 7 14 =IF(B15>B%7;"Above";"Below") 3 =|F(D15>D$%$7,"Above";"Below")
| 15 |Group 8 17 =IF(B16>B%7;"Above";"Below") 17 =|F(D16>D$%$7,"Above";"Below")
| 17 |Group 9 39 =IF(B17>B%7;"Above";"Below") 3 =IF(D17>D$7;"Above";"Below")
| 18 |Group 10 32 =IF(B18>B%7;"Above";"Below") 24 =|F(D18>D$%7,"Above";"Below")
If we had used absolute addressing, you would then have obtained the entry

=IF(D9>$B$7;"Above”;"Below”) when you copied cell B9 to E9. However the average for column

D is found in D7 not in B7.
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4.5 OpenOffice.org Calc: Formatting

4.5.1

4.5.1.1

Number, Date

Format cells to display numbers to a specific humber of decimal
places, to display numbers with, without commas to indicate

thousands

Suppose we have the spreadsheet Sales.ods on our screen as shown below.

A

B [ ¢ |

D | E | F

[ s [ w ]

Region
Green
Blue
rellow
Red

)

This illustrates a common problem, namely that it is sometimes difficult to read large numbers.

Cost of sales

14562 15422
24515 31324
11872 17861

6822 921

Sales Gross Profit

% Profit

Calc allows us to format numbers with a decimal separator.

+ Select a Format.
« Tick the Thousands separator check box.

- Click OK.

Highlight the numbers to be formatted.
Format » Cells

Click the Numbers tab.
Select Number in the Category window.

Format Cells x|
Numbers |F0nt I Font Effects I Alignment I Eorders I Background I Cell Protection I
Category Format Language
IDeFauIt ;I
-1,234.17
1,234,127
| 1,235 |
Options
Decimal places IEI 3: [~ Megative numbers red
Leading zeroes |1 3: V¥ Thousands separator
Format code
v| | X
Ok I Cancel | Help | Reset |

The result is shown on the next screen.

3

4 |Region
5 |Green

6 |Blue

7 [vellow
g |Red

a

Cost of sales

14,562 15,422
24513 31,324
11,872 17.861

€.822 6,981

Sales Gross Profit

% Profit

To remove the thousands separator:

« Repeat the above process, but untick the Thousands separator check box.
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In the previous example, we left the number of decimals places as 0. This will display numbers to
the nearest whole number.

When we do calculations, we usually find that there is a fractional or decimal part to the number.
For example, 18 / 7 is 2.57142857 .......... It is neither meaningful nor convenient to express
numbers with all the trailing decimal places. In the Options area of the Numbers tab above, we
can set the number of decimal places displayed. Numbers are rounded up. The system however
still stores the full number of decimal places. This means that calculations will not use the
displayed number but the actual number. The following table illustrates the effect of using a
specific number of decimal places.

Decimal places 0 1 2 3 4
Displayed value 3 2.6 2.57 2.571 2.5714

4.5.1.2 Format cells to display a date style

If you type data into a cell, Calc attempts to interpret the data according to one of its known data
types. These include numeric, text and date.

+ Type the entry 3/11/05 into a cell in a blank spreadsheet.

Calc will interpret this as a date according to its default date setting. For example, as soon as you
press enter, the contents of the above cell may become 2003/11/05. You ay have thought you
were entering the short form of 03/11/2005.

The following screen illustrates this The input window on the Formula bar shows the actual
data entry, while the cell illustrates how it has been reformatted.

Ja1 =l f = = [z200801108

A [ B [ < [ o E
1 0371108,

To change the format of the cell.

+ Select the cell(s) to be reformatted.

- Format » Cells.

+ Click the Numbers tab.

« Select Date in the Category window.

« Select the date format in the Format window.
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Format Cells |

Numbers IFont I Font Effects I alignment I Borders I Background I Cell Protection I
Categaory Formakt Language
31 December 1999 :I IDeFault ;I

31 Dec 1999
31. Dec, 1999

31 December 1999

31, December 1999 LI | S Movember 2003 |
Cui %1 _Fune fn)
Cpkions
Decimal places ID 3: I nmegative numbers red
Leading zeroes ID 3: I Thousands separakor
Format code
D MMMM Yy V|.|X|

QK I Cancel | Help | Reset I

+ Click OK.
« If the display shows a series of #####, then widen the column.

Ja1 =l fo = = |z003111/08

A B | C D E
1 5 Movernber 2003

As the above example illustrates, be careful when entering dates in short format as the system
may be set up to interpret them differently to the way you do.

4.5.1.3 Format cells as currency style

If we look at the example in 4.5.1.1 we see that although some of the figures refer to currency,

the currency symbol is not displayed. This is simply remedied by formatting numeric data to
currency format.

« Select the range of cells to be formatted as currency.

- Format » Cells.

« Click the Numbers tab.

- Select Currency in the Category window.

- Select a language in the Language window. This will select the appropriate currency symbol.
« Select the desired format in the Format window.
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x
Numbers IFontI Font Effectsl Alignment |Borders| Backaround I Cell Protection |
Category Format Language
R English {South Africa) j IDeFauIt j
R-1,234 =
R-1,234.00
R-1,234
R-1,234,-
-1,234.00 ZAR
-1,234,00 Z4R i ‘ R 6,581.00 ‘
Cptions
Decimal places |2 3: ¥ Megative numbers red
Leading zeroes |1 3: ¥ Thousands separator
Farmat code
[[$R-1C09] #, ##0.00; [RED][§R-1C05]-#, ##0.00 (v | » | x'
(o4 I Cancel | Help | Reset |
- Click OK.
A [ B [ c I D [ E I F G H I
1
2
3 Cost of sales Sales| Gross Profit % Profit
4 |Region
5 |Green R 1456200 R 1542200
& |Blue R 2451500 R 31.324.00
7 |Yellow R 11,872.00 R 17861.00
i |Red REG22.00 R &5951.00
]
4.5.1.4 Format cells to display numbers as percentages

The next screen shows the previous spreadsheet with the profit calculated as a fraction.

s | B I c | o [ e [ ¢ [ e [ w ] [ ]
1
| 2 |
| 3 | Costof sales Sales Gross Profit % Profit
| 4 |Region
| 5 |Green R14,562.00 R15,422.00 REE0.00 0.06
| & |Blue RZ24,515.00 R31,324.00 RE.205.00 0.28
| 7 [vellow R11,872.00 R17.861.00 R5.985.00 0.5
| & |Red RE.E22.00 RE.981.00 R155.00 0.02
El

In situations such as this it is more common to express the numbers in E5:E8 as percentages.
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+ Select the numbers to be formatted.

« Format » Cells.

« Select the Numbers tab.

+ Select Percent in the category window.
« Select the Number of decimal places in the Options area.
- Set any other options.

Options
Decimal places 2 - [ Megative numbers red
Leading Zeraes i - [T Thousands zeparator

Eormat code

v|»| x|

|0.00%
- Click OK.
A | B < D E F H

1
| 2 |
| 3 | Costofsales Sales Gross Profit % Profit
| 4 |Region
| 5 |Sreen R14,562.00 R15,422.00 RE&0.00 .87 %
| & [Elue R24,515.00 R31.324.00 RE.B05.00 27T7%
| 7 [vellow R11.872.00 R17.861.00 FS.982.00 045 %
| & [Fed RE.822.00 RE.9581.00 R155.00 233%

9
4.5.2 Contents
4.5.2.1 Change cell content appearance: font sizes, font types

The font style, size and colour of any group of cells whether text, number or date may be

changed.

+ Select the cells.
« Format » Cells.
+ Click the Font tab.

Format Cells

Mumbers Fonkt IFont Effects I Alignment I Borders I Backgraund I Cell Protection I

Font Tvpeface

Ternpus Sans ITC
Times

Times Mew Roman
Traditional Arabic

ool b e

Langquage

&% English (LISA)

Cost of sales Sales Gross

The same Fonk will be used on both vour printer and wour screen.,

[o]'4 I Cancel

Help

Resel

+ Select the font, typeface and size.
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Additional effects such as colour can be set by clicking on the Font Effects tab.

Format Cells

Hurnbers | Font Font El'fel:tsl Alignment | Barders | Background | Cell Protection

Underlining

Color

frwithout)

Strikethrough

ﬂ ||:| Aukamatic j

I(Without) M l ™ Individual words

Font colar

I El=ck
M &=
I Green

— I Turquoise
M red
I Magenta

Relief

x|

frwithout)
[ outline
™ shadow

—ICost of sales Sales Gross

Ok I Cancel Help

Reset

- Click OK.

4.5.2.2 Apply formatting to cell contents such as:

double underline

The simplest way to add underlining, bold or italic is to:

« Select the cells to be formatted.

+ Click the desired effect on the Formatting toolbar.

Pdnd farial Tljw = B 5 U

= HIL %3 E W=

bold, italic, underline,

AN DAL IS |

Note you could have also changed the font style and size using the Formatting toolbar.

Double underline does not appear by default on the Formatting toolbar. In this case:

+ Select the cells to be formatted.
+ Format » Cells.
+ Click the Font effects tab.

+ Click down on the Underlining drop down window to view the different underlining options.
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B Cell Attributes [x]

Mumbers | Font Font Effects ‘Alignmentl Borders | Background | Cell Pratection |

Underlining

Sifgle I -

Double Eelief

Bold J r ’W‘
Daotted

Dotted (Bold) I Gutline

Dazh

Dash (Bold) hd ™ shadaw

el

[s].4 Cancel | Help | Reset ‘

+ Select the desired type of underlining.
Click OK.

4.5.2.3 Apply different colours to cell content, cell background

Suppose you have a single row of cells or a row of cells which you wish to display in a particular
colour.

- Select the cells to be formatted.

- Format » Cells.

+ Click the Font effects tab.

« Click on the drop down arrow next to Font colour to display the possible colours.
+ Select the colour you wish to use then click the OK colour.

You can also change the background of the cells which, by default, is white.

+ Select the cells to be formatted.
+ Format » Cells.
+ Click on the Background tab.

Format Cells x|

Mumbers | Fant | FontErmects | Alignment | Borders Backgmund' Cell Protection |

Mo Fill

HENEEEENE .-
- HEEE

Qk I Cancel Help Beset
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« Select the colour you wish to apply to the cell backgrounds and click the OK button.

4.5.2.4 Copy the formatting from a cell, cell range to another cell, cell range
Copying the formatting of a cell to another cell or range of cells involves a couple of steps.
The following example illustrates the process.

In the following screen, cell A6 has been formatted to Roman, 12 point, bold, red. We wish to
copy this formatting to cells A5 and A7:A9.

1 |Sales figures
2
3 |[Name Team January  February March April May June Ha
4
& |Shirley West 56000 23000 455931 32876 17262 87625
& Mpho Marth 37862 3267 34252 B5431 11213 19871
7 |Leslie West 45362 32423 62526 32424 B2525 42342
& |Ahmed South 54535 23132 54234 17252 42323 12121
2 |Tavo Marth 43242 12134 16353 53434 42324 12323
in

- Format » Styles and Formatting

This displays the Cell styles dialogue. This dialogue contains five icons:

=
Elo & ) (%

The first icon is the Cell styles icon while the second is the Page styles icon.

On the right hand side, the first icon (paint can) is the Fill format mode icon. The next is the
New style from selection and the last the Update style icon. An icon can be selected from
each group independently.

Hint: If you let your cursor hover over the icons, a tip will be displayed telling you what the icon
is.

« Select the Cell styles icon.
+ Select the cell whose format you wish to copy and click the New style from selection icon.
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5 [Shirley Wiest 56000 23000 45931 32876 17262 87625
6 |Hpho !{‘}J\;mh 37862 3267 J4252 B5431 11213 19871
7 |Leslie est 45362 32423 B2526 324!
=
§ |Ahmed South 54535 23132 54234 172
9 [Toyo Morth 43242 12134 16353 534, E
11 Heading
iz Style name Heading]
13 Emphatic 1 Result
14 Cancel | Resultz
15
16
17
18
19
20
21
22
23
74

+ Enter an appropriate style name for the formatting and click OK.

The new style name will appear in the list of styles.

+ Select the style and click on the Fill format mode icon.

The cursor will now be displayed as a paint can.

« Hold down the left mouse button and drag the cursor over the cells whose format you wish to
change.

«  When you have finished, click on the Fill format mode icon once more.

This will change the cursor back to its normal pointing function.

4.5.2.5 Apply text wrapping to contents within a cell

Suppose we have a column of cells that we wish to use to write notes. By default, if we write in a
cell, the text will appear to spill over into the next cell. If we enter text in the next cell, part of
our old text will cease to be visible.

-
3 [Name Team January February  March April May June Notes
4
5 |Shirley YWest 56000 23000 45531 325876 17262 87625 Shirley's sales figures tend to fluctuate very widely over time.
& |Mpha Morth I7eE2 31267 34252 BS54 1213 19871
7 |Leslie Wifest 45362 32473 BZ5XG 32424 BI52E 42342
PR IS TN | - [ JEUE—— P P s a4

The answer to this problem is to cause the text to wrap within the cell.

+ Select the range of cells in which you wish text to wrap.
+ Format » Cells.

+ Select the Alignment tab.

« Check the Wrap text automatically check box.
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Format Cells x|

Numbers |F0nt | Font Effects  Alignment |Borders I Background | Cell Prokection I

Text alignment

Harizankal Indent Yertical

IDeFauIt j IDpt :’ IDeFauIt j
Texk atientation
Cegrees I Werkically stacked
Wby
- - =
— ABCD =
. F i Reference edge
- -
£f s Eﬁ

™ Hyphenation active
I~ shrink ke Fit cell size

K I Cancel Help Reset

- Click OK.
The effect is shown below.
3 Team Januarny February  March April May June Notes
4

Shirley's sales figures tend to fluctuate very
3 widely over time. She needs to concentrate

West 6000 23000 45931 32876 17262 87625/more to achieve consistency.

3 Maorth 7862 267 34252 B5431 11213 19871

i, AEDET AT [=ig =g Ind A4 ETETE A4

4.5.3 Alignment, Border Effects

4.5.3.1 Align contents in a cell, cell range: left, centre, right, top, bottom

If you type numbers in a cell you will notice that, by default, they are right aligned. In other
words, the numbers are flush against the right hand borders of the cell. Text, on the other hand
is left aligned. Changing these defaults is simply a matter of changing the alignment of a cell or

range of cells.

Notice the alignment of the headings in the worksheet below:

_z |
3 [Name Team January February
4
s |Shirley WWest 56000 23000

March

April May June

45531 32876 17262 8762

The text in row 3 is left aligned, while the numbers in row 5 are right aligned. Suppose we wish

to make the contents of B3:G3 right aligned.

+ Select the cells whose alignment you wish to change.

- Format » Cells
« Click the Alignment tab.

« Change the Horizontal alignment to the desired option
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2
3 |Name Team January February March April May June |
: x|
5 |Shirley West 17262 876z
I3 tho Marth | Mumbers | Fontl Font Effects ﬂlignmentlBordersl Background I Cell Pratection | 11213 1987
7 |Leslie West  Textalignment 52525 4234
8 |Ahmed South Harizantal Indent Vertical 42323 121z
3 |Taye Morth - 42324 1232
opt —{  |Defaul -

: o & forres <]
11 Text direction

« Click OK.

_z |
3 [Name Team January February March April May Juni
4
5 |Shirley Wyest 6000 23000 45931 32676 17262 5762

Generally, the height of rows is such that the text in the cells appears to occupy the entire height
of the row. It is possible to change the height of a row either by clicking and dragging the lower
border of the row number or by selecting the row and using Format » Row » Height. In the
next screen, the height of row 3 has been changed in this way.

Name Team January February March April May Jun

Shirley West 56000 23000 45931 32876 17262 8762

In this worksheet, the vertical alignment of row 3, is Bottom.

The vertical alignment of the entire row, a range of cells, or a single cell can be changed as
follows:

« Select the cells whose vertical alignment is to be changed.
+ Format >> Cells.

« Click the Alignment tab.

« Change the Vertical alignment to the desired option.

Format Cells X

Mumbers IFont I Fort Effects Alignment |Borders | Background | Zell Protection

Text alignment
Harizontal Indent Wertical

Texk orientation

Sy Degrees r Ve[ticall;{q?gdb
F & ID 3: Boktam
— ABCD *
- r Reference edge
Ty s == =

+ Click OK.
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4.5.3.2 Centre a title over a cell range

Consider the following screen:

A | B | c | D | E | F | G | H
1 |Sales figures
2 Month
3 |Mame Team January February March April May Jun
4
5 |Shirley West 56000 23000 45931 32676 17262 8762
- WL _ o e e —a——— —————— ————— PRPPEIY . ———

Suppose we wish to centre the heading across C2:H2.

- Highlight the range of cells. In this case, it would be C2:H2.
- Format >> Merge cells

+ Click the Centre icon on the toolbar, . .

1 |Sales figures
2 I Month
Name Team January February March April May June

4.5.3.3 Adjust cell content orientation

Normally when we type text in a cell, its orientation is from left to right. Calc allows us to change
the orientation of text very simply.

Suppose we wish to add a slightly unusual effect to the following screen so that the headings
slope from left to right.

Name Team January February March April May June

Shirley West 56000 23000 45931 32876 17262 87625

« Select the range of cells you wish to modify.
- Format » Cells
« Select the Alignment tab.

Notice that the Text direction is 0°. Next to the degrees box, there is a compass indicating the
text directly visually.

- Either enter the figure 3159 or click on the 3159 point on the compass.

Page 4.73



4.5 OpenOffice.org Calc: Formatting

Format Cells x|

Numbers | Font | Font Effects  Alignment |Eorders | Background | cell Protection |

Text alignment

Harizontal Indent Vertical
Texk arientation |pefaut [ I = T =l
DEQI’EES Text orientation
" i | ¥ i Degrees I~ vertically stacked
- ~ - Dbl
- % - 315 = - Y 315 :
— D& I} :, 00 5 Reference edge
A = - *
i F Reference edge ) s [0 i [

“y L "-x“ IEIE Properties

™ Wrap text automatically
I™ Hyphenation active
™ Shrink ta fit cell size

OF I Cancel Help Reset

+ Click OK.
: -
A
% %

5 % ” % % N o

%
Name Tearm %G— %fl- #“6 ¢ Fee “%
4
5 |Shirley Wast 56000 23000 45931 32876 17262 B7R25

« Experiment with other orientations of text in cells.

4.5.3.4 Add border effects to a cell, cell range

The gridlines that you see on your screen indicated the edges of the cells. You can, if you wish,
add borders to cells or ranges of cells.

Suppose, in the following screen, we wish to put a border round the range of cells C5:H9 as well
as vertical lines between the columns.

» T 5 [ ¢ T o [ ¢ [ + [ e [ w ] . )

1 [Sales figures

z

53 |Name Team January February March April May June
4

5 [Shirley West 56000 23000 45931 32876 17262 87625
& |Mpho Morth 37862 31267 34252 £5431 11213 19871
7 |leslie Wast 45362 32423 B2526 32424 E2525 42342
& |[Ahmed South 54535 23132 54234 17252 42323 12121
3 |Toye Morth 43242 12134 16353 53434 42324 12323
10

+ Select the range of cells for which you wish to define the borders. In this case, it would be
C5:H9.

- Format » Cells.

+ Select the Borders tab.

+ Select a Colour for the borders. In the example below, red has been selected.

+ Select a Style. In the example below, 2.5 pt has been selected.
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The Line arrangement section allows you to select a predefined option in Default or to create
your own custom arrangement under User-defined.

« Select a suitable line arrangement.

You may remove a line you have added by clicking on it.

Format Cells x|

Numbers |Font I Fant Effects | Alignment  Borders | Background I Cell Prokection |

Line arrangemenk Line Spacing to conktents
Default Style Left ID.35mm 3:
) ) = =) - one - = Right [0.35mm =
User-defined 0.05 pt -
— s Top [0:35mm =]
1,00 pt

Botkom ID.35mm 3:

4,00 pt LI Iv Synchronize

Calar
I- Red j
Shadow stvle
Paosition Distance Color
Iﬁlﬁlﬁlﬁ Il.?Gmm 3: I- Gray j
oK I Cancel | Help | Reset |
+ Click OK.
_Z ]
3 [Name Team January February March April May June
4
5 |Shirley W st 56000 23000 45571 32876 17262 87625
& |Hpho Morth 37862 31267 34252 £5431 11213 19871
7 |Leslie Wast 45362 32423 E2526 32424 E2525 42342
& |Ahmed South 54535 23132 54234 17252 42323 12121
2 |Tayo Morth 43242 12134 16353 53434 42324 12323
m

Note: In the Borders tab you could have also added a shadow effect to your borders.
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4.6 OpenOffice.org Calc: Charts

4.6.1 Using Charts and Graphs

Create different types of charts/graphs from spreadsheet data:
column chart, bar chart, line chart, pie chart

4.6.1.1

Charts and graphs provide us with a more visual representation of one or more sets of numbers,
making the interpretation of these numbers simpler and more intuitive.

The following screen shows some data that we wish to represent graphically.

A | B | c | D | E | F | G |
1 |Rainfall and temperature for the first half of the year
2
] Jan Feb Mar Apr May Jun
4 |Rain {mm) 15 11 8 3 4 7
5 |Temp * G 2 23 15 15 12 1a
65

We start with the data in row 4. In creating the chart we will make use of the fact that the names
of the months are in row 3.

Select B3:G4
Insert » Chart

AutoFormat Chart x|

Selection

$5.heer_1 SE$3 3G

Fange

Chart results inworksheet

Sheet] |

[+ Eirst row as label

[~ First column as label

If the selected cells do not contain the desired data, selectthe data range now.

Include the cells containing column and raw labels it youwant them o be included in your chart.

Create

Help Cancel o Hack Mext >>

- Make sure First row as label has been checked.
- If you wish to insert the chart into a different worksheet, select the worksheet in the Chart

result in worksheet window.
+ Click Next.

Note: If you click the Create button, Calc will make a series of choices for you. This is not a
good idea since these may not be what you had in mind.
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AutoFormat Chart x|

Choose a chart type

| e | ik
@ /g\ ity

uls

. . X Columns
[T Shaw text elerments in Data series in: G ,'Eijs  Columnns
prewview
Help Cancel <+ Back Mext > > Create

« Select the appropriate chart type. In this case we have selected column.
- Make sure the Rows radio button is checked. (If the data had been organised in a column, we
would have needed to check the Columns radio button).

« Click Next.
AutoFormat Chart x|
Choose a wariant

e

[ -

1 [0 [ ] Morrmal

0 [ | Grid lines

T i { v ¥ axis I~ 2 axis

[T Show text elermnents in Data series in: f* Eows 8 LColumns

preview
Help Cancel << Back | Mext > I Create

- Select the variant of the basic chart type. In this case we have selected normal.

« If you wish to select gridlines, check the X axis and Y axis check boxes.

- Click Next.

- Fill in appropriate title for the chart and for the X and Y axis as shown on the following screen.
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AutoFormat Chart x|
Display
¥ Chart title IRainfaII far the first half of the wear
] v Legend
T Axis titles
R | [ axis IMDnth
U1 11 [T 11 ] v ¥ axis ITDtaI rainfall (mrnj
< H M A FH A H [T g axis IE axis title
[T Show text elerments in Data series in: = Eows () Calumns
preview
Help | Cancel | <+ Back | NexL =2 | Create
+ Click Create.
A | B | c | D | E | F | G
1 |Rainfall and temperature for the first half of the year
2
5 Jan Feh Mar Apr May Jun
4 [Rain (mm) 15 11 g 3 4 7
5 [Temp F Q) 22 23 18 15 12 10
£
7
B Rainfall for the first half of the vear
9 15
0 14 L
-
11 12 4
12 = 1
o
15 :E, o [
14 E s
15 % 71 Mo Qrow
c s 4 A -
16 = 54 4 4 -
17 e salas B
g B =
15 0 e
19 I B O A I I S
20 o
21 Jan Feb M for hBY O Jun
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« Drag the chart to the position you desire.

In the above example, we created a column chart. We could have created a number of other
charts in the same way by making the appropriate choice in the Choose chart type window.
Other common chart types are line, pie and bar. These are illustrated below.
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Creating graphs with more than one data series

In the previous example, only a single data range (the rainfall) was displayed. We can display
more than one data range.

The only change we really need make is to select the data labels and data when we start. In the
example above:

- Select B3:G5
- Insert » Chart
+ Follow the process through as before.

4.6.1.2 Add a title, label to the chart/graph.
Remove a title, label from the chart/graph

The previous example illustrated how to add titles and labels to graphs during the creation
process.

Suppose a graph had been created without labels and titles as shown in the following screen.
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Jan Feh Mar Apr May
Rain imm] 15 11 5] 3 4
Temp (* O 22 23 18 15 12 1

!

=

n
[ R |

(=)

|

oo

15
14
13 4
11 1

12 0
q 4
13 2]

14 74

15 B -
5 -
4
17 3 -

18 g
14

Lo

=)
:

I I
20 Colum  Colum  Colum  Colum  Colum  Calum
Z1 nk nc nD nE nF ni

There are no labels or title on this chart. The processing of adding them is quite simple.

« Double click on the chart. A thick grey border will appear round the chart.
- Insert » Title
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[} n n
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+ Make sure the Main title, X axis and Y axis check boxes are ticked and add appropriate text
as shown in the screen above.
« Click OK.

The result is shown on the following screen.
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[
7 .
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16 e I I 1 [
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19 Colu  Colu Colu Colu Colu  Calu
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21 hianth
22

To remove labels and titles:

» Double click on the chart.
+ Insert » Titles
+ Uncheck the labels and / or titles check boxes.

To change labels and titles:

« Double click on the chart.
« Insert » Titles
« Edit the contents of the labels and titles.
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If you delete the contents of the labels or titles this will also have the effect of removing them.

To add x axis labels:

As you will notice from the chart, the x-axis labels indicate the column of the data. What we
would like is for the months to be displayed. These are indicated in row 3. The reason the graph
in this example did not contain the x axis labels is as a result of only the data row being selected

when creating the graph.

To add x axis labels:

« Single click on the chart.
« Right click on the chart to display a context sensitive menu.

Rain
M 15
144
12 4
12 1
i 11
04— A i e f
E s -+ Position and Size...
z:H H H=
= 71 - . 1 Arrange 3
[ S S
g rEEE NN Alignmment 3
= g'_ EE T e Anchor 3
P e P o oy I o e N o Marne Object..
1 4 L1 1 - -
1] Modify Data Range...

Colurn Colurn Colurrn €

B C o 3 Group *
far
% cut Ctrl+X
Copy Crrl+C
Edit

+ Select Modify data range.
- Tick the First row as label check box.
- Select two rows of data - the x axis labels and the data itself.
The range in the Modify chart data range dialogue will change accordingly.

Modify chart data range il
Selectian
Range $5heet1 46355054 @l
[w Eirstrow as label Chart results inworksheet
[~ First column as labgl Sheet] j

If the selected cells do not contain the desired data, select the data rahge now.

Include the cells containing colurmi and row labels if wou want therm ta be included inyour chart,

Help Cancel << Back et LCreate
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Note: In setting up data for creating graphs, it is important that the data labels are in the row
above the data.

- Click Create.

There are some further related actions that can be carried out using this method.

To change the gridlines:

In the above example, only horizontal gridlines are displayed. This can be changed as follows:

+ Double click on the chart.
. Insert » Grids ...

| u ]
Rain
14
13 Main arid
12 Ok
11
g 10 ] ||
= g W ¥ axis Cancel
SRR :
A N [ 2 axis el
n = 0 | [ [QFowt|m =
E 41 M — Minar grid
a4 ] 1 =
P I N I [T % axis
14 — | — — ] — |-
0 T T T T T [ ¥ axis
Colu  Golu Colu Colu Golu Colu
mnB mnC mnD mE mnF mn G I_Zaxis
W onth
n | n

« Edit the check boxes as desired.

To show the value of data:

Double click on the chart.
Insert » Data labels ...

[ | n n
1515 Rain
14
:g T DELEY LT x|
T 1
= :El T Data labels
s —
= ' = [v Ehow walue:
E = 1 [ EE
E 74 HH HH Cancel
[ R S N f* as number —l
n = s [ [CIrowi]n
=] 4 1 - 1 + - r\-
— < 3 11 [ as percentage Help
4 - - - <
T 4~ ~H~H O H [~ Show label text
1}
Colu  Colu  Colu Colu  Colu Colu ; ;
B il oD mnE mnF oG [~ Show legend icaon with label
hlorth
n n n
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4.6.1.3 Change the background colour in a chart/graph

By default, there is no background colour to the chart. To add colour to or change the
background colour of a chart:

+ Double click on the chart.
- Right click on the chart.

+ Select Chart area.

« Click the Area tab.

Chart Area |

Lines Area I Transpatency I
Fill
ICDIor LI
B Magenta 7 -]
B Magenta 8
Bl Glus 1
I Elue 2
I Elue 3
I Elue 4 (i
B Elue S
[ Elue &
[ Blue 7
[ Turquaise 1
(| =l

Tornnica 7

(0]4 I Cancel Help Reset

« Select the colour for the background background.
- Click OK.

4.6.1.4 Change the column, bar, line, pie slice colours in the chart/graph

When we create a line, bar or column chart, Calc assigns default colours to the different data
series. It also applies default colours to the different segments of a pie chart. These default
colours can be changed as follows:

+ Tools » Options

+ Expand Charts.

+ Select Default colours.

- Select the data series you wish to change.
+ Select the desired colour from the palette.
+ Click OK.

The new colours will apply to future charts you create.

To change the colours of an existing chart:

« Double click on the chart. This will display a thick grey border around the chart.
« Double click on the data series or pie segment whose colour you wish to change.

+ Click on the Area tab.
« Select the new colour.
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x

Borders Area | Transparency I Characters I Fonk EFfects I Data Labels I Statistics I Optionsl
Fill

IColor j

[ wialet -
I Eordeau: _I
[ Pale vellow

[ Pale green

I Ok violet

B Seablue

Bl sun i

B sunz

@ sun 3
[Jsun4 Zl

a4 I Zancel Help Reset

+ Click OK.

4.6.1.5 Change the chart/graph type
Once a chart has been created it can be changed to another type of chart quite simply as follows:

« Double click on the chart.
« Right click on the chart to display a context sensitive menu.
« Select Chart type.

Chart Type LI
Chart category ———————————
gl -Ix}
€ s Cancel
Chart type Help

|
Wy

HE
=/ [

s
&

Lines

Mariants:

B E B B

Morrmal

+ Select Chart type and Variant.
+ Select 2D or 3D.
+ Click OK.

Page 4.86



4.6 OpenOffice.org Calc: Charts

4.6.1.6 Duplicate, move charts/graphs within a worksheet, between open
spreadsheets

Charts can be copied and moved just like any other object.
Moving a chart within a worksheet by dragging:

- Position the cursor over the chart.
« Hold down the left mouse button and drag the chart to its new position.
+ Release the left mouse button.

Moving / duplicating a chart within a worksheet using cut / copy and paste:

« Click on the chart.

- To move: Edit » Cut OR To duplicate: Edit » Copy.
- Select a target cell.

- Edit » Paste.

Moving / duplicating a chart between worksheets within a spreadsheet:

« Click on the chart.

+ To move: Edit » Cut OR To duplicate: Edit » Copy.
« Click on the tab of the target worksheet.

« Select a target cell in the worksheet.

- Edit » Paste.

Moving / duplicating a chart between open spreadsheets:

« Click on the chart.

+ To move: Edit » Cut OR To duplicate: Edit » Copy.

« Click on the Window item in the menu bar and select the desired spreadsheet.
« Click on the tab of the target worksheet in the new spreadsheet.

+ Select a target cell in the worksheet.

- Edit » Paste.

4.6.1.7 Resize, delete charts/graphs
Deleting a chart:

+ Click on the chart.
+ Press the Del key.

Resizing a chart:

« Click on the chart.

« Position the cursor over any of the eight handles.

« Drag the handle by holding down the left mouse button and moving the cursor.
« Release the left mouse button when the desired size has been achieved.

A resizing symbol will appear. The side handles allow you to resize the chart horizontally and the
top and bottom handles vertically. Using these will cause the chart to appear flatter or longer.

The corner handles allow you to resize the chart either horizontally or vertically. By dragging
these diagonally, you are able to resize a chart and keep its scaling.
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4.7.1 Worksheet Setup

4.7.1.1 Change worksheet margins: top, bottom, left, right

Margins refer to the blank areas at the top, bottom and sides of the printed page. The sizes of
these margins are set as follows:

« Open the document whose margins are to be set.

- Format » Page.
« Click the Page tab.

x|
Organizer Page |Eh:|rders I Backgraund | Headerl Footer I Sheetl
Paper farmmat
Format :
Width |21 .adcem 32
Height IEE‘.?Dcm 32
Orientation (% Partrait
8 Landscape Paper tray I[Fru:ur'n printer settings] j
Margins Layout settings
Left |2.IZIIZI-:r'n 3: Page layout IRight and left j
Eight m Format .23, |
Top m Table aligntnent [~ Horizortal
Bottom Im [ wertical
(0] 4 Cancel Help Eeset

Here we are only concerned with the Margins area of this dialogue.

« Adjust the margins by typing in the desired measurements into the Left, Right, Top and
Bottom windows. Alternatively, clicking on the increase and decrease arrows at the side of
the windows allows you to change the settings in increments or decrements of 0.1 cm.

« Click OK when you have completed the changes.

Note: The settings that you apply in this way will only apply to the current page style. If you
have used different page styles in a document, you will need to set each of these independently.
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4.7.1.2 Change worksheet orientation: portrait, landscape
Change paper size

Pages of spreadsheets and other documents can be printed either across the short side of the
page (as in the case of this document) or across the long side of the paper. The former is called
portrait and the latter landscape.

Landscape orientation is particularly important in the case of spreadsheets as our data often
covers many columns.

Generally, we work with A4 size paper. There are, however, many other standard paper sizes.
Further, you may form time to time come across non-standard sizes.

To change the worksheet orientation and paper size of the current spreadsheet:

- Format » Page.
- Click the Page tab.

This displays the same dialogue as in the previous section.

+ Select portrait or landscape by clicking the appropriate radio button in the Paper format
area.

« If you are using a standard paper size, click the Format drop down box to select the desired
paper size. If you are using a non-standard paper size, adjust the Width and Height entries
in the Paper format area.

4.7.1.3 Adjust page setup to fit worksheet contents on one page,
on a specific number of pages

It may be that in creating a spreadsheet we have not been careful is setting our columns widths
so that a spreadsheet can fit on a single page. In such a case, Calc can adjust the column widths
so that the spreadsheet will fit on a single page.

« Select the pages that need to be adjusted.

- Format » Page.

+ Click the Sheet tab.

+ Click the drop down button of the Scaling mode window.

« Select Fit print range(s) to width / height.

« Adjust Width in pages to 1.
If you used a different value, Calc would spread the output across this humber of pages. For
example, if you entered the value 2, the output would be spread across two pages.
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Page Style: Default X|

Qrganizer | F'agel Borders | Backaround | Header I Footer Sheet |

Page order
% Top to botkom, then right

" Left ta right, then down —

[¥ First page number 1 =
Print

[~ Column and row headers v Charts

[~ arid [v Drawing objects

[~ motes [~ Formulas

[v objectsfgraphics [v Zero values
Scale

Scaling mode Width in pages

I 1 3:
Height in pages |1 3:

)4 Cancel | Help | Reset

« Click OK.

4.7.1.4 Add, modify text in Headers, Footers in a worksheet

Adding headers and footers:

Headers and footers are text and information such as file names and page numbering that are
inserted at the top and bottom of each printed page.

- Edit » Headers and footers

This brings up the Headers / Footers dialogue.

« Click on the Headers tab.

The header is divided into three sections: Left, centre and right.

- Enter the appropriate text in each of the sections of the header.
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Headers/Footers {Page Style: Default) il

Header |F|:n:|ter I

Left area Center area Right atrea
=heet
Header ISheetl j
Custom header A | B?l ﬁl %] El El {I}l
Moke
IUse the butkons to change the font or insert figld commands such as dake, time, etc,
)4 Zancel Help Reset

- If you wish to format the text, click the text attributes icon:
This will display the text attributes dialogue which will allow you to change the font type and
size as well as other attributes such as colour.

- Click the Footer tab.
The footer can be created in exactly the same way as the header.
« Click OK when done.
Editing headers and footers:
If headers and footers have already been defined, Edit » Headers and footers will show the

current entries. These can be edited in the usual way.

4.7.1.5 Insert fields: page numbering information, date, time, file name,
worksheet name into Headers, Footers

To the right of the text attributes icon in the Headers / Footers dialogue are a number of other
icons. Pressing any of these will insert information such as page numbering, date and file name.

The meaning of these icons is shown in the following table:
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E; File name @ Number of pages in worksheet
Ej Sheet name m Date
@ Current page number @ Time
4.7.2 Preparation
4.7.2.1 Understand the importance of checking spreadsheet calculations

and text before distribution
Calculations

A spreadsheet is an example of a decision support system. We create spreadsheets so that data
can be analysed in various ways and turned into information.

You can think of information as data that has been manipulated in various ways so that we are
able to interpret the results. Ways in which we manipulate data include things like sorting,
summing, averaging, and so on.

If our data is incorrect or if the logic of our manipulations is flawed, the information will be
useless at best and dangerous at worst.

If our spreadsheet provides us with incorrect information, we will make incorrect decisions.

Before we make use of a spreadsheet or before we pass it on to someone else to make use of,
here are some checks that should be carried out:

+ Check the values that have been entered for correctness.

+ Check the completeness of the data. Has all data been entered?

+ Check that the correct functions and formulas have been used. It is possible to get
spreadsheets that provide us with information, but there are errors in the formulas. For
example, incorrect ranges may have been used in functions.

One simple check is to verify that our summaries provide reasonable values. For example, if you
have a spreadsheet that determines the average sales of a group of representatives, this value
will be somewhere between the largest and smallest values.

Text

Just as numeric work needs to be accurate, the presentation needs to reflect professionalism.
This means that the creator of a spreadsheet must check grammar and spelling as well as layout

before releasing the spreadsheet. A poorly constructed spreadsheet will be treated with less
respect by users, even if the numeric work is correct.

4.7.2.2 Preview a worksheet

Calc allows us to see what the printed spreadsheet will look like without actually printing it. To
use this facility:

- File » Page preview.
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This will display a full page as it would appear on the printed page.

The Page view object bar contains a number of icons that are relevant to working with the
preview.

GE G| B O3 | &) =) (M) | Page | Close Preview

These icons are in order:

L 2R 2K JEE JER R 2R K 4

*

Previous page

Next page

First page

Last page

Zoom in (enlarge)

Zoom out (shrink)

Full page

Page format button will take you directly to the page format dialogue. You can make your
changes and see the effect immediately.

Close preview button takes you back to normal mode.

Note: You cannot edit a spreadsheet while in page preview mode.

4.7.2.3 Turn on, off display of gridlines, display of row and column headings

for printing purposes

Unless you specify otherwise, gridlines and row and column headings are printed when you print
a spreadsheet.

To specify whether you wish these printed or not:

Format » Page.

Click the Sheet tab.

Uncheck the Column and row headers check box if you do not wish row and column headers
to be printed.

Uncheck the Grid check box if you do not wish gridlines to be printed.
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Page Style; Default

Qrganizer | Page | Borders | Background | Headerl Footer ShEEtl

Page arder

% Top to baottom, then Fight

8 Left to right, then down

V¥ First page nurnber I] 3:

Print

[ Column and row headers

I Grid
[~ Motes

¥ ©hjects/graphics

v Charts
[v Drawing abjects
[~ Farmulas

¥ Zero values

Scale

(o) Reducefenlarge printout

 Fit printout on number of pages

014 I Cancel | Help | Eeset |

+ Click OK.

4.7.2.4 Apply automatic title row(s) printing on every page of a printed

worksheet

In the case of very large spreadsheets, you may wish to have certain rows or columns printed on
each page. This would happen, for example, when certain rows or columns contain titles.

To achieve this:

- Format » Print ranges » Edit.

This will display the Edit print ranges dialogue:

+ Enter the rows and or columns you wish to repeat as shown in the screen below.

Edit Print Ranges

Prink range

0] 4
I- none - j I
= Cancel
Rows ko repeat
I- user defined - j |$1 3 Help
Columns ko repeat
I- user defined - j |$F'-|

An alternative method is to click in the window indicating the range or click on the shrink icon at
the right of the window and select the range of rows or columns by dragging the mouse over
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them.

« Se the Print range in a similar way to indicate the range for which the rows and or columns
must be repeated.

4.7.3 Printing

4.7.3.1 Print a cell range from a worksheet, an entire worksheet, humber
of copies of a worksheet, the entire spreadsheet, a selected chart

To print a spreadsheet:
« File » Print.

This brings up the Print dialogue:

print x|

Printer
Hatme I'.,'.,'l.l'l.l's] YHP Laser]et 1200 Series PCL G j Properties... |
Status Default printer
Type winspoal
Laocation Melz:
Cormment
[~ PBrint to file
Print ranige Copies

&+ Al Mumber of copies I] 3:
" Pages 1-2

[T collate
" Selection m

Ok | Cancel | Help |

« If you wish to print using all the defaults, click OK.
To print a section of a worksheet:

« Highlight the section of the spreadsheet you wish to print.
« File » Print.

+ Click the Selection radio button.

+ Click OK.

To print a range of pages:

+ File » Print.

« Click the Pages radio button.

- Enter the range of pages you wish to print.
- Click OK.
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To print multiple copies:

« File » Print.

« Click the Pages radio button.

« Enter the range of pages you wish to print.

« Set the number of pages you wish to print.

- If you wish the pages to be collated, check the Collate check box.

pnt x|

Printer

Marme I'.,'.,'l.l'l.l's] YHP Laser]et 1200 Series PCL G j Properties... |

Status Default printer
Type winspoal
Laocation Melz:

Cormiment

[~ PBrint to file

Print ranige Copies

Al Murnber of copies 3

F Pa_ges _
1-2 24 2 W Collate;
™ Selection 1 1

Options... | o] 4 Cancel | Help |

+ Click OK.
Changing the printer:

If you have more than one printer installed, you can click on the Name drop down box. This will
display a list of installed printers.
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