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Libre Office Calc

fSI9 UHR MS Office # MS Excel URITH Bidl %’ I UPBR LibreOffice H LibreOffice
Calc B1d1 81 LibreOffice Calc Udh Spreadsheet Application Software %’ o
Formulas &1 SUINT &b Data | Mathematical, Statistical, Financial e ‘TUFIT\Q' P
ST gebell § 3R 37 Solutions T S Tebd B

249 Software Pl dd-T MS Excel Program I DI O gbal % Fifes S BT BT TIHT
A B1d1 81 LibreOffice Spreadsheet Application Software @1 BISd &1 Extension
ODF Spreadsheet (.ods) g1d gl

LibreOffice Calc # U@ Sheet ¥ &4 1,073,741,824 Cells, 1,048,576 Rows
dUT 1024 Columns (TR T #) Bid T

File extension: .ODS(open document spredsheet)
Template Extension: .OTS(open template spredsheet)
By default file name: Untitled-1

Total Menu bar present: 11

By default Font Size: 10pt

Maximum & minimum Font size: 999.9pt & 2pt

Max & min Font( in dropdown): 96pt & 6pt.

Max & Min zoom : 400% & 20%

By default page orientation: Portrait

By default sheet available: 1 sheet

By default row & columns present in sheet: 1048576 & 1024
By default Chart available: 10 chart
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Elements of Spreadsheet

Workbook:-
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Johgd U@ 4 3@ UST (Sheets) &1 UHh SiagHC gidl ¢l aRdd H, Thg® P HISd gl
g8, /& 3faiid Worksheets ® Enter f&a1 TT Data IR (Save) & g

Worksheet (a$3fi@):

Workbook & Ud® UST &I Worksheet &gl SITdl %I

Worksheet, Cells T g gl %, S Rows 3R Columns # SIaf&Ud Gl ?fl
LibreOffice Calc H by default T& Sheet gldl 8, TRg 3U®! 3ABIH TBAT 32000
Sheets T &l ¥ gl

Cell (¥9):

Cell, Worksheet &1 e Bt 3HBTs Brat %‘, fS9H Data Enter far Sidr g1
Worksheet @t Rows 3R Columns & Intersection (Phcld ﬁi’g{ / Eﬁ%l%ﬂ:f) q Cells &1
fmTor g B

Calc # Ugdll Cell ®T Address: Al

Calc # 3ifd® Cell T Address: AMJ1048576 (Old Version) / XFD1048576 (New
Version)

Row (ﬁ):

Worksheet & Cells & qHe & TP At Horizontal Ufdd & Row g1 STl B
Worksheet # Rows @1 Numbering WX I = o1 3R e B

TH Worksheet H 3if¥aH 1,048,576 Rows Bl gl

Column (HTTEIT[):

Worksheet # Cells & dHe Pl Udh et Vertical dfgd &1 Column gl Sldl %I
Worksheet # Columns & Numbering §T¢ ¥ ¢ &1 3R gldt g

Old Version # 3f&dd Columns: 1024 (A ¥ AMJ] d®)

New Version § 3(f&dH Columns: 16384 (A ¥ XFD &)

Column Naming g9 UhRR Eﬂ?ﬁ %:

A, B, C..Z, AA, AB, AC ... AZ, BA, BB ... BZ ... AMJ

Cell Pointer (Jd UlgcX):

Worksheet # gaqm o W (Active) Cell & IR} 3R f&@mg ¢4 a1 Frame &7 Cell
Pointer WGHHT%I

Cell Pointer &1 TaNT frdt 4t Cell oY Active S & forw fasar e g1

Formula Bar (WI'I{FIT dR):
Formula Bar, Toolbar & =¥ Horizontal fUfd & g1 g1

b GRI fpelt Cell & Formula Enter T & ST 8 1 39 Cell & Contents P Edit
fobar o g §1
Formula Bar & §T0 3iR Name Box BIdT §, St Current Cell T Address UGRid &l g

Name Box (ﬁ'ﬂ Elvﬁ'\‘[):
Name Box, Formula Bar & Eﬂ'sc 3R R grar %I
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g 39 S%preadsheet Cell IT Cell Range &1 Address <¥idT §, S adAM # Select f&ar
7 giel B

Menu Bar : <
Standard Toolbw Formatting Toolbar

}

! \ ‘
Name box Formula Bar
(Acthe Coll Retemnce) Column Headers

Active Cell Side Bar

— Row Headers

Sheet tahs Status Bar

=1

Cell Address (99 T39):

Worksheet # Udd Cell &1 Th Unique Address gidT1 8, S/ae gRT faeddt off cell &1
Refer f&ar ST &1
99 89 fbdft Formula & f&ft Cell Address &1 Refer d 8, dl LibreOffice Calc 39
Cell & HI[g Value 1 Read &l g

LibreOffice Calc # Cell Address @ 30 ¥U ¥ dF UHR I Refer a1 ST GhdT g—

1. Relative Cell Referencing (f¥afed I YwIRim):

9 g9 fidt Formula &1 @& Cell ¥ @3\’ Cell Copy A %", dl LibreOffice Calc Wd:

& Formula #H f2T 71T Cell References &1 Adjust &R adT B

%ﬂ UHR & Cell Address ¥ Tgd Column &I Letter 3R fhY Row &1 Number ferar ST
I

JaIERI: Al, B5, H3 3fd|

2. Absolute Cell Referencing (TSHITIE Id YWBRIT):

Y UBHR DI Referencing T Formula &I Uh Cell g w Cell Copy P W
Formula ¥ f&T 71T Cell Address T Reference URdfdd =gl giarl

fdt ot Cell Address @1 Absolute §H & feT@ Column Letter 3R Row Number g
3 Ugd Dollar Sign ($) TIIT ST §

IR $A$1, $H$5, $H$3 3

3. Mixed Cell Referencing (s I YBIRT):
fxft +ft Cell Address & @ 4TTT B0 §—

Column Letter
Row Number
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gfg S8 I TH U Relative 3R IR HIT Absolute YW1 SITdT §, @ 39 Cell Address I
Mixed Cell Reference gl SITdl |

JaleXUl:

$A1 (Column Absolute, Row Relative)

A$1 (Column Relative, Row Absolute)

$H3, H$3 3|
Libre Office calc Shortcut Keys
Shortcut Keys Use/Effects
Ctrl + Home Move cursor to Al
Ctrl + End Move cursor to last cell with data inside
Home Move cursor to first cell of the row
End Move cursor to last cell of the row
Shift + Home Select from current cell to first cell of the
row
Shift + End Select from current cell to last cell of the
row
Shift + Page up Select from the current cell up a page
Shift + Page down Select from the current cell down a page
Ctrl + Left arrow Move cursor left of the current data range
Ctrl + Right arrow Move cursor right of the current data range

Move cursor to the top of the current data

Ctrl + Up arrow
range

Move cursor to the bottom of the current

Ctrl + Down arrow
data range

Select all cells containing data, in the direct

Ctrl + Shift + Arrow
of the arrow

Ctrl + Page up Move sheet Left
Ctrl + Page down Move sheet right
Alt + Page up Move one screen left
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Alt + Page down

Move one screen right

Alt + Down arrow

Increase current height row

Alt + Up arrow

Decrease current height row

Alt + Right arrow

Increase current column width

Alt + Left arrow

Decrease current column width

Alt + Shift + Arrow

Fits column width and row height based on
current cell

Shift + Ctrl + Page up

Adds previous sheet to current sheet

Shift + Ctrl + Page down

Adds next sheet to current sheet

Ctrl + * Selects data range contained by the cursor
Ctrl + / Selects matrix formula contained by the
cursor
Ctrl + Plus Insert cells
Ctrl + Minus Delete cells
Enter Move cursor one cell down
Ctrl + ° Display/hide formulas
Ctrl + 1 Open Format cells
Ctrl + Shift + 1 Two decimal places
Ctrl + Shift + 2 Exponential format
Ctrl + Shift + 3 Date format

Ctrl + Shift + 4

Currency format

Ctrl + Shift + 5

Percentage format

Ctrl + Shift + 6

Standard format

Ctrl + F1 Show comment
F2 Enter Edit mode
Ctrl + F2 Open Function wizard

Shift + Ctrl + F2

Move cursor to input line
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Ctrl + F3

Open Define names

Shift + Ctrl + F4

Show/hide Database explorer

F4 Rearrange references
F5 Show/hide Navigator
Shift + F5 Traces dependents

Shift + Ctrl + F5

Moves cursor to Sheet area

F7 Check spelling
Shift + F7 Traces precedents
Ctrl + F7 Opens Thesaurus
F8 Enable/disable additional selection mode
Ctrl + F8 Highlight cells containing values
Fo Recalculate formulas in current sheet
Ctrl + F9 Update chart
Ctrl + Shift + F9 Recalculate formulas in all sheets
F11 Open Styles
Shift + F11 Create a document template
Ctrl + F12 Ungroup the selected data range
F12 Group the selected data range
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