1. Elements of Spread Sheet

Spreadsheet p= Rows, Columns, Cells, Sheet Tabs, Formula Bar, Name Box 31Tf¢, 97{Y dcq ?I?f %l
<+ 32:73'?177.'?!%' oY 22T Cell & Enter et & TIT 39! Ugol Sheet, Row 3iR Column HHSIAT giar %I

2. Creating of Spread Sheet

LibreOffice Calc # File — New — Spreadsheet & 1T ¢fie ST SATAT gl
@ 3G78VUT: Monthly Budget 11 o folT &7 Spreadsheet |

3. Concept of Cell Address [Row and Column] and Selecting a Cell

&Y Cell T Address grdr %’,3\'@ Al f3EF Column 'A' 3R Row 'l' gIdr %’I
* 357570 Al R & e & g8 Cell Active 8T ST &1

4. Entering Data [Text, Number, Date] in Cells

Cell H Text, Numbers 3iR Date I &Y €89 fhdT ST ThdT gl
® 3g/EV0r A1 & "Name", B1 & "1000", C1 & "12/07/2025" STolT|

5. Page Setup

Page Setup & Sheet T Orientation, Margins 31X Paper Size §C T STl gl
& 3878V Landscape Page 31X A4 Size 8¢ HaAT|

6. Printing of Sheet

File — Print & Q¥ AT TATAT Sheet &I Print AT ST Fehell B
3578707 Monthly Report &I Hard Copy # Print Fs1T|

7. Saving Spreadsheet

File — Save IT Ctrl+S & Spreadsheet I TG AT JATAT &
® 378707 MyBudget.ods & #ATH & AF HleT|



8. Opening and Closing

File — Open @ WIsel @ell SIdl & 3R File — Close & & &I ST gl
@ 3GTET: Report.ods BISel &l Wil N QU A & 16 9 AT

9. Manipulation of Cells & Sheet

Cells H 3T SNS4T, Sheet Rename AT, Move/Copy AT 3T, 1 fhw ST &1
® 3G7EVUT: Sheetl T ATH SGelehl "SalesData" &hiaT|

10. Modifying / Editing Cell Content

Double Click &I AT Formula Bar # ST Cell BT Content SEelT ST Fehdl %’I
& 378707 "1000" I "1500" H SGeleT|

11. Formatting Cell (Font, Alignment, Style)

Cell FT Look S¢elel & fIT Font, Size, Alignment}ﬂﬁ' FT 39T THAT SATCT Bl
& 38780l Heading 1 Bold 31X Center Align aT|

12. Cut, Copy, Paste & Paste Special

Cell €T & Move AT Copth_{T-T & foIT 34 Commands ST 39T g gl
& 3G7E0T- Al & Bl H 3T &l Paste eAT|

13. Changing Cell Height and Width

Row Height 31k Column Width 3 Mouse T Format Menu & eIl SITdT gl
& 3G7EVUT: Column A ST Width &I 3.00 cm ST

14. Inserting and Deleting Rows, Column



Right Click IT Insert/Delete Optionﬁ Row 3i¥ ColumnGﬂ? T gerv Sl gehd %I
& 3278V Row 3 H @5 Row Insert =T

15. AutoFill

AutoFill § T YeoT ar IR (S 1, 2, 3...) T Drag dXeh 3T ST gl
@ 3GV ALH 1, A2H 23T A AutoFill 3T|

16. Sorting & Filtering

3CT @I Ascending/Descending & #H Sort ThaT STAT § 3R Filter & Specific 3eT fe@mT 1T &1
& 3g78v0T: Names &l A to ZH Sort F=IT

17. Freezing Panes

Freezing Panes ¥ Header Row AT Column Scroll #d AT B Jadl %’I
@ 3278V Row | T Freeze IAT dlifeh dg I e@dr Tl

18. Formulas, Functions and Charts

Formulas & WQH 3 Charts & €T T Visualization 1T gl
& 3g7g70T:=A1+B1 3 Sales Data T Pie Chart IeATalT|

19. Using Formulas for Numbers (Addition, Subtraction, Multiplication & Division)

Formulas &T 99T +, -, , / & [T @37 S7ar &/
¥ 3GIgVUT- =B2C2 ¥ Total Amount TehTelelT|

20. AutoSum

AutoSum §¢aT # TH Range T Total STeel H AT SATAT &
® 3BV AL H A5dP & A @ elcdl =SUM(AL:A5)]




21. Functions (Sum, Count, MAX, MIN, AVERAGE)

I Common Functions % ST Numerical 3T 9T &HTH Hld %I
# 37870 =AVERAGE(B2:B6) & 3ilgd fAsrea|

22. Sort, Filter, Advanced Filter

Advanced Filter Criteria 3R Filtering T gl
& 3g7e¥UT Marks>50 dTel Students &1 Filter SaT|

23. Database Functions (DSUM, DMIN, DMAX, DCOUNT, DCOUNTA)

Database Functions Records & 3T8TR 9T I0TAT &l %I
* 3g78vur:=DSUM(A1:D10, "Amount", F1:G2) & I HJHR Total forera|

24. What-if Analysis

SHY TE ST S Feohel & foh fondll dog &l dgoa @ &rar 3167 g1
<+ 3&'723’7777'?1‘1%'\' Tax Rate 10% ET ST ab Final Amount fehdaT @W?

25. Pivot Table

Pivot Table & 37 HATIT H 3T & Y T H R@rar Jrar
& 3G7EYUT: Category % 3TN Sales &I Total felehTer=Tr|

26. Charts (Bar, Column, Pie, Line)

Charts 3€T T IMfhehel &7 & @ &
& 327807 Quarterly Sales ST Bar Chart & J&iId FaT|

27. Data Validation

s HRR & Cell H Valid 3T & Enter [T ST TehaT B
& 3EERUhdd 18 100 s T dog Allow HEAT|






