Module 4

Spreadsheets using OpenOffice

CALC

Module Overview

In this module you will learn how to develop, work with and manipulate
spreadsheets using the computer application OpenOffice Calc.

At its core, a spreadsheet is a table of rows and columns, creating a grid
of cells in which numeric or text values are displayed. In most situations,
spreadsheets are used for manipulating numeric data. The spreadsheet
computer application is designed to enable you to model and observe the
relationships among data in the respective rows and columns.

Spreadsheets can be useful in a variety of contexts, e.g., to analyse
business data, to track personal finances, or to create charts for visual
interpretation of data.

Upon completion of this module you will be able to:
= Develop, format, modify and use a spreadsheet
= Generate and apply standard formulae
= Create and format graphs and charts
= Qutput a spreadsheet to print

Terminology

Spreadsheet A spreadsheet is a large sheet of rows and columns
that lays out information about a financial
transaction, including things like costs, taxes,
income, etc., so that a business person or manager
can easily make decisions

Worksheet A worksheet is one page of a spreadsheet. An
electronic spreadsheet document can incorporate
many worksheets.

Cell A cell is the area formed by the intersection of a
row and a column. Spreadsheet cells contain
information such as text, numbers, and formulas.

Toolbars Toolbars are areas in the application that contain
most of the common commands and functions you
need to use the application.

Formulas A formula is a spreadsheet function entered in a
cell.

Functions A function is a formula that is built into the Calc
program.

Chart A diagram that displays data in a pictorial form.




N

Relative Cell A reference to a worksheet cell that is dynamic.

Reference The reference changes with changes in the
worksheet.

Absolute Cell A reference to a worksheet cell that is static. The

Reference reference doesn’t change with changes to the
worksheet.

Study Tips

You may find it useful to skim through an entire block of content first,
paying special attention to the headings and introductions, and then go
through a second time for more in-depth study and practice.

However, we recommend that you do the activities as they appear. They
are essential study materials, offering practice in particular skills that will
build your proficiency in using spreadsheets.

Keep linking the new content that you are studying with content in this
module that you have already covered and with your own general
knowledge, to deepen your understanding of the operations you are
learning.

If you have difficulty understanding any area, try working at it slowly. If
you still do not understand, seek help.

Preknowledge
Before beginning this module, we recommend that you:

o complete the modules on Computer Applications (Modules 1 and
2) and Word Processing (Module 3)

o be skilled in arithmetic computation: addition, subtraction,
multiplication, division, computation with decimal numbers,
computation of percents

o be skilled at estimating the results of simple calculations, so when
entering formulas the results can be mentally checked

o be alogical thinker, that is, capable of following a series of
calculations from one step to the next




Introduction to Spreadsheets

More than any other application software in history, the spreadsheet has
been instrumental in helping personal computers gain widespread
acceptance in the business community. Called a “killer” application,
spreadsheets made such an immediate impact on financial accounting that
businesses couldn’t afford to not take notice.

Section Overview

This section will introduce you to the key concepts of the spreadsheet
application.

By the end of this section, you will:

e appreciate the impact that the development of the spreadsheet had
on growth of the personal computer industry

e become familiar with some design considerations for spreadsheet
documents

Development of the spreadsheet
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Spreadsheets, in their original paper form, have been used in financial
accounting for hundreds of years. A spreadsheet is a large sheet of rows
and columns that lays out information about a financial transaction,
including things like costs, taxes, income, etc., so that a business person
or manager can easily make decisions.

Electronic spreadsheets are much more recent. Their development dates
back to 1978, when Dan Bricklin and Bob Frankston, two MIT
acquaintances, developed a program called VisiCalc (from the words
visible and calculator). VisiCalc became an instant success and
convinced a lot of business people to purchase a personal computer for
their business. (reference: http://www.bricklin.com/history/sai.htm)

In 1983, a new spreadsheet application called Lotus 1-2-3, designed to
run on personal computers being produced by IBM, was introduced. It
added integrated charting, plotting, and database features, and established
the spreadsheet as a tool for data presentation and complex calculations.

The next milestone was in 1985, when Microsoft Excel was written for
the Apple Macintosh personal computer. The Macintosh offered the
advantage of a graphical user interface, with pull-down menus and the
point-and-click capability of the mouse, which made it easier for most
people to use. When Microsoft released the Windows operating system,
Excel was the first spreadsheet software designed to run on it.
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Design considerations for spreadsheet documents

The two features of a good spreadsheet are:
e good data, and
e good design. Good design makes it easier to enter data and
retrieve valid results. Poor design can make a spreadsheet
unusable despite having excellent data to work with.

The points below will help you to avoid becoming disoriented in the
maze of spreadsheet cells by designing your spreadsheet so that you can
navigate easily. Other suggestions will help you create a spreadsheet
document that analyses data quickly and efficiently. You may not
understand all of the terms described below until you work through the
practical exercises, but refer back to this list often as you create new
spreadsheets.

1. You should start your design with an end in mind. Establish how
you are going to layout the columns and rows of your
spreadsheet. Spreadsheet software has far more rows than
columns, so generally you should create your spreadsheet
document with the headings running across the columns, and the
data in rows underneath.

4 |Month Rainfall (mm)

5 [January 146
6 |February 121
7 |Mmarch 102
g8 |Apri 69
9 |may 56
10 |June 47
11 |July 3
12 |August a7
13 |September 60
14 |October 116
15 [Movember 155
16 |December 172
17

2. Sometimes the number of rows or columns will increase over
time, and sometimes they will remain fixed, but you should
assume that you will have to add more data or formulas sometime
in the future (because you probably will).

3. Use descriptive labels for rows, columns, and cells in your
spreadsheet.

4. Use different type faces or font colours to distinguish data and
highlight features of your spreadsheet, but keep it simple. Use
Bold for data headings.

5. All raw data should be included in a single worksheet (a
worksheet is one page of your spreadsheet).

6. Leave about four blank rows at the top of your spreadsheet above
your column headings. These can be used for keeping totals,
since this location is much easier to find than at the bottom of
your data.




your spreadsheet organised, but will also help speed up some
calculations.

8. Use a date format that the spreadsheet recognises as a date (as
opposed to text). This will allow you to use this data in formulas.

9. Don’t combine data into one cell. For example, a person’s name
should go into at least two cells: Family Name and Given
Name.

10. Decide what formulas you need to use to perform the calculations
in your spreadsheet.

11. Decide what charts or graphs are most appropriate to display the
results of your spreadsheet analysis.

@ 7. Have your data sorted as much as possible. This will help keep
| |

The following main types of graphs/charts are possible:

R IFT]

i
Bar l;

=

Pie

Line

»
.
Al

XY .
Scattered ot

@7 Summary

This section discussed the development of the spreadsheet application,
and introduced the concept of spreadsheet design, in particular how good
design makes it easier to enter data and retrieve valid results from your
spreadsheets.




Using the Spreadsheet Application: The Basics

Section Overview

OpenOffice Calc is the application we will be using to develop and work
with spreadsheets. Calc is similar to Microsoft Excel; in fact you can save
your Calc spreadsheets in Excel format for sending to Microsoft users.

In this section we will become familiar with the basic features of the Calc
application and learn how to perform basic spreadsheet operations.

Upon completion of this section you will be able to:
e open and close Calc
identify the core components of the Calc workspace
open one and several spreadsheets; close a spreadsheet
create a new spreadsheet
save spreadsheets in different locations and under different
conditions
e switch between worksheets in a single spreadsheet
e use help functions in Calc
e use tools to adjust settings

D Opening and closing Calc

Opening and closing OpenOffice Calc is done the same way as opening
and closing OpenOffice Writer from Module 3, by using the
Applications menu in the top-left of the Ubuntu desktop.

-g_,“,‘ Applications | Places System e@ 0

;}» Accessories >
[« Games >
“i Graphics >
(o) Intemet >
| g Office )| L&) Dictionary
_:." Programming > @ Evolution Mail and Calendar
ﬁ Sound & Video > %}] OpenOffice.org Database

OpenOffice.org Presentation

@. Add/Remove...

| E OpenOffice.org Spreadsheet
I,

M oﬂs@Perform calculation, analyze information
and manage lists in spreadsheets.

To open CALC:

1. Click on the Applications menu.
2. Click Office
3. Click OpenOffice.org Spreadsheet.




D This will present the OpenOffice splash screen as the operating system

=== loads the Calc application.
A
—
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OpenOfficeorg 3.0
Sun
To close CALC:
e Click on the File menu in Calc, then click Exit
or
e Click on the Exit icon in the top right hand corner of the
Calc window.

Creating, opening, and closing spreadsheets

Creating a new spreadsheet

When you launch the Calc application, a blank spreadsheet is created for
you automatically. To create a new spreadsheet from within the Calc
application:

1. Click on File on the menu Bar.
2. Click on New on the drop down menu.
3. Click on Spreadsheet. This will display a blank spreadsheet.

o) Untitled 1 - OpenOffice

Eile|§dit View Insert Format Tools Data Window Help

[ New v Text Document
£ Open... Ctrl+0 |g] Spreadsheet . Ctri+N
Recent Documents b @] Presentation L‘? |:
Wizards v [ Drawing
Database L
X Close
[ save = [8] HTML Document L

XML Form Document L

# save As... Ctrl+5hift+S
[ Master Document

[£] Formula

= Labels

= Business Cards

Export...
Export as PDF...

Templates and Documents




D Your work area is one of the worksheets of the spreadsheet that you are
working on. The tabs in the bottom left corner of the work area allow you

to switch between worksheets. If the tab for Sheet 1 is highlighted, then it
is the first worksheet that is being displayed. If you click on Sheet 3, then
the third worksheet replaces the first on the screen. The spreadsheet
consists of all these worksheets.
A spreadsheet consists of text, numbers and formulas that are entered into
the cells of its worksheets. Collectively, text, numbers and formulas are
referred to as data. Spreadsheets that contain data are saved as files, just
as in the case of word processed documents.
Opening an existing spreadsheet from within Calc
1. Click on File in the menu bar.
2. Click on Open. This brings up the Open Dialogue window. The
dialogue lists a series of directories and files.
3. Locate the directory in which the desired file is held.
4. Click on the directory to open it.
5. Highlight the file.
6. Click Open.
% < || &g cenc |Modulea|
Places Name v | Modified
[& search £ rainfall.ods :10:04
@ Recently Used '
&g conc
& Desktop
. File System
_! Floppy Drive
[E5 Documents
[E5 Music
[E5 Pictures
& Videos
All files ~
P File type
Version:
[ Read-only
Icancel ‘ i 50pen |
n Tip: If you are not sure about the directory that contains your file and
you have to search a bit, you will find the Up one Level icon useful.




Closing a single spreadsheet

Before we perform this task, we need to be clear about the difference
between the ‘close’ and ‘exit' commands. Close closes the spreadsheet,
but leaves the program Calc and other spreadsheets open. EXxit closes the
spreadsheet you are working on, any other spreadsheet that is open, as
well as Calc.

1. Click on File on the menu bar.
2. Click on Close. This command is in the top section of the drop
down menu. Exit is in the bottom section.

Eile|gdit View Insert Format Tools Data Window
[ New v BT 4 5 mec_|mB
L9 Open... ctrl+0 = E e
Recent Documents b
M T A 4
Wizards »
| X Close " 12z =
=] save Wetri+s =

¥ save As... Ctri+Shift+s

Reload

Versions... m)
146
ETIE= 121
Export as PDF... 102

Tip: Always save your data before closing or exiting. Calc will help you
here if the version of the document that you have on the screen differs
from the one already saved on the hard disk. Calc will ask you whether
you want to save the new version. Secondly, always close Calc before
you shut down the system.

Working with multiple spreadsheets

If you need to work on more than one spreadsheet at the same time, you
can open multiple spreadsheets and move between them. You may want
to do this if you need to copy data from one spreadsheet to another.

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.
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5. 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:

1. Click on Window to list the spreadsheets that are loaded.
2. Click on the spreadsheet that you wish to make active.

o] snowtfall.ods - OpenOffice.org Calc
File Edit View Insert Format Tools Data ﬂindow|ﬂelp
= [ = < 0 A New Window
o [ E] Q kEJ & # Close Window Ctrl+W
[Nimbus Sans L [~] [0 [~] 'E' Split
7] Freeze
‘ fw E = ) rainfall.ods - Openoffice.Rrg Calc B
A B [ C [ ® snowfall.ods - gpenofficé%rg Cale —
I ] i

w&wN.—lL

Close more than one spreadsheet

If you wish to close some but not all the spreadsheets you have loaded,
then you will use the Close command for each separately. If you want to
close all spreadsheets as well as exit CALC, then you will use the Exit
command.




Saving spreadsheets

You will want to save your documents often so that you don’t lose data if
your computer crashes or if your application is inadvertently closed. If
you exit the application without saving, Calc will prompt you to save
your work.

Saving on the hard drive of your computer

1. Click on File, then click Save As. This will bring up the Save As
dialogue.

2. Locate the drive and /or the directory in which you wish to save
the file. You can save files to your hard drive, floppy drive, Flash
Memory stick, or many other storage memory devices.

3. Enter the name of the file in the File Name window.

4. Click Save.

Name: |5un|ighli |
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< || &3 cene ‘ Module 4
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10:25
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L File system
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b File type
] Save with password

cancel | Dgave |
=

= [update Manag... | [s] rainfall.ods - Ope... | [s snowfall.ods - Op... || [a| Untitled1-open... [[E] | &
SOFFE [®] right cerl

Save an existing file 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 below. In this case the
spreadsheet already has the name demo.sxc.

We can now save what is displayed on the screen in two ways:

e As the existing file: After loading demog.sxc from the hard disk,
we made some changes to it. Those changes exist only on the
version on the screen and will not automatically be made to the
file that is located on the hard disk. To replace the version on the
hard disk with the contents as displayed on the screen.

Click on File, then Save.

11




e Under another name: Suppose we do not want to overwrite the
D contents on disk but would still like to save what is on the screen.

(i)
Click on File, then 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.
Save in another file type
Sometimes it is useful to convert the spreadsheet format into another
format, for example, a text file that can be manipulated using a word
processor. Alternatively, you may wish to save the spreadsheet in a
format used by another spreadsheet program such as Microsoft Excel. To
save a spreadsheet in a different format:
1. Click on File, then Save as
2. Click on the File Type window. This will display a list of file types
3. Use the vertical scroll bar to view all the file formats.
Name: | |
= Browse for other folders
< |[ac:n:‘ Create Folder
Places Name v | Modified
&, Search @] Desktop 10:04
@) Recently Used = (= Documents 509—07—16 =
ODF Spreadsheet (.ods) ~
Vu:iletype
ODF Spreadsheet ods
ODF Spreadsheet Template ofs
OpenOffice.org 1.0 Spreadsheet SXC
OpenOffice.org 1.0 Spreadsheet Template stc
] Save with password
€ cancel | [T]save |
- The following table lists some of the main file formats and a brief
é ;. | explanation of each.
File type Extension | Explanation
OpenOffice.org Calc SXC This is the format of Calc itself
Spreadsheet
OpenOffice.org stc A template is an outline for new templates.
Spreadsheet template This may include text, values and formulas

that are automatically inserted when a new
template is created using template. It could
also include formatting of cells such as font
type and colour.

dBase dbf This would save the spreadsheet in a format
used by some database programs. These
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File type

Extension

Explanation

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, xIsx

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 to
have them 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 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 is an industry standard for exchanging
data between different types of application.

Portable Document
Format

pdf

Pdf files are a common way of sending
documents that you do not wish the receiver to
be able to edit. These files can be read with
Acrobat Reader. Unlike the previous formats
that are created using the Save As ... function,
pdf files are created using the Export as pdf
... option in the File menu.

Save different Versions

On the file menu there is an option called Version that allows you to save
different versions of the spreadsheet in the same file. You are asked to
give the version a name and this is recorded along with the date and time
of the changes that were made. If you want to open another version of a
file, simply click on File->Version and choose the Version you want to

open.

Getting Help

OpenOffice has a help file for each application. The help files are
searchable and can assist you with almost any OpenOffice Calc task.

1. To access the help file, click on the Help menu in the Menu
toolbar, and then click on OpenOffice.org Help. Alternatively,
press the F1 key on your keyboard.

File Edit View Insert Format Tools Data ﬂindow|ﬂelp|

= - = geg @ OpenOffice.org Help F1 |
L ] — D Q !' ;"i m@, m@@h What's This? L\@

é@ | Nimbus sans L

~| [10 v B 4 Get Help Online...

| A1 -

Translate This Application...

f X = Report a Problem —

About OpenOffice.org T
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2. Perhaps you are interested in getting help with inserting charts

into your spreadsheet. When the Help window opens, you can
browse through the Help contents by clicking on the Contents

tab.

=) ‘OpenOffice.org Help - OpenoOffice.org Calc

|openoffice.org Calc

|c0ntents|lndex Find | Bookmarks

& Formulas
& Spreadsheets
& Presentations and Drawings
& Macros and Programming
& Installation
7 Common Help Topics
& General Information
& OpenoOffice.org and Microsoft Office
& Openoffice.org Options
& Wizards
& Configuring OpenOffice.org
& Working with the User Interface
& Printing, Faxing, Sending
& Drag & Drop

& Load, Save, Import, Export
& Links and References

& Document Version Tracking
& Labels and Business Cards

& Inserting External Data

& Automatic Functions

& sSearching and Replacing
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Inserting Charts

Different methods exist to start a chart:

« Insert a chart based on data from cells in Calc or writer.
These charts update automatically when the source data
changes.

« Insert a chart with a default data set, and then use the
Data Table dialog to enter your own data for that chart.
These charts can be created in Writer, Impress and Draw.

= Copy a chart from Calc or Writer into another document.

These charts are snapshots of the data at the time of
copying. They do not change when the source data
changes.

In Calc, a chart is an object on a sheet, it cannot be a
sheet of its own.

Chart in a Calc spreadsheet
1. Click inside the cell range that you want to present in your
chart.
2. Click the Insert Chart icon on the Standard toolbar.
You see a chart preview and the Chart Wizard.
3. Follow the instructions in the Chart Wizard to create the

[>

[<]

KB

search term.

@ ‘OpenOffice.org Help - OpenOffice.org Calc

|Openoffice.org Calc

IS

o E Y

Contents |Index ‘ Find k k

Search term

[charts;inserting |

Inserting Charts

formatting areas
formatting floors
formatting walls
inserting
overview H
printing
properties
reorganizing
scaling axes
scaling text
shortcuts
showing axes
updating automatically (Writer)
check box creation
CHIDIST function
CHIINV function
Chinese writing systems
CHITEST function
CHOOSE function
choosing printers
circle drawings
CLEAN function
clearing, see also deleting/removing

Different methods exist to start a chart:

 Insert a chart based on data from cells in Calc or Writer.
These charts update automatically when the source data
changes.

+ Insert a chart with a default data set, and then use the
Data Table dialog to enter your own data for that chart.
These charts can be created in Writer, Impress and Draw.

+ Copy a chart from Calc or Writer into another document.
These charts are snapshots of the data at the time of
copying. They do not change when the source data
changes.

In Calc, a chart is an object on a sheet, it cannot be a
sheet of its own.

Chart in a Calc spreadsheet

1. Click inside the cell range that you want to present in your
chart.

Client Side ImageMap 2. Click the Insert Chart icon on the Standard toolbar.
|Wl You see a chart preview and the Chart Wizard.
_— 3. JFollow the instructions in the Chart Wizard to create the
| == | [¢] rainfall.ods - Openoffi... | ) Openoffice.org Help - ... | - G

3. The Index tab lets you search for specific help topics by typing a




4. The Find tab lets you search all of Help for specific words.

OpenOfhice.org Help - OpenOffice.org Calc

‘ OpenOffice.org Calc

| Contents | Index |Find | Bookmarks |

Search term

inserting charts |

["] Complete words only
[ Find in headings only
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Charts in OpenOffice.org
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Inserting Charts

Different methods exist to start a chart:
+ Insert a chart based on data from cells in Calc or Writer.

These charts update automatically when the source data
changes.

+ Insert a chart with a default data set, and then use the
Data Table dialog to enter your own data for that chart.

These charts can be created in Writer, Impress and Draw.
= Copy a chart from Calc or Writer into another document.

These charts are snapshots of the data at the time of
copying. They do not change when the source data
changes.

Chart in a Calc spreadsheet

. Click inside the cell range that you want to present in your

chart.
. Click the Insert Chart icon on the Standard toolbar.

You see a chart preview and the Chart Wizard.
. Follow the instructions in the Chart Wizard to create the
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In Calc, a chartis an object on a sheet, it cannot be a
sheet of its awn.
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the Bookmarks tab.

5. You can bookmark Help pages that you are likely to revisit using

OpenOfhce.org Help - OpenOffice.org Calc

|0pen Office.org Calc

| Contents  Index |Find | Bookmarks ‘

Search term

inserting charts ~ |

(] Complete words only
7] Find in headings only

Grids

Arrangement

Choesing a Chart Type

3D View

Chart Type Area

Chart Type Column and Bar

Chart Type Column and Line

Chart Type Line

Chart Type Net

Chart Type Pie

Chart Type Stock

Chart Type XY

Chart Wizard - Chart Elements

Chart Wizard - Chart Type

Chart Wizard - Data Range

Chart Wizard - Data Series

Charts in OpenOffice.org

Adding Texture to Chart Bars

Inserting Charts

nserting Data From Spreadsheets
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Inserting Charts

Different methods exist to start a chart:
= Insert a chart based on data from cells in Calc or Writer.

These charts update automatically when the source data
changes.

= Insert a chart with a default data set, and then use the
Data Table dialog to enter your own data for that chart.

These charts can be created in Writer, Impress and Draw.
= Copy a chart from Calc or Writer into another document.
These charts are snapshots of the data at the time of

copying. They do not change when the source data
changes.
Chart in a Calc spreadsheet
1. Click inside the cell range that you want to present in your
chart.
2. Click the Insert Charticon on the Standard toolbar.

You see a chart preview and the Chart Wizard.
. Follow the instructions in the Chart Wizard to create the

R

In Calc, a chart is an object on a sheet, it cannot be a
sheet of its own.
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@ Self Assessment

To assess your learning, make sure you are comfortable carrying out the
following tasks in OpenOffice Calc:

1.

gagbrwn

1S

8.

|’_C‘67 Summary

Find and select OpenOffice.org Spreadsheet from the
Applications menu.

Create a new spreadsheet.

Save your spreadsheet to disk as My First Spreadsheet.
Close the spreadsheet and exit OpenOffice Calc.

Again, start OpenOffice Calc and open your recently saved
spreadsheet.

Save your spreadsheet again under a different document
format.

Use OpenOffice Calc Help to search for help on a subject,
and bookmark a help.

Close the document and exit the application.

This section introduced the OpenOffice Calc application and described
the basics steps to using Calc, including opening and closing
spreadsheets, saving your documents, and using Calc functions and help.
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Working with spreadsheets

Section Overview

So far in this module you have been introduced to the features of the
OpenOffice Calc spreadsheet application and have learned some of the
basic operations, such as opening, closing, and saving documents.

In this section we are going go further into the Calc workspace to learn
how to use the toolbars and other components in Calc, and how to
customise Calc for your use.

In this section, we will
e identify the core components of the Calc workspace
o learn about the Calc toolbars and their function
o perform some basic tasks with spreadsheet documents

D Locating the components of the Calc window

When you open the Calc application, you will see running across the top
of the Calc window a set of four toolbars each of which displays a series
of icons or buttons that you can click on when you want to perform
certain tasks. Beneath that you will see a worksheet window ready to
receive your data, and another toolbar to provide a shortcut to perform
common tasks.

The Calc window explained

title bar menu bar

ainfall, i x
function - . oy
toolbar .,,__\\E\Ie Edit View "Insert Fgrmat Tools Data Window Help x
omies I -@Ee Hiwa v® L0004 @i:i. 6P B4 & @mE |
toolbar I = = el = [ | (100% |
e = S — S =
bl (Nimbus Sans L o -la4A EEEE » 23 EkEFH-E-B- E
& - w3 =
column e for 3 I
headings A [ 8 [ e [0 J e [ B [ 6 [ H feebeed J | kK [ L e
| Lo /scmllb&
r2
— h
row headings 4 |Month Rainfall (mm})
5 January 146
6 |Februa 121
cell A7 rch 102
8 [April 83
9 |May 56
10 [june 47
11 [uly 3
12 |August 37
13 |September 60,
14 [October 118
15 |November 155
16 |December 172
"1 \sheety (SesE EnesE 11 0|
Sheet 1/3 I Default 100% STD Sum=0
t
worksheet tabs zoom
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Calc toolbars

The Menu Toolbar

The menu toolbar displays the names for categories of basic commands,
many of which also are found in the other OpenOffice tools. For
example, the File menu consists of a set of commands related to file
operations such as opening an existing file, creating a new file, closing
files, and so on.

File Edit View Insert Format Tools Data Window Help X

The Function Toolbar
The second bar is the function toolbar. It contains icons to provide quick

access to commands found in the drop down boxes on the main menu,
e.g., New, Open, Print, Copy, Paste, etc.

Q'£1|:|f;] E|E.§‘$1“@E§§% @al'_!i:f}ﬁ'_%
The Formatting Toolbar
The third bar is the formatting toolbar. It contains icons and drop down

menus for commands used to format cells, e.g., to select a font, font
colour, alignment, number format, border option and background color.

Eﬁ |NimbusSansL - |10 R | éﬁ; % ):

The Formula Toolbar

The fourth bar is the formula toolbar. It contains the Name Box drop
down menu. In this dialog box you will see the address of the cell or cell
range that is currently selected (e.g., C1:D5, if the block of cells from cell
C1 to cell D5 is selected). Also you will see a long box called the Input
Line, which serves as the entry point for all data to be entered in the
highlighted cell.

(a1 v f X = |

Tip: When you place your mouse cursor over an icon on a toolbar, the
name of the function appears on your screen.

Selecting the >> drop down menu on the far right of the function and
formatting toolbars opens a menu of options for customising the toolbars.
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The Calc Work Area

The work area consists of a grid formed by the intersection of rows and

columns. Each grid is called a worksheet, and a spreadsheet can be made
up of many such worksheets.

Columns, Rows and Cells

The main feature of a worksheet is that it is organised into columns and
rows. Columns run vertically from top to bottom of the work area and are
named by the letters of the alphabet seen at the top of each column. The
rows run horizontally from left to right and are numbered.

A cell is the point where a row and a column intersect or cross each other.
For example, cell A7 is the cell lying at the intersection of Column A and
Row 7. A7 is also referred to as the address of the cell.

column (A7 foo 2 =

headings™ 1F——F— & | 5 |
1
2
3

row headings|| ¢ [Month Rainfall (mm)
5 January 146
6 |February 121

cell A7 = ——ltarch | (02
8 |April 69
9 |May 56
10 |June A7
11 |Julv 3

Tabs

The tabs are located at the bottom left corner of the work area. By
default, there are 3 of them, named Sheet 1, Sheet 2, Sheet 3. These tabs
identify the worksheets that are contained in a single spreadsheet.

When you click on a tab, its worksheet is displayed. The work area that
we have been looking at thus far is essentially the work area of a single
worksheet when displayed on the Calc screen.

We will look more closely at spreadsheets and worksheets in a later
section.

L2 | ERDLEITIET o
14 |October 116
15 |Movember 155
16 |December 172
17
" Sheetl [Sheet? [Sheet3 / ||«

Sheet1/3 Default

worksheet tabs
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Adjusting the application settings

When you first open the Calc application, the workspace is organised so
that the most used toolbars and features are available to you. As you
become more proficient at using spreadsheets, you will find that you want
to customise the Calc workspace to better meet your needs.

2 Options - OpenOffice.org - Paths
& Opeunsgf;ﬂéggrg Paths used by OpenoOffice.org

General Type [Path
Memory AutoCorrect fhomejccnc/.opencffice.org/3/user/autocorr
View AutoText /home/cenc/.opencffice.org/3/user/autotext
Print Backups fhomejcenc/.openoffice.org/3/user/backup
Paths Gallery Jhomejcene/.openoffice.org/3/user/gallery
Colors Graphics fhomejccne/.openoffice.org/3/user/gallery
Fonts My Documents Jhomejccnc
Security Templates Jusrfshareftemplates/ooo/common;/usr/shareftemplates/oo
Appearance Temporary fil frmp
Accessibility

Java
Load/Save
Language Settings
OpenOffice.org Calc
OpenOffice.org Base
Charts
Internet

HEEEEHEH

| Defauit | Edit.3 |

oK || Cancel | Help | Back

.

Magnification Tools

You can enlarge or decrease the screen display of the spreadsheet you
have open by clicking on the Zoom tool on the Function toolbar.
Choose the magnification that works best for your screen.

raintraill.ods - OpenOmce.org Caic

pols Data Window Help
@ wm w4
w V] A 4 A EEEE Vo

100%

= |March 150%
200%

3N | BO BPE | BQ | PageWidth
Optimal
Entire Page

HELC

[

Modifying Options (show/hide toolbars)

OpenOffice Calc comes with a very large array of tools to format text and
objects in your spreadsheet. When you install the application, the default
toolset contains most of the tools that you will need to work on your
documents, but you can also choose to show or hide toolbars or to modify
toolbars if you need to.




To show or hide

=

toolbars:

From the View menu click on Toolbars

2. Click in the boxes to either show or hide toolbars as needed.

o) rainfall.ods - OpenOffice.org Calc

v & T

4

&

00000

ar

3D-Settings

Align

Drawing

Drawing Object Properties

[T

Fontwork

Form Controls

Form Design

Form Mavigation
Formatting
Insert

Insert Cell
Media Playback
Picture
Standard

Text Formatting
Tools

Hyperlink Bar
Formula Bar

Customize...

File Edit |View | Insert Format Tools Data Window Help
B 6 & Normal
N —1 "] Page Break Preview
e .
= @ Toolbars | v
¥ Formula Bar®
AT ¥ Status Bar
& Input Method Status
1 ¥ Column & Row Headers
2 ] Value Highlighting Ctrl+F8
3 | Data Sources F4
4
5 "1 Full Screen Ctrl+Shift+)
5 @), Zoom...
7
g
9
10
11
1=
13
14
15
16
17
el Shast1 fSREATD 7 Shests 7 el

To modify a toolbar:

1. From the Tools menu, click on Customize. The Customize
dialogue window will open. You can use this to modify menus,
keyboard functions, toolbars, or events.

Ci

Toolbar

Toolbar Content
Commands

Save In

Description

OpenOffice.org Calc Toolbars

| Menus | Keyboard |Toolbars | Events |

ustomize

istandard

New...

Toolbar

O IE Save As...

(o] @ Document as E-mail...
&

[is] I

I

‘Open Office.org Calc

-~
o

2. Click on the Toolbars tab.

already registered. OpenOffice.org automatically converts file paths into URL notation.

Loads a document specified by an entered URL. You can type a new URL or select one that is :|

| OK || Cancel ||

Help

==

4
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Choose the toolbar you want to modify from the dropdown list.
In the Toolbar Content Commands section, check the
commands you want to include on the toolbar, and uncheck the
commands you don’t want to show. If the command you want is
not in the list, click on the Add button to choose from a list of
other commands.

5. Click OK to save your changes.

@ Self Assessment

To assess your learning, make sure you are comfortable carrying out the
following tasks in OpenOffice Calc:

[

1. Identify the following parts of the Calc window:

The menu toolbar

The function toolbar

The formatting toolbar

Rows and row headings

Columns and column headings

. Worksheet tabs

2. Be able to adjust the application settings such as zoom, and to
modify toolbars by adding commands.

@7 Summary

This section covered the Calc workspace, and how the workspace can be
modified by hiding or showing toolbars, modifying toolbars, and
changing the view settings.

ocoakrowhdE




Adding content to Calc spreadsheets

I

N

Section Overview

In this section you will begin to work with OpenOffice Calc spreadsheets
by putting data into cells and formatting the data so that it is presented in
a way that makes your spreadsheet documents easy to read and
understand.

Cells are the basic building block of spreadsheets — these are the areas
that hold data, functions, and formulas. A row is a group of cells adjacent
to each other running horizontally in the spreadsheet. A column is a
group of cells running vertically.

It’s important that you learn to enter data into cells correctly. If one cell is
incorrect, it can have consequences for your whole spreadsheet.

In this section we will:

e work with cells:
o enter and edit numerical, text, and other data into cells
0 search, sort, and manipulate data
o format data

e work with rows and columns:
o insert, delete, and resize rows and columns
o format rows and columns

e learn the basic techniques to work with worksheets:
o rename worksheets
o insert and delete worksheets
0 copy worksheets

Scenario

In this section, we will use a real-life example to begin creating our
spreadsheet, based on rainfall data for Vancouver, Canada. This data is
interesting because there is a clear trend in rainfall patterns in VVancouver,
and we will see how spreadsheets can be used to display and emphasise
this trend.

We will work with the following sample data sample collected at
Vancouver International Airport:

Precipitation for Vancouver International Airport

Year: 2005 2006 2007
January 249.6 283.6 181.4
February 45.8 57.0 116.0
March 132.8 92.4 214.8
April 90.2 70.0 76.2
May 68.6 42.8 37.0
June 49.6 54.4 80.0
July 43.6 25.2 53.0
August 28.6 4.8 8.4
September 53.6 39.4 73.6

23
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Year: 2005 2006 2007
October 155.4 57.8 155.2
November 136.6 350.8 116.2
December 160.8 146.0 210.6

Do the following activities using the above file. Please remember to save
the file under a name that you can retrieve the file again. Save the file
after each activity.

Working with cells

Before we begin entering data into cells, we should take a little time to
plan our worksheet by asking ourselves a few questions:

1. What do we want the data to show us?
In this case, we want to determine the average rainfall in
Vancouver for each month over a three year period. Therefore we
should arrange our worksheet with a column for each month, and
a row for each year.

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec

2005
2006
2007
Avg

We enter the data this way because we want to be able to increase
the length of our spreadsheet if we get more data, not the width.

In this case, there will always be 12 months in a year, so the
width will stay constant, but the length will increase as we add
more years.

2. What formulas will we need?
The formula for finding the average.

3. How will we display the results?
A column graph with one column for each month should work.

Selecting cells and cell ranges
In Calc you select cells with your mouse:

1. If you want to select a group of cells in a single row, click on the
left-most cell, hold the left mouse button down, and drag your
mouse to the right (alternatively, click on the right most cell, hold
the left mouse button down and drag left).

2. If you want to select a group of cells in a column, click on the top
most cell and drag down, or click on the bottom most cell and
drag up.

3. If you want to select a group of cells spanning a number of
columns and rows, click on one of the corner cells in the range




you want, and drag left or right and up or down until the range
you want is selected.

4. To select a whole row, click on the row heading (the number
along the left side of the worksheet).

5. To select a whole column, click on the column heading (the letter
at the top of the worksheet).

6. If you want to select the whole worksheet, click on the top left
corner of the worksheet (to the left of column heading A and
above row heading 1).

t A B C D E F G
Monthly precipitation
for Vancouver:
2005-2007
January  February  March Bpril Way June July Augu
2496 45.8 132.8 90.2 68.6 496 43.6]
283.6 57.0 924 70.0 42.8 4.4 25.2)
181.4 116.0 214.8 76.2 37.0 80.0 53.0)

—1
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Entering data in cells

We enter data into cells by clicking on a cell and typing in our data using
the keyboard. Remember that it’s good practice to leave a few blank rows
at the top of a worksheet for totals, headings, etc.

1. Enter the months of the year in Row 4 of your spreadsheet. These
are our column headings.

2. To move vertically or horizontally in a spreadsheet, either use
your mouse to click on the next cell, or use the arrow keys on
your keyboard.

3. Toenter a list of data, enter the data for the first cell and then
type the <Enter> key to go to the cell directly below. Keep doing
this for each column until the list is finished.

4. Enter the precipitation measurement for each month in the three
rows beneath the column headings. Your spreadsheet should now

look like this:

File Edit View [nsert Format Tools Data Window Help x
= B 3 s = g - Az »
8 -B¥E NE& T «d - 2 9 @ a3 |
E@ |N|mbu553n5L - |10 ~| & 4 g@; % ?na ‘00_0_',' [

ke | fw B o=

A B [ C [ D E F G H | 3
| 1|

| 2 |

| 3 |
4 |January February March April May June July August September ¢
5 249.6 45.8 132.8 90.2 68.6 49.6 43.6 28.6 53.6
6 283.6 57| 92.4 70 42.8 54.4 25.2 4.8 39.4
7 181.4 116 214.8 76.2 37 80 53 8.4 73.6
8
9
10 %
11
12
13
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Editing data
If you make a mistake entering data into cells, you can correct it easily by
clicking on the cell and typing the new data. You can do this either in the
cell itself or in the input line in the spreadsheet:
To edit data in the cell:

1. Double-click in a cell, and then highlight the data you want to

replace.

2. Type in the new data.
To edit data using the input line:

1. Click inside the cell.

2. Inthe input line, highlight the data you want to replace.
3. Click on the Checkmark to accept the new data.

T YA d4A

Using Undo/Redo

If you make a mistake when you are inputting data, applying
formatting, or just about an other action in Calc, you can use
= the Undo button to go back one step.

The Redo button will take an action you have just finished and
W repeat it. This is handy if you need to repeat the same action on
a number of cells.

Numerical data

Calc tries to interpret whether the data in our spreadsheet is numerical or
text. By default, text data is aligned to the left of a cell, and numerical
data is aligned to the right.

Numerical data can be formatted a number of ways, depending on the
nature of the data. For example, our precipitation data is an integer with
one digit after the decimal point.

To set the type of numerical data in a spreadsheet:

1. Select the cells you want to format.




2. Choose Format->Cells from the Calc menu.

3. Choose the category:

e Number: for general numerical data
e Percent: display numerical data as a percent
e Currency: for currency data. Negative values are

generally displayed in red type.

Date: To display data as a date, in a variety of formats.

[}

e Time: To display data as a time, in a variety of formats.
e Scientific: for exponent data.

e Fraction: to display numbers as fractions.

e Boolean value: displays True or False.

o Text

4. Choose the format. For numerical data, your choice is with or
without a comma separating the hundreds, thousands, millions,

etc.

5. Choose the number of places after the decimal point.

We can see from the data in our spreadsheet that if the digit after the
decimal point was zero, it was automatically dropped. Change the data
format for all of our cells to include 1 digit after the decimal point.

Your worksheet should now look like this:
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File Edit View Insert Format Tools Data Window Help x
B - c - = = A, z, 1
8 - &0& e Y% o DA -2 9- @l w3 |

. »

E:E |NimbusSansL |V| ‘10 ‘V| 8 4 é % %m % Ox o0 E ;
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A B C D E H ] ~

L |

| 2 |

3 |
4 |Janua February March April May June July August September 3
5 45.8| 132.8 90.2 68.6 49.6 43.6| 28.6 53.6
6 283.6 57.0 92.4 70.0 42.8 54.4 25.2 4.8 39.4
7 181.4 116.0 214.8 76.2 37.0 80.0 53.0 8.4 73.6
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D Date format of data
£ You can format a cell that contains date data a number of different ways:

B Format Cells =
|Numbers| Font | Font Effects | Alignment | Borders | Background | Cell Protection
Category Format Language [
Al [+] 3171299 [~ |Default al
User-defined December 31. 1999
Number 31/12/99
Percent 31/12/1999
currency Dec 31, 99
Date Dec 31, 1999
Time 31. Dec. 1999
Sceniic o Gembeariese [ o |
e
e
Format code
[DD/MMATY
| oK || Cancel || Help || Reset

Long text: December 31, 1999
Abbreviated text: Dec. 31, 1999
Numerical format: 31/12/1999
Abbreviated numerical format: 31/12/99

Using Find and Replace
Find and replace in Calc functions much like in OpenOffice Writer.
Finding text or data:

1. Choose Edit->Find & Replace from the Calc menu.

) Find'& Replace =
Search for
1 | ~]
Replace with
[~]

"] Match case

[ Entire cells
| More Options ¥ | | Help | | Close |

2. Inthe Search for box type the text or data you want to search
for.

3. Click on the Find button to find the first instance of your search
term.

4. Clicking again on the Find button will search through the
document to find further instances of your search term.




Replacing text or data

Choose Edit->Find & Replace from the Calc menu.
2. Inthe Search for box type the text or data you want to search

for.

3. Inthe Replace with box, type in the text or data you would like
to replace the search term with.

4. You can either replace instances of the search term all at once, or

one at a time.

=

Sorting data
As much as possible, it is helpful to sort the data you are working with in
a way that makes sense. For example, you may want to sort rainfall data

from largest to smallest amount. You may want to sort birth date data
chronologically. Or you may want to sort name data alphabetically.

To sort data in a Calc worksheet:

1. Highlight the cells that you want to sort.

File Edit View Insert Format Tools Data Window Help

é-EH&E B e TR

E:E |Nimbus Sans L [~ [0 [+ & 4 ;Al =

|B2:C7 v| fo X = |38
A B (= D E

1

2 Name Age

= Bob 34

4 Jon 30

5 Rob 34

6 Tony 35

7 Frank

8

9

Choose Data->Sort from the Calc menu.

3. Select the sort criteria you want to use first, and then choose to
sort either in ascending or descending order. If you like, set
further sort criteria. These will be applied in order (e.g. first by
name, in ascending order alphabetically, then by age, in
ascending order).

N

1 ‘Sort criterial Options

Sort by
@® Ascending

|Name

() Descending

Then by
® Ascending

- undefined - Sl

1
b - undefined - () Descending
Name
Age

- undefined -

OK || Cancel H Help H Reset
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5. View the results.

File Edit View Insert Format Tools Data Window Help

8 EBEHA & Y= s
E:E [Nimbus Sans L [« (10 [~ & 4 & E
[p11 | feo X =
A [ B | C D E
1
2 MName Age
3 Bob 34
- Frank 38
5 Jon 30
6 Rob 34
7 Tony 35
g
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Formatting cells

You’ve already learned how to format cells for the type of data they
contain (numerical, date, or text). You can also apply many of the
formatting options that are available in other applications such as Writer.

As in other applications, the objective of adding formatting is to enhance
the visual appearance of your documents in order to make them more
readable and better understood.

Formatting appearance

You can format the appearance of cell contents by applying font choices,
borders and shading, and alignment.

Font appearance

1. Select the cells you want to format.

2. From the formatting toolbar, apply the font formatting options
you want.
For your precipitation spreadsheet, bold the column headings
(months).

[Nimbus Sans L |v||lD |v| B 4 &
1 J

/ |
Styles Font Fontsize Bold Underline Align
Italics

Borders and shading

Borders and shading can help make your worksheets more readable by
providing emphasis to some of your worksheet cells. For example, row
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and column headings can be shades to set them off from the rest of the
data. Cells that form a table can be enhanced by placing a border around

them.

To apply shading:

1.
2.
3.

Select the cells you want to shade.
Choose Format->Cells from the Calc menu.
Click on the Background tab.

Numbers | Font | Font Effects =Alignment Bnrder5|Ba:kgr0l.lnd| Cell Protection

No Fill
EEEEEEEN Bu
L ]

B

Gray 20%

| oK || Cancel H Help || Reset

4.

Choose a background colour for your cells.

To apply borders:

PR

oo

Select the cells you want to apply a border to.

Choose Format->Cells from the Calc menu.

Click on the Borders tab.

Choose the line arrangement for borders. The default settings are
no border, outside border, outside border with horizontal inside
border, or outside and inside borders. Further, you can set you
own borders by using the user-defined option.

Choose the line style and colour.

Choose the border spacing.

If you like, include a shadow for your bordered section.

Numbers Font | Font Effects | Alignment |Borders| Background | Cell Protection
Line arrangement Line Spacing to contents
Default Stye Lt 3w Y
-N -
mEE R M s Rght  [3smm 3]
User-definel 0.50 pt —
¥ ¥ —  joo0pt iop [-48mm ]3]
” ‘ m— p4gmm g
250m Bottom 3
— 5.00 pt
>0 E‘_ [~ ¥ Synchronize
Color
? . P W Black 3
Shadow style b
Position
EEEE 1.76mm D Bl Gray
oK | ‘ Cancel | | Help | | Reset
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Here is what our precipitation worksheet looks like with bold, shading,
and borders applied:

Eile Edit View Insert Format Tools Data Window Help ®
— N _ v " ~ »
8- B8HA® B vE a0 5496 @l ¥ ¥a
‘N\mbusSansL |~'\ |10 |‘-'| B8 4 ;Al %ﬁj % G &9

Ca—— R

A I B [ C [ D E F G H 1 a3

L 1|

|2 |
3
4 |[January February March April May June July August September (-
5 249.6 45.8 132.8 90.2 68.6 49.6 43.6 28.6 53.6
6 283.6 57.0 92.4 70.0 42.8 54.4 25.2 4.8 39.4
v 181.4 116.0) 214.8 76.2 37.0 80.0 53.0 8.4 73.6
8[
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Merging cells

You may find that you want to create an area for information that is
larger than a single cell. Calc gives you the option of merging cells to
make a larger area. (Please do not confuse it with Mail Merge in Writer)
The merged cell acts as one cell.

To merge adjacent cells:

1. Select the cells you want to merge.
2. Choose Format->Merge Cells from the Calc menu.
3. Place your content into the merged cell.

D E F G | H | I
Monthly precipitation for Vancouver: 2005-2007

ipril May June July August Septemt

0.2 68.56 49.6 43.5| 28.6 ]
70.0 42.8 J4.4 25.2 4.8 :
76.2 37.0 80.0 33.0 8.4 i




Text wrapping

If the content you want to place in a cell is too long for the cell, you can
choose to wrap the text so that it will go on to a second line once it

reaches the full width of the cell.

To wrap text in a cell:

1. Select all the cells that you want the text to break at the right

border.
2. Choose Format->Cells from the Calc menu.
3. Click on the Alignment tab.

4. Check the box for Wrap text automatically.

m

Numbers | Font | Font Effects |Alignment| Borders | Background | Cell Protection
Text alignment
Horizontal Indent Vertical
[Left o | fopt |2 [middle &
Text orientation
- Degrees [ Vertically stacked
SO T
:/ ABCD {? Reference edge
1 E=m
Properties
[ Wrap text automatically:
[ Hyphenation active
oK | | Cancel | | Help | | Beset
It will look like this:
o 1= o) e oem o9 | = =)0
| D E F G H
Monthly precipitation
for Vancouver
2005-2007
BApril May June July Bugust
32.8 0.2 68.6 49.6 436
2.4 70.0 42.8 4.4 259.2
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Copying and Moving cells

To copy cells:

PN

Select the cells you want to copy.

Choose Edit->Copy from the Calc menu.
Click where you want the cells to be placed.
Choose Edit->Paste from the Calc menu.

To move cells:

PoNE

Select the cells you want to copy.

Choose Edit->Cut from the Calc menu.
Click where you want the cells to be placed.
Choose Edit->Paste from the Calc menu.

Using Autofill

Autofill is useful if you are placing the same content in the cells of a
column, or when you are placing incremental content (e.g. the months of
the year) in the cells of a column.

To use Autofill with incremental content:

1.

Type the first entry into a cell (for example, January)
(A1 v | fed

| A B

EEH"IIJE[[E I

Click somewhere else on the worksheet (click out of the cell).
Then move your mouse to the bottom-right corner of the cell with
the data in it, until your cursor turns to a crosshair.

|A1 v| feo 23




3. Hold the mouse button down, and drag down the column to
complete the Autofill.

|A1:A12 v

| A

Ean uary |
February
March

April

May
June

July
August
September
10 |October
11 Novemnber
12 December

Lo s W N

To use Autofill with repeating content:

1. Type the first entry into a cell (for example, January)

(A1 v | fed

2. Click somewhere else on the worksheet (click out of the cell).
Then move your mouse to the bottom-right corner of the cell with
the data in it, until your cursor turns to a crosshair.

|A1 v fe 2
| A B |

1 Hanuag: LHJ

2

T3 |

4
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T

3. While pressing the <Ctrl> key, hold the mouse button down, and

drag down the column to complete the Autofill.

[A1:A11 M

A B ]
1 Eanuag |
2 |January

3 January

4 |January

5 January
6

7

8

9

January
January
January
January
10 |January
11 |January

Working with rows and columns

Earlier you learned how to select a whole row or column by clicking on
the row headings and column headings. When you select rows or
columns, any of the formatting options you apply are applied to the whole
row or column. You can also set the row height and column width to fit
your data, and insert or delete columns or rows as needed.

Inserting and deleting rows and columns

To insert a row or column;

1.

2.
3.
4,

For rows, click on the row heading where you want the new row
to be created.

Choose Insert->Row from the Calc menu.

The new row is inserted above the row you selected.

For columns the process is the same, using the column heading.

Exercise on the Scenario

On the Vancouver Precipitation spreadsheet, insert a column on the left
of the worksheet, and add the years 2005, 2006, and 2007. Align the
values to the left, and bold them. Then, change the border and shading to
include these values.
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Monthly
1 precipitation for
Vancouver:
2005-2007
[ 2 |
3
4 January February March April May June July August ‘October
5 2005 2496 45.8 132.8 90.2 68.6 4986 43.5 28.6 53.6 155.4 136.6 160.5
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8

Delete a row or column

1. For rows, select the row or rows you want to delete.
2. Choose Edit->Delete cells from the Calc menu.
3. For columns the process is the same.

Formatting rows and columns
Row height

You can set the height of a row manually by dragging on the bottom of
the row header, or by using the menu options. The menu options give
much greater control over the row height:

1. Select the row or rows you want to format.

2. Choose Format->Row->Height from the menu.

3. Type in the height you want to set the rows. All of the rows you
have selected will change to that height.

Column width

1. Select the column or columns you want to format.

2. Choose Format->Column->Width from the menu.

3. Type in the width you want to set the column. All of the columns
you have selected will change to that width.

Working with worksheets

We now move from working with cells, rows, and columns to working
with worksheets. You can think of a worksheet as the basic functional
unit of your spreadsheet — it can contain the data from cells, the functions
that are used to modify the data, and graphs and charts to interpret the
data. The worksheet can stand on its own as a document.
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Rename a worksheet

The default names of worksheets are Sheetl, Sheet2, and Sheet3. You
can change the name of a worksheet as follows:

1.

2.
3.
4

Select the worksheet you wish to rename by clicking on the tab for

that worksheet.

Choose Format->Sheet->Rename from the Calc menu..

Enter the new name in the dialogue.

Click OK.

'@ Rename Sheet =
Name | oK |
|Vancouver Rainfall |

| Cancel |
| Hep |

L

Switch between worksheets

To switch between the different worksheets, you simply click on the tab
of the worksheet you wish displayed.

Insert a new worksheet

1. Click on the tab next to the location where you wish to insert the

new worksheet.

2. Click Insert->Sheet. This displays the Insert worksheet dialogue.

> w

'@ Insert Sheet
Position
() Before current sheet
(®) After current sheet

Sheet
(® New sheet
No. of sheets
Name [Ehart
() Erom file

Choose the position before or after the selected sheet.

| Cancel

| Help

Choose the number of worksheets you wish to insert. If you choose
only one sheet, you have the option to enter the name of that sheet

in the Name window.
Click OK




Duplicate a worksheet

You may duplicate a worksheet either within the same spreadsheet or
between spreadsheets. The other spreadsheet may be one that is already
open or a new one to be created. In all cases, you will use the Copy
command to carry out this task.

1. Right-click on the worksheet you wish to duplicate.
2. Choose Edit->Move/Copy Sheet from the context menu.

10
11
12 Insert Sheet...
13 I Delete Sheet...
14 Rename Sheet...
15 Move/CopySheet...
16 Select All S'I_’Feets
17 ?
18 ob Cut
19 [] Copy
on | ) [] Paste
(| 4 |[»|[» % Vancouver Rainfally Coare jopy n
Sheet 1/ 4 Default 100% STD

The Move/Copy Sheet dialogue box appears.

~ ] Move/Copy Sheet

To document 0K
\Vancouver Rainfall 2005-2007 |2

vll

Cancel

Insert before

1 Vancouver Rainfall | Help
Chart

Sheet?

Sheet3

- move to end position -

S

« [ Copy:

3. If you want to copy the worksheet to a new location, check the
Copy checkbox. If you want to move the worksheet without making
a copy, leave it unchecked.

4. Select the document you want to move/copy the worksheet to. The

current document is the default choice.

Select the position for the worksheet in the Insert before window.

Click OK.

7. Rename the duplicate worksheet if you wish.

oo
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Delete a worksheet

Lo

Right click on the tab of the worksheet you wish to delete.

2. Select Delete in the menu that appears. A dialogue will appear
asking you to confirm that you wish to permanently delete the
worksheet and its contents.

3. Click Yes to confirm that you wish to delete the worksheet or

Cancel if you do not wish to.

Self Assessment

To assess your learning, make sure you are comfortable carrying out the
following tasks in OpenOffice Calc:
1. Select acell, a row, a column, or a group of cells.
2. Enter data in a cell.
3. Format the cell for the following:
o Type of data (numerical, date, text)
o Fontstyle
e Alignment
Format cell borders and shading.
Use Find and Replace to replace data in cells.
Sort a group of cells
Merge a group of cells into one cell.
Use Autofill to input content.
Format row height and column width.
10 Insert and delete rows and columns.
11. Insert, copy, move and delete a worksheet.
12. Rename a worksheet.

©OoN O A

Summary

In this section you learned some basic skills for working in worksheets,
including inputting and formatting data in cells and columns, creating,
deleting, and copying worksheets.

We also discussed some of the choices that should be made before we
input data. When we answer some basic questions about our data and
plan our spreadsheet, it makes the process of creating our spreadsheet
much easier.




Formulas and Functions

N\

Section Overview

Formulas and functions are very useful features of spreadsheets. They
allow you to perform analysis on the data in your spreadsheet.
Furthermore, when the data changes, the formula updates the results
accordingly.

A formula is a spreadsheet function entered in a cell, complete with its
arguments. A function is a formula that is built into the Calc program.

Calc has many built-in functions, but also allows you to create and apply
your own formulas. This section will guide you through applying and
creating formulas for your spreadsheets.

In this section you will:

develop good practice in formula creation

create formulas using cell references

use arithmetic operators

understand standard error values in formula results
use standard functions

use logical functions

Arithmetic formulas

Arithmetic formulas are formulas that can be carried out on numerical
data. They include the everyday mathematical formulas such as addition,
subtraction, multiplication, and division, as well as formulas for finding
the average, mean and standard deviation.

Creating formulas

In a Calc worksheet, formulas are input into cells the same as other data
like numbers and text. The difference is that formulas begin with an equal

sign (=).
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To input a formula into a cell:

=

Select the cell you want to contain the formula.

Begin with an equal sign.

3. Type the rest of your formula. For example, =45+55 is a formula
that can be used in Calc.

N

F

File Edit Wiew Insert Format Tools Data Window

R EEET
@ [Nimbus Sans L |~ [10 [~ & 4

(A2

Ba | P

The formula appears in the cell input window, but the formula
result appears in the cell itself.

Arithmetic operators

The following table lists the common in Calc. These are the symbols that
should be used for creating formulas.

Operator Name Example
+ (Plus) Addition =1+1

- (Minus) Subtraction =2-1

- (Minus) Negation -5

* (asterisk) Multiplication =2*2

/ (Slash) Division =10/5

% (Percent) Percent 15%

" (Caret) Exponentiation | 23

Using cell references in formulas

In the last example, we input a simple formula into a cell. The formula
added the numbers 45 and 55 and displayed the results in the cell.

More often we are interested in performing operations on cell contents.
For example, if the content of one cell was 45, and the content of another
cell was 55, we would want a formula that added the contents of each
cell. More importantly, we would want the result to update automatically
if the contents of either cell changed.




We accomplish this by using cell references instead of real numbers in
formulas. For example, if the contents of cell A1 was 45, and the contents
of cell A2 was 55, we could write a formula in cell A3 that added Al and
A2:

=A1+A2

) Vancouver Rainfall’2005-2007ods - {

File Edit View Insert Format Tools Data Window Help

EEER E T

| @9

E:i [Nimbus Sans L [v| [0 |~ & 4 ;ﬁi £
|"| Jeo E }\AI—AE N
A E

45
55/

Now, if the contents of cell Al or A2 change, the result in A3 changes
automatically.

s Vancouver Rainfall 2005°2007.00

File Edit View Insert Format Tools Data Window Hel

8 cHeEnaa v

REC

5 [Nimbus Sans L [v|[10 [~ & 4 A
o — —_ + ™,

(A3 v | f X _/Q__Al Az_/.

A B | _~T¢ | D |

1 40

2 80

4 T

5

Relative cell references

The cell reference we used in the last example , =A1+A2, is called a
relative cell reference. What that means is if we were to copy the cell
contents to cell B3, the formula would change to =B1+B2. If we were to
copy the formula to cell D5, the formula would change to =D3+D4.

If we were to insert a new row before row 1, the formula would also
change automatically to reflect the change in the cell contents.

This is exactly what we want to happen when we are applying the same
formula to a series of columns or rows.

43




r Vancouver Rainfall 2005

File Edit View Insert Format Tools Data Wir
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Absolute cell references

There are times when we don’t want the cell references in a formula to
change when we copy the formula or when we insert cells into a
worksheet. In this example, we are referencing a constant value that is in
cell Alin our formula, and we use this same value throughout:

o) Vancouver Rainfall"2005-2007.0d5s

Eile Edit View Insert Format Tools Data Window Help

-s-afeHiaa wE
= 0l [Nimbus Sans L |~] [10 |v|@ﬂ A

B4 |v|fw2=|@
| D

A B C [ E
1 100
2 40 60 19
3 80 25 48
4 85 67
5
6

We can keep the cell reference Al in our formula if we use an absolute
cell reference. This involves simply placing a $ in front of the row and
column part of the reference: Al becomes $A$1:

s Vancouver Raintall 2005-2007.0d3

File Edit View Insert Format Tools Data Window Hel

-s-rafe @ oaa vmE .
:i |Nimbussan5L |'~'||1ﬂI |V|@ﬂ é

D4 -] fo Z = [€sas1+02:03)

A | B | c D I
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Functions

Functions are formulas in Calc that are built into the application.
Typically, functions are more complicated formulas and can save us the
time of developing our own formula for things such as mean or standard
deviation.

Click on the Function Wizard button feo for a list of Calc functions:

Functions| Structure Function result

Category ABS
L < ABS( Number }
Function
:géﬁm-r = Absolute value of a number.
ACCRINTM
ACOS
ACOSH
ACOT
OTH
DRESS
AMORDEGRC
AMORLINC
AND Formula Result |Err:520
ARABIC
AREAS = ~
ASC
ASIN —
] Array Help Cancel Next >> | 0K |

The list of functions available in Calc is very impressive. They are broken
into categories so that you can more easily find the function you need.
Some of the common mathematical functions are:

e ABS -absolute value
COS, SIN, TAN - trigonometric functions for cosine, sine, and
tangent

e GCD - greatest common divisor
e LCM - least common multiple
e LOG - logarithm
e SUM - calculates the sum

Cell ranges

In a previous example, we used the formula =A1+A2 for a formula in cell
A3. This is fine for adding a few numbers, but if we are adding a long
column of numbers it is more useful to reference a cell range than
individual cells. We reference a range of cells by specifying the starting
cell and the ending cell, and separating them with a colon.
So our formula for the last example would become:

=SUM(A1:A2)
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= Exercise on the Scenario

I

Use the AVERAGE function in the Vancouver Precipitation spreadsheet
to calculate the average monthly precipitation for each month over the
three year period.

Eile Edit Wiew |nsert Format Tools Data Window Help

= A = T = = 0 3
8- LHE HEEBA T « DA-529- @l . e |
Eﬂ |Nimbus Sans L ~| 10 v | & 4 é\; % G 2 -
(B8 v| fio ¥ = [-AVERAGE(B5:B7)
A~ B | c [ b [ E [ F [ & [ H [ 1 T 3 [ &L m ]
Monthly
1 precipitation for
Vancouver
2005-2007
2
3
4 January February March Rpril May June July August ‘October
5 [e008 249.6 45.8 1323 90.2 66.6 49.6 43.6 288 53.6 1554 136.6 160.8
& [2006 283.6 57.0 924 700 4238 544 252 48 394 57.8 350.8 146.0
7 [eoo? 1814 1160 2148 76.2 370 80.0 53.0 8.4 736 195.2 1162 2104
8 Average | 2369 7293 14667 76.85 35.47 51.33 0.6 13.93 55.53 122.8 2012 1724
9 &
10
11
12
13

To assess your learning, make sure you are comfortable carrying out the
following tasks in OpenOffice Calc:

contents of two or more other cells.

appropriately.
¢ Insert a function into a cell that performs an operation on two or
more other cells.

Summary

Insert a formula in a cell that performs an operation on the

This section discussed the importance of formulas and functions in
spreadsheets. You learned how to input formulas and functions to
perform mathematical operations on the contents of worksheet cells. You
also learned the difference between relative and absolute cell references
and how each can be used effectively.
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Copy the formula to adjacent cells to perform the same operation.
Use cell references for creating a formula.
Use cell ranges for creating formulas.

Use absolute cell references and relative cell references




Charts and graphs

N\

Section Overview

During this section you will learn how to display worksheet data using a
chart. Calc automates the creation of charts from data, and like formulas,
charts automatically update when data changes.

Using the right chart can display your data in a way that makes trends
obvious, thereby enhancing the quality of your document.

In this section you will:

e  become familiar with the common chart types: column charts, bar
charts, line charts and pie charts from spreadsheet data

e create a chart to display information

o format charts for appearance

e add data labels to charts

Types of charts

You are likely familiar with the common types of charts: bar chart, pie
chart, line graph, and scatter plot. Although you can use different charts
to display the same data, certain types of charts lend themselves better to
certain types of data:

Column (Vertical Bars) charts emphasise
differences and values across multiple categories.

Bar (Horizontal) charts are used to compare
categories and values during a specified timeframe.

Line charts are to display trends over a particular
timeframe.

Pie charts are useful for showing relationship
(percentage) of parts to a whole

& | || |=

!

Creating charts from cell data

This exercise will guide you through creating a chart to display the data
in our Vancouver Precipitation spreadsheet scenario.

1. Click on a cell below somewhere below the data in your
worksheet. This is where the chart you create will be inserted.

2. Choose Insert->Chart from the Calc menu. This starts the
Chart Wizard.
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3. The first step in the Chart Wizard is to choose a chart type. For
this chart we will choose the Column chart.

2 Chart Wizard =
f Choose a chart type
b Column
8 [al] s (o
2.Data Range @ Pie
3.Data Series é ':r:s Normal
4.Chart Elements % :Yﬁ(s:atter] (] 30 Look [Simple
is Stock Shape
[téil Column and Line Box
Cylinder
Cone
Pyramid
Help | Back ‘ Next >> | | Einish | ‘ Cancel
Then click the Next button to go to Step 2 of the Wizard.
4. The second step is to select the data range.
Chart Wizard =1

9
Steps

1. Chart Type

3. Data Series

4. Chart Elements

Choose a data range

Data range

| : IIEQI

Help | | =< Back H Next >> | | Einish | | Cancel
This is the data we want to display.
Click on the Select Data Range button to begin. @b
5. Select the data in from the row containing the average
precipitation values. In the spreadsheet below, it is the data from
cell B8 to cell M8.
& Vancouver Rainfall 2005-2007.ods - OpenOffice.org Calc = E]x]
File Edit View Insert Format Tools Window Help
8- @& = Q .
2 EEN B,
A [ B ] ¢ b E [ F ] & [ v [ 1 [ J T & [ L [ wmJF
Monthly
1 P ancamar
1 Data Range: Area 3
i JML\S'\Jancouver Rainfall .5B$8:5M38 | @| — L
5 [2005 2496 458 132.8 90.2 68.6 496 43.6§ 28.6 53.6 155.4 136.6 1605
Tm 283.6 57.0 92.4 700 428 54.4 25.2] 48 39.4 57.8 350.8 146.0|
[ 7 [eoo7 181.4 116.0 2148 76.2 37.0 80.0 53.0} B.4 73.6 155.2 116.2) 210.5|
8 |Average i X . . E - I X E . .
9 L |
10
11
12




6. Since the data series is part of a row, Data series in rows should
be selected. Unselect the remaining choices, since the rows and
columns are not acting as labels.

@ gchart Wizard

3
Steps Choose a data range
1. Chart Type (D3 TS b
A *® [$'vancouver Rainfall' $B$8:5M$8 |
2.Data Range
3. Data Series (®) Data series in rows
4. Chart Elements () Data series in columns
("] Eirst row as label
[ First column as Tabel;
‘ << Back | | Next == | ‘ Finish | | Cancel
Click the Next button to go to Step 3 in the Wizard.
7. We will now capture the names of the months that go with our
data. These form the data categories.
In the Wizard, click on the Select Data Range button for @b
Categories.
2 Chart Wizard =
Steps L= ize data ranges for individual data series
1. Chart Type Data series Data ranges o
Row & Name
2.Data Range Y-Values $'Vancouver Rainfall.$§B$8:5M$
3 .jijata Series:
) [<T il I

4.Chart Elements
Range for Name

\ =)

Add A | Categories

al =
| << Back H Next >> ‘ | Einish | | Cancel |

8. Select the data in the row containing the names of the months. In
the worksheet, this is the data from cell B4 to cell M4.

& Chart Wizard £
Steps L ize data ranges for individual data series
1. Chart Type Data series Data ranges
Row & Name
2. Data Range Y-Values $'Vancouver Rainfall'.$B58:5M5
3. Data Series
[<] i ]

4. Chart Elements
Range for Name

l Jis]
Add A | Categories
v [F'vancouver Rainfall.$B54:5M54 |

| << Back H Next >> | | Einish | | Cancel |

Click the Next button to go to Step 4 in the Wizard.
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9. Uncheck the Display legend checkbox, as we will be using the

names of the months on the chart.

10. Fill in the values for Title, Subtitle, and X-axis.

2 Chart Wizard =
Steps Choose titles, legend, and grid settings
1. Chart Type Title  [Average Monthly Precipitation | | [ Display legend;
2.Data Range Subtitle [Vancouver, Canada 2005-2007 |
3. Data Series X axis |Munth |
4. Chart Elements i
Yaxis | J
Display grids
[ X axis ¥ ¥ axis
‘ Help | ‘ << Back | Finish | ‘ Cancel
11. Click the Finish button to end the wizard.
Modifying a chart
The chart, as created, is quite small. We can do a number of things to
modify the chart to make it more readable.
Move the chart to its own worksheet
1. Click on the chart and choose Edit->Cut from the Calc menu.
2. Click on the tab for Sheet2.
3. Choose Edit->Paste from the Calc menu to paste the chart.
4. Rename Sheet2 to Rainfall Chart.
o) Vancouver Rainfall 2005-2007.ods'-"OpenOffice.org Calc = (I=nE=
File Edit View Insert Format Tools Data Window Help x
s-2PaHERa~BLTo 449 7@ ;
6 % - ¢ booem 1<) (MmBlack 0] fp [coor ¢ [EBwes | b @& 7
fs [ fw B = |
[ [ & B [ ¢ | o | E ] F | & | H [ 1 T 1 T & [ L=
| 1 |
i Average Manthly Precipitation
[ 4 | Vancouver, Canada 2005-2007
6] =
L 7 | 200
| 8 | oo o
| 9 |
| 10 | =
wen . lIIIll.IIII
[13 | March aury —
4 Janary way September
[ e .
[ 17 |
| 18 |
| 19 |
| 20 |
—
[¥7%10 57 Rainfall Chart {SHesEs Fchar] [ <] I E|E|
Default 7% * +:2.30/0.58 <51 8.00 x 7.00




Resize the chart

1. Move the chart close to the top-left corner of the worksheet.

2. Click on the resize handle on the bottom-right corner of the chart
and drag with your mouse to resize the chart.

Vancouver Rainfal

Eile Edit Wiew Insert Format Tools Window Help
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Average Monthly Precipitation
Vancouver, Canada 2005-2007
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"
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fall Chart [Sheet3 /Charf] | <]

Chart Area selected

Change chart type

We can change the chart type easily without having to go through the

Chart Wizard again:

1. Select the chart by double-clicking on it.
2. Right-click on the chart area.
3. Choose Chart Type from the context menu.

File Edit View Insert Format Tools Window Help

b4

8 SA S B ae.
& = Al =
A B | ¢ | D E [ F [ v T v T 1 7] I E

1 =1 -

E] Average Monthly Precipitation

a4
= Vancouver, Canada 2005-2007

6 Baa a 3
| 7 |
| 8 | -

9 Object Properties...

%g : . [} Position and Size...

13 Arrangement ¥

13 .

14 o 4® Chart Type...

}g . Data Ranges... D;

}; [5] Copy

19 = [] Paste

20

21 B -

22 . Mo sy ay  Augst Scperee Goser  Nevemser Deemberg

23

51 Month

25 -
DBy fall Chart {Sheet3 /Char | <] [ E|E|

Chart selected
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D 4. Select Bar for the new chart type, and click the OK button.

5.

-

L Column
E Bar
& Pie
bs Area
[ Line Mormal
XY (Scatter) :

|%N:et o (] 3D Look |Simple
Ii Stock
kil Column and Line -

Cylinder

Cone

Pyramid

| OK | | Cancel | Help

The chart will update to the new chart type.

B Vancouver Rainfall’2005-2007.0ds - OpenOfhce.org Calc

File Edit View Insert Format Tools Data Window Help
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@ Self Assessment

To assess your learning, make sure you are comfortable carrying out the
following tasks in OpenOffice Calc:

i i
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Select an appropriate chart type to display your data.
Create a chart from worksheet data.

Edit the chart by adding labels, resizing, and moving it.
Change the chart type.




Summary

This section discussed the use of charts in OpenOffice Calc to display
worksheet data. The proper chart can make our data clearer by providing
a pictorial representation that more clearly shows trends in data than a
table or text description. The chart you created in the exercise clearly
shows a trend in VVancouver precipitation towards very heavy in the
winter months and relatively light in the summer.

On the practical side, you learned how to insert and modify a chart in
Calc.

53




Preparing spreadsheets for output
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Section Overview

This section discusses the steps you will take in the final preparation and
printing of your OpenOffice Calc documents.

In this section you will learn how to:

Set margins and page orientation.
Use headers and footers.

Set the print area of your spreadsheet.
Print your spreadsheet.

Setting up a worksheet for printing
Worksheet orientation

Worksheet orientation is a style that applies to the whole document. By
default, when you create a new spreadsheet it is oriented in portrait mode.

You can edit the orientation of your document as follows:

1. Choose Format->Page from the Calc menu.
2. Click on the Page tab.
= ) Page Style: Defa =)
Organizer |H| Borders | Background Header Footer Sheet
Paper format —_—
Format |ﬁ|
Width R
Height 8.50" &
Orientation () Portrait
@® Landscape Paper tray |[From printer settings] S|
Margins Layout settings
Left E & Page layout |Right and left N
Right 0.50" 2 Format [1.2,3. .. z |
Top 0.50" e Table alignment [_] Horizontal
Bottom 0.50" 2 | Vertical
| oK | | Cancel | | Help | | Beset |

3. Select the size of paper you will be printing on. If you choose one
of the standard formats from the Format list, the paper size will
be set automatically. You can also create a custom paper size by
inputting values for the paper height and width.

4. Choose Portrait or Landscape for your document's orientation.

Set the margins to the desired width.

o




Headers and Footers

Headers and footers allow you to create text that will appear at the top
(header) or at the bottom (footer) of every page in your document, or on
every even or odd page. As you add text to your document, the header
and footer don't move — they are always at the top and bottom of every

page.

Examples of common header and footer information include the
document title, author, date, or page numbers.

Headers

To enable headers:

N

Choose Format->Page from the Calc menu.

Click on the Header tab.

Enable headers by checking the Header on box.

Choose whether you want the same header content on left and
right pages, or different content on each side.

Set the margins and spacing attributes for your header.

2 Page e: Defadl =
Organizer | Page | Borders | Background |Header|Footer Sheet

Header _—

¥ Header on
¥ Same content left/right
Left margin 0.00"

Right margin 0.00"
Spacing 0.10" 2
Height 0.20" =

(¥ AutoFit height

| More... | |

| oK || Cancel || Help || Reset |

Click on the Edit button to edit the information in the header.
You can enter text in any of the three header areas, or you can use
the buttons to insert fields such as the date, time, etc.

) Header (Page e: Defaul =
Left area Center area Right area ‘T‘
‘ancouver Rainfall ‘ = ‘
| Hep
Header |Vancouver Rainfall Sl
R N
Custom header EIR=iERENEIREN)
Note
Use the buttons to change the font or insert field commands such as date, time. etc.
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7. Click OK to close the dialogue.

8. You will now have a header on your spreadsheet. What you add
to the header will be displayed on every page of the document, or
every odd or even page if you so specified, when you send the
document to print.

Footers

Setting the footer is the same as setting the header.
To enable footers:

Choose Format->Page from the Calc menu.
Click on the Footer tab.

Enable headers by checking the Header on box.
Format the footer the same was as for headers.

N S

Printing worksheets

The steps you have gone through prior to printing your document help to
ensure that your document is as polished and as correct as possible.

You are now almost ready to send your document to print. As a final step,
you should preview what your document will look like when it's printed
to make sure that pagination, margins, and formatting appear correctly.

To preview your document:

1. Choose File->Page Preview from the Calc menu.
2. Scroll through your document to view the pages as they will look
when printed.

Setting the print area

1. With your mouse, select the area of the worksheet you want
printed.

2. Choose Format->Print Ranges->Add to add your selection to
the print area.
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Printing
To print your document:

1. Choose File->Print from the Calc menu.

3. Choose your printer and adjust the printer properties if necessary.
Some printer properties are specific depending on the type of
printer you are using. For example, you may need to set
properties for your printer if you are printing in high quality
colour.

4. Choose the pages you would like printed (by default the complete
document is printed).

5. Choose the number of copies you want to print (by default one
copy is printed).

6. Click on the OK button to print your document.
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Printer
Name [Generic Printer 12 | Propertjes... |
Status Default printer
Type SGENPRT
Location
Comment
[T Print to file
Print range Copies
@® All pages Numper of copies 1 =
) Pages 1 ﬁ ﬁ
2 3 2 3 ¥ Collate
| Options... OK | &ancel | Help
Self Assessment

To assess your learning, make sure you are comfortable carrying out the
following tasks in OpenOffice Calc:

1. Set the print area of your worksheet.

2. Set the page options, including margins, paper size, and
orientation.

3. Enable headers and footers and add content to each.

4. Preview the document before printing.

5. Print your document.

Summary

This section outlined the options for setting your document up for
printing. We discussed document formatting techniques such as setting
margins, orientation, footers and headers.

Finally, this section outlined the process for previewing and printing your
document.
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