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1. Elements of Spread Sheet

o |ibreOffice Calc interface ke main elements
hain:  Title Bar, Menu Bar, Standard Toolbar,

FormaJc’cing Toolbar, Formula Bar, aur Status Bar.

Untitled 1 - LibreOffice Calc |=|O| X | Title Bar
File Edit View TInsert Format Styles Sheet Data Tools Window Help > Menu Bar
%E\D[ﬁ‘hf) als B ~ 1@' —> Standard
b PPN Toolbar
Liberation Sans v’ 10 VH B ¥ Q |ﬁ' £v| = = = l v e Forma{‘cing
Toolbar
= . | fx 2 = | Formula Bar
Al B 6 D E P G H I
Z A
2
8
4
5
6
7
8
9
10 i
K <4 D M| Sheettl =
Sheet 1 of 1 | Default ' Enslish (India) ] E E ED | -——+ | 100% —> Sta{:us Bar

: oo /'/;5\\ ng\_)




AR BB EBEBREREREEREERE R EEREEEEREEREEREEREER D

-5.P Giroup of Tnstitute -

| 1T Tools & Network Basics
_Unit - 4 ]

Pl Creating of Spread Sheet

> Nagi sPreaalshee’c banane ke h’ye:

File menu par jayein —> New —

Spreadsheet select karein.

Ctrl+N.
AN

(B | Py
New File@
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.COnce_p{: of Cell Address &
.Selecting Qa CeU.'

Cell address Row aur Column ka
intersection hota hai.

Example: Column A aur Row 1 Ka
address ‘Al hoga.

Cell select karne ke lige uspar
click karein.
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&, En’cering Data in Cells

Cells me teen tarah ka data enter
sakte hain:

' 1. Text (Labels)

2. Number (Values)

3. Date

Data enter karne ke baad Enter key
dabayein.
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| 5. Page Setup

. Pxin’cing se pehle Page Setup za-roori hai.
- ® Jsme Maxgins, Ovientation

( Portrait/Landscape), aur
' Paper Size set kiga J'a’ca hai.

e Format - Page menu  se ye
se’c’cings milti  hain.

- Orientation (Page Divection) :

I

i

Portrait LandscaPe
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6. Printing of Sheet

Sheet print karne ke liye File menu -
~ Print par jayein (Ctrl+P).

Print Preview se dekh sakte hain ki
sheet kaisi dikhegi.
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' Saving SPreadsheet

0S5 preadsheet save Karne

: W ke liﬂe File = Save
(Ctrl+S).

Calc files ka default

 extension ‘.ods’ hota hai.
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8.POpenin3 and Closingj

4 E xisting file open karne

AT B

] ke liye File = Open
(Ctrl+0).

Calc close karne ke liye
File > Exit (Ctrl+Q)

ya window ka close button.
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9. Manipulation of Cells & Sheet

Cells aur Sheets ko manage kayna
Jaise Rename karna , Move Kayna,
ya Copy Karna.

Sheet tab par wight click karke
ye options wmilte hain.

» T\
«|» [ Sheetl \ Sheet2 \ Sheetz \ @ |
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10. Modifging / Edi’cing Cell Content

Cell content badalne ke lige:

@ Cell par double click karein.
@ ey keg dabagein.

@ Formula Bar me edit karein.
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11. Formatting Cell (Font, A|ignment,5tyle)

Cell ko attractive banane ke
liye Formatting ki jati hai.
Isme Font type, Size, Bold,
Italic, aur Alignment

(Left, Center, Right) badal

4 \

xe.

sakte hain.
Bold Italic Underline

Alignment

2 e

Left Center Right
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12 Cut Copﬂ Paste & Paste Specnal

> Da’ca move ya duplicate karne ke hﬂe

e Cut (Chdaxt):
. Copy (Ctrl+C),
o aur Paste (Ctrl+V).

- Paste Special se sirf values ya -
formulas paste kar sakte hain.
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3. Changing Cell Height and Width

o Cell ki size badalne ke liye Row header
Yya Column header ke edge ko dra3 karein.

e Format menu se bhi Heigh’c aur Width
set kar sakte hain.

Column edge
ko alra.3 karein Column Width
'/ badh 3a.jf
(—:—) el
o B i B e e D
1 : 1
2 : —> |2
3 : 3
4 ? 4
5 ' 5
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14. Inserting and Deleting Rows / Columns

+ —> Naﬂi Yow ya column

insert karne ke lige

ow ; 3 .
. R Ynght click kavein = Insert.
) ey Cop3
9 Insert...
3 Delete .., k
Format Cells...
o 5

= | => Delete karne ke Liye
| Row vight click — Delete.

e L0 b
) Cop3
9 Insert...
3 Delete... ‘k_.
Format Cells...
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\515 AutoFill

e AutoFill se series (Jalse fein-g
ya Days) automatically fill
ho jati hai.

o Cell ke bottom-right corner

( Fill Handle) ko drag karein.
B

1
O =

Fill Handle

P WINEFEI>

Ol | WIN|->

P lWIN-

_.

N\ \ , /7
:: AutoFill se time bachta hai
A\ aur data entry easy ho jati hai.
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16 Sor’cmg & Fl termg_

* Sorting se data ko Ascendmg G
Descendi ng order mearrang-e_-.ﬁfﬁ
~ karte hain.

2 Fll’cermg ge smc wahl dafa, dnkh’ca.

~ hai jo humein chahiye.

* Data menu me ye options

hote hain.
r r ~
&<y

" Filter : Sort
C(Filterr——— (A=2)
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FUnH: - LL'

Badi sheet me scroll karte waq/’c YOWS Ya
columns ko lock karne ke lib(e, Freezing

Panes ka use hota hai.

View menu —> Freeze Rows and Columns.

Diagmm (Locked Top Row):

A B L D e F
1 Roll No. [ Name [ Class | Subject [ Marks | Girade
2 0 X Wt
2
4
100
101
102
P~ — 1 — . | .

P
Locked
Top Row
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18. Formulas, Functions and Charts

e f ) e Formulas hamesha = sign
X

se shuru hote hain.

e Functions predefined
formulas hain (Jaise SUM).

e Charts data ko visually
dikhane ke liye use
hote hain.
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19. Using Formulas for Numbers

* Basic math operations T ¥HR g:
® Addition (+) : g &=l
@ Subtraction (=) : AT i
©) Multiplication (%) : 3O AT
@ Division (/) : T &H3AT
* Example: =A1+Bl1.
3GTER0T dTfetant : :
F. | Operation | Symbol | Formula (samen)| o | 2 | S0t
1. | Addition () : =A1+B1 10 5 15
2. |Subtraction(@em)| — | =A1-Bl o (8 5
3. | Multiplication (om)] % | =A1%*B1 10 | 2 | 58
4. | Division (sm1) |/ =A1/B1 v 2

ST A1, Bl anfel

Ac:  Formulas ¥ cell reference &7 IGINT fohar &IrT &,
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AutoSum button se selected vange
ka total turant ho jata ha.i.

Tska symbol ‘3 (Sigma) hota. hat
jo Standard Toolbar par milta

had.



