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; |
After the completion of this chapter learners will be able to: g

understand a spreadsheet,
appreciate the use of a spreadsheet, §
differentiate between workbook and worksheet in OpenOffice Calc, g
(

appreciate the concepts of cells, rows and columns,

o i i

learn to create and save a spreadsheet.

Tobo: Hey! Dobo, Come let’s play a game,
Tic Tac Toe.

Dobo: What is Tic Tac Toe?

Tobo: Tic Tac Toe is a 3X3 grid fun game for
two players X and 0.
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Play the game Tic-Tac-Toe with your friend.
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You must have used maths notebook with grids in junior classes for doing mathematical
calculations.

TESELLATIONS

ACTIVITY :

. Take a sheet of paper.
Fold it into half.
Keep folding it till the paper can be DOYOU '(NOW@

folded comfortably, making hard crease
every time. '

Unfold the paper.
You will be able to identify a GRID.

Now, count the number of vertical and horizontal lines and the boxes formed.

32
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Tobo: Let me show you a grid on computer.

Dobo: Oh yes! | have seen my father working on something
similar on his computer,

Tobo: A screen with grids?
Dobo: Yes!

Tobo: It is called a spreadsheet.
Dobo: What is a spreadsheet?

Tobo: A Computer Software based on the concebt |
of grids is called Spreadsheet. It is a grid of rows and

columns like graph papers used to write numbers and
make calculations.

A spreadsheet, when used in computers

as application software, is known as Electronic Now @

Spreadsheet. It is an arrangement of data in the poYoU K he Gl

form of rows and columns. Grid is a pattern of crisscrosse ars,
g%

i.e. horizontal and vertical lines.

B
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There are many spreadsheets software(s) available.

Identify the Spreadsheet Software by checking its logo, write the name of the software
{ and the name of company providing this software.

Spreadsheet Software Company

Spreadsheet Software Name of the Name of the %

£
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WHY A SPREADSHEET?

e

_@4 Hands On

Explore internet and find out various areas where spreadsheets can be used.

Dobo: Umm... | am still not sure.. Why do we need a spreadsheet?
Tobo: The built-in functions and features of spreadsheets make it easy to use and saves time,

Let me list down the uses of spreadsheets which will help you understand why we need a
spreadsheet.

USES OF SPREADSHEET:

¢ It is used for both simple and very complex tasks.

¢ Spreadsheet are used to do financial calculations such as budgeting and for making
accounting easier, to create simple records, generate salary statements, maintain accounts etc.

!
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1 MAME OF THE SCHOOL ADDRESS1 cry PINCODE
2 DAV PUBLIC SCHOOL CAYANAND VIHAR DELM 110092
1 SLSCAV SEFEOR SECOHDARY PUBLIC SCHOOL LALSAM VHAR DELH 110051
1 DAV PUBLIC SCHOOL FHASE £ ASHOK VIHAR DELH 110052
1§ DAY PUBLIC SCHOOL SENT NAGAR BURARI DELHI 190734
| & DAV SENOR SECONBARY PUBLIC SCHOOL A BLOCK. CHAMNCER NAGAR. JANAK PUR) NEV DELHE 119058
i 7 DAVPUBLIC SCHOOL KAILASH MILLS. PEAR € BLOCK MARKET EAST OF KAILASH NEY DELH 119085
| # DAVPUBUC SCHOOL KHERA KMURD CEL 110022
i 9 DAYANAND MOCEL SCHOOL LANDIR WARG NEW CELH 110001
i1 DAV PUSUC SCHOOL PASCHIN ENCLAVE  NMUIWAL NAGAR. ROMTAK ROAD CELH 110087
| 11 DAY CENTERARY PUSUC SCHAOL SAFIABAC ROAD NARELA CELH 119040
{12 DAV PUBLIC SCHOOL PALAM, DNARKA PROJECT HEW CELHE 115043
{11 JHABBAN LAL B AV PUBLC SCHOX, J BLOCK PASCHIM VHAR HEW CELM 115063
S 1 DAV PUBLIC SCHOOL RESERVE BANK ENCUAVE. QUTER RIFG ROAD PASCHIM VHAR MEE DELH 110063 )
|15 DARBARI LAL DAY MOCEL SCHOOL 1D BLOCK. WISHAKHA ENCLAVE. FITAN PURA DELHI 11008 |
116 HANSRAJ MOOEL SCHOOL ROAD HQ T3 PUPLIARE BAGH HEW OELHL 110034 §
117 DAY CENTERARY PUSUC SCHOOL ARFA SAMAS RAILYWAY ROAD, SHAKUR BAST) RAN BAGH CEL 110034
115 DAY PUBLIC SCHOOL 845 SECTOR TROHN OELH 110085 |
115 DAV PUBUG SSHOQL TIHAT BANSURH SNGH MARG MADANPUR KMADER POCKET £ SARITAVIHAR bW CELHI 110084
120 QARBARI LAL DAV MOCEL SSHOOL B BLOCK SHALINMAR BAGH CELH 110023
121 DAV PUBLIC SCHOOL SECTOR B POCKET 1 VASANT WAl PEI DELHE 110974
g:: SURAIBHAND &Y PUSUIC SCHOOL F - 30715 VASANT VIHAR 1E W DELH 119057}
21 VEQAVYASAD AV PUBLIC SCHOOL O BLOCK VIKAS PURI HEW CELH HMH;
z:x DAY PUBUC SCHOOL WEST PATEL NAGAR YEV DELHI 19560 |
23 DAY PUBLIC SCHOOL POCKET € LIG. DOAFLATS EASTLOfI ROAD: CELH 110093
i:h: ARYA VEDIC PUBLIC SCHOOL ARAN BAGH ROAD NEW DELH 1300454
27 DAV PUBLIC SCHOOL ISHAYAR COLONTY BAWANA OELH 190099
128 DAV PUBUIC SCHOO CODAY SR SEC SCHOM DARYA GAU HEW DELH) 115002
LIL0AV PUBLIC SO0 _ PUSHEANLAL ENCLAYE OUTER RING ROAD HEAR SARASINAT VIMAR PITAM PUSA  DELH MRADCEH

Sample list of schools
0,
~ .

oS
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¢ It works like a calculator.

help to
e Itis used for calculating mathematical formulas using built in functions which help

calculate averages and percentages.

' inputted
¢ ltallows automatic recalculations in case there are changes in data entered or Inp

by the user. |
It helps in preparing and

¢ Spreadsheet Software also processes non-numeric data. '
; ’ f Schools, Directory,

editing all kinds of lists such as list of friends for Birthday Party, List 0

mother’s grocery list etc.

¢ Spreadsheet programs are also used to create graphs and charts from the data provided

within the table to facilitate analysis of data.

ACTIVITY - .~

Compare and contrast Spreadsheet and Calculator.

s

“S;;re;d—s.h-eet Ca[culator
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Dobo: Father, today Tobo and | played a
game with.grids.

Father: Good, which game?

Dobo: Tic-Tac-Toe. Tobo also explained
about a spreadsheet software. | have seen
you working on it.

Father: Yes, | do.

Dobo: I don’t know how to open it. Could
you please guide me on this?

Father: You know how to use Writer and
Impress; | want you to find this on your own. As
I told you earlier if you wish to gain knowledge
in this subject you must learn to explore things
on your own.

Dobo searched the steps which are listed
below.

The steps are as follows:

Step 1: Go to Start Menu, Select All Programs.

| »  BliPrograms

( Search programs and files

| p’ ;

Step 2: Choose OpenOffice Calc from the OpenOffice Suit.

|, OpenCfficed.1.2

—

3] OpenOffice Base

<E OpenOffice Cale>

_—‘Ep’.;bpen(}fﬁce Draw
f] OpenOffice Impress
ﬁ OpenOffice Math
E OpenOffice Writer
£ OpenOffice

@
=2

o@D
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OR
step_1: Double Click the Openoffice.org icon available on the desktop
step.2: Click Spreadsheet from the following window

€3 OpenOffice” 4

=2
D

W

-

Y e hovn -
1= Text Rptument, 1. Draving

-
]fz, Spreadsheet ﬁ Database Do You uuow @
cetf.
12 Bresentation 12 rormus Open Office Calc, is a free spreadshe
software. It is an application of Apache
(5 Open. M [y Templates... Open Office suite. 2t &
,,,,,, e
Openoffice.org Calc Window will open as shown below: ;
{2 untiea 1 - Opendttce Cae == e ‘
E!;'c fat Yew e Fgmat Jocls Data  Window Melp - & x ‘
(Br@ria o 266 Y XLy C@uh b MOBBEA 0, vie §
_.%Am' . - L. 3 7 Umszam 5% 5 ¢ o0t “ € 0- g é— "
|'cs v KL= j }‘ Z
A | ¢t B v -1 ¢ [ f L6 [ A [ 1~
' l
T ‘ =
3 i
. '((’
6| ®
2 5
2 |
Ao,
1
KT | A |
t! 1 7 |
) —
el 51\ st (Fros et ¢ DRSEERSRTRGRE i}
| Sheet1/3 Defaut | s | ! Sums0 @ et @ 100 %

Components of Openoffice.org Calc Window

Dobo: It is so easy to open this. What all can we do in this software?
Father: We can enter data, store our numbers and lists using this software and process the

data entered using formulas, formatting etc. It also lets us create various types of graphs,
charts and reports. Would you like to know the different components of OpenOffice.org Calc.

4
r‘:r}
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Dobo: Yes, | would love to.

The OpenOffice.org Cale interface s made up of varlous elements:

The elements are as follows:

1.

whe Name of the file currently

Title Bar shows the “Name of the application” and
buttons — minimize, maximize,

open”. It has Control Menu Box on its left and control
restore and close buttons on its right.

Title Bar ~ Name of file Name of Application Conlfolx bq{tons
rx‘im:‘eal-‘ﬂm&ewc‘ == ]

Menu Bar is the bar which has options like File, Edit, View etc.

e f1 Yew huer fymm hos Qws Wdw bep & r

Toolbars offers icons for direct access to the main functions and commands. The
two main toolbars are Standard and Formatting toolbars.

BeEon 0 B8 E XL L RAN By MeBEQ O, 0 v E,
R Ry MBIUEzze AXVL¥ Ge0-B-A-,

Formula Bar shows the contents of the selected cell. It allows data to be entered
in the cells.

Function wizard

é‘“, ‘ 7 '.:vi g g;v‘u‘]\ —g—]Input line

= A G el ey B L
1 |Name box Sum button Function button

2

Navigation buttons and Sheet Tabs located at the bottom allow the user to switch
between worksheets in a workbook.

| i < (®)(»1)\Sheet1 /Sheet2 {Sheet3 /|

Status Bar provides information about the spreadsheet and required actions. It
displays the current worksheet, total number of worksheets, current page style,
current selection mode and helps to enlarge/reduce the display.

| Seet1)3 Detaut PGAT §TD Sumat o——ams
&>
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AZE Hands On

-

and write their names in the space provided:

1= e et —— .
£ Untitled 1 - OperOffice aig Coke == )
. , | r 42
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Open the OpenOffice.org Calc Software and explore the components of the Calc Window

1

WORKBOOK AND WORKSHEET:

Father: A calc document is called a workbook.
Dobo: Like our school book?
Father: Your school book is snmllar to Calc software.

Py s

mm AU L 415 Vo S S e T

; ' ANALOGY:

' Book= Calc Software

Chapter of book= Workbook in Calc

, Sheets of the Chapter = Worksheets ina Workbook

u; A AT VR A RITYT T

Dobo: What is a Worksheet?

Father: A worksheet is a single spreadsheet that contains cells organized in rows and

columns.
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1. Find the default number of Sheets in a workbook?

Z o S S —— L ——
83

v

{

po YOU KNOW O

A spreadsheet workbook is saved with an ext i

CONCEPT OF CELL, ROW AQP_COLUMN:

Dobo: Father, what are these numbers and alphabets in the spreadsheet?
Father: The numbers represent the Rows while the Alphabets represent the Columns.

Column
Rumsest-oponcecsc | - o X
(Bre fot Yew fsen Fgmat Iois Dats Yindow Meip ‘ ._,",
BeBeia BAG VM XAGd - - @NL &y MOBEA Qfima [vlée §
l l :
LB A v M B/Umzam AXNVUN GE OAA,
23 v HE=| HE
A T v 76 W I T
u:;u:ﬂ i V T 7‘ , *
i 3 , _ . e
ow . _ : , .
A : : e
o ‘ ; ‘ Ll £
10 | : 2
1. . i
2 : i ‘ 5
1 ; 3
" » | _ i vl
F5E 0 W hertt [Sheetd [Sheer)) ¢ I
Sheet 1/3 | Defavt i _sol it | __Sums0 @ ——e——9 10%

Father: Dobo! Come here and click on the worksheet. | ANALOGY: Like cell is the smallest
unit of Human Body similarly, it is

He clicks and finds a black box!!
Father: This black box indicates an Active cell. ie smallest unit of Spreadsheet
Software (Calc).

-
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Dobo: What is a Cell?

A Cell is the intersection of a column (Vertical Lines)
and row (Horizontal Lines) in the form of a grid.

¢ A cell can be considered the basic element of a
spreadsheet,

¢ It can contain text, numbers, formulas etc. which
make up the data to be displayed and manipulated.

Dobo: What is an Active Cell?

Father: Active Cell is a cell with highlighted boundary

around it.Only one cell can be active at a time.

~—Fz=T
T

1 P
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EXAMPLE: Consider a Classroom as a worksheet where desks are placed in rows and

columns and each desk is a cell

Relielie

leliclie
Belielie

Relslie,
Belbslie
dielislie

e

/
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Similarly Keypad of a mobile phone also has numbers arranged in rows and columns and
each number acts as a cell

Column

J
(DE)E)
00

+— Row

[FOOOOOOOCOOOOOOOOSOSOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOOCOOOC

3
BTN 1 i s o ™S e P P i R%’“ §
3

Look around and find out some more examples of things arranged in Rows & Columns.

OOOCOOOOOOOOOOOOOOOOOD

'000000000000000000000000000000000000000000000000000000000000000000000000

J£ by Handg On

—

Open Calc and answer the following:

1. Maximum number of rows

2. Maximum number of columns

3. Maximum number of worksheets

Entering Data into the worksheet

Dobo: How can we enter data in the worksheet?
Father: It's very easy.
When a cell is active, anything we type is entered into it.

&>
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steps to enter data

Step 1: Click on the cell A1 (Topmost cell on the left of the spreadsheet).

£
2 Untitied 1 - OpenOffice Calc

[fe Edit View [nent Fomat Toos Do Window Hel
B-B-Ba 380 sEKGb-d Do

_r.u Ll R Fj 10 [Ej B/ U exam
. Flaz - [ ———————=—————==_ Notice as you enter data
s Wit il I c I = T 2 in cell A1 in the formula
L ¥ ST box will get two
= Active.Cel hightighted buttons.
3
4

Cancel & Enter ¥

Esc ;
le—J Press &3 or Esc key to Cancel the entry

. _Enfer
{*=— __ Pressor Enter key to accept the entry.

Step 2: Notice the heavy black border around the A1 cell which indicates that it is the active
cell. (A is at the top of the first column and 1 is the first row. Both are highlighted. The highlighting
also indicates that A1 is the active cell.)

Step 3: Type WELCOME TO CALC and press Enter.

Whatever data is being entered in a cell in a worksheet, it appears at two places, in the cell
and in the Formula Bar.

L2 Untitled 1 - OpenOffice Calc
file Edit View Insert Format Tools Data Window Help

P B Arial " 10 M: B/ U Ex=m B
Ai {:‘ HE = FWELCO.‘.#E TO CALC In Formula Bar
G 7 1 < 1 o T =

~ 1 MWELCOME TO CALC{

2 7Sy

/)

3 Coy
,.__.4._“.1
et

6
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Step 4: After pressing Enter, A2 will become the active cell (The words “WELCOME TO
CALC” are in A1))

12 Untitied 1 - OpenOtice Calc —

(S PN

file Edit View lwset Format Jools Data Window Help
B-B-Be - AR YEXL-¢ D - @

(& avial N *l10 [*/B/7U Exam
A2 BER TN
| o 8 | C I D i

L.

<« At

o i [ ds fus )

Father: Different types of data can be entered in a cell.

Dobo: What are the different types of data?

Data can be categorised into various types. These are:

1. Numbers: It comprises of numerical data only comprising of numbers from 0-9.
When numbers are entered in a cell, they are right aligned by default.

2. Text: It comprises of alphanumeric data that may contain a combination of
alphabet from A-Z, spaces, digits, special symbols etc.

When text is entered in a cell, it is automatically left aligned.

| S SEULSE

b Exire Xroos praeet Foermnat X ooy Late  Aevckow teip
N S W A W 3R] S s <& T - €A
I e | Manger f=} 10 -l B £ w - e s e SN
R 5] /A 3 om [
B . ai = VI g S B oy ‘—"'5"“'"._' = """"'“““'"’"‘"'—'i‘

. 12345 < Rightaligned |

Wit P CLASS VI |
. 16-07-2016

N et ) R U e i e o

ALIGNMENT OF DIFFERENT DATA TYPES

=)
=
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—
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3. Date & Time: Date and time are used in worksheets for tracking and

data.

To enter a date in Cell, use the “/” or “” characters.

calculating the

4. To enter time, use the “:” (colon). We can also enter date and time in the same

cell.

5. Functions & Formulas: They define the relationship between cells. They cont

values, operators like +,-/,* and addresses of the cells.

Before entering formula or function in a cell, it must be preceded with “=” sign.

| B Untived 1 - OpenOtice Cale
'ibfie Eot Wew oen format  Tools Data Window Help

A s b bt A

- o

(BrZr@n  BOS UM KAGe B @Bl dy BCOE0 0, 00 Y

B “m_ Bluesss axguBEeO-BAL

i A St AN T 16

i aad - So B [‘12.1';“

t A { 8 T c

7 100 2789988

4 [NGmbersT

LA 58, C Block, ABC Colony, Delz

5 | V

] [
——
7}

1"
W4V Sheett [Shoe2 [Srarp [ ¢
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provided below:

05:30:00 AM
)

AETIVEITY § o

V—

v
o id
g 10%

VALUE DATA TYPE

ALIGNMENT

5675

Name

24-D

OO OOOOOLOTOOLOO0OO0OCOOOOLOLOO00

=10+200

20:00:00

OO0

30.11.2013

F-Block

r’\\" c

!

Read the following values and write down the data type and its Alignment in the space

ain

000000000006000000000000000000000000.

///&VXff/;WffofXWMWMWMWfW OO
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CREATING A WORKBOOK:

J%“i Handg On

-

1. Enter your Roll No, Date of birth, Name and Address in different cells and write down
the address of the cell in which it is entered along with its data type.

ITEMS Address of cell / Data Type
Roll no:
Date of Birth:
Name:
Address:

2. Open “Open Office.org Calc Software” by using any one of the methods mentioned
above.
A blank workbook with the title Untitled1 will open.
Enter the following details about any 5 students from your class in the specified cells.

§ _ . Phone
' S.No. Name Father's Name| Date Of Bith | Age | Address
11 Number
2 |
3
4
_Sf

e
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Dobo: Father can | save the workbook?
Father: Yes, it's simple and similar to saving a document
in writer.

U Y Y ay s ) ‘5* 'd*TaYaY'd
-

ERIA> J Y ED BL ED
gﬁﬁiggg A WURRBUOOR

.
A 10 L o ¢

A workbook can be saved by using toolbar button,
menu option or keyboard shortcut.

Step 1: Click File —» Save
Or

Press Ctrl +S from the Keyboard
Or

Click the Save button on the Standard Toolbar

Step 2: A Save As Dialog Box will appear as shown below

" ol T
Seqrch LASCUments

| v 4 [l TnisPC * Documents v O oour £
E
x Crganize « New folder -
§ £ Hame e oo ed Ty s
| 7 Quick access
e Deskrop o« Blueteath Exchange Folder 3016 11 ihe el
; ' Documents  # Corel User Files 22010 11161
3 : tom Cffice Templates VAT 2006 Qe B phe f
! 3 Downloads # — e v
é Cyberlink AARLEN1G 1204 P C
i o Pictures RV, >
i S ,
i File name: | Sl tiaeadl
Save as type: ODF Spreadsheet (ods) i
{ 2] et '
‘i
] I:] 3
5
| Echit Dhiter s i

———

Save i Cancet

| A Hide Folders

Notice. the default name Untitled 1 is highlighted in the File name box.

1. Type “Name of the file” e.g. let's name this file as “DETAILS OF STUDENTS” as
lename over the default name which is untitled1, choose the desired folder to

new fi

save your Workbook in there.
4 ]
(22)
o>
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2. Click on Save button.

BOOCOGOGOBOOOIOOTIOOODOOCOOOGOOODOOOOI AP AAIAA I A AR PS SIS SISy
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Watch the video given below and answer the questions that follow:

https://www.youtube.com/watch?v=xMic2Mc9eYc&list=PLbPQdaAj8uvaB3LdaTKnGIWBUD

\\\\\\\\\\\\\\\\\\\\\\\\‘*—

b\\\“\\\‘\

wwSgOlb

1. Name the Operating Systems on which Calc works.

2. We can download OpenOffice, as download from .org
3. is Formula Editor of OpenOffice.

4. Name a software comparable to OpenOffice.
COGOGOOCOOOGOHE

HAAAASAAAAAAAASAAAS AN,

Try the following link to explore more about OpenOffice Calc.
OpenOffice Calc 4 Tutorial 1 -» Getting Started -~ Free Download Link —» Spreadsheet Software

Assessment Acuv:ty

R M e e
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1. Using OpenOffice.org Calc, open a blank workbook.

2. Enter the name of all the family and extended family members, their date of birth, age and
cell number as per the table given below. Save the workbook by giving the name “my family”.

S.No |Name of the| Your relation Date of Age Cell
person with the person Birth Number
&)y
&S
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