Chapter : 4 (Libre Office Calc)

Libre Office Calc

ST UHR U Ms Office Program flEII Ms Excel BplﬂT%G?ﬂ USHR ¥ Libre
Office Calc H HI ©H Spreadsheet H Formulas &1 use &R Slicd data
P! Mathematical, Statical, Financial ﬂﬁﬂﬁt Formulas @ use
& Solution [F&HT Tdbd %I 24 Software DI dci-l gH Ms Excel Program RERe 7Ry
qahd %I Libre Office Spreadsheet Application Software ®[ Extension ODF
Spreadsheet BIdl ¢ | Libre Office Calc H Udd Sheet H Cells 1,073,741,824,
Rows 1048576 and Column 1 U1 1024 (old version) Bldl §

LibreOffice Calc, ¥ Application Software g | TS LibreOffice @ U4l
HHBUT H U YIUH & =9 | A1 fbdr 771 81 LibreOffice Calc ®I
Electronic Spreadsheet Software fh?T\_rﬂ?lT%l
Spreadsheet, Vertical and Horizontal ( 34 3R afdst ) Lines ﬁﬁl—rﬂf{a Grid
(SlTed) Eﬁ?ﬁ% TSI9H Data Enter WB% W@H’T Calculate fbdT ST 9 dl %l

PC (Personal Computer) & [¢18 fd&RId fd41 7141 Ugdl Spreadsheet
Software, VisiCalc Ul VisiCalc, Lotus 1-2-3, Quattro-Pro, VP-Planner Plus,

Multiplan, MS-Excel 3R LibreOffice Calc SISl edR o 3algul gl

Elements of Spreadsheet Software :-
Yrsiic Wited? & Yo dd fAgferiad g-

1. Workbook :-

b U Y 3Hi¥dh Ul ol Ueh SIRIHC gidl g | Idd H dbgd U
W@Fﬂ%ﬁlﬂ% 3JqiTd Worksheet H Enter {&U 71U 31T Save éﬁ%l

2. Worksheet:-

Workbook @ Udid Usl &I Worksheet el JAldl %’ | Worksheet, Cells &I
o[ B_)l?ﬂ % Sl Rows and Columns H SaRUd B_)I?f %I LibreOffice Calc ® by
default T® Sheet §ldl 8, U¥d 3! {fADHdH Y& 32000 Bldl §




3. Cell:-

Cell, Worksheet @1 Tel] BI¢] SBI3 oldl o, [SIH SIeT Enter [l Sl g
Worksheet @ Rows 3R Columns & Intersection (Hcld fawg / Ufdwse) &
BT Cells BT A IAT G

Worksheet T fddl Cell BT UH Unique Address (ﬁmﬁﬁmﬁéqmﬁ
6-3[} aﬁT%,ﬁR?[Column Letter and Row Number & Y411 4 [AfSP (refer) [&Ha1

Sl 8 1 Si- A1 39 Ud &I Ay Sd1 8, fS9a&T Column Letter A TUT Row
Number 1 %!

W@lﬁ H 3mg text, number, symbol, formula etc ferg ’ﬂﬂ’ﬁ%

4. Row:-

Worksheet H Cells & §Hg & Udh U1¢ T &fcsl HIRIYA Dl Row gl STdl
%’I Worksheet H Row &1 Numbering SR I AR DI @?H’ﬁﬁﬂ?ﬁ%] P
Worksheet H 3@ 1048576 Rows Bld1 § |

5. Column:-

Worksheet H Cells %Eﬂ:ﬁ'% Udh iy H Feaid AGRITH &I Column
ﬁTGﬂ?ﬂ%l Worksheet H Column @1 Numbering W@ﬂﬁ{ Gﬁ?ﬁfﬂ?ﬁ%f TH
Worksheet H 3If®dH 1024 (OId Version) , 16384 (New Version)

Columns ﬁﬁ %'I ﬁmﬂuﬁm Column A TUT 3MRERT Column AMJ (olid
Version), XFD (New Version) 8141 §, foFd! TaiAT A § X AMJ dd 31T A,
B, C.....Z, AA, AB, AC.....AZ, BA, BB, BC.....BZ....AMJ & 38R BIdl g | 3fck:
PIAH A, Worksheet & Ugdl DIciH i, Z 26d DIciH, AA 27d HIaH, AZ 524
PIdH, BA 53d HiaH 3R 341 T8 AMJ 10241 DIaH Bl Gl |

5. Cell Pointer:-

Worksheet H GdHH H 9ihd Cell & IRI 3R U Frame PEEI Eﬁ?ﬂ %
S/ Cell PointerﬁT\_rﬂ?ﬂ%l Cell Pointer &1 UaRT fddt Hi cell ©1 Gihd 99 &

fera T SIraT g1

7. Formula Bar:-

g 9R toolbar & -d &Sl /G H YT gId1 81 9P gRI bt Cell H
Formula enter T a1 o1 W% 3T 39 cell & Contents @1 Edit {1 oI Jahdl
%I Formula X & left hand side # Name Box f\ﬁﬁlﬁl?ﬂ%, S Current Idl &1

o UefRid oxdl gl

8. Name Box:-
T =TT T =TT ST TR ST o s TR T =TT A m T anr = 2 oot




Important Features of an Electronic Spreadsheet Software:-
Electronic Spreadsheet Software ﬁﬂ@w fgfeRad g-

1. Automated Entry:-

Electronic Spreadsheet Software G- LibreOffice Calc fdhdl Data
Series SIY- YB3 & IS, §¢ P I, faAl & =, 7l & 1Al geania bl
Worksheet H ¥d: Enter B ®1 ﬁiﬁ?ﬂ ol %’ |

IGIEIUREEY, UfG Spreadsheet H 100 B! &1 HHID enter BT g, dl
E%ﬁfl:ﬂ type ﬁv_"-f[_ﬁpf enterﬁv_&ﬂGﬂW%l gd-l Bpl:ﬁ}pl LibreOffice Calc H

Bﬁﬁﬁmtypeﬁﬂim Data &I Wd: Bﬁenterﬁﬁﬂ%ﬂﬁaﬁ Dataqﬁaﬁm
cell ﬁentermwm%]

2> Automated Re-calculation:-

ﬂﬁ'%ﬂ?ﬁq cell %maﬁuﬁaﬁaaﬂﬁ%‘ FSIO®T Reference Tl
Formula # &1 741 3§41 B, o LibreOffice Calc Wd: g1 39 tﬁl’w{?ﬂ @l g-:
calculate ®X, 31 GHI cell Bl value B! update ®X adl %’I

3 What if Analysis:-

What if Analysis @1 H1iad B & AU LibreOffice Calc ®3 tools
G- Goal Seek, Solver SIG 3T Dl g | SHDI WANT fdbdl a1 a1 GHTaHT
& 3R W YiISIaToft &+ & o fhar S gl

4 Simplifies Complex Calculation:-

LibreOffice Calc H Sfed U Wfied deldai¥H ®i SEFIYdD
I ot 1 ST Hehell 8, Rl 39 Ugel 9 &+ &1 e IR formula Bidl g

5 Capacity of Handling Large Volume of Data:-

LibreOffice Calc H data @l d9] A god - ® &H Bidl o
3@ data ﬁﬁﬁﬁﬁmﬁenter, process 3R edit fdha1 ST BT g

Entering Data in a Worksheet:-

Worksheet @ [l cell H data enter R & Wﬁﬁ@a%ﬂq steps
CRESOES

Step 1- 39 cell B active BHRAI USdl g, [oTGH gH S1eT enter BRI 61| Tl cell
Bl active D B AT I cell W fdeidh W HATISAT B

Step 2- dif&d STl @l cell fftype S Ugd] Bl

Step 3- 3{d o entry aﬁtp‘im?f %ﬁﬂl{ enter key Ul tab key 4l aﬁ% il arrow key
GEHIUSdl B

1. Numeric Entry

Tt Condan s



Numeric Entry:-

Tt 1t numeric entryﬁﬁﬁﬁ@ﬂﬁﬁ?ﬁﬁﬂwmm
Habhdll g-

0-9,.,+,—*()./,,%, ., ESdfcl

Note:-
1. LibreOffice Calc, Date and Time & Hl Numeric EntryW@lﬂT%l

2_W6ﬂﬁﬂfﬁcell ﬁwq@ﬁenteraﬂﬁﬁ 3R 39 FR H 0 3id! Bt
AT 3 cell B 1975 (Width) I 31E gIdl 8, 3R 1Y &1 98 -eR BlHe $I s
g1 gldl B, dl LibreOffice Calc 39 /s &l Scientific Notation (E+) & U 1
cIfar %‘, g Tl cell dI HaR formatting G| TI—{ _E?I_cﬂ %’ dl LibreOffice Calc 39

&R Bl A Hashes (###)%Wﬁm%l ST f @Tq:ﬂ%image Hoa
Yobd -

iii. ﬁ'l'gﬁmﬁﬁ numeric entry, Right Aligned @?ﬁ%l

Text Entry:-

Tt ol text entry # 38R (a-2), 31 (0-9) TUT [4=IN =gl & GHRISH
far ST Tl g

Note:-

1 T8l HeR @l text & U H enter B %ﬁﬂ{ 3Y &R Bl Apostrophe aiﬁ-'lr_t-'
oKl prefix AT Ugdl © U1 fth 3Y &R &I G Quotation marks (* *) & dld
RGBSR & I8 Y prefix B USdl gl SI4-

India  (text entry)
125 (text entry)

="125" (text entry)
1. iﬂf%ﬁﬁ' text entry, Left Aligned—tﬁ?ﬂ’%l

Formula Entry:-

LibreOffice Calc ﬁtﬂ%ﬁmworksheet f{qﬁﬁ@ enter ﬁTaTFU,
31T g1 Bl o 1Y — F1Y e fGU 710 311 W fh Sl Wi SR & gricd
{Process)ﬂﬂﬁﬂfﬁmmﬁﬁﬂ%l

I?Wi?ﬂ &1 WIRT fasdit Ut mathematical operation, statistical

operation, financial or accounting operation 36‘1"3 & GG B %ﬁ‘ﬂl{
ERIEISIE

Note:-

1. Formula entwﬁ@ﬂ@@[w%ﬁﬁ% (=) @[W@:ﬁﬂﬁﬂl oIY-
=Sum(A1:A10)

=A1+B3+A5+A2



Types of Cell Referencing / Types of Cell Address:-

Worksheet H Ud® cell WWWE\%—H@W% fSrd gR1 ! cell
DI ACY (refer) T ST 81 51 g fhdl Bl O {4l cell address &l AIGY

aﬂﬁ% dl LibreOffice Calc 39 cell address & value &I Read W%I
LibreOffice Calc H cell address & AfRIRad 99 GEG g |3||EE oo a1 ST O dl %’-

1. Relative Cell Referencing
2. Absolute Cell Referencing

3. Mixed Cell Referencing

Relative Cell Referencing:-
Wﬁﬂmmaﬁ%cell @[_g'{{f\fcell H copy B g, dl
LibreOffice Calc ¥ad: g1 BIHA H U cell & RB-H Pl USSRE DR adl g
o UDR P cell address ﬁﬂ_ﬁiﬁqﬁﬁ Column @I Letter 3R fih Row
BT AR enter fH AT SIIAT g1 SIU- A1, BS, H3 ERIIE

Absolute Cell Referencing:-

E@Wtﬁﬂ%ﬂﬂﬁ@cell @Igﬂ%cell ﬁﬁmﬁmqﬂﬂ?ﬂﬁﬁn
U cell addressﬁ[wmﬁfﬁm%l

it ¥ cell address @1 Absolute Ei:lﬁagﬁﬂfﬁl cell address &
DT e 3R U R Y Ugdl Uh-Udh SIeR DI (G ($) &1 fear Sirar g1 oid-
$A$1, $B$S, $H$3 sG]

Mixed Cell Referencing:-
bl 4T cell address & @l ‘J-ﬂTfEh?f% waﬁaﬂéaaan‘cgmﬁ
AR
Cell address & fdhUl Uh YT Pl Relative ﬁ?fg\tﬁf YN &I Absolute

Y8 &4 T 3 cell BT address, Mixed Bl S1dT o | fo10- $A1TUT A$1, $B3 TUT B$3,
$H3 dUT H$3 SATlG |



File Menu (Alt + F)

File Menu @1 Shortkey {Alt + F} BIdT &, FId Menu BT Active ®3- o fog At T1
F10 Key @1 W4T fodn STl 81 59 Menu H File 994 T Trafad f9fSe Option feumu € &t
ffafEa g-

New {Ctrl+N}:-

3 File 97 & foTT 39@1 IUgiT f5a1 ST 8, iR 59
T T LibreOffice & T Software T8 § TiT o Tdhd ¢ | 39P
3Tl 394 New Template{Ctrl + Shift + N} @1 HI Option @
Gﬁﬁf%, WW@@WWWWEDocumEHt&T
Format o8- Letter, CV, Resume smﬁﬁﬂﬂqﬁ?f% mpage
T Insert BP Edit [T o1 a1 &1 S B 3T T Image &
oE UHd g

233 S e et ikt e o .
m&di‘t‘ Wiew  Inszert Forrat  Sndes  Sheet Dot Tools |

|—:‘i Text Dacurment
Dpen.. Ohl4D | =] Spresdhiest Cerl 48l
Open Bemote. .. [ _Presentation
3- Recent Diocurments . | Drmwing
[B Close [} Farmuls
Wizards o 2] Database
Eﬂzldzs .

& HTML Dacurment

eload [} %ML Farm Dacumens
WErin

|'—:"~ Labels
H e Crrles
=4 Business Cards
E Save As Ctel+Shift+5 —
Sawe Remate . =) Wlaster Docurrent
Save 2 Copygn ['] Templates... Cid+Shised
Open {Ctrl+0O}:-

EE?['\E[EFITWSave EARIE]] FileaﬁOpenmaﬁﬁﬁmmmﬂ
ERIEIGIE

Open Remote:-

E'EQ?-IE & {1599 Y Cloud Computing ol Google Drive, One Drive,

Windows Share ﬂﬂlla R Store Data @I Open A, Update A ERE e %1’?}1@
Y] IULNT hdr Sl el

Recent Document:-

4T g1 gl § Wil gU WIS g1 941U U BIsd WalRid 8id o, f5ig Open
D Edit [HT1 51 gaod1 81 3UH % Writer &1 81 gl dfed LibreOffice H T4l
el gU File UG RId gid 81

SUH U TIY Recent foke H 14 BIgd USRI gl 8, [ Clear List UR Click
FD Recent File DI Clearmmwa’l

Close {Ctrl+W}:-
ot BU ddHH Dariiment i d¢ &id & (ol0 20T IUanT fhar Sirdar 8




Wizards:-

Wizard, Computer ﬁ@ﬂ"\cﬂ User Interface Eﬁ?ﬂ % \_rﬁ User @lﬁ%‘x’[ ?I?f
BU Tl 1 1 Yud Bl g | 3UH §H Step by Step MG & gid g fordd
3R ¢l U8 o IRl g
qﬁ@ﬂ@ﬁﬂﬂﬁqﬂfomion %MW@[ Letter, Fax, Agenda, MS Office
G Document, Euro @l WFHW Convert fhdI Sl W%I

Templates:-

Template &I 3ry- WQTGWEH@HT%I Template ua@l@iafr CEIR]
Document & Format Eﬂﬁ% S Computer e Application & 1Y SHGIT?[%E]
Eﬂaﬂmﬂﬂ@[ LibreOffice ﬁ%ﬁ%aﬁaﬁrﬁ Document & Format Eﬁ?f%ﬁl%
Page T Insert ®Xdb Edit Tl I Yohal g 3R Wiy g1 [l File I Template &
U H Save [l ST ¥ T

Reload:-

File 1 T: RATUT SR & el SHbT IGANT Tl STl 8 314id Window I
Refreshﬂﬂa_rﬂ%l

Vetrsion:-

LibreOffice @I Version (TIH0N) é@ﬁﬁimmwmm%
WriterﬁW@HﬂﬂﬁﬁV&:rsion Setﬁf{ﬂﬁ%a@[@_ﬁﬁwa?ﬁ
Version Wﬁwgﬂ){ Document I LEEI il B Fhd ¢ TIY Bl Protect
View 3[R Open Copy File WW Copy I WWW%I

Save {Ctrl+S}:-

SIRIT ST XG1 File &1 31T Title GhR 3 YRIET B & [e1U 9B IUAN
ICRIEIGIR

Save As {Ctrl+Shift+S}:-

Save I T Fileﬂﬁqﬁaﬁqaﬂaﬁ@m 3R A1, Format T
Location UX Save W%WWWWW%I

Save Remote:-

LibreOffice H &4 T Document &I fdhdll Server SI- Google Drive,
One Drive 3¢, TR File @ Online Save @R+ & e SYbT UL [T SIIdl g |

Save Remote:-

LibreOffice § 10 U Document P! {4l Server S19- Google Drive,
One Drive 31f¢ TR File @[ Online Save W%WWWWW%I

Save a Copy:-

mwwlﬂ File &1 T Copy Save B & [T Tda1 Sl §
3T 31T LibreOffice o9 Software ﬁ?ﬁﬁm File Save &3], S Writer
& 3Tl Calc 3R Impress Hi REI] 5’341% clfdb 3119 Writer # € <l Save a Copy
& R R Writer 31 File Save Eﬁ‘ﬂ Calc 3R Impress ﬁﬂﬁ]

Save All:-

ST &1 3R Save a CopyﬁﬁﬂTﬂTW%B@ﬂﬂ?@'ﬁH Writer & 3{Tcral
Calc 3R Impress I QG EGH% clfdb 31T Writer H g dl Save All - TR
LibreOffice afﬂ‘lﬂ@ﬁt{ Program @1 File Save Bl Sl | Al 31T Open T
Y Documentfbgftlﬂ@l@ Save ﬁ%&ﬁh?ﬁﬂﬁ-ﬁﬁ@[ﬂﬁﬂﬂﬁﬂﬁﬁ%%ﬁ
Save As P Dialog SId EjﬁTITI




Export:-
LibreOffice Writer & &HI3 71 File @1 XHTML, Pdf, Xml, Jpg,
Png Format H §&a- & [¢1T 39®T UANT (a1 Sl 6|

Export As:-
2Hb 3iiid IR fddhed fau 7 3-

a) Export as PDF

b) Export Directly as PDF
c) Export as EPUB

d) Export Directly as EPUB

g fdded Writer H &13 715 File BIPDF (Portable
Document Format) 3R EPUB (Electronic Publication) 31 GI-l #
Save W%l

Export 3R Export Directly ﬁm@ Ha :I_ap[% Export
BRA W GIT'FT'\EIW Dialog Box Open @?IT% orgH T9fd uaR &1
Setting A TSl B, Sidid Export Directly q E?)JIEF Hi Dialog Box
Open H—Eﬂiﬁ?ﬂ% Gﬁ?ﬂﬁﬁ‘{f&etting m?ﬁqsﬁﬁél

(
(
(
(

Send:-

LibreOffice Writer H d-11J 1[U Document &I {9l¥%F Format &
TG B E-mail & AT1E7H Y et 2R safad & Uy Yo & U 39!
REUILRCRIRSIGI %’ SI9- Email Document, Email as Open Document
Text, Email as Microsoft Word, Email as PDFE@TFQ’I
Eﬂéﬁ 3{ITd] Bluetooth @ H1EIH ¥ File B ol a?l%’lﬁ Send via
Bluetooth "IH® Option H 18 oI %’I

Preview in Web Browser:-

g HI LibreOffice &1 U dgckiH [ddbed ol T8
LibreOffice & &4l Hi File ®1 HTML Format H dgd <dl %’ forgd
Cascading Style Sheet (CSS) ®lI8 Hl @ W@ B |
WWH@%%@W@E@WW&)SEEW Page aﬂﬁ%ﬁ‘ﬂ
i 5@“41?'[ foar S gadn %‘ Sil fb LibreOffice H Preview in Web
Browser TR fad@® &d _Bpf gt fer@ gl Contents CARSE Eﬁ CSS
Code 3R HTML Code @1 Generate Wé_cﬂ%l




Print Preview {Ctrl+Shift+0O}:-

Document @I Print &3 I El?f ﬂgé@ﬁ% FQTQ b
Document Paper UX Print g & ggrd Eil| faam, ERSEdl Iugi fban
SIS

Note:- Q?ﬂ Document Sl &H Computer Screen U add % 34 Soft
Copy ﬁﬁ %‘ 3R o aé’r Document Printer d Paper UX Print PRD
[T SITdT 8, 91 3Y Hard Copy $ed 6|

Print:-

Gt 1T Document G| Paper UX Print S D ]%'IH ERsCdl
IUGIT a1 Srdr gl

Print 31 W@[Qﬂ? Dialog Box Open B)I?IT% forgqd

Printer, Print Preview, Pages, Odd Page, Even Page, Number of
Copies, Paper Size, Orientation 9P fddey aﬁﬂé od %’ forg 3gHt
HIdGhdl WSelect%ﬂTﬂTﬂﬂ’Tcﬂ%I

Printer Settings:-

QUDP] IUgT Computer T Install Printer &1 Setting P
CARINEDIRCIGI

39H U 391 SFHR Dlg Hi Printer Select fdar ol
Hahdl ?{ 3R Document @1 Color dT Black & White H Print f&a1 o1
Ul & 3R U1 Bl Page Setup i [da1 ST T 5 |

Properties:-

o-[U U Document @1 Properties - lgdd hI T AH %
g {59 S8 X U4 5, 39 DI Hd §-141 -1, 3R He dRE CI3H
Modify {1 71 31(E Dl - d dad- & el 3HB1 U fdhal
EIGIR]

Digital Signature:-

&4[U I[U Document A Digital Sign G”S - aiﬁ"lﬁ?ﬂfﬁi
IYGIT {1 SIdT 81 DL (Driving Licence) §1aTd ¥HY Screen OR &1

ST 9Tl Sign, Digital Signature &1 34eRUI 6|

Exit LibreOffice {Ctrl+Q}:-

LibreOffice & g4l Q@I gl Application HIUh R T8l dg
®HRA b fe1U SHb1 Iuai fHar g |



EDIT MENU { ALT + E }

SRHT B 3HTY ST 8 , Edit BT 31 §IdT ¢ — " YUR &A1 “1 39 Menu H
File T geR d3- T G [dfi3 Option [GU T, Sl (AfeiRgd § -

Undo {Ctrl+Z}:- (Edit] View nset Format Styles
Undo Gl R1sG] Un+Do Y &1 g1 Un T 352 — !;: .k,L
Not TUT Do &1 374 — A1 gidl 8, 1did 39Dl Repest  Qubeshite
SUTA] Step by Stepﬁ%ﬁﬁ%ﬁﬂwwgl lﬁi Cut Qi+ X
£ Co Ctrl+ C
Redo {Ctrl+Y}:- B e v
Redo &l 2sal Re+Do & fIA®R &1 8| Re T 37 E ::::“E'WWM'
— TR ¥ U Do @1 31 TA1 Bl B, 3iufd ST |
SYTR] Step by Step AT S & U fhar S g }- End.. Ctrl+F
Find 8 Replace... Cerl+H
Repeat {Ctrl+Shift+Y}:- B Teei P :
St AT T W A AR | e
DT STGNT BT ST 5 1 S - Ife 31U STagHe | Lins o Extemal Flles.
seegyan clgy ®d g SR dlgd g [ seegyan GIERT 'L;*t””
m@ﬁWﬁWﬁ] E__'I_u-'_ l:-1cr_’-e Ctrl=Shift=M
Cut {Ctrl+X}:-

@I@Iﬁi’ﬁfﬁw Matter (text / graphic) G| WW#WWWW
o1 o7/ 314Td Move &R & 10 3UT SUGNT fdadl SITdl g |

Copy {Ctrl+C}:-

Ucide [ U Matter (text / graphic) @I Duplicate Copy@ﬁ% foru
SUHT ST fhal ST g |

Paste {Ctrl+V}:-
% U1 DIUl [HU U Matter BT Cursor & TIH UR IW & [T SHDI
SN [ S g

Paste Special:-

ﬂﬂafﬂdﬁdalramcﬂ ﬁfﬁ{@%,a@ﬁmlmage ﬁé@ﬂﬁ%—

[l Paste Special v | [l Paste Unformatted Text Cirl+Alt+ShiftsV
[ SelectAl Qri+Shift+Space | [s] Paste Only Text
Select v | 1l Paste Only Numbers
D' Find Cirl+F [i]  Paste Only Formula

Find & Replace.. ~ GrlsH | [ Ppaste Special... Ctrl+ ShifteV




(a) Paste Unformatted Text {Ctrl+Alt+Shift+V}:-
! Formatted Text &1 Il &3 db GYTd SUDH] formatting Bl Eﬁg
& b ¢RE B paste B o 101U IUBT IUANT BT ST B

(b) Paste Only Text:-

BIUl fd U STeT U R SR Bl paste B & (AU FUBT IULRT fbal
EIIR

(c) Paste Only Numbers:-

HIUl fdhd 1T S1eT Y R1% &R Bl paste B & (o8 UDHI IYTNT fdod]

S gl
(d) Paste Only Formula:-
D14l {dhd U STeT Y 4t BTl Dl paste B & 1e1U TS SUAN T
EIGIE
(e) Paste Special {Ctrl+Shift+V}:-
B! Y TN R DI fa=Y IR W paste & & (01U 3BT SUIN]
1 ST § 1 39 AT 3TT- 31el'T Uiich R dUT BiHe gid g |

Select All {Ctrl+Shift+Space}:-
IR US | U aR ¥ gl Jdide B o (AW 39D SUAT {41 SIIell g |

Select:-

3 AT Yelde o & (919 fdded faU U 8, e IR | Hid
SR O odran T 8-

Select v | BT Select All Sheets
fict ChlsF Select Sheets...
Find & Replace... Cerl+H Select to Next Sheet Ctrl+Shift+Page Down
: Select to Previous Sheet Ctrl+Shift+Page Up
[ Track Changes b
o] -
- Select Row Shift+Space
Cell Edit Mode 7 | 2F B E
| cll Pratection E": Select Column Ctrl+Space
[F? Select Data Area Ctrl+*

Links to Extemal Files.

Select Unprotected Cells
a) Select All Sheets:-

YHI Sheet ®I Ucide - & [A1U 3HEHT SUINT BT SI1dl 6|

b) Select Sheets:-

a4l Ta=IY sheet DI Uclde B o (01U SUDI IULNT [HAT ST B |

c) Select to Next Sheet {Ctrl+Shift+Page Down}:-

Present sheet & d1G dlcil sheet Ycide B & [A1U FHBT IULN]
CRUSIGIE

d) Select to Previous Sheet {Ctrl+Shift+Page Up}:-

Present sheet & Ugd dlcil sheet &I Uclde dH & [T SUDT URT
[CRIIGIE



e) Select Row {Shift+Space}:-

G Row Bl Yelde H- & {e1U gHebT 41T fdhodr Sirdl |

f) Select Column {Ctrl+Space}:-

U2 Column &I Yeide B @ (¢l THHT SUIRT T ST B |

g) Select Data Area {Ctrl+*}:-

foTa 71U STl &I Ydlde B & [e1U SUDHT I fhar Sl g |

h) Select Unprotected Cells:-

Unprotected cells @I Yalde ®e & (el SUBT ST {dhdl Sildl g |

Find & Replace {Ctrl+H}:-

Search 2 1 38 TRE & |IF IR g GIRT CHE [eRa- & AU 39D SUART fba
S gl

Find & GRI g ca¥e gel Sildl & 3IR Replace & R 3 ¢RE & RH R DIy GIRT
¢oRe foRaT ST § iR Replace All ¥ 61 ¢iRe U% SR H &l 96 ol ol oildl ¢ | ot fds 3
Imageﬁé@?ﬁﬁ%

“Findand Replace & o . |

Find: | =l

[T Match case T Formatted display  [7] Entirecells | All sheets

Find Al nd Preyious Find Mext Beplace Replace All

= Other options
Current selection anly || Replace backwards
[] Wildcards [7] Cell Styles
[ Regular expressions
[7] Similarity search Similarities.

[¥] Diacnitic-sensitive
Direction: @ Rows ) Columns Search in:  |Formulas :I
Help | Close




Track Changes:-

fordl 3= goR & RT fhd ¢ URddd= 1 S & fo1T a1
SUTNT fHa1 SrdT & | 39 3idiid 9 3= fdu U §, Siar &1 3™
Imageﬁé@ﬂﬁ%l

_,C Track Changes ’ Record

Show,

Cell Edit Mode E2
¥ | Cell Protection
nks to External Flss;
ImageMap
Object Compare Document..,
EitMode  CufeShitaM | | “Meige Dacument.

Cell Edit Mode {F2}:-
Bt 1Y cell ®1 tfse H37 & fore saa Iuai fear smar g

Note:- Cell Pl Edit B3 & i 1P o—

i)Formula Bar # [da @%a> cell 1 UST BX Gaod 61
ii) ¥l cell H ST [RTP BRP 34 Ul B HHd 5
iii) Cell @ Geide YD F2 Button press TR ad &/

Cell Protection:-

galqe {8 Y cell 1 YRI&T B & ol 3HHT IUANT fhal
IS

Links to External Files:-

[l are] WIgd &I US | SIS+ & (olU 38T IUdR] fhdl
SIGI

Edit Mode {Ctrl + Shift + M}:-



View Menu {Alt + V}:-
o8 T o & et fafi e Ry o €, S Fafafad &
Normal View :- [Siew] fosert Format Styles st
¢4 og H SiagHe U= U 4 yefid gldi g1 g9 oy H S
Tﬁﬂﬂﬁ? @1 Margin, Color, Header and Footer HIH- =Y | =t Ikt

JeRid Bidl o Toolbars

¥ | Formula Bar
v | Seatus Bar

Page Break :-
¥ View Headers

Page P 8@ B P (oY SHPI SUUNT [BAT A1 SHView [ view cadiines

T U9 &l gl fosar ueRid gidr g, foTH S1eT enter 381 6 Grid and Helphines
I8 Value Highlighting Ctel+FE
User Interface :- Fx  Shaw Formula Gl

- mments

User Interfaceﬁﬁ%ﬁﬂmwmmgl
Eﬂ% il LibreOffice Window @1 tab %F‘Jﬁﬂﬂﬁh fasar o

=1 Sphit Window
|

5| Freeze Bows and Columns

2 L 2 ¢ Fresze Cells *
bl o | 59D Sfamal 3R 1 95d I JoR by (GU 7T 5, ST &1 &
= e R Lsl]] Sidebar Cerl+F5
39 - 38 § &9 9@ - 5 %
= Gallery
T3 Userlnterface + | %@ Standard Toolbar Nayigator 5
Toolbars 3 Simgle Teolbar Fol ot
¥ Formula Bar Sidebar Sl 7
7 i e Tabbed =] Date Sources Ctrl+Shift+Fd
: Tabbed Compact [3 FuliScreen  ChrlsShifts)
:_"h Viey Headers Sass s Diroipack Z:,.Um

Toolbars :-

e &l o@- 9 fourH & fog sad1 SuaivT fhar Sidar g |
By Default aﬁ@aa’r{aﬁ%ﬁmﬁm Standard Toolbar ddl

R Formatting Toolbar BIdI g, UR=q 39 (Ul 3TaRTHdl 3R
s Hl ¢AdR SIST 9 g/l Sl Yohdl g |

Formula Bar:-

Bl IR I ¢ d fBUH & et 3861 IUgIT fhar Sl g |

Status Bar :-

Status bar @1 ¢@- d UM & T 39H1 YR {01 STl 6 |



View Headers:-

Column Letter d4TRow Numberﬁﬁ@ﬁﬁ@ﬁ%ﬁﬂ
P U] RS %I

View Grid Lines:-

Grid Lines ®I ¢+ d {4 @ T S8h1 3UdNT fdbdr Srdl

gl

Grid and Helplines :-

Grid and Helplines ﬁé@ﬁa%crﬁaiﬁwww
1 1T g | $8® aRiTa MiRIRad faded fau e §, forg smu -
o H & 9@ §-

Grid and Helplines v i Display Grid
Snap to Grid

[ Value Highlighting Ctrl+F8 ‘

iz

Helplines While Moving

Value Highlighting {Ctrl + F8}:-

fadt cell value ﬁsﬁa&wﬁ%ﬁnwwm
EIGI
Show Formula (Ctrl):-

Sheet H enter f&U U Formulas CANRGE 7 ﬁ’l’[{%ﬂ?ﬂ
I T ST 8 1 599 cell value & R TR formulas {38 d &1

Comments:-

HHCY Bl o d &Y @ [ ST I {1 Siidl 3|

Split Window:-
window @1 &1 YTl H §Teq & folU 3T Iubi fdban S gl

Freeze Rows and Columns:-

Rows and Columns ﬁ@ﬁm%%ﬂmwm
ST 8, fST Y ®h1d el R dg f&udl el g

Freeze Cells:-
Ugd I U Ugd DIdH DI RIS HIA & (AU 3BT IGANT fbdr
STl & | SRl &1 319 i 309 H &9 Udhd o-

Freeze Cells » i ﬂ Freeze First Column

[ Sidebar Cups | i Freeze First Bow
Sidebar {Ctrl + F5}:-
gg U 41 AR g, Sl bdd LibreOffice H Bl fddl ¢ | 48
Wﬁ’&ﬁ%ﬂéﬁ@ﬂ%@ﬁ vertical 9 I f&ya E?Irll %I 4P gkl Page,
Image, Shapes gdIe 37\‘:\% a1 oI e %’I
Styles {F11}:-

Heide fhd MU e W (T TR & T3¢ Apply P
forg 381 IuanT fohar Sirdr g




Gallery :-

fafifs YR & Shapes TUT Image 3-I¢ B3 @ (o1 3TH]
JUURT AT Sl gl

Navigator {F5}:-

Y 3R IR [Fd S U 31T Y U SN box 31T
@ﬂ% forgq @ fhdt off Text, Image, Table, Heading Eﬂﬁﬁﬂé
feh 21 T Gahdl g | ST Bl 31 +i1d Image T & Hhd & —

Mavigator

@-<>h Hea-
M@ olgdeiH-

=

FF Tables

Text frames

I] Images

Git OLE objects

|‘ Bookmarks

Sections

@E; Hyperlinks

@ References

E Indexes
Comrments

[ Drawing objects

|Untitled 1 (active) |

Function List:-

LibreOffice Calc H YT gIH dTel Y4l HhaRM &l ¢l & [¢lu
ST IUTNT {3501 ST 8 1 51T 1 31T e 389 & <1 I o-

AVERAGE ™
MIN Database )
MAYK D.E-fEBI'.TIr'F‘}E =
F Financial
Information =i
Logical
Mathematical

Data Sources {Ctrl + Shift + F4}:-

Document%@ﬂ@ﬁﬁﬂﬁé@ﬁﬁ%@ﬁ%%@%ﬂﬁ
JUGRT fdb T Sl g |



Full Screen {Ctrl + Shift + J}:-

S 71U SIAYHT &l U B IR UG RId - & foid 38l
JYGIT g1 STl g |

39 1§ Ui &1 4 oW gl 3w &l 3, 0,97 Re fou
SId g |
Zoom :-

U 1 UIg9 DI BH— FI6T HI- & g 39D I9giT fbar
Sl 8 | SUH P [dbed gldl & ol &1 31T -4 A H & Tdbd o

[ x,
¥ | Field Shadings culerg | &t Endire Page
¥ | Field Names Culefy | [0l Page Width
Sidebar omers | | Dotimal View
M Styles FEL 50%
Gallery %
Navigator B 9 100%
[£]  Dats Sources CerlsShifteF4 150%
200%
E‘ Full Screen Crel+Shift+] =
Zoom i . Zoom..

Insert Menu {Alt + 1}:-

Insert T 31 BIdl 8- “SITHl" | $8 T & 3fdvid Slagiic & o S 3 eidd
fafie = ol - Image, Chart, Shape etc. FCH{T[E{% oIl Bt A9 A= Image 39 3R
Ug WP & -

|mage:— Insert | Format  Styles Sheet Dabi
Document Page T Photos ﬂfaﬂel & foTu gq@T IudnT IE I;:E:
W NIGIH % I =  Pryot Table...
[ Media
Chart:- Object
FE) Sha 3
Select fhd 70 B1ET & STUR UR Chart §11H & {70 SHD1 =
fx Function... Cirl+F2
G-q?ﬂTl- ﬁ:'_c” GHHT %- | Marne Range or Expression...
. |A]  Text Box
Pivot Table:- i ot

Select A T STeT & SMUR R q@ aR & g fownofme
SUanT fEar Sar g =

f Hypedink.. Ciri=K
ﬂ Special Character..,
Farmatting Mark
- Date Curle;
Media:- :
L5 Time Cirl+Shift+;

Photos, Audio, Video Sﬁ?Scanﬁ?aﬂT{Imageﬁﬁéaﬂe[ 2 :"SL i
% fIg e ST P o 81 SR Y S R Image HE®
W g" Sig_n-:tu:: Line.,



———

] Media v | M Gallery

”the:l:.t. b Scan ¥ Select Source...

E}' Shape v | [ AudioorVideo.. | Request...
Object:-

ICIEFREALET Object oIg- Formulas, OLE Object Insert B
o foTU ST UL fdhdT SITdl g | ST &t 319 i Image T ¢ Idhd
e

f iject v ]_[ Formula...
Y Shape v | Bt OLE Object...

Shape:-

g Shapes $I Flyout@?ﬂ%, forgd 9T UPR & shape FC.TWE{
gld g, o6 USl H Insert X 3% Color d Edit {4541 ST Gl g | oIl
o emu g Imageﬁé@ﬂﬁ%—

E.j Shape ¥

Line
Freeform Line

Freeform Lineg, Filled

Function... Cirl+F2

Mamed Range or Expression...

=@ ¢ O\
I
2

3
F
3
Symbol  »
3
3
F

FFPR99 99N

Curve
I'§
e Star Curve, Filled
Corlc A=
Comment Ttrl+ A+ C Lb_| Callout Patarin
Floating Frame...
|T.J Flowchart Pelygon (45%)
F Fontwork...
== | Polygon (45%), Filled
Function {Ctrl+F2}:-

A UPR & HaRM ¢ I3 & o8 3D ITANT fhal
SITdl & | S9H 10 UPR & HaRH gld 6, [od a1k H 3 4 U od

fadRUd s Saran S|

Named Range or Expression:-
Yaide fpy U cell range 4l expression ®[ [HH U] A D
[oTU ST IUTRT [haT SIdl e |

Text Box:-

Text Box Insert @31 & (oI 3BT IGUNT b1 STl 6 |

Comment {Ctrl + Alt + C}:-

Select {4 U cell IR Comment (f[¢quull) fera- & fou g1
REpURCRIREIRIE



Floating Frame:-

faf¥d UHR & Frame Insert B & AT SHBT IUTNT fhar
ST gl

Fontwork:-

24 Word Art 4l He1 STdl g | [afe YR & Stylish Text
fore & 1T 34U IUAIT [T Sl g |

Hyperlink {Ctrl + K}:-

%ﬁﬁwmsmeaﬁrﬁ FileaﬁPageﬁ\_rﬁ?gefa'Tﬁfﬂ{
SOPHT IYANT fhar Il 5|

Special Character:-

faft e YhR & Symbol Insert B & el SHHT IUTNT fbar
EIGI

Formatting Mark:-
Formatting Mark Insert DI D ﬁ‘“ﬂl WW [ERISIG]
gl

Date{Ctrl+;}:-
Active cell § current (GdH) Date insert B & [0IT 3BT
YL 1 ST g |

Time{Ctrl+Shift+:}:-
Active cell H current (9HM) Time insert $X & a0 ERSEa
SUURT {1 ST g

Field:-
Field Insert @ & fIT 3UH1 IUANT fob a1 STl g

Header and Footer:-

Header and Footer Insert m%%ﬂwmm
EIGIE
Ic:- Header Page $ HWR Top Margin o Sdid Footer Page CEIE]
Bottom MarginﬁﬂTﬂﬂTﬁlﬁT%I

Form Control:-

Form @I Design &3 I 9 ¥d 9 [9dhed 39 3iaiid 3Mmd

gl
Signature Line:-

Signature Line Insert fﬂef%ﬁﬁ*ﬂl EREIH’WGWT ﬁOTITGﬂ?IT%W



Format Menu {Alt + O}:-

Format T 3% B[ 5- “Hollae HeAT | fdd] £ &I Waiia d &N g9 &
ﬁ"fq_eﬁl ﬂﬂﬁﬁ[ Iugim T = %I LibreOffice Cale Format Menu @& 2id7d fafig Option
feg e ¥, S Frefifea 3-

teate: ] Sy bt e ook
SlagHe ¥ ford T Se &1 BIHE B b [ gHSTIwEnT A T
o o1 81 399 Siia #s e R g, SwfF smde

= Aligny
|ITIE|gE ﬁﬁ@ E aaé[ %‘ 0 MumberFarmat
o Gone Formatting
A Teat B g il A Oear Dwect Formatting Tt M
:E apatang I Falic Cr-1 -
= Ak L) updartine Carfeld e Sl s
U Deuble Undadi i
B0 Mumber Formst :- _':'.“ 5 o Colugps
: oting o Stshemgh B Merge Cell
£ Clesr Direct Formatting Cirls B O ewe Ohasite
el TN Qi X Suparscogh Chie Shiff+ P bkt
- Ao Sobserpt  CuleShtB | Bage.,
Calumns A Shadew & Print Ranges
- £
=0 Hy@g[‘m 3 A . TRl
Tutling Kl candtions
A Characten.. == Wrap Text hutch armat =
Puagrenh A5 UPPERCASE ¢! Spreadsheet Theme
| Bege. 1
- g alli  lowercase |l Image
= Pant Range: L -
Cyche Case ShifirF3 Is Dhart
F:I Condfional Dbpect
Senlence Late
i Capilsiize Every Wond B
' Spreadcheet There LOIGGLE cASE [earmpuar
[, ancha
Bold {Ctri + B}:- g

W B TR A PR S R ST R A
EIGIE]

Italic {Ctrl + I}:-

Yol [ 70 e Bl TS B & U 3BT IYANT fobdr STl
el

Underline {Ctrl + U}:-

e [hY 7T SR & I T A2 Didd & AU BT IGN]
ICRIIGIE

Double Underline:-

Holde fhd 71U eoRe & HId Gl g+ T @ [olt SHBT FUgR]
CRIEIGI



Strikethrough:-

ol fbd 7T CRe &l did I pie- & ol g8b1 IUTiT fhar
SIdT & | ST IUTRT Uy R G 4541 ST g, Sigl UR g4 TTddl fadart
gIdl g1 OId- Rs. 25 Rs.20, 3fid & 1 e 25 9 °U¢ & 20 5l I g |

Overline:-
Yod [HT U TR & FUR UDH A3 T b (U SHHT 3TN
ERIESIGIE

Superscript {Ctrl + Shift + P}:-

Yo fhd U dRe &l 931 b SHWR (Uid b Y H) HA &
fore 31 Iuan far Srar g

old- (A+B)2=A2+B2+2AB

Subscript {Ctrl + Shift + B}:-

Y [hd U TR DI dUAIRA & Ald (UTd b &g H) A D
foTT 3T IUTNT fhar ST B |

Si- CgH1206

Shadow:-
Y fhd U e IR ST ST & felt 3Th1 IYTRT fhar Sird
el

Outline:-

Yddde [hd U ¢Re Dl Hdd T3 Bl o & (U 3UBI
JUTIT f&ar ST 5 |

Wrap Text:-
U ol cell H Ps A3 [eRd & (0T 3TBT IUART [hAT Sl o |




Uppercase:-

Yaide [hd T ¢qe Bl Bited dex H fagd & o s9H1 Iugi
fgT ST &1 SII- AK IT SOLUTION

Lowercase:-

Aol fdd U CaRe Dl W14 der H forad & o 3ga1 IugiT
ﬁD_GTGﬂ?IT%I SI9- ak it solution

Cycle Case {Shift + F3}:-

M.S. Word ¥ 3§ [d®ed Change Case @ A 9 ST SIIdl g |
U® case T Mdd B G case H I & el gTD1 IUTNT fbar Srd
gl

Sentence Case:-

Ydlde fhd 7T TRE Bl sentence case H B & [elU DI
GWT%QTGIW%I OI- This is an educational website.

Capitalize Every Word:-

Yolde fhd U ¢ & Udd Word & Ugd 3HeR &l Capital
Letter H 3 & foTU SUPBT IUGRT {1 ST g | SI9- This Is An

Educational Website.

Toggle Case:-

Yclde (Y U ¢Re & Udd Word b Ugd &R Dl Small
Letter H 3 & T8 SUPHT IUGNT {61 ST § 1 O19- tHIS sS sN
eDUCATION wEBSITE.

Align:-

Alignment I¢ ®R & [oTT 3D IUTNT fHT1 STl 81 39
3cid Pg fdded AU U 8, ST fdb 31U i1d Image H ¢ Ydd &-

= Align Text v | = Left Ctrl+L
12 Mumber Format v | = Centered Cirl+E
25 Clone Formatting = Right Cul+R
,_ag) Clear Direct Formatting Ctrl+M = Justified Ctrl+)
B Cells. Cirls1 | T Top
Rows ; % Center
Columns ' 2L Bottom

Left {Ctrl + L}:-

Tdlac fbd Y TR Bl Left Side H Align B & feld g1
SUART {Ha1 S 5 |



Clone Formatting:-

fhddl cell dI Formatting G| Copy P fhdl @ﬁ cell IR
Apply @R & T 3HSBT IUURT 01 STdl &, 314ld T8 M.S. Word &
Format Painter @1 ?R_s'fﬁf[ffﬁqal %I

Clear Direct Formatting {Ctrl + M}:-

B4l cell BT formatting D1 U B P U SHBT IGTN]
ERUEIRI
Cells {Ctrl+1}:-

Active Cells Bl formatting FH B %Q EREdl I9gIT fbar
\_fﬂ—rIT%I 24 Option UX fde® B IR Format Cells TS U Dialog
Box Open ﬁﬂT% TORTH cells Bl format YA & fafHH %ﬂﬁqﬁt{ u
Eﬁﬁ%’ll o — Numbers, Font, Font Effect, Alignment, Border,

Background etc.

Centered {Ctrl + E}:-

eide [l 7T CRe Bl &Id H B & A8 sqH1 IugRT fbar
iGN
Right {Ctrl + R}:-

e fha 7T ¢ DI Right Side T Align B & eIt 3UDT
IUaNT fHar ST g |
Justified {Ctrl + J}:-

Paragraph @I GIHl 3R (Left+Right) ¥ SRT&R & & feiU
3BT IUTNT fohar ST gl

Top:-
fdhdl 3ilsolde B1 Anchor Point @ 30 Ue - & eIt IS
IUYIT fhaT ST g |

Center:-

fadl 3ilsolde &I Anchor Point%ﬁﬂﬂﬁ@?ﬁ%%ﬂm
JYTNT {1 ST & | 39 Anchor to Middle Y Hg1 ST g |

Bottom:-

fodl 3flsolde &I Anchor Pointai:ﬂﬁﬂﬁaﬂﬁa?%qmw
ERIEIGI

Number Format:-

fpdl cell H enter ﬁv_anE{ number @I formatting aﬂﬁaﬁﬁlﬂ
] IUINT [T SIIdl g1 39& Sicaiid A faded fGu U g, o fa
Wﬁimageﬁé@ﬂﬁ%—



Rows:-

Rowﬁfcrmatting W%WWWWW%I

Note:- By default (Jd H4iRd), Row Height — 0.18” Bldil 8, U=

34 3HIYHdH 39.37 U I S Yhdl 5|
Rows ¥ | OO Height...
Columns b E[$D Optimal Height...
E Merge and Unmerge Cells ] @ Hide
' Character... Show
Columns:-

Column ﬁformatting W%WWWWW%I

Note:- By default (Jd RiRd), Column Width — 0.89"” gl 8, U=

%
g4 3HYFH T 39.37” U [H1 S Y&Hdl g |
Columns » ﬁ Width...
FE3 Merge and Unmerge Cells » | ¢ Optimal Width..
Character... (4 Hide
5 Paragraph... E3 Show

Merge Cells:-

algral Y ¥ cells DI Ydde B 3¢ b 4 (A & [
D1 IYUNT fhal Il o | SUD 3fdild s [dded 3Td 5, oo Mg
i AT H <@ Udhd 6-

E Merge and Unmerge Cells » @ Merge and Center Cells
Character. B MergeCells
%= Paragraph... 1§ Unmerge Cells
Character:-

QU 3R U {d@ B W Character A U Dialog Box
Open aﬂT % o Font, Font Size d¥dI Font Style GCARIAE IR
dPhdligl

Paragraph:-

RIS &1 T B & (U SUH1 YA foban STl g | oi-
Indent, Spacing, Alignment, Tab, Drop Cap etc.




Page:-

U &l Qe og- Page Size, Orientation, header and footer

etc. 1 Ue B b ol U IUURT (BT SdT 6|

Print Ranges:-

Select ﬁi_a?Tchll range ﬁfﬁ?ﬂﬂﬁ%%ﬂm 3T fdar

SIIdl g | SUP 3idd s [dhed 31d 6, [T 319 -4 3 H ¢4 Jobdl

o

EZ@ Print Ranges M BE Define
@ Conditional , | 88 Add
[ AutoFormat Styles... EF  Edit.
{'2:] Spreadsheet Theme : Clear

Conditional:-

fHdl Condition & TR WR cell Bl formatting H- o T

BT JUANT fhaT Sl g 1 39& 3iaifd &g fdded feu MU §, S &t
310 1 3HW § 29 hd B-

Conditional v B Ccondition..
[ AutoFormat Styles... ﬁ Color Scale...
Fﬁ Spreadsheet Theme ﬁ Data Bar...

B lcon Set
E Image , | B lcon Set..
ﬂn@ Chart 3 Date...
Sparklines 3 Manage...

Auto Format Styles:-

saé? 3T cell BT format B & fAfHH styles EIE?} | 6‘1 %E

%%I%@ﬁﬂfm cell ﬁformatﬂﬂﬂﬁ%l

Spreadsheet Theme:-

Spreadsheet R A UbR & Theme Apply R b folw

Sq&H] IYUNT [dhdl STl B |

Image:-

Image ®1 AT ®HRA & fQIU SHB1 ST a1 Sl 5 | 3HD

Gidlfdﬁfaqocq m%,ﬁl%:ﬂaimageﬁmW%—

Image b & grop

ﬂ-ﬂ@- Chart r Qriginal Size
Sparklines ¥ Fit to Cell Size

E@ Text Box and Shape h Edit with External Tool
Name... Replace...
Description... B Compress...

,3',. Anchor r H Save...

Chart:-

Insert Menu%@ﬂquﬁaﬁéﬂﬁﬁmﬁwm

& oTU 3T IUTT [T SITdl ol



Object:-
{5l Object 3HUTd Image @1 Ui HIH & [T SHDHT ITANT
ERINIGIE

Name:-
Select fdhd T object BT ATHBHIU D & (o€ FHDT IUTIT
ERIEIGIE

Description:-

Select fhd 7T object & IR H P& fer@- & folu gqBT IUANT
ERIEIGI

Anchor:-

et 3ffeoide B FRRUTT Te B & ol FBT IGTNT fobdT STl

gl

Arrange:-

&l object B AR HR & (AU THH1 IURT fHAT ST |

Flip:-

Select fdd U object B U Faw & U 3T IUANT {1
IS

Styles Menu {Alt + Y}:-
it cell H enter %ﬁﬂq deR &l faf i UpR B styles %muﬁﬁamﬁ%ﬁm
ST SUANT a1 ST &1 9% 3idrid fafie option fRu MU §, 5t Pgfif@a §-

Shles Sheet Data Tooks W
A Default
Default:- Accent 1
T6 T cell TRA T FeiRa i & RRA TR T & s
W@Eﬁh@?ﬁ%ﬁﬁformattingﬁ&ﬁﬁ%l E ﬁ::::;
Accent 1:- g f::d
Accent @1 312 BIdl § — “SIIR &1 9T Hgwd &1" | Active cell Eg ::::'“1
ORI SR ¢ & [0 BT SUUNT BT 61 Accent 1apply A waming
& U cell H dark black color fill ﬁﬁl?‘ﬁ%l o Bt A= Image | i;':'m
ﬁ?@TﬂTTrﬂT%’I A Update Selected Style
A MNew Style from Selection
Accent 2:- L MonsgeStdes  FT

EL apply A Y cell § light dark color apply E?IT‘IT%]



Accent 3:-
5@ apply T cell ﬁﬁ 3R TGl light dark color apply
GEIE
 Default Accentl Accent2 Accent3

25 25 25 25

%Y image H Defaulf Styl'%e ¥ Accent 1 ¢@ &
I

Heading 1:-
Active Cell @1 Ugdll gfSil M & ol 341 IYTNT fddr Sirdl

gl

Heading 2:-

Active cell B GURI BT &1 & feTT 3¥ehT SUTNT faod STl
gl
Good:-

g WIgd active cell Pl Green color ﬁﬂ?ﬁ?f_d W%I

ic:- Ig 3id 94 5l DA Bl 5, oY [ b Rwra|

Bad:-
gg WIgd active cell @I Red color H UalRid &l %I

Neutral:-

g XCIqdd active cell Pl Yellow color # UaRid &d %I

Error:-
g ¥ active cell &I Dark Red colorﬁﬂ?ﬁhmgl
| Good  Bad  Neutral  Error |
25 25 s HEER
Warning:-
Active cell ﬁWarning Style apply A D feru FRSEE] Rp
ERUEIGIE

Footnote:-

Active cell ®l footnote gl T Hd & fau ERscal I fdhar
SIS
Note:-

! cell @I notes Isd H @R & 01U SHBT IULNT [T STl
B



Update Selected Style:-

Select fhd 71U T13d # GRGd- FX & Ol FUDHT IUART
ERISIGI

New Style from Selection:-

Selection U new style CRIGED ﬁﬂl ERSEdl RN RIS %l

Manage Styles {F11}:-
U] JTARGH T 3JHR styles DI manage B P [elU 3HPT
JUGHT fobdr Sirdi g

Sheet Menu {Alt+S}:-

Sheet @1 setting B & foTU SHDT IYUNT SbdT &Il & | 59 T Fhid
fFrafafad e R g-

Insert Cells {Ctrl++}:-
Cell insert B & 10 SHHT SUGNT a1 o1aT | B s
5l SortAscending
:“I, Saort Descending
Insert Rows:- 57 Autofilter CirisShiftsl
Active Cell & FHWR d Hld Row Insert - & {ell SIpI More iters :
ig E % E?E Define Range...
I EI | ﬁ Select Range...
Insert Bows W | 'iTr Fows Sbove I:: pivet Tahle_ A
Insert Columns r | B RowsBelow
Rl liae . [@ calculate ,
4 Yalidity...
Insert Columns:- B e
Active Cell & Ugd @ €1& T Column Insert B3 @ 1T S9HI S
JLreams...
SN AT S e | XML Sonri
. Multiple Operations...
Insert Columns v | A2 Columns Before E Tk T Colisrrt .
Insert Page Break | BA Columns After flo  consolidate...
¢|ﬁ Group and Outline 3
Insert Page Break:- Wi statistics '
Row and Column Break @3- & [¢1U ST 39U fabar
WIAT = |
Insert Page Break v | = Row Break
5N DeleteGolit.. Quls- | [ Columm Break

Delete Cells {Ctrl+-}:-
Active Cell @1 Delete B & feIU SHEHT IUTNT fdodl SIdT

Delete Rows:-

Active cell dTa Row @1 {Seite &3 & fow 51 IuaiT fsar Sar g

Delete Columns:-

Active cell @ Column @1 f3diic @ & fow 591 IuanT fdar Sar g

Delete Page Break:-
Row Break 311X Column Break @I Delete @ & {10 3HPT IUaNT fhar Siar g1

Delete Page Break v Fow Break
Colemn Break

HH Insen Sheet..




Insert Page Break v | *= How Break

T Delstedals.. Qule- | [H Colurn Break

Delete Cells {Ctrl+-}:-
Active Cell @I Delete T3 & o1 SUHT ITTNT foodT SIar B |

Delete Rows:-

Active cell Tt Rowﬁ%ﬁﬁﬁ%ﬁﬂmwmwgl

Delete Columns:-

Active cell @& Column aﬁ%ﬁewﬁ%ﬁqmwmw%

Delete Page Break:-
Row Break 3R Column Break @1 Delete W%WWWWW%I

Delete Page Break v | Row Ereak
— Column Break
HH  Insent Sheet.,. ————
Insert Sheet:-

Workbook T U& 7T Sheet Insert T & (61U SHHT YU [HUT ST 81

Insert Sheet at End:-
Sheet & 3d T Ud T Sheet SIS & {010 39H1 39N a1 ST &1

Insert Sheet from File:-

Ugd 9§ &1 B2 94 B T BIsd I [l 2iie &1 59¢ 3 & Al 59$T IuanT
frarear gl

Link to External Data:-
e A U1 3 3170 TR 9 Biga H o Sl & felt SHeT SuaiT
[ERISIGIE]
Delete Sheet:-
&l sheet @1 fSeilc B & T SHST ST fobaT ST 3

Clear Cells {Backspace}:-

973l cell @1 value, Date & Time, format E?JTE ﬁs‘aﬁ%ﬁﬂz WG’C@TT
fpar ST g, e g1 34 fddeq o1 AT &<d § df Delete Contents -TH® Dialog box open
gl gl

! Jext 7 Humbers
1! Date & time 7| Formulas
[ Comments | Fommats
I Objects

[ bee |[ o || gonce |

Cycle Cell Reference Types {F4}:-

Cell Reference 4 W&R & éﬁ %— Relative, Absolute 3R Mixed. TP cell
reference I @ T IR G g A TR T oH & g s9a1 Sua féan < 81

Fill Cells:-

it STer &t AT 5T T cells T fiper o537 & fow soer Suam fear s e
SUPT 3fTd P [GPHed 3 & ol DI MG T4 A @ TP 6

Filcels ) P 7 Fupown oD
Named Ranges and Expressions » | I3 Fill Bight
(] cel Comments o | [ Rl
Fill Left

Rename Sheet.., H
de Sheet Fill Sheets
?__I-'_\-. et Fill Sarias

Eill Bamdmm Kamiar



Fill Down {Ctrl+D}:-
&t cell H enter %ﬁmmﬁ%% cells | copy FAD %II{E'\‘H?‘I Jugn
CI I

Fill Right:-
T cell ﬁentermTﬂI?ﬂﬂ m‘r?ﬂ% 3R P cells ﬁcopy@ﬁ%ﬁﬂlw
SUaRT T ST § 1 31 T & Up G left 2t &t |

Fill Series:-

Bl cell H enter fad 71T STeT 1 SIS d 9 UCTd §U TYUT ST d I 6HRd §U Ydlae
58 17U cells H fill B & o0 ST SUgT fhar sraT 81

Named Ranges and Expressions:-
Select [ 7T cells BT AHHI0T B P U SHBT IUTNT foba SIIa1 § 1 59D
SeHId g (AP ey [SUIT B, ST Bl 39 3 § &g Wahel o-

INamed Ranges and Expressions » Define...
[ cell Comments » Manage... CirleF3
Renarne Shest... Insert...
Hide Sheet Create..
Shew Sheet. Labels..

Cell Comments:-
T4t cell H enter ﬁfanf{ comment &I edit, delete, show and hide T & ﬁ’l’f{
DT FULNT T ST 1

[ Cell Comments V| [7 EditComment CurlsAltsC
Rename Sheet... Hide Comment
ide Sheet D Show Comment
ow Sheet... L3 Delete Comment
'-ﬁ‘ Delete All Comments

EE Move or Coon Sheet...

Rename Sheet:-
Sheet T -TH S50 & o0 STHT I9GNT faoaT ST g1

Hide Sheet:-
et 1t sheet @ f5uM & o soeT Sugm fHarwar g1

Show Sheet:-
Hide @1 715 sheet @ 4G & fo1U SHHT SUTNT fba1 AT B

Move or Copy Sheet:-

{3l sheet ﬁ@@ﬁﬁﬁﬂ%ﬁ@ﬁmﬁaﬁﬁwm duplicate copy
§FTH & [T SHB1 ST fHaT S g |

Move or Copy Sheet:-

fdt sheet aﬁwm%%m%gﬂ%&mwﬁaﬁﬂmm duplicate copy
T & [0 SHHT IUGRT (a1 STl |

Navigate:-
ot fORI sheet TR oI & o T IuamT fovar oiiaT €1 59 Siavid Fafeiad
faeey fag 1y &-

Nayigate v Go to Sheet...
Sheet Tab Color. To Previous Sheet Ctrl+Shift+Tab

Sheet Events... To Mext Sheet Ctrl+Tab

To Previous Sheet {Ctrl+Shift+Tab}:-

ISl sheet TR oIH & o ST1 S9N frar ST 81

To Next Sheet {Ctrl+Tab}:-

3TE sheet TR OH & fo10 S9HT 3UAIT a1 oirdr g1

Sheet Tab Color:-
Sheet & 1 & I color fill T P O10 T ST a1 ST & |



LibreOffice Calc Data Menu (Alt + D):-
fafifd UHR & SIeT DI Setting T3 & [T Sl Data Menu | 53 Sidtid
Fafifad foea AU -

Sort:- P

SIE1 D1 hH T B P fe1 SHDT IqaIT a1 Sirell B | it
Sort Ascending:- .\_,J' zﬂ;:n;:ihm
SICT DI 3RIG! PH (d¢d pH) H B & [T SHBT ST " Mo Eters
# Define Range...
ERIEIGIE FP SecctBange.
- | Refresh Range
Sort Descending:- 7 Bivot Table
STET o 3faRIg! P (Yed BH) T B & fau gD I9aiT a :
fopar ST 31 B Subbotal.
Forn..
Auto Filter:- Streams.
G"ERI-ITITW G”EI %” E‘j Text to Columns. .,
B Consolidate..
More Filter:- l-?i f:;m Outline

fiheet [0 U 1T Bf 3R &5 IR ftheex T3 & forg sTa
UGN T 9 &1 59% Jiaid 3R 2 3% faded fRu T €, SR 3 Smg =i image H 3@
IJhd gl

More Filters * T Standard Filter...

Lt
E® Define Range... 12 Advanced Filter...
B Sselect Range.. Reset F

(i) Standard Filter:-
Data @I {5l Trdd OF- T 93571, & SIaR, 9a9 951, TG SIcl SAIE & MR )
Filter 31 & {0 59T ST food ST B 1

(ii) Advanced Filter:-

ot fay STe1 & MR R Se1 3l fhee T34 & fow sgeT g fear srar g

(iii) Reset Filter:-

fhece [t 70 S1eT ! e & & foru g9 SuanT fear siar g |

(iv) Hide Auto Filter:-

Auto Filter @I 38 g fum & e 9T Suai fesar smar g

Define Range:-

Taide {8 1T cell BT AHGIU B & faU s9H1 ST fooan Sar g1

Select Range:-

Cell Range @ Ydide B & o0 SUPHT 39T fhaT ST 5 |

Refresh Range:-
Yaiae fas 70 range T URadH ®3 & AU SHHT S9aRT fdbar ST 81




Pivot Table:-

Tdige fard 770 STeT & SMUR W eqd 9911 & 1010 SHHT ITUNT fa5a1 oirar g | 55T
39T &3 G 3@ I Pivot Table Sheet IH® UP sheet open E?IT‘IT% oy IR 2ad g%
3T | Pivot Table & fo10 i uw ¢ad fear g1

Name Salary DA
Ram 5000 500
Rahul 15000 1500
Sahil 7000 700
Ajay 12000 1200

Calculate:-
BICT P! Calculate B & o0 SHHT ITANT a1 S1a1 § 1 S0P eHid (4 Sufdded
fau My 8-

E Calculate r ﬂ:‘- Becalculate Fg
EE  Validity... Recalculate Hard CtrlsShiftsFo
HE Subtotals.. Formula to Value

Farm... ~  Autolalculate

(i) Recalculate (F9):-
Calculate T3 7T STCT &1 GaRT ¥ calculate P & fAY SHDT SUTNT [T ST
gl
(ii) Recalculate Hard (Ctrl + Shift + F9):-
Calculate WWQEE'I &l Gl?dﬁ@[?ﬁm calculate A P ﬁf[{%l‘lfﬁl Uit fdan
S gl

(iii) Formula to Value:-

feddl cell T BT T & a1 BT D1 521 P I9P WIH R R value G@H
& foIY ST AT foar oan |

(iv) Auto Calculate:-
ST &1 Wk B calculate B & 10 SHPHT IYTNT fdoaT el 21

Validity:-
Tcige fhd U cells # fddt Condition (Id) & 3MTHYR TR entry B & {e1U SUDT
ST faaT Tl g |

Sub Totals:-
Taige {8 7T cells BT Subtotal B & AU STHT SUalT fHar ST g1

Form:-

Tcige foodl T BTeT & YR W HIH &1 & ot 391 SuanT faar oid g1

Text to Columns:-

U Bl cell H [oRd 70 11 Bl 3T ST BIaH H B & (01U S9HT ST fbdl

ST gl



Text to Columns:-

TS Bl cell H o1 70 STeT &1 3¢ 3l BiaH H B & U 29H1 3udn faar

oI B

Consolidate:-

cige {4 U STeT @l Al BIHA™ & R calculate PR S1UdT cell value @1 farg
G cell T DIYI B3 & {e1U gqbT Y1 {41 Silell B

Group and Outline:-

=% 3idrid FfEifad fased 3 &-
Zﬁ ;_-m..-ﬂnma- B B Group. Fi2
Bl Statistics v r tris
ﬁ AutoOutline
Group {F12}:-

olae fhd T Rows YAl Columns @1 T IIg T & & o1y 39! SuanT fear
STl & |

(ii) Ungroup {Ctrl + F12}:-

Group %ﬁl]ﬂl Rows and Columns &1 3¢ — Wﬁ%ﬁmm?ﬂ?ﬂﬂ
fomaT ST B

(iii) AutoOutline:-

Jatae fHY U Sre1 &t 3M3edrs &l @ & foU s 3UanT fdar orar g

(iv) Remove Outline:-

H3TAg Bl geH & oW gHaT Iug fdar S g |




LibreOffice Calc Tools Menu (Alt + T):-

Tools @1 G{Yf_tﬁﬂT%- “Sh_\.xlﬂ“l LibreOffice Calc Tools Menu & 3id?id Calc §
AT 8 arc fafie faded i U §, e aR 1 Uh-US IR -ild §ail Tl g1 31gd

SpelinglFyl: Tk W b
Sheet H €134 fhT 7T STeT i Spelling 9% &1 & Speling.. =

Automatic Spell Checking Shift+F7

U sg&T SugnT fear AT g | e g

Language 3
AutoCorrect Options...

Automatic Spelling Checking {Shift+F7}:- ol
e A eRU P SEI FI RN EE @ TG AP 5 i
o sq®T IugiT fear Srar g | Reciact

&

i« E

Ayto-Redact
Thesaurus {Ctrl+F7}:- E s
el T o qu Aae TR S feee *
[ Share Spreadshest..
Language:- £ ProtectSheet.,
By Default Language set @3 & fell SHDI YN E :zmgp'm“mmmm“ .
feaT SiTel 81 9% sierfal e feed fag e 8- - Sr—

Extension Manager...  Cirl+Alt+E
Customize...
Dptions... Alt=F12

o

e i A=N=1 Y om oo
a8 Automatic Spell Checking ShiftsF7 i
Thecaumus. .. Ctrl=F7 :
(e Language v EorAlText English (USA)
o AutoCorrect Optians.. | Hyphenation.. None [Do not check spelling)
+  Autolnput More Dictionanes Online... Beset in Default Language
| 2 Move..
|_-, Imagefdap |

Auto Correct Options:-
Auto Correct T[0T HIH-] CRITUT T &1 Wak: B URAT G

Auto Input:- Auto Inputﬁﬂ@ﬁﬁ%ﬁﬁﬁimwwmm%l

Redact:-
Active Sheet @I LibreOffice Draw H @ SlI&R Format @ & 01U 591 39T
fharwar el
Goal Seek:-
Formula @1 a0 3 fbdll T 3 &) aaa- & (o10 SHa1 SUdT fdn oirdl & | or fa
39 i< A9 § <@ Iad ©-
1 :W 5 Gaal Seek ) =
o et St -
_’ Formulscell |SASS TT 0 ﬁuliﬂiwurf-dld.inlﬂ'?": ,
- i e e |
B - Lo | o [ gma ] |




O ofifor) Biad A H o @i 3 faxal T 8, g Sile- R 147 SH1E1 31 3@ 4l §H 147
%! g1 1 9CHI 918 33 8, ol Goal Seek AT [ ed TR fdie S, forad Goal Seek
AHE Tk Window geldh U, S8 Formula Cell 39 cell address Eﬁtypeﬁﬂ
ﬁﬂﬁwﬂfﬂwﬁéﬁaﬁsﬂaﬁﬁaﬂaﬁ% Target Value H @8 value enter i1 Gfl §H
g1 1 §¢1 & BT 916 3e o | o Suad 3Hel H 150 a1 T g1 Variable cell ¥ 39 cell
address ﬁenterfﬂﬁ%‘,ﬁlﬂﬁvaluemmmﬁ?ﬁg,aﬁﬂﬂﬁﬁASﬁmw%l
SHD 915 ok DI (R yes B4 | [5G4 147 §¢ & 150 I ST 94T A5 T 22 B o118 25 Bl
ST |

Solver:-
uﬁ“-ﬁ Goal Seek @ IHM &dl cell B value aﬁﬂama@éﬂr%l

Detective:-

Detective &1 G{?EEB!?IT %— ‘le aﬂ% cell value f&-f cell value @Iﬁw—ﬂ%
R & §RI 39 cell value P fGEH & R1T SH®T 3UgRT a1 Il © | 58S Siarid 3R i g
f® e 31 & fSF® GRT arrow @1 3814 Ul &1 91 31 SR @F 310 1K SHS & 3@
P &-

=1 Detective B St TracePrecedents Shift+FO
Seenarios.. | 5 Irace Dependents Shift+F5
Forms ¥ ! =% Remove All Traces

E’I Share Spreadsheet... ;3;1 Bermowve Precedents

(zh  Protect Sheet.. %a Remove Dependents

ff Protect Spreadshest Structure... W Toce Error

LI macros ’: Refresh Traces

IF  Development Tools =% Fill Mode
Extension Manager.. Ci+Alt+f |~ AutoRefresh
b EH Mark invalid Data

Scenarios:-

3[TT-3E Date 9 a5l cell value &I add TP IUD| summary é@ﬁﬁﬁqm
JUGNT fardT ST B

Forms:-
0% AdTd B g9 T i fafie fasea fRumu g, s/ s s - sae & 3
I%d &-

Scenanos.., I
Forms v+ | B Design Mode

E‘j Share Spreadshest.. 3:' Control Wizards

sy Protect Sheet.. & Controf Properties.,

B5  Protect Spreadshest Structure.., FT Form Propesties.

EF Macros * E Form Navigator..,

IF Develogment Toals ES Activation Order...
Extension Manager...  Ctrl=Alt=E = Add Field.
Customize... [ Openin Design Made

£53  Qptions... Al=F12 | B Automatic Control Focus




Share Spreadsheet:-
1 715 sheet @1 bl R ToRk & WY R A & (oY SHDT IHGNT doa] Il g

Protect Sheet:-
Sheet T Password TR 38 JRIE P & e 91 SUaT foban Sl 31

Protect Spreadsheet Structure:-
TisHiic & LR B! UGS @B YRI&d B & (¢ gHbT SUdi fa1 Sl g |

Macros:-
g fagera aRe e it daw § o1 ovdl 81 390 T8 o I e
b SIRge & del 1t I SRl ol G 3

Extension Manager {Ctrl + Alt + E}:-

SeXC & HIEH U SO HTagadl SER SR 1 5 e s & g
WB’W@T&TW% NI English Spelling Dictionary, Spanish Spelling Dictionary
etc.

Customize:-

Menu, Toolbar 3f1f¢ & fdded I -t SETTHR I B & oL g@1 Fuai foar
EicI

Window Menu {Alt + W}:-
9 menu ¥ fdst & i fafia fawey fidu o 8, o Fafafad 6-

M Mew Window
@ Cose Window Corl=W

= Untitled 1 - LibreQffice Calc

New Window:-

a1 fdST open T34 & oW 59T SUanT fBaTSar g

Close Window {Ctrl + W}:-
Gl gu [ds! @I da D1 o ferw SHe1 SudRT faal ol & |

Help Menu {Alt + H}:-
LibreOffice Writer T Iwafed faadl +ft weR @1 e & forw s Suait faan
I €, 39 3 Ffafad i Ry -

B
@ LibreDffice Help 3]
[3  What's This?

User Guides

Show Tip of the Day

Ssarch Commands Shift-Esc

Get Help Online

Send Feedback

Restart in Safe Mode...

Get jnvohved

(% Donate to LibreOffice
License Information
Check for Updates...

[} about LibreOffice

K]

LibreOffice Help {F1}:-
LibreOffice ¥ Trafed fardt 11t YR &t Geradr & o sq@T SuanT fasar oiar g




Shortcut Keys for Libre Office-Calc

Shortcut Keys Effect

1. Ctrl+N New Sheet

2. Ctrl+Shift+N Manage Templates
3. Ctrl+O Open

4, Shift+F11 Save as Template
5. Ctrl+S Save

6. Ctrl+Shift+S Save As

7. Ctrl+Enter Next Line

8. Ctrl+Shift+O Print Preview

9. Ctrl+Q Exit Libre Office
10. Ctrl+X Cut

11. Ctrl+C Copy

12. Ctrl+V Past

13. Ctrl+z Undo

14, Ctrl+Y Redo

15. Ctrl+Shift+Y Repeat

16. Ctrl+Shift+V Paste Special

17. Ctrl+Shift+SpaceBar Select All

18. Ctrl+PageDown Go to Next Sheet




19. Ctrl+Tab Go to Next Sheet

20. Ctrl+PageUp Go to Previous Sheet
21. Ctrl+Shift+Tab Go to Previous Sheet
22. Shift+SpaceBar Select Row

23. Ctrl+SpaceBar Select Column

24, F2 Edit Cell

25. Ctrl+H Find & Replace

26. Ctrl+F5 Show/Hide Sidebar
27. F11 Show/Hide Manage Style
28. F5 Open Navigator

29. Ctrl+Shift+) Full Screen

30. Ctrl+F2 Insert Function

31. Ctrl+Alt+C Comments

32. Ctrl+K Hyperlink

33. Ctrl+; Date

34. Ctrl+Shift+; Time

35. Ctrl+Shift+P Superscript

36. Ctrl+Shift+B Subscript

37. Shift+F3 Cycle Case

38. Ctrl+Shift+6 General Format




39. Ctrl+Shift+1 Number Format

40. Ctrl+Shift+5 Percent Format

41. Ctrl+Shift+4 Currency Format

42. Ctrl+Shift+3 Date Format

43. Ctrl+M Clear Formatting

44, Ctrl+1 Cell Formatting

45, Ctrl++ Insert Cell

46. Ctrl+- Delete Cell

47. Ctrl+D Cell Data Copy to Down Cell
48. Ctrl+F3 Manage Names

49. Tab Go to Next Cell

50. Shift+Tab Go to Previous Cell

51. F12 Group Cell

52. Ctrl+12 Ungroup

53. Shift+F7 Automatic Spelling Check
54, Alt+F12 Open Options

55 Ctrl+K Hyperlink

56 Ctrl+Alt+C Comment

57 Ctrl+F2 Open Function Wizard




