Domestic Data
Entry Operator

(Job Role)

Qualification Pack: Ref. Id. SSC/Q2212

Sector: Information Technology and Information
Technology enabled Services (IT-ITeS)

Textbook for Class X

fagan s qaasgd

At
NCEERT

It dfdrr srgHua SR ufeor aRug
NATIONAL COUNCIL OF EDUCATIONAL RESEARCH AND TRAINING

2023-24



171025 — DomEsTIC DATA ENTRY OPERATOR ISBN 978-93-5580-007-7
Textbook for Class X

First Edition
November 2022 Agrahayana 1944

PD 5T BS

© National Council of Educational
Research and Training, 2022

% 330.00

Printed on 80 GSM paper with NCERT
watermark

Published at the Publication Division
by the Secretary, National Council of
Educational Research and Training,
Sri Aurobindo Marg, New Delhi 110 016
and printed at Saraswati Art Printers,
E-25, Sector-4, Bawana Industrial
Area, Delhi -110 039

ALL RIGHTS RESERVED

QO No part of this publication may be reproduced, stored in a retrieval
system or transmitted, in any form or by any means, electronic,
mechanical, photocopying, recording or otherwise without the
prior permission of the publisher.

QO This book is sold subject to the condition that it shall not, by way
of trade, be lent, re-sold, hired out or otherwise disposed off
without the publisher’s consent, in any form of binding or cover
other than that in which it is published.

QO The correct price of this publication is the price printed on this
page. Any revised price indicated by a rubber stamp or by a sticker
or by any other means is incorrect and should be unacceptable.

OFFICES OF THE PUBLICATION
DIVISION, NCERT

NCERT Campus
Sri Aurobindo Marg
New Delhi 110 016

108, 100 Feet Road
Hosdakere Halli Extension
Banashankari Il Stage
Bengaluru 560 085

Phone : 011-26562708

Phone : 080-26725740

Navijivan Trust Building

P.O. Navjivan

Ahmedabad 380 014 Phone : 079-27541446

CWC Campus

Opp. Dhankal Bus Stop

Panihati

Kolkata 700 114 Phone : 033-25530454

CWC Complex

Maligaon

Guwahati 781 021 Phone : 0361-2674869
Publication Team
Head, Publication Anup Kumar Rajput
Division
Chief Production Officer Arun Chitkara
Chief Business Manager Vipin Dewan
Chief Editor (In charge) Bijnan Sutar
Production Assistant Rajesh Pippal

Cover and Layout
DTP Cell, Publication Division
\_

2023-24




FOREWORD

The National Curriculum Framework (NCF)-2005 recommends
bringing out work and education into the domain of the curricular,
infusing it in all areas of learning while giving it an identity
of its own at relevant stages. It explains that work transforms
knowledge into experience and generates important personal and
social values, such as self-reliance, creativity and cooperation.
Through work, one learns to find one’s place in the society. It is
an educational activity with an inherent potential for inclusion.
Therefore, an experience of involvement in productive work in an
educational set up will make one appreciate the worth of social
life and what is valued and appreciated in the society. Work
involves interaction with material or other people (mostly both),
thus, creating a deeper comprehension and increased practical
knowledge of natural substances and social relationships.

Through work and education, school knowledge can be easily
linked to learners’life outside the school. This also makes a departure
from the legacy of bookish learning and bridges the gap between
the school, home, community and workplace. The NCF-2005 also
emphasises Vocational Education and Training (VET) for all those
children, who wish to acquire additional skills and/or seek livelihood
through vocational education after either discontinuing or completing
their school education. VET is expected to provide a ‘preferred and
dignified’ choice rather than a terminal or last resort’ option.

As a follow-up of this, the NCERT has attempted to infuse work
across subject areas and also contributed towards the development
of the National Skill Qualification Framework (NSQF) for the country,
which was notified on 27 December 2013. It is a quality assurance
framework that organises all qualifications, according to the levels of
knowledge, skills and attitude. These levels, graded from one to ten,
are defined in terms of learning outcomes, which the learner must
possess regardless of whether they are obtained through formal,
non-formal or informal learning. The NSQF sets common principles
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and guidelines for a nationally recognised qualification system,
covering schools, vocational education and training institutions,
technical education institutions, colleges and universities.

It is under this backdrop that Pandit Sunderlal Sharma
Central Institute of Vocational Education (PSSCIVE), Bhopal, a
constituent of the NCERT has developed learning outcome based
modular curricula for vocational subjects from Classes IX to XII.
This has been developed under the Centrally Sponsored Scheme of
Vocationalisation of Secondary and Higher Secondary Education of
the Ministry of Education, erstwhile Ministry of Human Resource
Development. qaza

This textbook has been developed as per the learning outcome
based curriculum, keeping in view the National Occupation
Standards (NOSs) for the job role and to promote experiential
learning related to the vocation. This will enable the students to
acquire necessary skills, knowledge and attitude.

I acknowledge the contributions of the book development team,
reviewers, and all institutions and organisations for supporting
towards the development of this textbook.

The NCERT welcomes suggestions from students, teachers and
parents, which would help us to further improve the quality of the
material in subsequent editions.

DINESH PRASAD SAKLANI

Director
New Delhi National Council of Educational
September 2022 Research and Training

()
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ABouT THE TEXTBOOK

The IT-ITeS sector is growing at a fast pace and is a very important
industry in India and abroad. In the growing business opportunities
in various domains around the globe, there is a huge transfer of
information from one place to another. Large amount of data is
churned thus creating a need for proper management of the data
that are collected. The companies also have to concentrate on their
core activities and resort to outsourcing the data entry process. The
rapid growth in the IT industry along with the entry of many small
and large outsourcing companies in this area, has led to a huge
demand for trained personnel for various job roles, such as Data
Entry Operator.

Domestic Data Entry Operators in the IT-ITeS Industry are also
known as Data Entry Operators. These individuals are responsible
for providing daily work reports and work on hourly basis. They
are also responsible for electronic entry of data from the client site
on to the office site or vice-versa. Individual tasks vary depending
on the size and structure of the organisation. This job requires the
individual to have thorough knowledge of various technology trends
and processes as well as have updated knowledge about database
management systems and IT initiatives. The individual should know
fast and accurate typing or data encoding. This job involves working
on a computer, and appropriate software to enter accurate data
regarding different issues like retrieving data from a computer or to
a computer.

The textbook for the job role of “Domestic Data Entry Operator”
has been developed to impart knowledge and skills through
hands-on learning experience, which forms a part of the experiential
learning. Experiential learning focusses on the learning process for
the individual. Therefore, the learning activities are student-centered
rather than teacher-centered.

The textbook has been developed with the contribution of the
expertise from the subject and industry experts and academicians for
making it a useful and inspiring teaching-learning resource material
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for the vocational students. Open source software LibreOffice version
6.4 under Ubuntu Linux is used to demonstrate the process in this
textbook. The presentation of the screenshots may look different
in other versions of LibreOffice under Windows platform, but the
functionality, features and commands will remain the same in any
version under any platform. Adequate care has been taken to align
the content of the textbook with the National Occupational Standards
(NOSs) for the job role so that the students acquire necessary
knowledge and skills as per the performance criteria mentioned in
the respective NOSs of the Qualification Pack (QP). The textbook has
been reviewed by experts so as to make sure that the content is not
only aligned with the NOSs, but is also of high quality. The NOSs for
the job role of Domestic Data Entry Operator covered through this
textbook are as follows:
1. SSC/N3022 - Undertaking data entry services

2. SSC/N9001 — Managing work to meet requirements
3. SSC/N9003 — Maintaining a healthy, safe and secure working
environment

Unit 1 of the textbook covers the advanced features of word
processing using LibreOffice Writer. It covers applying styles to the
document, where you will learn to format a document using styles.

Unit 2 of the textbook covers the advanced features of spreadsheet
using LibreOffice Calc. It includes — analysing data to extract useful
information for making effective decisions.

Unit 3 of the textbook covers the Database Management System
(DBMS) using LibreOffice Base. It covers the general concepts of
DBMS, different database model with the focus on relational
database. Unit 4 of the textbook deals with the concept of working
environment in IT industry. It focuses on safe working practices at
workplace. It explains about health related problem caused by the
wrong practices and its solution. It also gives the knowledge about

required resources in workplace for smooth working.
DEeEPAK D. SHUDHALWAR
Associate Professor (CSE) and Head

Department of Engineering and Technology
PSSCIVE, NCERT, Bhopal

(vi)
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o ﬁ/m Di@i’ca( Documentation
(Advanced) using

LibreOffice Writer

INTRODUCTION

In Class IX, you have learned the basic concepts of word
processing using LibreOffice Writer, where the basic
functions, such as creating, editing and formatting the
document are covered. However, in today’s professional
set up, you need to know more features to create a
document that can be presented in a professional
style. LibreOffice Writer offers a variety of features
and commands that enable you to create an attractive
and presentable document with a consistent format.
Further, such documents are easy to read, comprehend
and edit by one and all.

In this Unit, you will learn to format a document
using styles, use style formats, create new styles,
update styles, and apply styles and to use the template
of another document to format the current document.

A document with pictures is always easier to
understand than a text document. Pictures have a
visual appeal, as our brain responds quickly to colours
in comparison to any other form of information. In digital
document, a picture can be a drawing, chart, photo,
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logo, graph or single video frame. LibreOffice Writer
provides various tools to work with images. In this
Unit you will learn to create a document with pictures,
insert and modify images in the document to make it
more attractive.

Later, it discusses some advanced features of
LibreOffice Writer that are used to create professional
documents. You will be able to use the feature ‘Table
of Contents’, which is based on different types of
heading styles and create professional documents using
templates. ‘Track changes’, an important feature, used
to keep a track of editing being done by each user is also
covered in this Unit.

The screenshots of LibreOffice version 6.4 under
Ubuntu Linux are used here to demonstrate the various
processes. The presentation of the screenshots may
look different in other versions of LibreOffice or under
Windows platform. But the functionality, features
and commands are the same in any version under
any platform.

DoMEsTic DATA ENTRY OPERATOR — CLASS X
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Introduction to Styles

CHAPTER

In Class IX, you had learned to create, format and edit
documents in LibreOffice Writer. In today’s world, a
document created and presented in professional style
is appreciated by all. There are two ways of creating
an attractive digital document in Writer: manually
formatting a document or by applying styles.

You learned manual formatting in class IX, where you
selected a part of a document, such as page, paragraph
or words and then applied formatting effects using the
formatting toolbar. To format different portion(s) in the
document, having same style, steps were repeated for
all part(s) of the document. So, to change any aspect(s)
of formatting, the entire process was repeated for the
document. Manual formatting is popular, as it is easy to
use and requires less knowledge. Creating a big report
with consistent format becomes difficult when manual
formatting is used. To avoid inconsistency in formatting
and reduce time and effort in formatting a document, we
use Styles in Writer. In this chapter, you will learn how
to style a document by using- style formats, creating
new styles, updating styles, applying styles and using
template to format the current document.

Introduction to Styles

A styleis a collection of all formatting information, which
you want to save and then apply on the document. For
example, following details of Font can be stored as a
style with the name ‘Title style’.

Size — 12

Name — Bookman Old Style

Weight —Bold

Alignment — Left
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Now you can use and consistently apply Title style
to all titles of the document. To change the style of
Title in a document, you just need to update the Title
style and apply it to the document. Similarly, to change
the format of the complete document, just change the
style applied to it. Using Style allows you to shift your
focus from appearance of the document to the content
of document. This chapter will help you learn how to
create and apply styles in Libreoffice Writer.

Style Categories

Writer provides six Style categories, which are as follows:

(2)

(b)

(©)

(d)

Page — all documents in Writer are based on
pages, hence for formatting them, Page Style is
used. It defines basic page layout like page size,
its margin, placement of header and footer,
footnote, borders and background. A document
can have one or many page styles. If a page style
is not specified, Writer uses its built-in Default
page style.

Paragraph — after deciding on a page format,
nextis the document content, which is organised
in paragraphs. A paragraph begins and ends
by pressing Enter key. Paragraph formatting
includes tab stops, text alignment, line spacing
and borders. Usually, it also includes Character
styling attributes.

Character — this styling is used to work on block
of letters, i.e. word(s) in the paragraph instead
of the whole paragraph. By using character
styles, you can change the appearance of a part
of a paragraph without affecting the other part.
Character styles allow changing the text colour,
text size, highlighting text and emphasising it.

Frame - using frames, a document can be
organised in sections, so that each section
of the page can have a different appearance.
Frames are like containers, which can hold text,
graphics and lists. Therefore, applying Frame
Styles allows to format a frame by specifying its
size, position, border and how the text is placed
around the picture.

DoMEsTic DATA ENTRY OPERATOR — CLASS X
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(e) List — to style lists in a document, the Writer
provides a separate category. It can be used to
style lists by putting numbering or bullets of a
different kind or specify numeric format.

(f) Table - using tables,

a large amount of

information can be organised and presented
effectively. Table Style category allows to format
a table by adding borders, using different text
or border colour(s), aligning text inside the

table, having different patterns or text
colour.

Now we know which Style category should
be applied to style/format a section of the
document, let’s learn how to apply it.

Styles and Formatting

Writer provides many options and tools to
style or format a document. All formatting
options, learned in Class IX, which can be
applied using Formatting toolbar, can also be
applied using Style menu.

There are many predefined Styles in Writer,
which can be accessed by using the following
methods:

(i) Using Style option from Menu Bar

(ii) Using Style Drop Down list box, as
shown in Fig. 1.1, from the Toolbar. The
current paragraph style is displayed
in the textbox. If the Toolbar is not
visible then, click on View>Toolbars,
and enable Formatting/“Formatting
(Styles)”.
Using Sidebar Menu. On the Sidebar,
clicking on Styles icon, displays the
Style sub-menu as shown in Fig. 1.2.
(iv) Using keyboard shortcut — F11 function

key.

(i)

If you choose to style your document using
this option, you will find various available
options on top as shown in Fig. 1.3

In Fig. 1.3, first six icons allow to select
the category of style, such as Paragraph style,

DigitaL DocUMENTATION (ADVANCED) UsING LIBREOFFICE WRITER
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Styes _ Character style, Frame
N AQ v ¢ n- style, Page style, List style
| and Table style to work on.

Click on any one of these
buttons to display a list
of existing styles in that

¥ He artl Faapr
= Heaadng

ko Heading 1
i I Heading 2 category. Erom the bottf)m
Heading 3 of the window selecting
' Show Preview option

-..|;; :
T

tieading 3
nig

seshiding Heacing 4 3 . )
b Haading § displays its style along with
t@ading / B .
beading Heading § the name in the list.
=aading | ' . .
reading » Meading ¥ Fig. 1.4 shows the list
S R Y when preview is not selected
Hierarchiia - r—— - and Fig. 1.5 shows when the
Fig. 1.4: Paragraph Styles Fig. 1.5: Paragraph Styles with PIEVIEW 1S selected. .
without Show previews Show previews At the bottom of this

menu, there is a Drop Down
list, to select the filter for the style list to be displayed
above. By default this filter is set to Hierarchical as
shown at the bottom of Fig. 1.5.

Assignment 1

Select each of the Styles — Character style, Frame style, Page style,
List style and Table style and list the styles under each category.

Let us use these styles in a document. For applying any
styles, such as Paragraph, Character, Frame, Page, List,
Table follow the given steps.

Step 1. Select the text to be formatted. The selected

text may be a collection of characters, words,
lines, paragraph, page, frame or table.

Step 2. To format the selected text, choose appropriate
style by clicking the button from the top of the
Styles bar.

Step 3. A list of styles for that category appears.
Double click on the desired style to apply to
the selected text.

DoMEsTic DATA ENTRY OPERATOR — CLASS X
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Practical Activity 1.1

Apply an existing Heading style, from Paragraph Styles.

Step 1. Create a new document named ‘noise.odt with the text
as shown in Fig. 1.6.

Step 2. Add a title, ‘Noise Pollution’ on top.
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- . e v pame m =

Fig. 1.6: noise.odt

Step 3. Select the Tile — Noise Pollution

Step 4. Open Styles Menu using Sidebar and go to Headings
option.

Step 5. Double click on Heading 4 to apply. Observe that the
Fig. 1.7 shows the Heading 4 style is applied to the
heading ‘Noise Pollution’.
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Fig. 1.7: Applying Heading 4 options of Paragraph Styles

Using predefined Heading Style, allow you to use them
as a Book Mark for browsing the document.

DicitaL DocUMENTATION (ADVANCED) UsING LIBREOFFICE WRITER
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Nores Practical Activity 1.2

Apply an existing page style on ‘noise.odt’
Step 1. Open file ‘noise.odt’ created in Activity 1.2.

Step 2. Insert a blank page in the beginning by selecting
Insert>Page Break from main menu bar, as shown in
Fig. 1.8.
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Fig. 1.8: Inserting page break
Step 3. Observe that in Fig. 1.9, inserting a page break will shift
the matter to the second page. Now, place the cursor at
the beginning of page 2, where the matter appears as
shown in Fig. 1.9.

Step 4. Open Style Menu from side bar and select the Page
Styles option as shown in Fig. 1.9.
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Fig. 1.9: Selecting Landscape from Page Styles option of
sidebar menu
Step 5. Double click on Landscape to change page orientation
to Landscape. After applying Page Styles, you can
observe that the document pages orientation is changed
to Landscape from Portrait.

Note: Applying page style on a page may affect the entire document.

DoMEsTic DATA ENTRY OPERATOR — CLASS X
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Assignment 2

(i) Try applying Landscape option on one page of a large file.

(i) Explore, in which situation Conditional Styles filter, given
in Paragraph category of styling, can be used?

Fill Format

To apply a style on words present at different locations
in the document, you will have to go to each word
separately and apply it on each word. Writer provides a
convenient way of doing it through Fill Format option.
It is the second icon from right on the Style menu, as
shown in Fig 1.3. This method is useful when a same
style is to be applied at many places scattered in the
document. Fill Format can be used to style scattered —
pages, frames, tables, lists, paragraphs or characters.
Follow the steps given below to use it.

Step 1. Open the document to be styled.

Step 2. Open the Styles window and select the desired
style category and then desired style from drop
down list.

Step 3. Select Fill Format button.

Step 4. To apply the selected style, take the mouse
pointer to desired location and click. Do take
care to apply style on appropriate type of
content.

Step 5. Repeat step 4 until all the changes have been
made for that style in the entire document.

Step 6. To quit Fill Format option, click the Fill
Format button again or press the Esc key.

Practical Activity 1.3

Use Fill Format to change appearance of paragraphs at different
places in the document using paragraph formatting. A file
‘documentation.odt with at least 5 pages of text is used for
the activity.

DigitaL DocUMENTATION (ADVANCED) UsING LIBREOFFICE WRITER
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Step 1. Open a file ‘documentation.odt’ having 5 pages of text.
Observe the indented sentences in second page in

Fig. 1.10.
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Fig. 1.10: Pages of file documentation

Step 2. Go to Style Menu from sidebar and click on Paragraph
category, and select List Paragraph from the drop down
list as shown in Fig. 1.11.
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Fig. 1.11: Selecting List paragraph option in Paragraph Styles category
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Step 3. Click at the beginning of the sentence to be styled using
List Paragraph.

Step 4. Now click on Fill button, keep on doing same to apply
the style for all sentences using desired format. Observe
in Fig. 1.12 that how the indented list items look after
applying the Fill Format button.

Step 5. Press ‘Esc’ key to disable Fill button.
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Creating and Updating a New Style

Till now you have used only predefined styles to format
a document. If existing styles specified by Writer do
not match your requirement, then it is also possible to
create a Custom Style. There are many ways to create
a custom style, two of them — From Selection and by
using drag and drop are explained here.

(a) From Selection — last button in Style menu, is
Styles action button is used to create a new
style or modify an existing style. It can also be
used to load a style defined in document or
template, in the list. Let us learn how to create
a new style; which is the first function in the
drop down list of action button.
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T) stybes . Step 1. Select the portion of document, such as page,
paragraph, character, to change its appearance.
Format it as per the requirement.

Step 2. From the buttons at the top of the Style menu,
choose the category (paragraph, character,

ey £l-

Lisa Heading page, etc.) for which a new style is to be created.

Fig. 1.13: Selecting New St@ Step 3. Select Stylg action .buti':on. A list of options as

from Selection to create a New shown in Fig. 1.13 is displayed. Click on New
Style Style from Selection.

Step 4. In Create Style dialog
window, type the name of
new style, say, ‘MyStyle’
as shown in Fig. 1.14.
The names of existing
styles are displayed in the
window.

Step 5. Click OK to save the name
of new style.

Observe that the name
of the newly created style
‘MyStyle’ appears in the
list of styles.

Practical Activity 1.4

To create a custom paragraph style ‘myStyle’, using file
‘noise.odt’ created in Practical Activity 1.2.

Fig. 1.14: Creating a new style MyStyle

Step 1. Open file ‘noise.odt created in Practical Activity 1.2.

Step 2. Format the content of the paragraph with Font face —
Arial, Font size 12, line spacing 1.5.

L,g; = D e Step 3. Select paragraph button from Style Menu of sidebar as

shown in Fig. 1.15.
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- Fig. 1.15: Selecting Paragraph Style

DoMEsTic DATA ENTRY OPERATOR — CLASS X

2023-24




Step 4. Select Style Action button.

Step 5. Click on New Style From Selection. A Create Style dialog
box will appear as shown in Fig. 1.16.

Fig. 1.16: Create New style using Selection
Step 6. Type ‘myStyle’ as style name in the box and click OK.
The Style Name (myStyle) will appear in the drop down
list under Paragraph category.
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Fig. 1.17: New created myStyle becomes part of Style list under
Paragraph category

Updating a Style

Instead of creating a new style for a small changes in
predefined style, an existing Style can be modified on
desired aspect. Updating Current Style (Fig. 1.18), the

second option in list can be used for doing so.
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Follow the given below steps to modify an existing user
defined style of page, frame or paragraph style.
Step 1. Select the page/paragraph to be modified.

Step 2. Format the selected portion as per the
requirement.

Step 3. Go to Style menu, and click on the button to update.

Step 4. Using Style Action button, click on Updated
Selected Style.

Note — Ensure that the aspect modified remains same
throughout the selection. For example, in paragraph, if
you are changing font face or size then, throughout the
paragraph it should remain same.

Using Drag and Drop

Another way of creating a new style is using Drag and

Drop method. It is very easy, as the desired formatted

portion of text is just dragged and dropped at correct

place in the Style menu.

Use the following steps to create a new Style using

Drag and Drop method.

Step 1. Select the text from the document and change
its formatting as desired.

Step 2. From the buttons at the top of the Style menu,
choose the desired category of style to create.

Step 3. Click on the desired style under which, new
style is to be created.

Step 4. From the document drag the selected portion of
text to the Style Menu.

Note — While dragging the text, check the cursor shape,
as it changes to indicate whether the desired operation
is possible or not.

Step 5. Create Style dialog window appears (see

Fig. 1.16), type the name of new style. Names
of existing styles are displayed in the window.

Step 6. Click OK button to save the name of new style.

The Create Style window displays the list of custom
styles. To update an existing style, choose the style
name from the list. So same method can be used to

create or update a Style. Drag and Drop cannot be used
to create a Page Style.
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Practical Actiivty 1.5 Nores

Create a new style ‘myStylel’ using drag and drop, by changing

line spacing to 1 and font size to 13 in myStyle.

Step 1. Open file ‘noise.odt created in Practical Activity 1.2.

Step 2. Format the content of the paragraph with Font size 13
and line spacing 1.

Step 3. Select paragraph button from Style menu of sidebar as
shown in Fig. 1.19.
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Fig. 1.19: Paragraph Styles in Style menu of sidebar

Step 4. Now drag the selected text to Style menu, as shown in
Fig. 1.20.

Fig. 1.20: Creating a new style using drag and drop
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Step 5. Press OK. The style name (myStylel) will appear in the
drop down list under Paragraph category as shown in

Fig. 1.21.
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Fig. 1.21: New style mysStylel created using drag and drop appears in
the style list

Apart from creating a new style or modifying an existing
style, a new document can be styled/formatted using
pre-defined templates or another document which suits
our requirement. This helps in copying all styles of the
template/document in one go to our Style menu and
makes formatting our task easy.

Load Styles (from a template or document)

The last option, in Style Action button of Style Menu
is Load Styles. It is used to copy styles from an existing
template or document. Once copied, in the list of styles,
you can create a new document having same appearance
as old one with no extra efforts.

Follow the given steps to copy style from template or
document

Step 1. In the Styles Menu, click on the Load Styles
as shown in Fig. 1.22.

Step 2. It will open the Load Styles dialog box as
shown in Fig. 1.23. In the Load Styles dialog
box, choose the category of your document.

Step 3. Find and select the desired template to copy
styles from. Note that there are no templates
stored in My Templates category.
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Step 4. From the same dialog window,
also, select the options for the
types of styles to be copied,
such as Text for Paragraph
and Character styles, Frame,
Pages or Numbering (List
styles). By selecting Overwrite
option, the styles being copied
will replace any existing styles
with the same name.

Step 5. Click OK to copy the styles.

Step 6. In case styles are to be copied
from a file, then instead of
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Fig. 1.23: Selecting the My Templates from Categories
of Load Styles dialog window

Template option, click on the From File button.
A File Selection dialog box is displayed. Select
the desired document from your computer.

Applying styles
Whenever a new document is created,
the Writer applies default style(s) to it,
and the same is displayed in the status
bar as shown in Fig. 1.24.

You may like to retain the default
style or change it.

Self Exploration

Learn other ways of accessing Style
options as listed in section 1.4.

SUMMARY

* A Style is collection of all
formatting information, which

Fig. 1.24: The current Default Style is displayed on the
status bar

you want to save and then apply on the document.

e Writer provides six Style categories — Page,
Paragraph, Character, Frame, List and Table.

* Predefined Heading style(s) act as bookmarks
in a document. These bookmarks allow faster

browsing in a document.

* These Style(s) tools can be accessed from Menu
bar, Drop Down List and Side bar.

* Fill Format is used to style scattered — Pages,
Frames, Tables, Lists, Paragraphs or Characters

in a document.
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NoTEs * Writer allows creating custom style and saving
them for future use.

* These new styles can be created using Selection
method or Drag and Drop method.

* Drag and Drop method cannot be used to create
a Page style.

* A user defined style once created, can be updated
at any point of time. Steps used for updating a
style are same as creation of style.

* A document can be styled using another document
or a template.

1. Mr R K Sharma is planning to change his job. He
approaches a company (www.naukri.in) for helping him
in finding new job. Mr Sharma is asked to submit his
CV/Resume in the company. He has downloaded a
sample CV from “template.com”. Help him in creating his
CV in the same format. Also save the format as “CV1” on
the computer, for future reference.

2. Raghav receives a non-styled text document as shown in
Fig. 1.25, from his teacher to convert it into desired
appearance as shown in Fig. 1.26. He has to save it as
“reportStyle” for future reference. Write the process that
he should follow.
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Fig. 1.25: Practical Exercise 2 Original Document
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Learn Python Programming
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Fig. 1.26: Appearance of Styled Document

3. Kendriya Vidyala No. 3, is planning to publish a monthly
digital newsletter for their school. Ravish Pandey of class
12, heads the group responsible to design it on computer.
Size of news letter finalised is 5 inch (length) by 8 inch
(height). It was also decided that:
* The newsletter will have two pages with 4 leaves.
e The first leaf will provide brief information about school.

e The second leaf will have a table, displaying the
school’s last year’s Board exam results.

¢ On the third leaf School achievements (at least 4) for
the current session will be given.
e The last leaf will have articles or poems (at least 2)
written by students.
You being part of the team are required to perform the following
using Style Menu from Sidebar:
(a) Suggest appropriate style category (page, frame, and
table) to be used to design the newsletter.
(b) Create digital copy of it.
(c) Apply Left Page and Right Page format on appropriate
leaves.

(d) Also set the same margins on all leaves, having same
border on all.

() Add page number on each leaf. The page number
should appear in Footer as “Page — number”. Right
align these numbers on each leaf.
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NoTEs (f) For heading(s) and sub heading(s) use Heading 2 and

Heading 4, in the newsletter.

(g) On the first leaf, while displaying information about
school, use character styling of your choice to make it
attractive.

(h) Use table to style Board Results, using grid rows and
columns.

(i) Each row of the table should have a number - in
Roman, prefixed to content.

(j) Organise school achievements in frames, where
individual frame is to be styled using Frames of
Paragraph category.

(k) Using selection method, save the style in respective
category, so that the same can be used to publish
future newsletters to maintain consistency.

Check Your Progress

A. Multiple choice questions

1. Which of the following features in LibreOffice Writer is/are
used to create the given document?

(a) Page borders ;

(b) Envelope ¥ * e A

(c) Picture from a Birtday Ry \
File i ] "oy

(d) Indexes and T, : i-l
Tables - Evindon

2. Styles menu (from > Wi e

sidebar) in Writer provide options to R

work on g

(a) Paragraph Styles Pl e

(b) Frame Styles v I':‘_"‘.'“I"' 4

(c) Page Styles =

(d) All of the above

3. What is style template in LibreOffice Writer?
(a) Pre-determined form and mode of document file
(b) One kind of model style
(c) One type of document
(d) Cluster of documents in Writer

4. Which of the following gives the status of your document
like page numbers, number of pages?
(a) Status bar (b) Standard toolbar
(c) Formatting (d) Title bar

5. Which of the following can be used to access a style menu?
(@) F11 function key (b) Sidebar Menu
(c) Formatting toolbar (d) All of these

B. Fill in the blanks

1. A is a collection of different formats

2. Styles are especially handy in
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3. Proper use of styles improves in a document

4. The first five buttons at the top of the Styles window select
the category of

S. Using predefined creates Bookmark in the
document.

6. On opening a new file Style is used for formatting
the document.

7. In page layout documents, you can arrange like
text boxes and graphics.

8. Character styles are often integrated in Style.

9. allows to apply style at different places in the
document.

10. Predefined Style be updated by Drag and Drop

method.

C. Short answer questions

1. What do you understand by styles in LibreOffice writer
document?

2. Write advantages of using Style over manual formatting,
for designing a document.

3. What are the different categories of style in LibreOffice
writer document?

4. Write down the steps to update a style.

Ut

. What do you understand by custom styles in LibreOffice writer?

6. In a document Introduction paragraph is to be designed
extensively by setting its font (face, size, weight, colour),
space above it and giving number to heading. Given below
are the steps used to do so.

(i) Select the Introduction (paragraph)
Open Font list from Toolbar
Select the font

i)
i)
(iv) Open Font size from Toolbar
(v) Select the desired font size
(vi) Select Font weight (Bold) from the toolbar
(vii) Open Font color from Toolbar
(viii) Select desired color
(ix) Using Format menu option, select Spacing > Paragraph

> Indent and Spacing
(x) Edit space above paragraph
(xi) Add number by Selecting Numbered list from Toolbar.

7. Give two examples, where instead of Style, using manual
formatting will be beneficial.

8. Give one situation, in which you will prefer to use Fill
Format for styling your document.

9. Write steps to load style(s) from a template.
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CHAPTER

Working with Images

It is easy to read and comprehend a good interactive
document. A word processing application has rich
features, which allows to create an interactive document.
A document containing pictures is always easier to
understand than a pure text document. Pictures have
visual appeal, as our brain responds quickly to colors in
comparison to any other form of information. A picture
can be adrawing, chart, photo, logo, graph, or single video
frame. In digital document a picture can be a graphic or
image representation, which is a digital image. Till now,
we have created a text document with different features,
such as formatting and using styles. In this chapter
you will learn to create a document with pictures. You
will learn to insert and modify images in the document
to make it more attractive. LibreOffice Writer provides
various tools to work with images. A picture is a digital
image, which is representation of image in finite set of
digital values O or 1, known as pixels. These are stored
in various types of graphics files with the file extension,
such as GIF, JPG, JPEG, PNG, BMP, etc.

Inserting an Image in a Document

LibreOffice Writer allows to work on images, shapes,
charts and diagrams by providing various tools. The
image file stored on the computer, can be inserted into
a document using different ways, such as using Insert
Image dialog, using Drag and Drop option, using Cut,
Copy and Paste option and lastly by Linking.

Inserting Image Using Insert Image Option

A general procedure to insert an image using Insert

Image dialog box, is as follows.

Step 1. Open the document to insert an image in
LibreOffice Writer.
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Step 2. Place the cursor where you want to insert an NoTES
image.

Step 3. Select and click on Insert > Image from menu
bar

Step 4. An Insert Image dialog box will open which will
allow to choose the picture file to be inserted.

Step 5. Select the file and click on Open button to insert
an image in document.

Practical Acitivity 2.1

Insert an image using Insert Image dialog box in the file
“noise.odt” created in previous chapter.

Step 1. Ensure that you have an image file on your computer
hard disk. Otherwise download a relevant image from
Internet.

Step 2. Open “noise.odt’ file created in Practical Activity 1.2 of
Chapter 1.

Step 3. Place the cursor to the next line of the text to insert the
image file, and then click on Insert menu from the
menu bar as shown in Fig. 2.1.
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Fig. 2.1: Selecting Insert menu for inserting Image

DigitaL DocUMENTATION (ADVANCED) UsING LIBREOFFICE WRITER

2023-24




NoTEs Step 4. Click on Image option, opens Insert Image browsing
window to select an image. Select desired image as
shown in Fig. 2.2.
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Fig. 2.2: Insert image browsing window

Step 5. Click Open button. The image appears at desired place
as shown in Fig. 2.3.
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Fig. 2.3: Image inserted in noise.odt document
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Inserting Image using Drag and Drop option

Another option to insert images in the document is by

using Drag and Drop option. The standard procedure

is just drag the image from its source and drop it at

desired position in the document. A general procedure

to insert an image using drag and drop option, is as

follows.

Step 1. Open the document to insert an image in
LibreOffice Writer.

Step 2. Open a file browser window (Win+E) and select
the image file to be inserted.

Step 3. Drag the image into the document

Step 4. Drop it, where you want it to appear in
the document.

Inserting image using Copy and Paste method

As stated above, another way to insert an image in the
document is by using copy and paste method. In this
method instead of dragging the image, copy the image
and then paste into the desired location of the document.

Inserting an image using any of the above described method
saves a copy of image file in the document wherever image
is inserted, that means, the image gets embedded in
the document.

Practical Activity 2.2

Insert an image from one document (source) to another document
(target) using Clipboard. Source file is “typewriter.odt” having
different images of typewriter, and target file is “documentation.
odt” created in the previous chapter.

Step 1. Open source file

“typewriter.odt’ Mt iod Sl el Sl
and target file | & L TR L I T I R AT
“documentation.

odt’. -
Step 2. In the source - I
|

document, select =
the image to be i

copied, as shown ;i

in Fig. 2.4.
Fig. 2.4: Selected image in typewriter.odt
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Step 3. Move the mouse pointer over the selected image and
copy the image by using keyboard shortcut (Ctrl+C)
or right-click and select Copy option from the context
menu to copy the image to the clipboard.

Step 4. Switch to the target file, “documentation.odt’.

Step 5. Place the cursor on the location where you want to
insert the image as shown in Fig. 2.5.
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Fig. 2.5: Placing cursor to insert image in documentation.odt

Step 6. Paste the image by using the keyboard shortcut (Ctri+V)
or right-click and select Paste option from the context
menu to paste the image as shown in Fig. 2.6.
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Fig. 2.6: documentation.odt after inserting image from typewriter.odt
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Inserting an image by linking

If multiple copies of the same image are required to be
inserted in the document, it is beneficial to save the link
of image instead of inserting the image. Inserting a link,
stores its reference instead of the image itself, thereby
reduces the size of the document, because actual image
is saved only once as a separate file along with the
document.

Whenever a document containing the link is opened,
the image file gets merged, at the place(s) where reference
was stored, and displayed on screen to the user. A
general procedure to link the image file is as follows.

In Insert Image dialog box, check the Link option as
shown in Fig. 2.7

P —_— —_— _— =

Fig. 2.7: Link check box in Insert image dialog window

Keyboard shortcut to link an image — drag and drop
the image while holding the Ctrl+Shift keys.

Assignment 1

Explore how to insert an image from Writer’s Gallery or from
any other device?

Modifying an Image

Sometimes we may have to modify the image inserted in
the document to suit its requirement. The Image toolbar
is used to resize, crop, delete and rotate the image.

Using the Image toolbar

The image toolbar automatically appears when an image
is inserted or selected in the document. If you want to
keep it always on screen, click on View > Toolbars >
Image from the menu bar. The Image toolbar will be
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displayed as shown in Fig. 2.8. Table 2.1 describes
various tools that are made available through this image

toolbar.
Image
BN - |Default =

- e L ' ol = | u

Fig. 2.8: Image Toolbar

Table 2.1: Description of Image Toolbar

Tool

Image Filter

Image Mode

Crop

Flip Horizontally
Flip Vertically
Rotate 90° left
Rotate 90° right

Effect on image

There are 11 types of filters available
for improving an image. Details given in
Table 2.2

Image can be changed to black and white,
gray-scale or a watermark

Cuts off non-desirable part of the image
Flips the image Horizontally by 180°
Flips the image Vertically by 180°
Rotates the image by 90° left

Rotates the image by 90° right

Image can be rotated by any angle using

Rotatd this tool

Makes an image transparent by using the
Transparency f -

value provided in percentage

Using Drop Down list (as shown in

Fig. 2.9), Red, Blue or Green colour can
Colour

be modified or adjustment for brightness,
contrast and gamma can be made

To apply any of the tools from image toolbar, select the
image on which tool is to be applied and then click on
the tool. Clicking on the colour button will display the
colour drop down list as shown in Fig. 2.9. It consists of
six components in the drop down list. One can increase
or decrease the percentage of these components. The
first components represent the three primary colours
Red, Green and Blue, respectively. The fourth component
represent the Brightness, fifth component represent
the Contrast and last sixth component represent
the Gamma.
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Clicking on Image Filter opens up a window with
11 filters, as shown in Fig. 2.10. Table 2.2 gives the
brief description of various tools available in the Image
Filter window.
Table 2.2: Description of Image Filter
Tool Effect on Image

Inverts the colour values of coloured
Invert image. In case image is gray-scale then its
brightness is inverted.

Softens the contrast of image. Another

SR dialogue box appears to adjust parameter

Sharpen Increases the contrast of image

Remove Noise Removes single pixels from the image
Used in Photographs to reverse the tone.

Solarisation Dark appears light and light appears dark.

Another dialogue box appears to adjust
parameter.

Simulates the effect of time on picture. On
Aging clicking it, another dialogue box appears to
adjust parameter.

Makes a picture appear like painting by
reducing colours in the image. Another
dialogue box appears to adjust parameter,
when this icon is clicked.

Posterise

Charcoal Sketch Changes image as charcoal sketch

Adjusts light source to create shadow using

Relief dialogue box to adjust parameter

Joins group of pixels into a single area of
Mosaic one colour. Another dialogue box appears
to adjust parameter.

Practical Acitivity 2.3

Insert an image in a document
and rotate the image.

Step 1. Open a new document
in LibreOffice Writer.

Step 2. Go to Insert menu and
Select Image >> From
File

Step 3. Insert an image from
library as shown in

Fig. 2.11. Fig. 2.11: Image inserted in a new
document
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Step 4. Select image and then click on rotate tool. Observe that
four dots known as handles, appeared on four corners
of the image.

Step 5. Move the mouse on any corner and observe that the
‘rotate’ symbol is activated.

Step 6. Click on rotate symbol on the top right corner of the image
and drag it to downward direction, as shown in Fig. 2.12.

s &asi- & #+m= i a d+HHEEE N | - ™ O=-.+ -

A I .- Ny uh S = B8 LT

&,
Fig. 2.12: Rotating image Fig. 2.13: Image after rotation

Step 7. The image rotated is shown in the Fig. 2.13.

Practical Acitivity 2.4

Crop an image in a new file.

Step 1. Open a new document in LibreOffice Writer.

Step 2. Insert an image in the document as shown in Fig. 2.14
using Insert >> Image >> From File option as
demonstrated above.

I 0 B K -
e R

Jidemem=-Him & &= 4 - a-q |
(- EEEEEE |- e et

Fig. 2.14: Document after inserting  Fig. 2.15: Changed handles for
image cropping the image
Step 3. Select the image by clicking on the image. Observe that
the selected image is surrounded by eight small squares
as shown in Fig. 2.14.

Step 4. Click on crop tool from Image toolbar. Now observe that
the eight small squares surrounding the image will be
changed into the blue coloured handles as shown in
Fig. 2.15. These are the handles used to crop the image.
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Step 5. Click any of these edges of the image and drag the
cursor towards the center of image as shown in
Fig. 2.16. Observe that the image is being cropped up to
the dotted lines. It is possible to crop the image by clicking
on dragging any of the edge as per the requirement.

Fig. 2.16: Cropping the image Fig. 2.17: Image after cropping
from upper right edge

Step 6. Click anywhere on the page or press Esc key to leave
the crop tool and observe the cropped image as shown
in Fig. 2.17.

Resizing an Image

Sometimes you may want to resize the image to fit an
image at the desired place in a document. Resizing
is the process of reducing or enlarging the size of the
image. This can be done in various ways. Quick and
easy way to resize an image is by dragging the image’s
sizing handles. Use the following steps to resize image:
Step 1. Click on the image inserted in the

previous activity. Observe that there are

eight sizing handles ‘surrounding the s s B & & 8= § = %+ G
image as shown in Fig. 2.14. TS 1 1 F T NI T

Step 2. Position the pointer over one of the sizing
handles. The pointer changes shape
indicating the direction of resizing.

Step 3. Click and drag to resize the image as
shown in Fig. 2.18.

Step 4. Release the mouse button when satisfied
with the new size and observe the size of
the image is reduced.
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By dragging the corner handles, one can resize
both the width and the height of the image
simultaneously, while the other four handles
only resize one dimension at a time.

Note that while resizing the image its size
gets changed, but while cropping the image
cuts it.

Deleting an Image

It is possible to delete the image from the document just
like we delete the text. To delete the image, just select the
image by clicking on the image and press the Delete key.

Drawing Objects

If you need to draw a flowchart or a callout box in your
document, LibreOffice Writer provides the feature of
drawing tools for such work. The set of drawing tools
available in Writer are easy to use, and helps in creating
good quality designs, diagrams and drawings. Once you
create the drawings, you can directly place it in the
document. These diagrams can also be copied or
imported in other packages.

Using Drawing Tools

To display Drawing Toolbar
in the Writer window, click on
View > Toolbars > Drawing
as shown in Fig. 2.19. This
will display the Drawing
Toolbar in the Writer window
as shown in Fig. 2.20. The
toolbar contains various basic
drawing objects of different
Fig. 2.19: Enabling Drawing tools types to create any design of
your choice.
There are many default drawing objects used to
create designs in document. To use them —

uniiled & - LibraGfr

Step 1. Place the cursor in the document where you
want the drawing to be placed (anchored). You
can change the anchor later, if required.
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Rectangle rounded
Right angle triangle

. i Flowchart (list
Polygon Circle Symbol (list) _ (list)
Star (list)
Square Fontwork
Curve (list) !
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Select | I
Cutve Gyal Call Out (list) po Kl
Insert Line Rectangle
Lines & Arrows (list) Arrow (list) Call outs
Isosceles triangle
Toggle Extrusion

Basic shapes (list) Text Box

Fig. 2.20: Drawing Toolbar

Step 2. Select the tool from the Drawing toolbar as
shown in Fig. 2.20. The mouse pointer changes
to a drawing-functions pointer.

Note — One more toolbar appears on the screen, the
Drawing Object Properties. It is shown in Fig. 2.23
and explained later.

Step 3. Move the pointer to the place in the document
where you want the image to appear and then
click-and-drag to create the drawing object.

Step 4. Release the mouse button to finish drawing.
The selected drawing function remains active,
so that you can draw another object of the
same type.

Step 5. To cancel the selected drawing function, press
the Esc key or click the Select icon (the arrow)
on the Drawing toolbar.
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NorEs Practical Activity 2.5

Draw a family tree with 3 family members, Mr R K Sharma
(Grandfather), Mr B Sharma (Father), Mrs Sunita Sharma
(Mother).

Step 1. Open a new document in LibreOffice Writer. Enable the
Drawing toolbar and ensure that it is displayed on the
bottom of the document window as shown in
Fig. 2.21.

SRR F- & o B
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Fig. 2.21: Rectangles created using drawing tool for family tree

Step 2. Select Rectangle Round tool from the toolbar. Place
the cursor on the location where you want to draw the
family tree, and drag it to create a rectangle. In the
same manner, create other two rectangles as shown in
Fig. 2.21.

Step 3. Enter the text in all three rectangular boxes as shown
in Fig. 2.22. To enter text, select the rectangle and then
type the text.

Step 4. Select the type of line (simple line and line with arrow)
from Line tool to draw lines showing hierarchical relation
as shown in Fig. 2.22.

Step 5. Save the diagram in file “family.odt’.

It is also possible to change the properties of the
object on which you are working. Writer provides tools
in Drawing Object Properties toolbar for changing
properties, i.e. customising an object. Using these tools
the object can be moved, resized, rotated, edited and
conFig.d on various aspects.

Properties of the object can be modified or edited,
either at the time of its creation, i.e. before you start
drawing them or after its creation. When properties are
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modified before creation, it is known as setting default
value(s). To work on properties, you can use tools from
the toolbar and change the desired aspect of the object.
Properties can also be modified by right clicking on
the object.

Maiteh Cadd '\:_i_ -|
|

B 7 @

U L RN WeE 0

Fig. 2.22: Drawing of family tree using rectangles

Setting or Changing Properties of Drawing
Object

On selecting the drawing Orsslog Ohect Stagirtied ™ _—

object, in the document, L-TIEESEE |- e ek
Drawing Object Properties

Toolbaris displayed as shown

in Fig. 2.23. It is a floating  colw » P . R -

toolbar, and can be placed ~—

anywhere on the screen.

To set the properties before drawing the object, follow

the given steps.

Step 1. From the Drawing Toolbar, select the object
you want to draw.

Step 2. From Drawing Object Properties Toolbar,
click on the icon of property to be modified.

Fig. 2.23: Drawing Object Properties Toolbar

Step 3. Change the value of parameter.

Step 4. Repeat steps 2 and 3 to change all desired
properties.
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Step 5. Draw the desired figure by following the steps
given in the previous section.

Changes done in properties of an object, before creating it, are
available only for current session.

Follow the steps for changing properties of the object
after drawing it.

Step 1. Select the object whose properties are to be
modified.

Step 2. Follow steps 2 to 5 of the previous process of
setting Properties before drawing an object.

Practical Activity 2.6

In the file “family.odt’ created in Activity 2.5, add two more
members, a son Master Rohit Sharma and a daughter Baby
Deepika Sharma. Make a copy of the file. Then change the
properties of Rectangle as (Fill color — lime yellow, border line
— Orange having 0.08” width) and Line (color — black, Style —
ultrafine dashed) used in Family Tree.

Step 1. Open file “family.odt’ in LibreOffice Writer.

Step 2. Add two rounded rectangle and add text in them to
reflect two more members in the diagram.

Step 3. Save a copy as “familyl.odt”. Keep on working in
“family.odt’
Step 4. Select a rectangle using selection tool.

Step 5. Click on Fill Color tool in Drawing Object Properties
toolbar, and change the color selected rectangle as
shown in Fig. 2.24.

i-ImmEE LI L T . [T
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Fig. 2.24: Using Fill Color tool for rectangle

F-Ii‘.ﬂlmnl

DoMEsTic DATA ENTRY OPERATOR — CLASS X

2023-24



Step 6. In the same way change color of all the rectangles. NoTEs

Step 7. Select a line in the drawing. Click on Line Color tool
and select Black color to change the line color from blue
to black. In the same way, change the color of all the
lines to black as shown in Fig. 2.25.

ST T T . e
el LLR bouns e "B :
Caramd Farher F===:--ll-.
- . W EisEmses
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Father Msiher e o
L “‘T‘Tﬂ‘ Suniaa Sharma g
— 1
Ham ' Dhaugheer
Miser Fahit Eaby Drepika
- e A |y Tol s
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Fig. 2.25: Using Line Color tool for changing the line color

Step 8. You can also change the border color of rectangle using
Line color tool and width of the border by specifying the
value in line width option.

Step 9. Alternately you can change the line color and width by
right clicking on the object and then selecting the “Line”
option from the context menu as shown in Fig. 2.26.

(Grand Father )

IR. K. Sh

'

Father
B Sharma

|
San

Master Rohit Baby Deepika

Fig. 2.26: Right clicking on object to select Line option from
context menu
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Step 10. To change the line color and width of all the rectangles,
select all the rectangles by holding shift key and clicking
on each rectangle. This will open the Line dialog window
as shown in Fig. 2.27. Change the line color to “Orange”
and specify the line width as “0.08” as shown in
Fig. 2.27 and click on the OK button.
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Fig. 2.27: Specifying line color and line width for selected objects in the
Line dialog window

Observe in Fig. 2.28, the line color and width changed
as specified

DefmiltSile = Mg Bl | Ubsathonert = (12 = B T L} &

Grand Father |
R. K. Sharma

v

Father ] Mother
B Sharma Sunita Sharm

Master Rohit Baby Deepik

Fig. 2.28: Family Tree with desired object properties
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Resizing and Grouping objects

Sometimes you may want to change the size of drawing
to accommodate it at a particular place in the document.
This can be done either by changing its size only or by
changing its shape and size both. Follow the given steps
to resize a drawing.

Step 1. Select the object to be resized. All eight handles
on the corners and edges will be visible.

Step 2. Click on any of the handles and drag it to its
new place. The object will be scaled up or down,
depending on your action. Also whether object’s
shape will be retained or not, will depend on
the handle you choose for resizing.

Step 3. For resizing and maintaining original shape of
drawing, use corner handles.

Step 4. Using edge handles will resize drawing
non-proportionally.

Assignment 2

Use SHIFT key, while resizing the object, in both the cases
and observe the difference in action.

While drawing an object comprising more than one
overlapping shape, on screen they stay together looking
like a single entity. But actually they are different shapes
placed together as different entities. So, when you
choose to edit them you have to work on each individual
shape. To treat these shapes as one Fig., they may be
grouped together.

Grouping drawing objects

LibreOffice Writer allows grouping these different shapes,
to behave as a single entity without affecting their size
and position. Once grouped, all shapes belonging to
that group become its member and a change applied on
one member works on all. Follow the given below steps
to group the drawing objects.

To group drawing objects:
Step 1. Select the object by clicking over it.

Step 2. Hold the Shift key and keep on selecting all
other objects by clicking on it to be included in
the group.
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R - Step 3. Select a group tool from Drawing Object

g b'_'?_'-: Properties Toolbar (Fig. 2.23). Alternatively,
selecting from main menu Format > Group >
Fig. 2.29: Grouping tools in Group will also do same work.
Drawing Object Properties . . .
toolbar Step 4. This process will group the selected drawing
objects.

There are four options under Group option. These are
Group, Ungroup, Enter Group, Exit Group. The icons as
shown in Fig. 2.29 for these options also present in the
Drawing Object Properties Toolbar.

Practical Activity 2.1

Group all items of Family tree created in Activity 2.5 and 2.6, in

the file “familyl.odt”. Using the group, change the properties of

Rectangle (Fill color — lime yellow, border line — orange with 0.08”

width) and Line (color — black, Style — ultrafine dashed) used in

Family Tree.

Step 1. Open the document “family.odt’ created earlier in Writer.

Step 2. Select all the lines. For this click on the first line, hold
the Shift key and keep on selecting other lines to group
them.

Step 3. Click on Group tool in Drawing Object Properties
toolbar. Observe that all the lines are grouped together
as shown in Fig. 2.30. Now change the color of all lines
grouped together to black.

Lol
= o

Fig. 2.30: All the lines are grouped together and changed
the color to black
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Step 4. Similarly select all the rectangles, group them and
change its fill color to lime yellow, border line to orange
color and border width to 0.08, as done in previous
activity. Observe that the color of all the rectangles
changed to orange colour as shown in Fig. 2.28.

Positioning Image in the Text

Once the task of creating, formatting, resizing and
grouping the drawing object is complete, it has to be
positioned in the document with text and other image
or drawings. Positioning of an image is controlled by
four settings.

(i) Arrangement

(ii) Anchoring

(iii) Alignment

(iv) Text Wrapping

These settings can be accessed using three ways —

by using Format menu, by using context menu after
right clicking on the object, by using Drawing Object
Properties Toolbar for changing the properties of the
drawings. Let us learn how to use Drawing Object
Properties Toolbar to position a drawing in the page.

Arrangement

In Overlapping objects arrangement determines the
position of the current drawing with respect to other
drawings or text. The Drawing Object Properties
toolbar consists of the arrangement tools as shown
in Fig. 2.31. These are the six tools in the order of
appearance from left to right, namely Bring to Front,
Forward One, Back One, Send to Back, To Foreground,
To Background, which are briefly explained in Table 2.3.

Table 2.3: Description of Image arrangement tools
Tool Effect

Bring to Front  Place image on top of all objects / images

Forward One Bring image one level up, when there are
overlapping images

Back Ond Sends image one level down in overlapping
images

Sef¥l to DBck Place image at the bottom of all objects/
images
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As Character

Fig. 2.32: Anchored tool with
its options
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Fig. 2.33: Alignment tools
in Drawing Object Property
toolbar

Fig. 2.34: Text wrapping tools
in Drawing Object Properties
toolbar

To Foreground Moves the drawing object in front of the text
To Background Moves the drawing object behind the text

Note - First four settings can be applied on an image
or drawing, but last two are available for drawings only.

Anchoring

It acts as a reference point for image or drawing.
Anchoring allows an image to retain its position to a
page, paragraph, character or frame. Anchor tool is
shown in Fig. 2.32. Clicking on the downward arrow
you can observe that an image can be anchored to Page,
Paragraph, Character or Frame. So whenever a page,
paragraph, character or frame is aligned, the anchored
image moves along with it.

Alignment

It allows the vertical or horizontal placement of the
image with respect to its anchor. Alignment tools are
located under Drawing Properties Toolbar, as shown
in Fig. 2.33. An image can be aligned in six different
styles — 3 horizontal and 3 vertical.

Text Wrapping

It allows the placement of image in relation to text. Text
Wrapping tools are available under Drawing Object
Properties Toolbar. There are six choices, namely Wrap
off, Page Wrap, Optimal Page Wrap, Wrap left, Wrap
right, Wrap through, in the order of their appearance
from left to right as shown in Fig. 2.34. Table 2.4 briefly
describes these tools.

Table 2.4: Description of Text Wrapping tools

Tool Wrapping Effect
Wrap off Text is placed above and below the image

Text flows around the image. Moving an

Page Wrap image will rearrange the text on the page

In Page Wrap, if the space between image

Optimal Page and margin is less than 2 cm then text will

wrap not be placed on that side
Wrap left Text is placed on left side of the image
Wrap right Text is placed on the right side of the image

Wrap through Superimposes the image on the text
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SUMMARY

In a digital document, a graphic or image is called
digital image.
A digital image is represented in pixels.

Predefined image can be inserted using Drag-
Drop method, Copy-Paste method or using Insert
Image dialog box.

Inserting an image embeds a copy of the image in
the document.

An image can be linked to a document using
Insert Image dialog box.

Linking an image saves only the link of the image
instead of embedding the image. This saves
space in case multiple copies of the same image
are required.

Image Toolbar can be used to modify an image.
Tools for filtering, resizing, cropping, deleting and
rotating an image are available in this toolbar.
Drawing Tools are used to create pictures (objects),
such as Flowchart, Call out box, designs, etc.
Properties of Object can be customised by resizing,
rotating, moving or editing.

Drawing object properties can be modified either
at the time of creation (when you start drawing)
or after its creation.

Properties when modified before creation, is
known as setting Default values.

An object drawn using different shapes, can be
grouped to behave as single object.

Writer provide various tools to arrange text and
image or drawing on a page.

Q.1

In Practical Exercise of chapter 1 (Question 3), you created a
school newsletter. Leaf-wise content of the newsletter were:
(@) School Information
(b) Result for Class X & XII in table
(c) School Achievement
(d) Students’ article(s)/poem(s)
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For improving the visual appeal of the newsletter, add some
images in it. Following are the details given for adding images.

Leaf 1: Add a relevant photo ramgrpis - pgp e

of school in bottom e e e
right corner, as S imaa -
shown in picture. E=Ftc= ===ty ===——=
Photo should have e o e o=
good contrast and SEmEEE S _ :
brightness. Add black === Eoomas| ==
border to photo. :

Leaf 2: Add photograph

of toppers of Class
X and Class XII.
Make adjustment to
display photograph
of student in
appropriate table
and in front of their
name. As this page
might be printed in
black, convert them
to grayscale with
proper contrast.

Leaf 3: Add few relevant
pictures in the given
style on this leaf. Apply at least two types of image filter
on the pictures.

G r'aui.-ur.mrr Thay

iy

Q.2 Master Udit is helping his drawing teacher to create digital
drawings. His teacher asks him to write down the steps
to create the following two drawings. In the first drawing,
objects are grouped and second drawing was created by
resizing objects of first drawing. How would you help her
to do so using drawing tools of Writer?

L

Q.3 Miss Roshni has
downloaded a flowchart
to be included in her
report. She asks for
your help, in creating
an editable copy of
the flowchart. Write

steps_ o el it u§1ng Process Data| /Create Repo:
Drawing tools of Writer.
End

Read Input
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Check Your Progress NoTEs

A. Multiple choice questions

1. The text or image which appears faintly in the background
of a page is called .
(a) Water mark (b) Trade mark
(c) Copyright (d) Embossing

2. JPG or JPEG in image format stands for
(a) Joint Photographic Experts Group
(b) Joint Picture Experts Group
(c) Joint Photographic Experts Graph
(d) Joint Photographic Experts General

3. In Drawing Object Properties toolbar, Grouping options
provided are .
(a) Exit Group (b) Ungroup
(c) Enter Group (d) All of these

4. Which of the following is not the correct file extension for
an image file?

(a) GIF (b) JPEG
(c) Odt (d) PNG
S. Image toolbar does not provide a tool for
(a) filtering (b) cropping
(¢) copying (d) flipping

B. Fill in the blanks

1. tool cuts off non-desirable part of the image.

2. To change both brightness and contrast of the image
tool can be used.

3. To simulate the effect of time on picture
tool is used.

4. place image at the bottom of all objects.

S. An image can be deleted by it and pressing
DELETE key.

6. In drawing tools, basic shapes list provide
shapes.

7. Anchor act as point for a drawing.

8. There are options for aligning an image
horizontally.

9. The handles of image are used for rotating it.

10. Changing properties of an object creation,

retain them throughout the session
C. Short answer type questions

1. What is a digital image? How can you create one?

2. Write steps to insert an image from the gallery using
Drag and Drop method.
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How is resizing of image different from cropping it?

What are the tools available in drawing toolbar? Describe
any five tools.

How is linking of an image different from embedding?
Give a situation in which you would prefer to link
an image.

Write steps to change properties for drawing objects.

What are the benefits and drawbacks of grouping drawing
objects?

Describe any two tools from Drawing Object Properties
toolbar.

Write steps to insert an image in a basic drawing shape.

Write factors controlling positioning of an image in
a document.
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Advanced Features of Writer

CHAPTER

As we all know that LibreOffice Writer is a word processor
that provides a variety of features. You have already
learned some of the features, such as formatting, editing,
inserting tables and images, styling the text and inserting
graphics in the document. In this chapter, you will be
learning some advanced features of LibreOffice Writer
that will be used to create professional documents. To
give the listing of the contents of the document, we can
use the Table of Contents feature, which is based on
different types of heading styles. LibreOffice Writer also
provides templates to create professional documents.
When multiple users are working on a single document,
the Track Changes feature can be used to keep a track
of the editing being done by each user.

Table of Contents

In Class IX, you had learned to insert tables in a
document, where the data was represented in a row and
column format. In this chapter, we will discuss Table of
Contents (ToC). You must have seen table of contents
in the beginning of your books. It contains a list of topics
and subtopics that have been covered in the book along
with page numbers.

Table of Contents, allows to insert an automated
table of contents in a document. The entries or contents
of this table are automatically taken from the headings
and sub headings of the document. Also, these contents
are hyperlinked in the table. So by clicking on any topic
in the table of contents, we can navigate directly to the
selected topic. But before creating table of contents,
you need to first understand the concept of hierarchy
of headings.
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Hierarchy of Headings

LibreOffice Writer supports up to 10 levels of headings H1
to H10. These headings are applied to the headings of the
document. The following process will demonstrate how
to apply these headings to the headings in the document.

Step 1. Create a new document in
T . aw S LibreOffice Writer and enter
o b EIUS N the text Heading 1 to Heading
Heading 1 e 10 as shown in Fig. 3.1.
Heading 2 - e : Step 2. Click on the Styles button
Hmﬂing 3 Heading 1| 4, from the right side bar. Click
Heading 4 "::’:"u"'f = on the Paragraph Styles and
Heading 5 || e | ® then Headings. The Styles
ding 6 | Wi dialog window will display the
SHERS ey list of headings from Heading
:i?agmg; R 1 to Heading 10 as shown in
rading Fig. 3.1.
HEadi.nHH 1 P— Step 3. Place the cursor on Heading
Heading 10 1 as typed in the document.

Fig. 3.1: Hierarchy of 10 Headings

L ' T e

‘=R

Then click on the Heading 1
from the Styles dialog window.

—Ah B s o Step 4. Repeat Step 2 for the words
3 T Heading 2 to Heading 10.

Heading 1 wau s wws,  Step4. Observe that Heading 1 to

I Heading 10 is applied to the

Heading 2 | eI words Heading 1 to Heading

Heading 3 H,:,::”; ' 1}10 ?jf the ﬁocumgnt ar(lid these

o eadings have changed as per

— }m the applied style as shown in

Humding & et Fig. 3.2. Observe the change
My Jp—" in Figs. 3.1 and 3.2.

Hestding 7 ———
Meading 8 = 1 Once the desired heading styles
Humchiin: # B2t e are applied in the document, the same

Fig. 3.2: Document after applying 10 Headings  hjerarchy will be reflected in the table of

contents also.

Creating a Table of Contents (ToC)

Before you start creating the table of contents or ToC in
a document, you must ensure that proper heading
styles, such as Heading 1, Heading 2, Heading 3 and so
on are inserted in the document. The correct ToC will be
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generated only if proper paragraph styling for headings
is applied to the document. Once a styled document is
created, follow the steps given below to insert the ToC in
the given document:

Step 1. Open the earlier e
created file e bt N E - b ver el R'aak I
“documentation.odt”. e L ACoen L SRR B SR T ST

Step 2. Assign proper heading oy etmar ot S o Lo &4
styles to the various R s R——
headings in the s A W Heading 1 | 4|
document from the g gt sevageno. AW s Ix
Styles dialog box. For o b v v e | e a
example, assign the i e | =
heading styles as  [Funeomism i
shown in Fig. 3.3 in i s Ghnndirg ——
the “documentation. B T it e st ing 4 e
odt” file. 2 e s it 4

=T e
e vl KO 10 f e (Fiemlimg

Step 3. Place the cursor at
the position where the
table of contents is to — -
be inserted. Usually, it | =7, = 1
is in the beginning of

Fig. 3.3: Planning for assigning headings styles

the document. Hebperncie, A
Step 4. From main menu, L= ....' j = n

select Insert > Table of e

Contents and Index & i

> Table of Contents, D

Index or Bibliography. i e

The Table of
Contents, Index and
Bibliography  dialog
box will be displayed as shown in Fig. 3.4.

Step 5. By default, the Type tab will be selected with
a preview of ToC on the right side of the dialog
box. On the left of the dialog box, is the Types
and Title section. In the Title text box, the
default name of the ToC, i.e. Table of Contents
is displayed. You can change this name, just
by typing in the text box. Type the desired title
of the ToC say “Contents” in the Title text box.
The title will be changed in the Preview section
as shown in Fig. 3.4.

Fig. 3.4: Table of Contents, Index or Bibliography dialog box
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HESEITER R Gy 9 A By default, the checkbox
- Ay Wy . . for Protected against
| Manual Changes option is
selected. This protects the
ToC from any accidental
change. If this box is
unchecked, then the
contents of ToC can be
changed directly on the
document page, just like any
other text on the document.
In the Create Index or
Table of Contents List
box, the Entire Document
option is selected in the For
list box. So the ToC will be automatically created from
the headings and sub-headings of entire document.
The Outline check box is selected, so the complete
outline of the ToC is shown in the preview. Click and

deselect it if you do not want to see it.
Step 5. Click OK button. The Table of Contents will be
inserted in the document as shown in Fig. 3.5.

B

:I:'I.lil...L.h.h:.r..lu.uidluu-uu.—

Fig. 3.5: Table of Contents inserted in a document

Note that all the headings will appear with page
numbers in the ToC. The entries in the ToC are
hyperlinked. Moving a mouse pointer over any of the
entries will show a tool tip stating to press Ctrl+click to
open hyperlink followed by the heading title. Pressing
Ctrl+click the cursor will directly move on to the selected
section heading.

Practical Activity 3.1

Rimjhim has created a report on Environmental Pollution
in LibreOffice Writer. She has applied proper heading styles
to all section headings of the document. Now, to add table of
contents to the document with the heading as Rimjhim’s Table
of Contents, follow the steps given below.

Step 1. Open the document in LibreOffice Writer.

Step 2. Select Insert > Table of Contents and Index > Table
of Contents, Index or Bibliography. The Table of
Contents, Index and Bibliography dialog box will be
displayed.
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Step 3. In the Type the Titles text box, type Rimjhim’s Table of
Contents.

Step 4. Click OK. The Table of Contents will be inserted in
Rimjhim’s document.

Customisation of ToC

Once the ToC is inserted, we can CONteNts
customise it according to our ITEPPHIZHEHE

requirements. To do so, right click 1. ITin hﬂfﬂ' mmg : - .

anywhere on the ToC and select
Edit Index option from the popup
menu as shown in Fig. 3.6.

The Table of Contents, Index
or Bibliography dialog box will
be displayed as shown in
Fig. 3.7. As seen in the previous
section, the dialog box has five
tabs - Type, Entries, Styles,
Columns and Background. The
options in these tabs can be used

to edit the table in various ways.
The changes made will be
reflected in the Preview section

of the dialog box. Fig. 3.6: Selecting Edit Index option from the pop up menu
Fyfe DEiriey, G Chormsw BEibgeed Coanri
waanl u.-..ui-. T T LT i
[rei—
| [r—" i v ' ] " I wil g
[T
o ] -
Hoading 1
s e | e e - T BT TR T T b ST
.y
Pi E1 Illui.llhﬂ L'l
[x ] STLEA F 4 Tl 4 R A T S Thaa ry o i o s i | ] This w e weiy b
o P
Faading 1.1
e L e ke o

B reia

Fig. 3.7: Selecting Entries Tab in Table of Contents, Index or Bibliography dialog window
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Type Tab: is active by default after opening
the Table of Contents, Entries or
Bibliography dialog box to insert
the ToC.

Entries Tab: contains options to set styles for
various entries in the ToC.

Styles Tab: contains options to apply the desired
styles to the text of each level in the
table of contents. To apply a custom
paragraph style to any level, follow
the steps given below.

Step 1. Click and select the level from the Levels list
box.

Step 2. Click and select the desired paragraph style
from the Paragraph Styles list box.

Step 3. Click the OK button to apply the selected
paragraph style to the selected outline level.

The assigned style appears in square brackets

in the Levels
list and will

TT also be visible
- b in the Preview
I e waneen Step 4. Click OK

SERRSRRREE PO | button to apply

ANmARREmEEE “r | : the selected

= = _‘ . styles.

m To remove the applied
paragraph styling,

select the desired level
in the Levels list box,
and then click the
Default button.

- [
i

Fig. 3.8: Background Tab in Table of Contents, Index or Bibliography
dialog window

Columns Tab: contains options to set the number
of columns that we want to have in
our ToC.

Background Tab: contains options to change the
background of the ToC as shown in
Fig. 3.8. The current background
color will be displayed in the Active
Color window.
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To change the background color follow the following
steps.
Step 1. Click the Color button on the top of the
dialog box.

Step 2. Select the desired color from the Colors palette.

he selected COl0T e —————n——————
will appear in the

New color window. | = * = ** &l = & . &
Step 3. To add the selected wi = Ag By = -

color to the custom

palette, click Add .

Button below the Contents

color palette. Now, “ﬂ""’"r it i — H

the added color L ITin pveryday life__..... i

LT in brry._....

can be re-used 4 T workplace B - ”

whenever required. e AR, S, 4
Step 4. Click OK to apply ;:Eﬂ mhw. ........ e .

the desired color to :!i‘ll_’:'ﬂhlmzhﬂ rn-adlh.;r ...............................................

the ToC (Fig. 3.9). e i 2o —e

To remove the Fig. 3.9: ToC with changed background color
background colour from
the ToC, click None button
present on the top of the
dialog box.

LibreOffice Writer also
allows to add a graphic as
a background of the ToC.
For this, select the Bitmap
button in the Background
tab of the dialog box. : i

Select the desired graphic | Z o
option and click OK button ) ) )

) Fig. 3.10: Adding graphic as a background of the ToC
(Fig. 3.10).

Maintaining a Table of Contents

As we know now that a table of contents is a snapshot
of the entire document at any given point in time. If any
changes are made to the document section headings
or page numbering, it should be reflected in the Table
of Contents as well. Maintaining a Table of Contents
consists of updating and deleting the ToC.
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NoTEs Updating the ToC

Writer does not wupdate the ToC automatically.
The following activity shows how to update a
ToC manually.

Practical Activity 3.2

Some more sections are added in the document, accordingly the
ToC needs to be changed. To update a ToC manually, follow the
steps given below.

Step 1. Right-click anywhere in the ToC.

Step 2. From the pop-up menu as shown in Fig. 3.11, select
Update Index option. Writer updates the ToC so as to
reflect any changes made in the document. The reflected
changes in ToC is shown in Fig. 3.12.

Contents

IT applications........ccv.covennes I
1. IT in home computing.........
2. ITin Everj,rda}' l.ife.

& R PO S P

I} £ et i m i P P————

) Teachmg ands srad msdia,... P e e LB
] Laiarmnieiy, M geemenn !:\nm |'UE|. .........................
[ T AP R RO RO RO LS e Y
7T W oerrenmmi i T T T

l. i o i q-hu.._ ........................ ——

L4 1T Lt parsstenrwn rsd ;h.t&ﬂ-‘lh‘.l___...l.l.l.l ........ s
% Conchmion. | — P

Fig. 3.12: Updated ToC
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Deleting ToC

To delete the ToC, right click on the table and select
Delete Index option from the pop-up menu. The ToC will
be deleted.

Rimjhim has edited her document after the ToC was inserted.
Now she wants to update the ToC and also wants a pink coloured
background. Write the steps that Rimjhim should follow.

Step 1. To update the ToC, right-click anywhere in the ToC.
From the pop-up menu, select Update Index option as
shown in Fig. 3.11.

Step 2. To apply a coloured background, right click anywhere
on the ToC and select Edit Index option from the pop-
up menu.

Step 3. From the Table of Contents, Index or Bibliography
dialog box, select the Background tab. The current
background color will be displayed in the Active Color
window.

Step 4. Click the Color button on the top of the dialog box.

Step 5. Select the desired color from the Colors palette. The
selected color will appear in the New color window.

Step 6. Click OK to apply the desired color to the ToC.

Using Templates

A template is a preset layout that helps to create
professional and/or formal documents easily. In the
previous chapters, we have learned styling of different
document objects using templates. In this section, we will
learn to create document templates. Sometimes there is
a need to copy specific content including graphics, such
as logo of a company, image of a product or text, such
as tag lines of a product or a company, legal notices or
even headers and footers in multiple documents.
Instead of adding and then formatting the objects
in all documents, we can use templates. For example,
templates can be used to create a resume, chapter or
project report. A template can contain all the features
or objects that a regular document can contain — text,
graphics, styles and can even use any language. In a
template we can create and save defined headings, text
formats, styles, page numbers, headers and footers.
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When new documents are created from these templates,
they have the same content segregation, formatting
features and appearance as that of the applied templates.

At the same time, Writer also allows us to edit the
styles and contents of the document to which the
template is applied. All documents in Writer are based
upon templates. If no specific template is specified, then
Writer uses the default template as blank document
template for the file being created.

Checking the template of the document

To see what template is associated with a document,
select Properties option from the File menu. The
Properties dialog box will be displayed as shown in
Fig. 3.13. Since the document was created from the
default template, no template is listed in Fig. 3.13.

Properties of "Untitled 17

Cenerall Description  Custom Properties Security  Font - Statistics

L._.] Unkitled

Type  Text Document

Location:

SlEe:  unkmown

Created: 21/04/2020, 154202, Deepak Shudhalvear
Modified:
Temptate:
Digitally signad: Digital Signatures...

Last printed:

Total editing ime; 0000400

Revision number: 0
8 Apply user data

Recal Prapsriies
u LEVE RTEYIEW Image wikh this document

Help Reset Cancel w8 [:.i’

Fig. 3.13: Document properties with no template
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When the document is created with template, this
window will display the name of the template. For
example, if you want to create a document with template.
Follow the steps given below.

Step 1.

Step 2.

Create a new document from File > New >
Templates ...

A template selection window will be displayed
as shown in Fig. 3.14. Select a template, for
example, select the first template ‘Modern
business letter’.

Templates -

Help

Step 3.

Step 4.

Filker Documents - All Categories

h v

meadiawiki

cv Hegume Defaulk

Fig. 3.14: Selecting a template

Click on Open button, a document with
the selected template will open as shown in
Fig. 3.15.

Now check the template of the created
document from File > Properties. Observe
that the template name ‘Modern business letter
sans-serif’ is displayed under Template in the
Property dialog box as shown in Fig. 3.16.
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D ApE21
Sear TR RRCFRACT AT

SEET LR Glar S ATES COMEARLT SAPECNE A, 120 00 a8 med IRTEST (NOMI! | 1ghere o
FUIY THO0S MiSyd. ¥ SO ad mimm wolam. Gui oo sk Wy Bhods o @
Hquip e 22 COMITROR SoOSeqw, Tl Jute e Jeld in fERmDendel in veligele weir esse Cilum
Soloe ey fugis Della Pl ACRREL SiY DOARCL CLpNChat nen prosgenk. st am culps gl pifiga
TS T anem 10 e Rknrum

ST IRl SRt R AT, RN REERAIOG ERL. i 0% RIS DTSR (OMOTT B Latath
Solols magny Mye- LB SO ed minim Sepiam. qus NRRRG SR demee Bons a5
Shawip = =4 tomneda Lomegue.

W are |ookord Torvler 0 umirineg fram poa soon

TRy SOy I
<
Fig. 3.15: Document created by selecting template

Gensrsl | Descrigtion  Custom Properties Securlty Font Skathsbies

u Untitled T ——
Type Tt Docurment
Lcatian
SEe micnuwn
Created: 11/04/2020, 10:05:58, Deepak Shudhaiwes
Keodifeed:
Template: Mu-dlml:ll.u.lrﬂ:llﬂnuru.—llmfl
i B 3 i DhiFtad Slgratured
Last prirted: ' -
Testal peliteng Eieme:  COO0400
Aedsion number: 1
B Apphy uner data

Rewvet Properbies
B Save predew image with this dotument

Heip Aeset Cancel OK

Fig. 3.16: Document Properties with template name Modern business letter sans-serif
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Creating a Template

You have learnt how to create a
document with predefined template.
It is also possible to create your own
template and save the current styles
and appearance of a document for
future use. Follow the steps given
below to create and save a template
in Writer.
Step 1. Open the document in
LibreOffice Writer whose

save As Template -

Template Name

T1

Template Category

Mone

Business Correspondence
Mediawiki

template is to be created.

From main menu bar, select
File > Templates > Save.
The Save As Template
dialog box appears as
shown in Fig. 3.17.

Other Business Documents

Personal Correspondence and Documents
Presentations

Styles

Step 2.

B Set as default template

Step 3. Type the name of the new

template (T1) in Template
Name text box.

Help Cancel

aave
i

Fig. 3.17: Save As Template dialog box

Step 4. Select the category of the
template being created.
A category is just like a
folder that helps to organise the templates.
Some of the categories that can be seen in
the dialog box are My Templates, Business
Correspondence, Online Business Documents

and Presentations.

Click and select Set as default template
checkbox to make the current template as the
default template.

Click Save button to save the template.
A template in Writer is saved with an extension
.ott. Now this template file can be used by any
document in LibreOffice Writer.

Step 5.

Step 6.

Using In-built/Saved Templates

LibreOffice allows to use the in-built templates, online
templates as well as the templates created and saved
by us. Follow the following steps to use a predefined
template to style a document.

Step 1. Open the new document in LibreOffice Writer.
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Step 2. From main menu bar, select File > Templates
> Manage Templates. You can also use the
keyboard shortcut key Ctrl+Shift+N to open
the Templates dialog box. The Templates dialog
box will be displayed as shown in Fig. 3.18
showing a list of all available templates. Observe
that it also shows the Template T1 created in
the previous section.

Templates =

Filker | Documents w | | all Categories =
1
T Modern buslnesss Modeen business mediawiki
lEttef sans-serif (et Eer Leril
‘I
Businesscard with Cy Resume DeFauit
ingo
(] * import
Help Cancel

Fig. 3.18: Templates dialog box

Step 3. Select the desired template, (say T1) and click
Open button. The new document (with name as
Untitled) will be opened with the same content,
appearance and formatting effects as the saved
template.

Step 4. Make the desired changes and save the file.
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Practical Activity 3.4 Notes

Niaz works in a garment factory. He has to give the report of each
garment being designed and stitched in his factory. His manager
wants the same type of report for each garment. Instead of typing
every time, he has been suggested to use the template feature
of Writer. He wants to create his own default template and then
use it to create multiple reports with same format and style. Give
the solution to complete this task.

Procedure

Follow the following steps to create and save a template in Writer.

Step 1. Create or open the document whose template is to be
created.

Step 2. From main menu bar, select File > Templates > Save.
The Save As Template dialog box appears as shown in
Fig. 3.17.

Step 3. Type the name of the new template (Niaz_template) in
the Template Name text box.

Step 4. Select the category of the template (Business
Correspondence)

Step 5. Click and select Set as default template check box.

Step 6. Click Save button to save the template with an extension
.ott.

Now follow the steps given below to use the template.
Step 1. Select File > Templates > Manage Templates.

Step 2. Select the desired template, (Niaz template) from the
Templates dialog box.

Step 3. Click on Open button. The new document with
name as Untitled, will be opened with the same
content, appearance and formatting effects as the
saved template.

Step 4. Make the desired changes and save the file.

Using Online Templates

LibreOffice provides a wide range of online templates,
which can be downloaded from Internet. Once these
templates are installed on the computer, they will
appear in Templates window. To view and select
online templates provided by Writer, follow the steps
given below.
Step 1. From main menu bar of LibreOffice Writer,
select File > Templates > Manage Templates.
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fusinesscard with
logo

Step 2. Templates dialog box will be displayed as shown
in Fig. 3.18. Observe the small circular icon
Browse Online Templates in the lower left corner
above the Help button.

B IRir | Dovarssis  * | AlCrirge'es -
T darain b unpsy WY IEFT Dh, L Il i i
Fiber Lo assi® [T ol
T e AR W N v Hepame bl

loga

‘ 1 n -

Fig. 3.19: Browse Online Templates option in Templates dialog box

Step 3. Click on Browse Online Templates button on the
bottom left of the Templates window (Fig 3.19).
The official templates page of OpenOffice Writer
(https:/ /extensions.libreoffice.org/templates)

will open in the browser as shown in Fig. 3.20.

=
= B e e L
l' I. el et il o
B

o g o o e I, T i S PR R i ] [ S I N A O e o s e w—
R ————

Fig. 3.20: The official templates page of libreoffice.org
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Step 1. Ifyou click on any of the templates, you will see NoTES
the detailed information about that template.

Step 2. Download the desired template, say Calendar
Creator and save it on your computer.

Step 3. Open LibreOffice Writer.
Step 4. Click File > Templates > Open Template...

Step 5. From the Open dialog box, browse for the
template Company Letter, that is to be opened,
and click on Open button.

Step 6. The template file Company Letter.ott will open.

Step 7. Make the desired changes in the content
or appearance.

Step 8. Save the file as text file Company Letter.odt

Libreoffice.org also provides extensions on https://
extensions.libreoffice.org/extensions. = These are
independent programs that can be added or removed
from the main existing application. Some templates
are available in the form of extensions which can be
downloaded and installed on the computer.

Importing a Template

Once a template is downloaded and saved in any file or
folder, it is possible to import it so that it is visible in the
list of templates in the Templates dialog box. Use the
following steps to import the template.

Step 1. Open the Templates dialog box.

Step 2. Click Import Templates button located in
the bottom right corner of the dialog box. The
Select Category dialog box will open as shown
in Fig. 3.21.

Step 3. To add the new template into any existing
category, click and choose that category from
the list box. Otherwise click and select Create
a New Category check box.

Step 4. Type the name of new category in the text box.

Step 5. Click OK button. The Open dialog box will
appear.

Step 6. Browse for the folder where the downloaded
template file Company Letter was saved.
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Lolact Catagory

Bt invesstard witth

Li=tile]

Salect from Ecisiing Calagory
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\web Femplate
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Faln Cance h, oK
Y frrin il
e

Fig. 3.21: Select category dialog box

Step 7. Select the file and click Open button. The

selected file will be added to the list of templates
as shown in Fig. 3.22.

Busmesseard with
Ji]

PRl i

Helg

Filter | all apalicalion < All Categoriey -

Y Fesurne [t it

ooy Lt rrl:}

* Import

Fig. 3.22: Templates dialog box showing the imported template
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Niaz’s colleague, Balwinder has to create Employee IDs for all the
employees of her company, but there is no pre-defined template
for the same. She searched some templates on the Internet
that suit her requirement. Although, she has learned to create
and use a template but does not know how to download and
use an online template from the Internet. How will she resolve
this issue?

Follow the steps given below to solve this problem.

Step 1. Open the new document in LibreOffice Writer.

Step 2. Open the Templates dialog box by using the keyboard
shortcut Ctrl+Shift+N.

Step 3. Click on the Online Templates button.

Step 4. From the templates page in the browser click and
select the desired template, Employee ID Badge, as
shown in Fig. 3.23. The description of the template will
be displayed.

L) Bplrvni ) Badge—1 1 =

L 3 & S enese et i

[ EilTENsions &
| |EMPLATES

Hiames Ertanzines

Rl TerroErs From L Bt

Empioyee ID Badge Project

& prmployee 11 hadge s an identiy camd & i i -
arr by B pafeon Tor enticslion mepoter ¢ Resources

It ia mostly made up of o peita ol papet, plache of melal o I EmETY o e i
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Fig. 3.23: Online template Employee ID Badge
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Step 5. Download the template Employee ID Badge and close the
browser. By default the template gets downloaded and
saved in Download
folder.

Step 6. Open Templates
dialog box again Carded
and click on Import
button, as shown Fig. 3.24: Clicking on Import Template
in Fig. 3.24.

Step 7. Then select the category in the Select Category dialog
box and click on OK button as shown in Fig. 3.25.
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Fig. 3.25: Selecting Category while importing Template.jpg

Step 8. Browse the Download folder to select the template
Employee ID Badge, as shown in Fig. 3.26.
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Fig. 3.26: Select the template Employee ID Badge to import
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Step 9. Click on Open button to add the Employee ID Badge NoTEs
template. The template imported appears in the list of
templates as shown in Fig. 3.27.
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Fig. 3.27: Updated list of templates in Template dialog window

Step 10.Double click on Employee ID Badge template. A new
file in a new window with the selected template will be
opened as shown in Fig. 3.28.
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Fig. 3.28: New document created with selected template

Step 11.Make the desired changes and save it as a
document file.
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Editing a Template

Once a template is created, desired changes can be

made in it by following the steps given below.

Step 1. Click File > Templates > Manage Templates.
The Templates dialog box will be displayed.

Step 2. Right click on the template file (say TI) that has
to be edited.

Step 3. Select the Edit option from the popup menu.
The template file will be opened. Make the
desired changes and save the file. Now if we

apply this template for any document, the
edited file will be used.

Setting Up a Custom Default Template

Any template can be set as a default template. Writer

gives a blank document as a default template. At the

same time, any template file can be set as a default

template by following the steps given below.

Step 1. Open the Templates dialog box by pressing
Ctrl+Shift+N.

Step 2. Right click on the template that you wish to set
as the default template.

Step 3. From the popup menu, select option Set as
Default as shown in Fig. 3.29.

The default icon will
appear on the top left
of the template file. The
next time you create
a new document by
selecting File > New >
Musgern busines: Mader bavnews Text Document, the
T i new document will use

the last edited template.

Moving a Template

i = e When you place a
mouse pointer on any
of the templates in
the Templates dialog
box, a tool tip appears
Fig. 3.29: Setting up a default template displaying the name of
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the template and its respective category. You can move
a template from one category to another by following the
steps given below.

Step 1. Open the Templates dialog box.

Step 2. Click and select the template to be moved.
Step 3. Click Move button.

Step 4. Select the new category where the template has
to be moved.

Step 5. Click OK button.

Fillgr DOoamelLs b Ml G e

Exporting a Template

Export template feature

allows to store the

template file in the 1 Mcdeen baininems il sen iz

desired folder on your SRS .

computer. It is different

from moving a template

from one  category o

folder to another. When e s i acard wits ey Bwsurre

a template is exported, i

it is saved as a template

file at any desired

location. Exporting the

template is a wuseful Fig. 3.30: Selecting Export Template button

feature for sharing the templates with multiple users.

Follow the steps given below to export a template:

Step 1. Inthe Templates dialog box, select the template
to be exported.

Step 2. Click on
Export button
located in the
bottom right of
the dialog box
as shown in
Fig. 3.30.

Step 3. Then the
Select Path
dialog box

appears as
shown in Fig. Fig. 3.31: Select Path dialog box

3.31 to select the folder where you want to
export the template.
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Step 5. Select the folder and
press on OK button.
The selected template
will be exported in
that folder and a
confirmation dialog

e Y 5T L P e bOX, as Shown ln
Fig. 3.32 will be
displayed.

Applying Templates to a
Blank Document

You can apply the template
from the available template list
to any blank document. Follow
the steps given below to apply
the template.

Fig. 3.32: Confirmation after exporting a template

Step 1. Open a new document in LibreOffice Writer by
selecting File > New > Text Document.

Step 2. Select File > New > Templates to display the
Templates dialog box.

Step 3. Select the desired template. The template will be
opened in a new window.

Step 4. Copy the entire content of the template by using
keyboard shortcut key Ctrl+A for selection and
Ctrl+C to copy.

Step 6. Open the blank document and paste the copied
content of the template by using keyboard
shortcut key Ctrl+V.

Step 7. Add or delete the content as desired and save it
as a text file.

Once a template is created, it can be applied to an
existing document by selecting Insert >Text From
File option. Browse and select the template file
that has been saved on the computer. The selected
template will be inserted in the document.
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Niaz wants to store the template created by him and another one
that was imported by Balwinder in a folder named Company_
Templates on the desktop.

Follow the steps given below to complete this task.

Step 1. Create a new document in LibreOffice Writer and press
Ctrl+Shift+N to open the Templates dialog box.

Step 2. Select the template (Niaz_template) to be exported.

Step 3. Click Export button in the bottom right of the dialog
box. The Save As dialog box appears.

Step 4. Browse for the folder named Company_Templates stored
on the desktop.

Step 5. Click Select Folder button to export the selected
template.

Step 6. Repeat the steps 1 to 5 to import the template Employee
ID Badge in the Company_Templates folder.

Track Changes Feature

Track Changes is a powerful tool that makes the
process of commenting, editing and reviewing of a
document easy between multiple users. A document
created by one user need to be reviewed and edited
by self or other users. If any modifications are made
in the document directly, the original document might
get lost. Instead, the Track Changes feature of Writer
offers an alternative method to keep a record of all the
changes made in the original document. All the changes
that are recorded can be either accepted or rejected by
the original author. Furthermore, the Track Changes
feature also gives us the option to add comments while
reviewing a document.

The Track Changes toolbar contains various tools
that help to track the changes made by different users.
To view the Track Changes toolbar, from main menu
bar, select View > Toolbars > Track Changes. The
Track Changes toolbar will appear in the bottom left
corner of the Writer window as shown in Fig. 3.33.

Track Changes -
w e - W L L

Fig. 3.33: Track Changes Toolbar
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The various Dbuttons present on the Track
Changes toolbar shown in the Fig. 3.33 are briefly
explained below.
(a) View Track Changes — Clicking on this button
displays all the changes made in the document
by different users.

(b) Record Track Changes - Clicking on this
button, turns on the Track Changes feature.
After this, any sort of editing done will be marked.
Any character added to the document will be
displayed in a different color and any deletion
done will be seen in strike-through style.

(c) Previous Track Changes/Next Track Changes
— Click on these buttons to navigate between
the changes made.

(d) Accept/Accept All Track Changes — Once the
editing is done, the original author may accept
the change made to the document by clicking
Accept All Track Changes button will accept
all the changes made to the document.

(e) Reject/Reject All Track Changes—The original
author of the document may reject a single
change or all changes made to the document by
clicking Reject Track Changes or Reject All
Track Changes button, respectively.

() Manage Track Changes - By clicking on
this button the Manage Changes dialog box
is displayed, which contains a detailed list
of all changes made to the document along
with the author’s name and date and time of
modification.

(g) Insert Comment — This button is used to add a
comment in a document.

Preparing a Document for Review

Track Changes feature is used when a document is
shared with one or more users for review or editing
purposes. So, before the document is shared, one should
make sure that the changes made should be recorded.
This will ensure that after the review is done, the original
author of the document has the option to accept or
reject the changes made. Hence, before the document is
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sent for review, the original author should prepare the
document for review and start recording the changes
being made. For that, select Edit > Track Changes
>Record option. Alternatively, select the Record button
from the Track Changes toolbar. To make sure that no
user is able to disable the track changes option, we can
protect the document with password. Follow the
following steps for the same.

Step 1. Create a new document in LibreOffice Writer.
From the main menu, select Edit > Track
Changes > Protect option. The
Enter Password dialog box will
appear as shown in Fig. 3.34.

Enter Password

Alternately, you can click on Protect Password . 4
Track Changes button located on the Password: | s

Track Changes Toolbar to protect

the document. Confirm: | s

Step 2. Enter the same password in
Password and confirm text box and
click on OK button. After protecting Help

the document with password, if -
any user tries to disable the Track
Changes feature, Writer will prompt

to enter the password.

(Minimum 1 character)

Cancel

LK t}

Fig. 3.34: Enter Password dialog box allowing
to enter password after clicking on Protect
Track Changes button

Recording Changes

Once the Track KN N r e e e R
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the Track Changes
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D0 08 e - & character being deleted will be
- shown as strike through text
efaultstyde = B¢ Ad Lberstonten =+ 12 =+ B and any character added will
. be shown in different colour as
shown in Fig. 3.35. Also when
you place the mouse pointer
over any of the changes, a tool
tip is displayed giving details of
the author, change made, date
and time of change done as
shown in Fig. 3.36.
To stop recording, deselect the record option by
selecting Edit > Track Changes > Record or click the
Record button on the toolbar.

- i

3.4 Track Changes Fe
Track Changes is a very powerful i
and reviews

i rreeen dcommentiae, edits

Fig. 3.36: Tool tip showing the details of changes made

Accepting and Rejecting Changes

Once the changes are made by all the reviewers, the

original author may accept or reject them. Open the

document and follow the steps given below.

Step 1. To accept or reject a change, click on the change
made and then select Accept Track Change /
Reject Track Change button.

ST 57 o e bevven (b

changes made to the
document click Previous
Track Changes and Next
Track Changes buttons.

Actioe Aprtho Dale Co-mmen!

102230050

220 I

Deepak Shod halwsi

BEjecs

&t all Rt Adl

"

Fig. 3.37: Manage Changes dialog box

" Deepak Shodhabwar T/04/1500 21:54.18 Step 3. To accept or reject all the

E Deepsk Srexihalwer - 77/04/7000 2200042 changes made, select

5 Dewpsk Sudhabusr 32042000 22:00:41 Accept All Tracked

[ Dbk Sl halviar G0N0 S48 Changes / Reject All

1 Deepsk shudhalwar  22/047000 24:54-28

o Oesmak Shodilugr  23/0A/3830 33 024 Tracke.d Changes button
Deapak Shuhalwar .:-.I'H,-..-a 91115438 respectlvely.

= Deepak Shwid halwar 2304 TR0 359 28 Step 4 If Manage Track Changes

pak thudbalr  BRJGEIEN TR0030 . .

- T m;ﬂ'r.;...h i button is clicked, a Manage
.rl.'i'. LI g a5 LN ot .

i Deepak Shudhabwar 22042000 22:00: 16 Changes dialog box appears

as shown in Fig. 3.37. It
contains the details of all
the changes made in the
document. The dialog box
contains buttons to accept
and reject changes as well.
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Adding Comments

To add comments while reviewing, we can use the
Track Changes toolbar as well. Click at the place in
the document where the comment is to be placed.

Thereafter, follow the steps given below to add comments

in a document.

Step 1. Click Insert Comment button on the Track
Changes toolbar. A comment box will be inserted
on the right side of the window. It will have the
name of the author or reviewer and date and
time of the comment being made, as shown in
Fig. 3.38.

Step 2. Type the comment.

Step 3. Once done click anywhere on the document to
activate it.
If more than one or two of users add comments then
the comments by different users will be shown in
different coloured comment boxes in Fig. 3.38.
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Fig. 3.38: Inserting Comments using the option under Track Changes toolbar
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Deleting Comments

To delete any comment, click on the down arrow on the
bottom right of the comment box. A popup menu will be
displayed as shown in Fig. 3.39. It gives the option to
delete only the current comment, all comments by a
particular author and to delete all comments. Select the
desired option.

Wrtitled 2 - Libreffloe Writer

BE -8 v Wl o e B+ = ¥ [‘*'#1 A =

DefaultStyle tberationsers * 10 0+ B I U S A A A A+ G
It is a feature, no need to 1

mention Feature givein headin

that allows to smakes
jewine—o! a document—+
iment created by one user
i other users. It is useful

alle & W 5 G W S - e

ﬁ - all Match Case U Fage LR

Page 18l t 115 words, B85 Characten Ernigiak (1) [ 0O [ +1500W

Fig. 3.39: Deleting Comments from pop-up menu

Comparing Documents

Once the reviewers have made the changes and given
their comments, Writer allows to compare the original
document with the reviewed document and then choose
the option(s) that suits the best. Follow the steps given
below to compare the documents.

Step 1. Open the edited document.

Step 2. Select Edit > Track Changes > Compare
Documents option. Alternatively, click
Compare Non-Tracked Changed Document
from the toolbar.
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Step 3. The Compare To dialog box will appear. Browse
and select the original file to be compared as
shown in Fig. 3.40.

Lompare Lo

Recent { Grdds Docoments #

Home Name a Gire Modifed
Deskton B Templates 15:23
|z edited.odt 17.3kB 22:52
|® My Database.odb 44kB  4Feb
Cownloads [8] Mew Databaseodb 19kB 4Feb

™ original.odt 14.9kB 2254

All files -

Fig. 3.40: Selecting original file

Step 4. The Manage Changes dialog box is displayed as
shown in Fig. 3.37. Accept or reject the desired
changes.

Step 5. Close the dialog box when done.

Step 6. Save the edited file.

Practical Activity 3.7

Pradeep has created a document on ‘Humans and Nature’.
He wants his friends to review the document and give their
comments wherever required. The following process will
demonstrate how his friends add comments in the document.

Step 1. Open the document created by Pradeep to review.
Step 2. Click on Insert Comment button on the toolbar.
Step 3. Type the comment in the comment box.

Step 4. Once done click anywhere on the document to activate
it.

Step 5. Repeat the steps given above to add more comments in
the document.
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Practical Activity 3.8

After incorporating the reviews, Pradeep mailed the document to
his editor with the Track Changes ON. He made certain changes
in the document. Pradeep wants to compare his original
document with the reviewed document. The following process
will demonstrate how Pradeep will compare the edited document
with the original document.

Step 1. Open the edited document.

Step 2. Select Edit > Track Changes > Compare Documents

option.

Step 3. The Compare To dialog box will appear. Browse and select

the original file to be compared as shown in Fig. 3.40.

Step 4. The Manage Changes dialog box is displayed as shown

in Fig. 3.37.

Step 5. Accept or reject the desired changes.

Step 6. Close the dialog box when done.
Step 7. Save the edited file.

SUMMARY

A Table of Contents (ToC) contains a list of topics
and subtopics that have been covered in the book
along with page numbers.

A ToC in Writer allows to insert an automated
table of contents in a document.

The contents in the ToC are hyperlinked in the
table.

LibreOffice Writer supports up to 10 levels of
headings H1 to H10.

To insert a ToC, select Insert > Table of Contents
and Index > Table of Contents, Index or
Bibliography.

To add a graphic as a background of the ToC,
select the Bitmap button in the Background tab
of the Table of Contents, Index or Bibliography
dialog box.

Once inserted, a ToC can be edited or deleted
from the document.

A template is a preset layout that helps to create
professional and/or formal documents easily.

In a template we can create and save defined
headings, text formats, styles, page numbers,
headers and footers.
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The new documents created from these templates
have the same content segregation, formatting
features and appearance as that of the applied
templates.

To create a new document with a template, select
File > New > Templates ...

To create and save your own template, select File
> Templates > Save.

LibreOffice provides a wide range of online
templates which can be downloaded from then
Internet.

Once these templates are installed on your
computer, they will appear in Templates window
from where they can be viewed and selected.

Any template can be set as a default template.

Export template option allows to store the template
file in the desired folder on your computer.

Exporting a template is a very useful feature to
share the templates with multiple users.

Track Changes feature of Writer makes the
process of commenting, editing and reviewing of
a document easy between multiple users.

The Track Changes feature of Writer helps to
record all the changes made in the original
document. All the changes that are recorded can be
either accepted or rejected by the original author.

The Track Changes feature also gives us the option
to add comments while reviewing a document.

The Track Changes toolbar contains various tools
that help to track the changes made by different
users.

To view the Track Changes toolbar, from main menu
bar, select View > Toolbars > Track Changes.

1.

Rajnikant has created a detailed report on Education in
India using the LibreOffice Writer tool. He has styled the
document well by inserting proper paragraph and section
headings. His colleague Murugan advised him to insert
a Table of Contents that will give a complete glimpse of
his report. Help Rajnikant to insert a ToC with a green
background.
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Notes 2. After the ToC was inserted, Rajnikant made some changes
in the report but the changes were not reflected in the
ToC. Will he have to again insert a new ToC? Suggest him
a better way to update the ToC.

3. Rukhsat has just downloaded a template from
libreoffice.org. Now she wants to import it in My templates
category of the Templates folder. How can she complete
her task?

4. Rimit loves to create cards on his computer. This time he
decided to make his own Christmas cards and send them
to his friends. He wants to do the task using the templates
feature of Writer. He has already saved and imported the
desired template(card.ott). Help him to create cards for at
least five of his friends.

5. Teena is a member of the editorial team of her school.
She wants to set the newspaper template as her default
template. Write the steps to help Teena complete
the task.

6. Venkat has created a document on India’s Trade Review.
He wants two of his friends, Rinky and Sujoy to review
his document and if required, add comments to it. But
none of them know how to use the Track Changes feature
of Writer. Help them to complete the task.

7. Venkat has received the reviewed file with modifications
and comments. What steps will he follow now to accept
or reject the changes done by his friends.

8. Write steps to compare the original document created
by Venkat and the edited document sent by Rinky and
Sujoy.

Check Your Progress

A. Multiple choice questions

1. Which of the following is NOT true about Table of Contents,

Index or Bibliography dialog box?

(@) It has four tabs

(b) On the Type tab, by default, the checkbox for Protected
against Manual Changes option will be selected.

(c) The Styles tab contains options to change the
background colour.

(d) None of the above

2. Which of the following tabs is by default active when the
Table of Contents, Entries or Bibliography dialog box is

opened?
(a) Entries (b) Background
(c) Styles (d) Type
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3. Which of the following tabs contains options to set styles NoTEs
for various entries in the ToC?
(a) Entries (b) Background
(c) Styles (d) Type

4. Which of the following can be added in the background of
Table of Contents in LibreOffice Writer?
(a) Color (b) Graphic
(c) Both a and b (d) Neither a nor b

S. Which of the following is NOT true about templates?
(@) The styles and formatting features can be reused.
(b) LibreOffice provides online templates
(c) We cannot create our own templates.

(d) None of the above.

6. Which of the following is the shortcut key to open the
Templates dialog box?
(a) Ctrl+Alt+N (b) Shift+Ctrl+N
(c) Ctrl+Alt+T (d) Shift+Alt+T

7. Which of the following buttons, in the Templates dialog
box, will be clicked to save a template displayed in the list
of templates?

(a) Export (b) Import
(c) Move (d) None of the above

8. Which of the following is the shortcut key to select he
entire document?
(a) Ctrl+S (b) Ctrl+A
(c) Ctrl+D (d) Ctrl+B

9. Which of the following is the correct sequence of options to
open the Templates dialog box?
(a) File > Manage Templates > Templates
(b) File > Templates > Manage Templates
(c) Insert > Templates >Manage Templates
(d) Insert > Manage Templates > Templates

10. Which of the following is true about Track Changes feature
of Writer?
(a) You cannot record a change made in the document.
(b) A comment of a particular author only can be deleted
(c) Any change made to the document is permanent.
(d) None of the above

11. Which of the following menus contains the Track Changes

option?

a) File b) Edit
(a)

(c) View (d) Insert

12. Which of the following is the shortcut key to start recording
the changes being made in the document?
(a) Ctrl+Shift+C. (b) Alt+Shift+C
(c) Ctrl+Alt+C (d) Shift+C+F2
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NoTtEs B. Fill in the blanks

1. To navigate to the topic from the ToC, press
key while clicking the mouse button on that topic.

2. To remove the applied paragraph styling in the ToC, select
the outline level in the Levels list box, and then click the
button.

3. If the checkbox for option is selected,
the ToC is protected from any accidental change.

4. To update the ToC manually, right click and select
option from the pop up menu.

5. The tab contains options to set the number of
columns that we want to have in our ToC.

6. A is a preset layout that helps us
to create professional and formal documents easily.

7. The default template in Writer is

8. To find the template that is being used in the current
document, select option from the File menu.

9. The button is clicked in Templates
dialog box to view online templates.

10. The feature of Writer offers us an
alternative method to keep a record of all the changes
made in the original document.

11. The shortcut key to start recording the changes is

12. After the Track Changes feature is ON, the added
characters are shown as text.

C. State whether the given statements are True or False

1. The topics in Table of Contents are hyperlinked.

2. The Table of Contents in LibreOffice Writer can be updated
automatically.

3. TABLE of Contents can be inserted even if the section
headings are not styled.

. Once a ToC is created, it cannot be edited.

. We cannot add a graphic as a background of ToC.

. A single template can be used for multiple documents.
. A template cannot contain graphics.

. All documents in Writer are based upon templates.

O 00 N O U H

. The online templates cannot be added to the list of
templates in the templates dialog box.

10. A template once created can be edited again and again.

11. The changes recorded have to be accepted by the original
author.

12. We can delete the comments added in a document by the
user.

DoMEsTic DATA ENTRY OPERATOR — CLASS X
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D. Answer the following questions NoTEs

1. What is the need of table of contents?

2. What will happen if the ‘Protected Against Manual
Changes’ option is not selected in the Type tab of Table of
Contents, Index or Bibliography dialog box?

3. Name the five tabs present in the Table of Contents, Index
or Bibliography dialog box.
4. What do you mean by customization of ToC?

5. How headings and sub-headings of a document
differentiated in ToC?

6. Define a template.
7. Give any one advantage of using a template for your
document.
8. What is the difference between importing and exporting a
template?
9. Name any two categories of templates.
10. When is exporting of templates useful? Give any one
reason.
11. What is the difference between Accept Track Change and
Accept All Tracked Changes buttons?
12. How do we prepare a document for review?
13. Identify and label the Record button, Insert Comments
button, Accept All Tracked Changes, Reject Track Change

buttons in the following figures of Track Changes toolbar
(shown in Fig 3.41).

14. Identify and label “Browse Online Templates button,
Export button, Import button” in the following Templates
dialog box.

L

et Padmiin | s . P et

|
-~

Fig. 3.41: Track Changes Toolbar
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Electronic
Spreadsheet
(Advanced) using
LibreDffice Calc

INTRODUCTION

In the modern digital world, one of the most important
thing is counting and calculations. Every profession,
household, institution and even our smart devices have
to deal with numbers. In computers we can do the
calculations on number of records spread over the long
sheet using the spreadsheet software that helps to work
with numbers efficiently. It resembles an accountant’s
ledger book wherein everything is recorded under
suitable headings. We have already learned in Class 9,
that how the spreadsheet software performs calculations
and present data in tabular format. It becomes easy
to visualise a huge grid of numbers when represented
using charts in electronic spreadsheet. Moving further,
in this unit you will learn advanced features of electronic
spreadsheet using LibreOffice Calc to perform analysis,
automate repeated tasks, link, share and review data. It
includes — analysing data to extract useful information
for making effective decisions. Macros, is the another
powerful feature of spreadsheet covered in this unit.
Macros are a set of stored functions used to automate
processes repeatedly. They are tools which can be used
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to perform most of the redundant tasks with relative NoTES
ease. In the second chapter of this unit, you will learn
to create multiple sheets and link the data in multiple
sheets. It can be done in two ways, one is creating
reference to other sheets by using keyboard and mouse,
and other is by linking external data. LibreOffice Calc
also provides the sharing feature that allows to share
the spreadsheet for editing purpose. This saves to
keep track of multiple copies of the same spreadsheet
corrected by different users. Sharing allows the users to
work on the same spreadsheet in collaboration.

ELECTRONIC SPREADSHEET (ADVANCED) USING LIBREOFFICE CALC
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CHAPTER

Analyse Data using
Scenarios and Goal Seek

INTRODUCTION

Analysing data is the process to extract useful information
for making effective decisions. The spreadsheet is one of
the best software used for data analysis. It is used to
retrieve, correlate, explore and visualise data to identify
patterns, trends and relationships. The spreadsheet
component in LibreOffice known as Calc includes several
tools used to manipulate the data in the spreadsheet.
You can analyse the data and interpret the results from
it. In this chapter, you will learn to analyse data using
LibreOffice Calc.

Consolidating Data

Consolidate is a function used to combine information
from multiple sheets of the spreadsheet into one place
to summarize the information. It is used to view and
compare variety of data in a single spreadsheet for
identifying trends and relationships.

You need to check the following before consolidating

data.

* Open each sheet in the spreadsheet and check
that the data types must match which you want
to consolidate.

* Match the labels from all the sheets which are
used for consolidating.

* Enter the first column as the primary column on
the basis of which the data is to be consolidated.

Steps to consolidate the data are as follows:

Step 1. Open the spreadsheet which has the data to be
consolidated.

Step 2. Create a new sheet where the data has to be
consolidated.

Step 3. Choose Data > Consolidate option that will open
Consolidate dialog as shown in Fig. 4.1.
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Step 4.

Step 5.

Step 6.

Step 7.

Step 8.

Step 9.

Step 10.

Step 11.

Let us
activity.

ELECTRONIC SPREADSHEET (ADVANCED) USING LIBREOFFICE CALC

Observe that the default function
“Sum”is seen in the Function drop-
down. You will be able to see the
list of functions as shown in the
Fig. 4.2 by clicking on the Function
drop-down.

Choose the required function from
the drop-down list.

The sources data range list contains
existing named ranges to quickly
select from that. But if the source
range is undefined, then click and
select the range from the sheet
which is to be consolidated.

Click on Add to add this range
under the ‘Consolidation ranges’ of
the Consolidation dialog.

Repeat steps 6 and 7 to add more
sheets to be consolidated.

Remember to check the target
range specified under Use ‘Copy
results to’. If it is not mentioned,
then click on the cell of sheet where
the final data has to be produced.

Click on Options that will list two
checkbox under Consolidate by
“Row labels” and “Column labels”
and “Link to source data” under
Options, as shown in Fig. 4.3. From
this you can select the additional
feature as per requirement. The
option consolidate by rows and
columns are checked to consolidate
data as per row labels and column
label. Link to source data is
checked to make the modification
automatically in the consolidated
(target) sheet while making any
changes in the source data.

Finally click on OK button.
illustrate this through following

2023-24
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Fig. 4.2: Functions under consolidate

Fig. 4.3: Consolidate options




Notes Practical Activity 4.1

Let us take an example that we have two branches of our
shop namely ABC and XYZ. We have the Sales records for the
month of January and February of both the branches in two
different sheets named ABC_Branch and XYZ_Branch. Now we
have to consolidate these two sheets to get the sum of both the
sheets monthly to get the insight about the sale as per product
and branch.

Now let us create the following sheets in a spreadsheet sales.

= @BiUhA-F-Fmm = B = » Bl AR EEE

- il e . | = - -
¥ [ p—— | . I — i
Iem  Jamuary February | [ Mem _ Jemssry [Febrwary |
Chocolate] 12000 350044 Chocolale] 520000 5 r
Cookies |  3%000( 52000 5 [ WCoakies | B0 ay:vm_’h
Pantres | 58000 2%000( . Mastzrs SHOO0]  ASO0 | .,
Calce | nO00 S0 Calie | EI0N0N  TAOOH
| + e | B400a] 53000 Juice | GHDOON OO0
| & - e . o ¥

Fig. 4.4: Data for ABC_Branch Fig. 4.5: Data for XYZ Branch

Now let us use the two sheets ‘ABC_Branch’ and ‘XYZ_Branch’

of a spreadsheet sales.ods which will be consolidated using the

following steps:

Step 1. Add a new sheet and rename it as Consolidate

Step 2. Click on Data > Consolidate or use the keyboard
shortcut key ALT+D, the Consolidate dialog window
will open as shown in Fig. 4.6.

FEnE

+

.‘ -

Fig. 4.6: Consolidate dialog window

Step 3. In the Function box, choose Sum function from the drop
down as we want to add the data from all the sheets.

Step 4. Click in the Source data ranges box and then click
on the worksheet ABC_Branch and select the area to
be consolidated and then click on the Add button will
add the copy reference in the consolidation ranges
(Fig. 4.7).

DoMEsTic DATA ENTRY OPERATOR — CLASS X
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Fig. 4.7: Selecting the source data range from the sheet

Step 5. Click on the sheet XYZ_ Branch and select the area to
be consolidated and then click on ADD will add the
next consolidation range (Fig. 4.8).

Step 6. Click on the 4’ sign next to Options in the Consolidate
dialog window to change the settings.

‘Consolidate by’ has two options Row labels and Column labels.

Check row label or column label or both if you want to consolidate

it by matching the label.

If Link to source data is checked, then it will keep on updating

the data of the Consolidate sheet automatically if there is any

change made in the selected ranges.

e

s e T Mpitass
[ T R e i
L. i

Fig. 4.8: Options for setting more properties

T e OPY firerrr e

results to and ey
then click on any : ..,_.-.i._._.,_
of the cell in the | =il :

Consolidate  sheet | - Item January !"*‘““".I'J‘
where you want to | [BChocolate] 64000 77O

copy the final result ::C'h}"' i "E?'—'”: |'-“1'-'"‘"-'“.-}1|'.
. siTies LI3000 1100000

after consolidation. Hkr_ [ ia7000 1 -:ch:-:x
Step 8. Click on OK button. Jusee [ I_'H,?IZII.II.I |.e..n:::r

Fig. 4.9 will display | = + =~

the Consolidate | o = =R

sheet with data after Fig. 4.9: Consolidated sheet

consolidation.

ELECTRONIC SPREADSHEET (ADVANCED) USING LIBREOFFICE CALC

2023-24




NoTEs

The consolidated sheet will have all the consolidated data along
with the original data. You can view the original data of both the
sheets and by clicking on the “+’ sign in front of the consolidated
row. Fig. 4.10 shows the original data and consolidated data.

| o e b oad i - B -

| = « B U A-PrEEE B - w
| r hLEen
itam. ; |
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| Cosicien | WTZ_Branch | G200
Coolces | WTOEH)
Fasiries § ANIC Hemeach E'JDEIIE

| Fosiries § XXX §rmnch | '-"l.'lli."'l-I
Pamirirs I n-.'rnrl.l
Coke [ ABC_Branch | 65000

| ke { NVE Bimnch | SN
¢ Cuke L L
iy L LMD P e s

| & . w -

Fig. 4.10: Consolidated sheet details by clicking on
the + sign in front of rows

Practical Activity 4.2

Create two sheets Marks_Term1 and Marks Term?2 to store the
marks in Terml and Term?2 for a set of students taking the
following columns:

Name

Marks in English

Marks in Hindi

Marks in Maths

Marks in Science

Marks in Social Science

Total marks (using function Sum)

8. Percentage (using function Average)
Now, use the consolidate function to merge these two sheets.

No o LR

Groups and Subtotals

Group and Outline in Calc is used to create an outline
of the selected data and can group rows and columns
together so that one can collapse (-) to hide it or expand
(+) it using a single click on it.

Select the data to be grouped, click on Data>Group
and Outline. Then choose Rows to group the data on
the basis of rows or columns to group it on the basis of
columns.

DoMEsTic DATA ENTRY OPERATOR — CLASS X
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The Subtotal tool in Calc creates
the group automatically and applies
common functions like sum, average on
the grouped data. One can use any type
of summary function for each column as
per the requirement of data analysis.

It can group subtotals by using
category and sorts them in ascending or
descending order so that one need not to
use filters.

Follow the following steps to apply
Subtotal tool.

Step 1. The sheet where this is to be
applied must have labels to the
column

Fig. 4.11: Choosing subtotal option from
Data menu

Step 2. Click on Data menu and choose ™
Subtotals (Data>Subtotals) as | i i v e

shown in Fig. 4.11. oo ot

Step 3. Choose the column in the Group | ey t_
by list in the subtotal dialog -
which is to be used for grouping
the data in the sheet as shown in - .:' s g
Fig. 4.12. ' e -

Step 4. Select the column by clicking
the checkbox under Calculate
subtotals for to create subtotals
for.

. . Fig .4.12: Choose the column in the
Step 5. Select the desired function by Group by list

clicking the function under Use
function.

Step 6. You can use the 27 Group and 3™ Group tabs
to group the data in further levels.

Step 7. Click on OK button.

Practical Activity 4.3

Let us take an example to store marks in various subjects by
students of Class X as shown in the table given in Fig. 4.13. To
take out the average of the subjects scored in each class, use the
subtotal tool which automatically group the data on a particular
column and perform the selected function on any of the column.

ELECTRONIC SPREADSHEET (ADVANCED) USING LIBREOFFICE CALC
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To solve this, perform the following steps:
Step 1. Create a sheet as shown in the Fig. 4.13 to take the
marks for students in a term for a class.

| = s oas B &l e R BT
| sy -;rul-l EEEE T o .
I = g lism

LEE S rlIr MIﬂﬂlﬁ
U“'ll E-I

A ]| l.‘-' 'In_ 5 -.ul‘ -"-E le
| :|| !I_'l___!. =" i um ee LT
| T 7T — P

:-nm T T S
:|| .mu 7 T | AN oM
E';(., oA R [ |

'|:| Vermman | .':.-.n: b [ -
TR -

F
:g " - ok

Fig. 4.13: Spreadsheet with student marks in two class

Step 2. Now, to calculate the average marks scored by the
students of each class in each subject, i.e. class-wise
and subject analysis.

Step 3. To do so, click on Data > Subtotal, the subtotal dialog
as shown in Fig. 4.14 will open.

Fig. 4.14: Subtotal dialog window

Step 4. Choose the column i.e. Class under Group by in the 1st
Group on which we need to group the whole data. Also,
select the subjects i.e. English, Hindi, Maths, Science
and Social Science under Calculate subtotals for. For

e e
click on the ! . . - =

Average under | . el e (i i ol

Use function | = i .
individually | e i TP W -'p"g.b k
otherwise Sum || B BA———O W =575 o

, B i - 1
function will | | s e e G 3 o

gef Llltsed by N "-ﬂt.?ii';lr n :.1';_ i ’i:.' .H.E- u;qI

efault. | | -:?'ﬂ.f;f 'ﬂf - o ;} " :__:

Step 5. Click OK and s = N o -

the sheet will !' e T i L L, B E

. || T - y '1"-'
look like as | SN i Aemmc T NN I — TN

shown in the g - ; = il

Fig. 4.15. :
Fig. 4.15: Marks list after Subtotal
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Observe that outline to the left of the row numbers
which is inserted after performing the subtotal tool.
This outline shows the hierarchical structure which can
be used to show or hide different levels by clicking on
the group indicators ‘“+’ sign to expand and “’ sign to
collapse the data.

You can hide the low-level details and just look at
the final totals and grand totals.

If you want to remove the outline feature from
the sheet at any point of time then it is possible
by just clicking on Data > Group and Outline >
Remove Outline.

Practical Activity 4.4

Create a sheet as shown in Fig. 4.16 and then calculate the
average of marks subject wise on the basis of class and stream.
Also, try out another function Count to calculate the number of
students in each subject.

e & B & ’ ay W+ Rt
BT A" FEI W - W W A=
+ B lon = '

'._um','!uu&:.-m.-: el -1 T may A
(o0 DSewnee Jhoy | 9B Rl | T om
EGSOIT A Senor iy T :a (Lo ol g
VIRGAI A iers Lo |68 B T 8
EOCURNIE B Barnr " i -] &=y
LIRRHGAT] [ Commmrer (borman| W B

1 '.I.IDI.I I"'.:lall ] ||‘_I11IIII rl-'ll.rl:rpnl sk Wl b

| = Enonsni C Commro ,.n_huu'] [F] | EH__ &a

= :_L-\:\-'n-:vl.u {1 frarmanies =l |68 T -

Fig. 4.16: Marksheet

What-if Scenarios

What-if scenario is a set of values that can be used
within the calculations in the spreadsheet. A name
is given to the scenario and several scenarios can be
created on the same sheet.

It is used to explore and compare various alternatives
depending on changing conditions. It can be used in the
beginning of any project to optimise the output. This tool
is used to predict the output while changing the inputs
which reflects the output and thus one can choose the
best plan of action based on it.

ELECTRONIC SPREADSHEET (ADVANCED) USING LIBREOFFICE CALC
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e T | For example, a person who is taking car loan has to

B ]

B decide on certain factors as given below:
F it i ioheieren - * The number of years for which the car loan is
taken.

- * The total amount of car loan
; The above two factors, i.e. Principal amount and
Number of years can display the EMI to be paid monthly.

5 Follow the following steps to create scenario.
Fig. 4.17: Create Scenario Step 1. Select the cells which contains values in the
dialog window sheet that needs to be changed. To select

multiple cells, hold Ctrl key and click on the
cell to be selected.

Step 2. Choose Tools>Scenarios will open scenario
dialog window as shown in Fig. 4.17.

Step 3. Enter a name for the new scenario and leave
the other fields unchanged.

Step 4. Click on OK button.

Step 5. This will create a new scenario which is activated
automatically.

Practical Activity 4.5

Let us take an example to get the insight of the EMI, Total Amount
paid and Total Interest paid on the Loan Amount (Principal)
taken for a fixed Rate of Interest for a number of time period. So,
now we want to see what will be the EMI and how much is the
total interest paid for different loan amount and time period. To
do so, let us use the Scenario tool by using the following steps:
Step 1. Create the following sheet (Fig. 4.18) and remember to

put the formula to calculate EMI in B3 as

= ABS(PMT(B2/1200,E1*12,B1))

Total Amount in B4

= B3*E1*12

Total Interest in B8

o sy
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Fig. 4.18: Loan sheet
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Step 2.  Select the cells B1 and E1 using Ctrl + Click on these NoTEs
cells as these two are the variables in this situation

Step 3. Choose Tools > Scenario will display the Create
Scenario dialog window as shown in Fig. 4.19.

|y
=
[—
| e
| = .
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—

Fig. 4.19: Create Scenario dialog window

Step 4. Write the name of the Scenario and click on OK button
will add this in the scenario list.

Step 5. Let us create two more scenarios as LAmt 2 and
LAmt_3 with Loan Amount as 2500000, No. of years
as 12 and Loan Amount as 2500000, No. of years as
10 respectively. We can define different scenarios to do
so on the same sheet, each with some different values
in the defined cells. Click on Tools > Scenario, write
the name of the scenario and click on OK. The Loan
sheet will look like as shown in the Fig. 4.20

- . P - - T o T = &
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Fig. 4.20: Loan sheet with scenarios

Step 6. Click on the navigator icon in the toolbar and then
click on scenarios. Click on the scenario name will
display all the details as per that scenario.

Practical Activity 4.6

Calculate the income tax by entering the salary using different
scenarios for two variables income tax slab and tax rate. The
sheet should look as shown in Fig. 4.21.

The different scenarios to be taken as given below:

Income Slab Tax rate
7.5 to 10 lakhs 15%
10 to 12.5 lakhs 20%

ELECTRONIC SPREADSHEET (ADVANCED) USING LIBREOFFICE CALC

2023-24




NoTEs

12.5 to 15 lakhs 25%
>15 lakhs 30%
e T R T

. s
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Fig. 4.21: Income tax sheet

What-if Analysis Tool

What-if tool uses Data > Multiple Operations and
is a planning tool for what-if questions. In this, the
output is not shown in the same cells, whereas it uses a
drop-down list to display the output depending upon the
input. The Multiple Operations tool creates a formula
array to display the list of results applying the formula
on a list of alternative values used in the formula.

This tool uses two arrays of cells, one array contains the
input values and the second array uses the formula and
display the result.

It is useful to check in the beginning to understand
from the output for the efficiency. What-if analysis
tool is very helpful when we want to know how much
profit we earn for a particular product for a series of
selling units.

Following steps are used for what-if analysis tool:

Let us calculate with one formula and one variable:

Step 1. Enter the data in the cells and then enter a
formula to calculate a result from values in
other cells.

Step 2. Create an array of input values on the basis of
which the output is to be generated using the
formula.

Step 3. Select the cell range of input array and output
array.

DoMEsTic DATA ENTRY OPERATOR — CLASS X
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Step4. Click  on  Data>Multiple I

Operations will display the [oee s

multiple operations dialog window | e :

as shown in Fig. 4.22. S iy ol 3
Step 5. Enter the cell address in the Caimrrmienn el 2

Formulas box from the sheet which atis Camsl :.h

contains the formula

Step 6. Now, enter the cell address of the
cell which is a variable and is used
in the formula in Column input cell box.

Fig. 4.22: Multiple operation dialog window

Step 7. Click on OK will generate all the possible
outputs based on the formula.

Practical Activity 4.7

Let us take an example to calculate the profit on annual series of
sale depending on the Selling Price, Cost Price and Fixed Cost
expenses.

Step 1. Create the sheet as given below in Fig. 4.23
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Fig. 4.23: Sale_incentive sheet

Step 2. In Cell BS enter the formula = B4 * ( B1 - B2) - B3
Step 3.  Select the cell range from D2:E11

Step 4. Click on Data > Multiple Operations will display
the Multiple operations dialog window as shown in
Fig. 4.24.

Dafauf Seiimg
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Fig. 4.24: Performing Multiple Operations
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NorEes Step 5. We have formula in cell B5, as we want to use the
same cell address to be copied therefore, we have used
absolute cell referencing and written it as $B$5.

Step 6. In this example, we have another variable as number
of items sold which is in the cell $B$4

Step 7. Click on OK will generate a sheet as shown in

Fig. 4.25.
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Fig. 4.25: Result for multiple operations

Practical Activity 4.8

Create the following sheet (Fig. 4.26) to calculate the profit and
then decide how many books are to be published based on

the profit.
| &l o« lm k& i | -
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Fig. 4.26: Practical exercise
Goal Seek

It general we fill in the values in the cells and then
create formula on these values to get the required
result. To predict the output, we keep on changing all
the input values to obtain the desired output. Goal seek

DoMEsTic DATA ENTRY OPERATOR — CLASS X
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helps in finding out the input for the specific output.
For example, if you want to know the number of units
produced to get the desired output then use Goal seek
analysis tool. Follow the following steps to use Goal
seek tool.

Step 1. Enter the values in the worksheet.

Step 2. Write the formula in the cell where the

calculation has to be used. [ cesized 8]

Step 3. Place the cursor in the formula cell, choose @ st
-

Tools > Goal Seek. o relt: | N ' |

Target walus

©F

Step 4. The Goal seek dialog window will appear as

shown in Fig. 4.27, the Formula cell box will | =~ !

have the correct formula. reip Camnel [
Step 5. Place the cursor on the Variable cell box and Fig. 4.27: Goal -, 4

click on the cell that contains the value to be dialog window

changed.
Step 6. Enter the desired result in the Target value box.
Step 7. Click on OK button.

Practical Activity 4.9

Let us take a very simple example to perform the backward
calculation to find out an input depending upon the specific
output. A student has received marks in 4 subjects and has to
appear for the 5™ subject and plans an aggregate as 70. So, he
can use goal seek tool to check how many marks he has to score
in the 5% subject to get the required percentage. Follow the
following steps to perform this task.
Step 1. Create the marksheet as shown below in the
Fig. 4.28. Enter the average function in cell B7 as =
Average(B2:B6)

ar = g E - = =AVERACEIRZRS)
Subject ‘E‘::ﬁ
1 Enghsh 54|
3 IHi_n:.'l‘_j_' - 5En
s Maths 78|
: Science | 80
¢ 8o Science 1
[Maversge | o7

Fig. 4.28: Marksheet
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Step 2.

Step 4.

Step S.

Step 6.

Step 7.

Step 8.

Step 9.

Click on Tools > Goal Seek will display the Goal seek
dialog window as shown in Fig. 4.29.

Pl bellE=gr

£r

Fig. 4.29: Goal seek dialog window

Write the cell address of the formula, i.e. B7 in the
Formula cell box.

Write the cell address of the cell which is to be
generated by the system in the Variable cell box. In
this example, it is cell B6 which we want to be filled as
per the average marks needed.

Enter the result in the Target value box. As per our
question, we have to get minimum 70 aggregate so we
will write 70 in the target value.

Clicking on OK will display an error as LibreOffice
Calc will not accept the Variable cell to be empty. So,
this error dialog window will prompt to add O value in
the variable cell as shown in Fig. 4.30.

v
Fig. 4.30: Goal Seek failed alert

Click on Yes and then repeat the step 2 will display the
dialog window and prompts whether to change the cell
with the calculated value as shown in Fig. 4.31.

— O

Fig. 4.31: Goal Seek succeeded

Click on Yes will change the value with the calculated
one in the sheet as shown in the Fig. 4.32.

| I ST
Subject Marks |

| 2 English | 54
| Hindi | 36
: i Maths | 'F?"-.
| SR R
[ 2o Boience l HJ:
| Maverage

Fig. 4.32: Marksheet after applying Goal seek
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Practical Activity 4.10 Nores

Create the following spreadsheet (Fig. 4.33) to find out the quantity
to be sold for the item Talc so as to get the total amount of S0000.

e it Priceuantity setd fsmenat |

Scap | i | (1 T EED |
Ahaim o [FL L
Take LI | [] |
Tetal Amauny 1 ] -l:l‘lﬂ

Fig. 4.33: Practical Exercise

Check Your Progress

A. Multiple choice questions

1. Which of the following feature is not used for data analysis
in spreadsheet?

(b) Consolidating data
(c) Goal Seek
(d) Subtotal
(e) Page layout
2. Which of the following office tool is known for data
analysis?
(a) Writer
(b) Calc
(c) Impress
(d) Draw
3. Which of the following operations cannot be performed
using LibreOffice Calc?

(a) Store and manipulate data
(b) Create graphical representation of data
(c) Analysis of data
(d) Mail merge
4. What is the extension of spreadsheet file in Calc?
(a) .odb
(b) .odt
(c) .odg
(d) .ods
S. The default function while using Consolidate is

(a) Average
(b) Sum
(c) Max
(d) Count
6. Group by is used in tool to apply summary
functions on columns.

(a) Consolidate function
(b) Group and Outline
(c) What-if scenario

(d) Subtotal tool

ELECTRONIC SPREADSHEET (ADVANCED) USING LIBREOFFICE CALC
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7. Which tool is used to predict the output while changing
the input?
(a) Consolidate function
(b) What-if scenario
(c) Goal seek
(d) Fine and Replace

5. Which of the following is an example for absolute cell
referencing?
(@) C5
(b) $C$5
(c) $C
(d) #C

D analysis tool works in reverse order, finding
input based on the output.

(a) Consolidate function
(b) Goal seek

(c) What-if analysis

(d) Scenario

B. State whether the following statements are True or False

1. Consolidate function is used to combine information from
two or more sheets into one.

2. Consolidate function cannot be used to view and compare
data.

3. Link to source data is checked updates the target sheet if
any changes made in the source data.

4. Using subtotal in Calc needs to use filter data for sorting.

S. Subtotal tool can use only one type of summary function
for all columns.

6. Only one scenario can be created for one sheet.
7. What-if analysis tool uses one array of cells.

8. Goal seek analysis tool is used while calculating the output
depending on the input.

9. The output of What-if tool is displayed in the same cell

C. Fill in the blanks

1. Consolidate function is used to combine information from
multiple sheets to the information.

2. Data can be viewed and compared in a single sheet for
identifying trends and relationships using
function.

3. under Data menu can be used to
combine information from multiple sheets into one sheet
to compare data.

4. The tool in Calc creates the group
automatically and applies functions on the grouped data.

DoMEsTic DATA ENTRY OPERATOR — CLASS X
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scenario is used to explore and compare
various alternatives depending on changing conditions.

is a planning tool for what-if questions.

. What-if analysis tool uses array of cells,

one array contains input values and the second uses the

helps in finding out the input for the specific
output.

D. Answer the following questions

1.

ot e

Define the terms

(a) Consolidate function

(b) What-if analysis

(c) Goal seek

Give one point of difference between

(a) Subtotal and What-if
(b) What-if scenario and What-if tool

Give any two advantages of data analysis tools.
Name any two tools for data analysis.
What are the criteria for consolidating sheets?

Which tool is used to create an outline for the selected
data?

Lab Exercise

1.

Mr Gurdeep has to take a loan of Rs. 10 lakhs to buy a
house. After assessing his situation, he has realized that
he can pay the loan in 15 years by paying out an EMI
of 20,000.

(a) Use Goal seek to find out the interest rate at which he
can borrow the loan.

(b) Use What If Scenario to depict payment of loan in 25
years by paying out an EMI of 10,000.

(c) Use Scenario manager to find the best case.

Power Motors has 3 branches all over Bhopal. Each
branch maintains monthly sales of different models of
electric scooter and at the end of month mails it to the
State Head. Prepare a consolidated sheet that shows
total and average sales made for each model of the
electric scooter with respect to the spreadsheet sent
by the branches to the head office. You are required to
identify the column headings for the various branches,
enter data in three different spreadsheets indicating
different branches and consolidate data to find total
sales and average sales for each model.

ELECTRONIC SPREADSHEET (ADVANCED) USING LIBREOFFICE CALC
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CHAPTER

Using Macros in Spreadsheet

INTRODUCTION

Many times, we have to perform repeated tasks such
as typing school name, address, contact numbers with
a specific formatting or apply the same formula at a
particular cell for different sheets in a workbook. How
easy would it be if we could get this done at the click
of a button? This will ensure that we maintain the
standardization in terms of font style without any typing
mistake. Can you think of any other advantage? In this
chapter, you will learn how to use a macro to automate
repeated tasks that are always performed in the same
way over and over again.

Recording a Macro

A macro is a single instruction that executes a set of
instructions. These set of instructions can be a sequence
of commands or keystrokes that can be used for any
number of times later. A sequence of actions such as
keystrokes and clicks can be recorded and then run as
per the requirement.

It is important to know that by default
........ the macro recording feature is turned
' off when LibreOffice is installed on your
I — computer. Hence, to record a Macro ensure
et that the macro recording is enabled. Macro
recording can be enabled using the Tools
option on the main menu bar by selecting
Tools>Options > LibreOffice > Advanced.
Observe the Optional Features. There are
two options which are not check marked.
Put the checkmark on the option “Enable

Fig. 5.1: Enabling a Macro macro recording” as shown in Fig. 5.1.

S y—
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Observe in Fig. 5.2, that the Record
Macro option found under Tools>Macros
is visible now.

The Macro records all the keyboard and
mouse actions but the following actions
are not recorded.

* Opening of windows

e Actions carried out in another
window than where the recording
was started.

* Window switching

* Actions that are not related to the
spreadsheet contents. For example,
changes made in the Options dialog,

macro organizer, customizing.

* Selections are recorded only if they are done by
using the keyboard (cursor traveling), but not
when the mouse is used.

e The macro recorder works only in Calc
and Writer.

Follow the steps given below to record a macro.

Step 1.
Step 2.

Step 3.

Step 4.

Step 5.

Step 6.

Step 7.

Click on Tools > Macros and then click on
the Record Macro option.

Now start taking actions that will
be recorded.

Once you click on Record Macro option,
recording of actions starts and a small
alert will be displayed as shown in Fig. 5.3.
Clicking on “Stop Recording” button will
stop the recording of actions.

This will open the Basic Macros dialog
window to save and run the created macro,
as shown in Fig. 5.4.

To save the macro, first select the object
where you want the macro to be saved in
the Save Macro to list box.

The name of the macro by default is Main
and is saved in the Standard Library in
Modulel. You can change the name of
the macro.

Click on Save button.

ELECTRONIC SPREADSHEET (ADVANCED) USING LIBREOFFICE CALC
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Stop Recording

Fig. 5.3: Stop Recording button

Fig. 5.4: Basic Macros dialog
window




NoTEs A Library is a collection of modules which in turn is a
collection of macros.

Practical Activity 9.1

Record a macro to apply the following style to the Heading “Data
Analysis” in the cell Al.

The font style should be “Times New Roman”

The font size should be “14”

The font colour should be “Blue”

Cells from Al to G1 should be merged and centred

Procedure

Step 1. Create the spreadsheet. Write the heading “Data
Analysis”in cell Al.

Step 2. Choose Tools > Macros > Record Macro. Perform the
actions mentioned above in Practical Activity 5.1 in
the spreadsheet.

Step 3.  Click Stop Recording to stop the Macro Recorder.

Step 4. The Basic Macro dialog appears as shown in Fig. 5.4,
in which you can save and run the macro.

Step 5. A Standard library is present by default when a
spreadsheet is created and saved.

Step 6. To save the macro, first select the object where you
want to save the macro in the Save macro in list
box. Fig. 5.5 shows that the Main macro is saved by
default in the Standard Library in Modulel. You can
change the name of the macro. Here, we have named
the macro as FormatHeading.

| s Emmay marm a ewisint

Fig. 5.5: Naming a Macro

Note : If all the macros will be given the same name then they
will overwrite the previous Macro created by that name.
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Rules for naming a Macro, Module or a Library: NoTES
While naming a Macro, Module or a Library the name
should :

* Begin with a letter
* Not contain spaces

* Not contain special characters except for _
(underscore)

Running a Macro

Let us now run the macro for another sheet which
requires its heading in cell A1 to be given the same
format as recorded in the Formatheading macro. To run
a macro we need to perform the following steps.

Step 1. Type the heading in cell Al

Step 2. Use Tools > Macros > Run Macro to open the
Macro Selector dialog box as shown in Fig. 5.6.

Siws |t thra pibar derda b dle mecio i set Tlen seieas e macim mads= “daie [
e

Litsaiy L TR TE Ty

-a wyaon T S —

@ Wi e [EF R

F @ WkEdis
Fon LiBFECHTIE Moo

L

DeRaCi i i

Fig. 5.6: Selecting and runnig a Macro

Fig. 5.6 shows three names in the library. Out of which

* LibreOffice Macros library 1is provided by
LibreOffice and contains modules with pre
recorded macros and should not be changed.

* My Macros contain macros that we write or add
to LibreOffice.

e Untitledl is the name of the worksheet we are
working on. Since at this time we have not saved

ELECTRONIC SPREADSHEET (ADVANCED) USING LIBREOFFICE CALC
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the worksheet with another name it is showing
Untitled 1. You will see further that Untitled1 will
be replaced with the name of the spreadsheet.
Step 3. Select the library and module in the Library
list.

Step 4. Select the macro in the Macro name list.
Step 5. Click Run to run the macro.

Practical Activity 5.2

Run a previously created Macro Formatheading.

Step 1. Type the heading in cell Al.

Step 2. Open the Macro selector dialog box by clicking Tools
-> Macros-> Run Macro

Step 3. Click on MyMacros > Standard > Modulel. Then
select Formatheading from the Macro Name box and
click Run as shown in Fig. 5.6.

You will observe that the Heading in Cell Al is formatted.

The action recorded by a macro is recorded as instructions in a
programming language called BASIC. It is also possible to view
and thus edit the code of a macro. But remember, it is advised to
edit a macro only if you have knowledge of the language in which
the macro is written which is BASIC in case of CALC. You can
view the code generated for the macros by going to Tools >
Macros > Edit Macros.

Choose the macro name from the Object Catalog and the
associated code will be visible as shown in Fig. 5.7.

E

SEZXAECRACC

Fig. 5.7: Code generated for macro in IDE

Warning — Do not make any changes to the code unless you are
aware of the language.

Note - The code of a macro begins with Sub followed by the
name of the macro and ends with End Sub .
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Creating and Organising a Simple Macro

Till now we have learned to record, store and run the
macro. The recorded macro is internally stored as
instructions written in a programming language that
are executed when the macro is executed or run.

We selected a library or module to store our recorded
macro, similarly while creating a macro, either create a
new library/module or edit an existing module stored in
a library. Use the following steps to organize the macro.
Step 1. Click on Tools > Macros > Organize Macros >

LibreOffice Basic to open the LibreOffice Basic

Macro dialog window as shown in Fig. 5.8.
Step 2. Click Organizer to open the Basic Macro

Organizer dialog as shown in Fig. 5.9.

S TR
i e R Dnuiley werns (5 baaduls
P ComE—
i s P —
™ "
¥ L AT ki 1
¥ e b o v iLs {.'i

»y it B '

Fig. 5.8: Basic Macro dialog window

Create a library to store a macro

MUCUISS  Dealngt LIArarie
b fechudwr

Bl My idacora

B LtmelHTire Hicros

B Cak Chagser Y MEcrne ol
B Lgifed t

il Cltiuis

Fig. 5.9: LibreOffice Basic Macro Organiser

To create a new library containing modules, click on

Library > New.

Use the following steps to create a module to store

a macro.

Choose the Modules Tab and select a Module. Click

on New to create a new Module.

ELECTRONIC SPREADSHEET (ADVANCED) USING LIBREOFFICE CALC
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Practical Activity 5.3

Create a simple Macro using BASIC programming instructions
that will display Hello in a dialog box stored in the Standard
module as shown in Fig. 5.10 when executed.

L]

L
Fig. 5.10: A Dialog Displaying Hello using macro
Step 1. Open the LibreOffice Basic Macro dialog box using

Tools > Macros > Organize Macros > LibreOffice
Basic.

Step 2. From the Basic Macros dialog box select Organizer

Step 3. From Modules tab, select My Macros folder and click
on New button as shown in Fig. 5.11.

Fig. 5.11: Creating a Module with name Hello

Step 4. Give a name to the New Module say ‘Hello’ and click
Ok. You will see Hello under Standard Library in My
Macros Library.

- —

Fig. 5.12: Module Hello in Basic Macro Organizer Dialog

Step 5. Select Hello and click Edit (Fig. 5.12) to open the
Integrated Development Environment (IDE). It is a
text editor that allows you to create and edit macros.
Type Print “Hello” between Sub Main and End Sub as
shown in Fig. 5.13.
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Fig. 5.13: Code of Hello Macro

The created module can be executed as explained in the previous
section. Besides, the module can be executed from the IDE by
either clicking the Run button or pressing F5.

Macro as a Function

Consider a situation wherein you need to perform
calculations that are repetitive in nature. Assume that
the same formula needs to be applied to different data in
different sheets and there is no predefined function for it.
In such a situation will it not be convenient if we could
create a macro that performs the calculations? It will save
us the effort of remembering and typing the formulas. It
is possible to do so if we use Macro as a function. Instead
of writing instructions in between Sub and End Sub, we
can write instructions in between Function and End
Function. A function is capable of accepting arguments
or values. It can perform operations on the arguments,
perform calculations and return the result.

Practical Activity 9.4

Calculate the number of tiles required for flooring of a room
using macro as a function. The length and width of the room and
the length and width of a tile is entered in the sheet as shown
in Fig. 5.14.

I.u;l.h H"Ilﬂ:-hqf"l.-nlli Width  Rumber of
the room & room of a tile of & tile tiles required
[im Peet] fin fest] Jim beet) fim feek) for the room |

. [ S S S
| T T | | &
i i4 b | H

" — — —— —

Fig. 5.14: Sheet storing length and width of floor and. tile
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Step 1. Enter data in a sheet and save it with the name as
Calculatetiles.ods

Step 2. Select Tools > Macros > Organize Macros >
LibreOffice Basic to open the LibreOffice Basic
Macros dialog.

Step 3. Choose Calculatetiles.ods. Click on New and type
a name. We have named it as Calctiles as shown in
Fig. 5.15 and press OK.

Fig. 5.15: Creating a New Module to define function

Step 4. Write a function to calculate the number of tiles. A
function starts with Function followed by the name
of the function and then the statements to calculate
area of the floor, tiles and number of tiles and store
the final result in the name of the function as shown
in Fig. 5.16. Press the Save button on the toolbar or
press Ctrl+S.

i I [ ]

Fig. 5.16: IDE showing function definition to calculate number of tiles

Note: The text in grey is preceded by ‘ (single quote) indicating it
is a comment. A comment is written to write descriptive text to
support the code.

Step 5. Use the function in the sheet as shown in Fig. 5.17.

= il sy a i =
Lemgih of Width of Lengt: Wids
the room & oo of & tls =f @ file & af 1w reg
[l bowt) i Bod] fin fout) Jin Bortjllor tho roem ________
b | ] . MR | = R AT
" N O q4
1 T} k | 2 1]
I ] 4 5 -]

Fig. 5.17: Sheet using Macro as a function
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Step 6. Use fill handle to drag the function for other cells. The NortEes
final sheet is shown in Fig. 5.18.

Leagif of 'Widik oflaagih Widkh

fhrrrom ® room =i e ile of & b Famsmber of Hies rogaized

i Best) _Gin feet] fim Beui)
1N i |

Jin fuwi] Far Lhe peam

T 14 4] 4 FEj
13 & ¥ 3 1
| h | % [ iy

Fig. 5.18: Displaying Number of tiles using Macro as a function

Check Your Progress

A. Multiple choice questions

1. Macro Recordings can be enabled from the option
in the menu bar.

(a) Sheet
(b) Data
(c) Tools
(d) Window.
2. Which of the following is an invalid Macro Name?

(a) 1formatword
(b) format word
(c) format*word
(d) Format_word.

3. Which of the following Libraries contains modules with
prerecorded macros and should not be changed?
(a) My Macros
(b) LibreOfficeMacros
(c) Untitled1
(d) Test.
4. Identify which of the following is a programming Language?
(a) Calc
(b) BASIC
(c) Writer
(d) Macro.
5. The Module can be executed from the IDE by pressing

(a) F3
(b) F4
(c) F5
(d) F6
5. Which of the following is the default name of the Macro

(a) Default

(b) Main

(c) Macro1l

(d) Main_Macro

ELECTRONIC SPREADSHEET (ADVANCED) USING LIBREOFFICE CALC
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Notes B. Fill in the blanks

1. library is automatically loaded when the document
is opened.

2. IDE stands for

3. Macro as a function is capable of accepting
and returning a

4. Macro allows us to add, delete a module.

S. The code of macro begins with followed by the
name of the macro and ends with .

6. By default a macro is saved in the

C. State whether the following statements are True or False
1. Macro is a group of instructions executing a single

instruction.

Once created, Macro can be used any number of times.

By default, the Macro recording feature is turned on.

It is not possible to stop recording of a Macro.

Every Macro should be given a unique name.

S

A macro once created can be edited later.

D. Answer the following questions
1. What is a Macro? List any two real life situations where
they can be used.
2. List the actions that are not recorded by a macro.

3. How is LibreOffice Macros Library different from my
Macros?

4. Differentiate between predefined function in Calc and
Macros as a function

S. List the rules that should be kept in mind while naming
a macro.

6. Give any one advantage of macros.

Lab Exercises

1. Record a Macro that performs Bold, Underline on the
Heading in Cell Al. Give macro the name BoldunderlineAl
and save it in a New Module named Basic Formatting which
is created in a New Library named DocumenHeadingAl.

2. Record a Macro that creates a bar chart for data stored in
cells A2 — A9 and K2 to KO9.

3. Run the macro recorded in (i) and display a barchart
for the following data showing Minimum and Maximum
temperature from 2010-2017.
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_595.4 20.81] 13,08 25.03 20,
I063] 2981 140

Source: https://data.gov.in/resources/seasonal-and-annual-minmax-
temp-series-india-1901-2017

Collect information about the population of the South
Asian countries form the Internet and store it in a Calc
sheet. Run the Macro created in (i) to display a chart for the
data stored.

Create Macro as a function to calculate Amount to be
paid after a 5% discount. A sample sheet for the same is
given below.

_ $u-m;h brosh| I8 120
. .lhlml:lhwnm | IQI'.‘I _'i'ﬁ'_
o AlSamitizer 50 50

Fig. 5.19: Lab Exercise 5

4. Anuja has to create a Marks list for every term. The format
is as follows :

? ii;;mm%ﬁﬂ?___ % 50 100 15 ?‘!ﬁi"iﬁ

1 ST

N S N N N [ S Y A S S
| | |

Fig. 5.20: Sample Sheet for Marks Entry

(a) Record two macros to create the format given in
Fig. 5.20.
(b) To enter names of students in the list so that she
doesn’t need to retype or copy the names
Run the above created macros for a new sheet.

5. Use Macro as a function to calculate Mileage of a vehicle.
Mileage (in km/L) is calculated as Distance Travelled
(in km)/ Fuel filled (in Litre). Create a sheet with three
columns Distance Travelled (in Km), Fuel filled (in L) and
Mileage (in km/L).
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Fig. 6.1: Marks scored by students in TermI
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Linking Spreadsheet Data

. L.

Clsrs X

[t!
J |
-y

R4
i1
L]
x|

INTRODUCTION

We have learned in Class IX to organise the data in a
spreadsheet. Let us take a situation where the marks
scored by each student of three terms in three terminal
examinations are stored in three different sheets
Term1, Term?2, Term3. Now to generate final result in
single result sheet by finding the average marks of each
subject, what would be the ideal solution?

Retyping or copying the marks can be one solution
but it will be time consuming and also there are chances
of committing typing errors.

Instead, the ideal solution will be to find a way to
refer the marks stored in the sheets Term1, Term2 and
Term3. In this manner, there are nearly no chances of
errors and if the marks of a subject are changed, they
will be reflected and thus ensuring correctness while
performing calculations, such as calculating average.

In this chapter, we will learn how to create multiple
sheets, and also to link the data in multiple sheets. It
can be done in two ways, one is creating reference to
other sheets/documents by using keyboard and mouse,
and other is by linking external data.

Setting up Multiple Sheets

B g f—

> | | Let us consider a worksheet

b Mlaadl Maihs Brlsncs®a. Bol, Totsl Fa ! . .
o waom | storing marks of the first term in
g B oy Wy g :
& ¢ —u:  asheet named Terml as shown in
1y E | ol E| i | :
k| :I' _l:l- W a1 :: Flg 6 ]‘ .
5] ) LT FI |

=L
e
'
i |
}
0%

i
Hi

}
Lt ]
-
|
[}
Eh|
J 1

.
HE q - L S

| { g | To add a new sheet in the
N m‘. i | i

“—wi s ai—wau  spreadsheet, click on the Add Sheet

N —

*. by clicking on the (+) sign located
intheleft bottom of the spreadsheet.
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Alternatively, you can right click anywhere on the sheet Snanrt Shant.
tab and select Insert sheet option from the drop-down beiete Shet
list displayed as shown in Fig. 6.2. It gives us a choice
to put the new sheet, assign the name of the sheets,
delete a sheet and so on.

Note: Insert Sheet dialog box can be invoked from the
menu option Sheet > Insert Sheet

Practical Activity 6.1

Add a new sheet to store data for Term?2 in the spreadsheet by Fig. 6.2: Inserting a new sheet
using the Insert Sheet Dialog box. using context menu displayed
Step 1. Open the Insert Sheet Dialog and add a sheet after after right click option

the current sheet by selecting After Current Sheet

option. The current sheet is our active sheet which in

this case is Term1 as shown in Fig. 6.1.

Step 2. Name the Sheet as Term2 as shown in Fig. 6.3.

Fig. 6.3: Insert sheet dialog

Step 3. Enter the marks obtained by the students in second
term in Term2 sheet as shown in Fig. 6.4.

Step 4. Insert a new sheet and name it as “Result”.

. K ¥ ‘— 1
Tesm 01 |
- : e = : = il
‘oll BoNama Englisk Mindi Baihs SBcisnce Bo. Sci. Totsl Percentsge |
; I a7 4 iz afl  aud _Ea i
] T saqf
b . ] i 28] BA.21
Fl‘i a5y 4 1:: (%] N6 MR 01 IIII
i & Tn Eey [ P ] |
;'_ & Tl W :-q: '-3:-! ECk A
- L T HEH
&l TR W1 Tal 5A Ay L8
_ SeheeyBafe | 0 600 MY 0TV 0 BV 0 B4 AN _ba.n
LH_HEU_E_W | 'l.-l_ L'|: 4 .'-_ J'!'_ 'a].: :I-'II'_ &0 !l

Fig. 6.4: Marks scored by students in Term2

Note: You can use the macro created by you in the previous
chapter to create the format of the result sheet and populate the
name of the student column to save time.

ELECTRONIC SPREADSHEET (ADVANCED) USING LIBREOFFICE CALC

2023-24




NoTEs

Creating Reference to Other Sheets by Using
Keyboard and Mouse

We have been using cell references for applying functions
and formulas in class IX. In this section we will learn
how to reference cells in other sheets using mouse and
keyboard.

To calculate the final result, it is required to store the
final marks for each subject in the sheet named “Result”
inserted in Activity 6.1 by applying the formula (Marks
obtained in Term1l + Marks obtained in Term?2)/2. As
we know that marks obtained in Terml and Term2
are stored in different sheets named Term1 and Term?2
respectively.

To calculate the final marks for English in in the
cell C4 of Result sheet, as shown in Fig. 6.5, follow the
following steps.

Step 1. First copy the Roll No and Name of the
Student from Terml sheet to Result sheet,
copy all headings of and give the name as
Final Result.

Step 2. Click on the = icon next to the input line (or
type = in cell C4), type Sum() and click between
the brackets.

Step 3. Now click on the Term1l sheet and click the
English Marks for the first student and add (,)
comma for the next value

Step 4. Next click on the Term 2 sheet and click the
English Marks for the first student.

Step 5. To calculate average type /2 after the sum(+) as
shown in Fig. 6.5 to calculate average.

Step 6. Press Enter key, the average is displayed in cell
C4 of Result sheet. Then use fill handle to fill
the cells up to the last student’s data.

Step 7. The result sheet gives the average marks
scored by each student in English as shown in
Fig. 6.5.

Step 8. You can copy the same formula for other
subjects.
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Fig. 6.5: Result sheet after referencing the data from
Term1 and Term?2 sheets

Any changes made to marks in Term1 and Term?2
sheet will be reflected in the result sheet as well. That
is how the sheets are linked together.

We had selected cell reference by clicking on the
cells. An alternative could be to type the reference. First,
we need to understand how referencing is performed
across sheets in the same spreadsheet document.

Hence, to refer to a cell in another sheet precede the
cell reference with a ‘$’ sign. It is then followed by the
name of the sheet in ¢ ¢ ’ (single quotes) followed by a .
(dot) and then the cell address. For example, to refer a
cell C4 of sheet named Term1 we will type:
$Term 1°.C4
Note: Single quotes (* ’) are used as there is a space
between Term and 1 in the sheet name.

Let’s Practice- Calculate Final marks for all the subjects by
referencing with Keyboard for one of the columns and mouse for
other columns.

Creating Reference to Other Documents
by Using Keyboard and Mouse

In the previous section we hadO created references to
other sheets in a spreadsheet. Sometimes we may intend
to reference sheets stored in another spreadsheet file.

Let us consider a situation where it is required to
create a Summary report consisting of the average of
result sheets for each section of a class. To do so, we
need to insert sheets that are stored in different files.
Fig. 6.6 shows the final result of class X-A and Fig. 6.7
shows Final Result of class X-B.
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Fig. 6.6: Result of class X-A stored in Fig. 6.7: Result of class X-B stored in
Result-X-A spreadsheet Result-X-B spreadsheet

Practical Activity 6.2

Create Summary of result in a spreadsheet document named
Result Analysis of class X-A and X-B as shown in Fig. 6.8.
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Fig. 6.8: Result Analysis spreadsheet

Since the marks of both the classes are stored in separate
spreadsheet file and Result Analysis itself is a separate
spreadsheet, therefore we need to create reference to other

spreadsheets.
Step 1. Open the spreadsheets namely Result-X-A, Result-X-B
and Result Analysis.

Step 2. Click on cell B4 of Result Analysis spreadsheet and
type =MAX(), as shown in Fig. 6.9.

Step 3. Click between the brackets of MAX() and then click on
the cell range containing marks of English in Result
sheet of Result-X-A spreadsheet.

Step 4. Type () comma and click on the cell containing
marks of English in the Result sheet of Result-X-B
spreadsheet.

Step 5. Press Enter, Maximum of the marks will be displayed
in cell B4 as shown in Fig. 6.9.
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Fig. 6.9: Displaying the highest score in English using Max function
We had selected cell reference by clicking on the cells in the
separate spreadsheet and an alternative could be to type the
reference. First, we need to understand how referencing is
performed across different spreadsheet files.

To refer to a cell in a different spreadsheet we write in single
quotes the path of the file followed by #$ then the name of the
sheet followed by a . (dot) and then the cell address.

For example: file:///C:/Users/ADMIN/Documents/X-A.ods’#
$Result.C4

Note : The path of a file has three forward slash ///. A filename
can have space within its name hence single quotes (‘) are used.
It is also possible to insert a sheet from another file. The From
file option of Insert Sheet Dialog box allows us to insert sheet
from another file as well (refer Fig. 6.10).

Insert a sheet from an existing file into the current document.

Practical Activity 6.3

Step 1. To insert the sheet “Result” from Result-X-A spreadsheet
in the Result Analysis spreadsheet, open the Result
Analysis spreadsheet.

Step 2. Select Sheet > Insert Sheet > From File as shown in
Fig. 6.10.

Step 3. Click on Browse button, which will open a file selection
dialog box.

Step 4. Select the file from .
which you want to |~ ~ 7= at
import the sheets.

After selecting the file, < i
the sheets contained | ... . T
in it are displayed in | Fw& - . i*
the list box, as shown |- By SEEEEE—————

in Fig. 6.10. The file | &&

path is displayed L
below this box. | ¥

L

Select the sheet to = x

be inserted from the | Fig. 6.10: Inserting Result sheet of
list box. Result-X-A spreadsheet into Result
Analysis spreadsheet
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Step 5. Click on the required “Result” sheet from the file “Result-
X-A.ods” as shown in Fig. 6.10.

Step 6. Check the Link checkbox to ensure that the changes
made in the selected sheet “Result” are reflected.

Step 7. Press OK. You will find the Result sheet added to the
sheet tab as shown in Fig. 6.11.
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Fig. 6.11: Result sheet added to the sheet Tab of ResultAnalysis

You could have also copied and pasted data but linking a sheet
allows us to always have access to “live” data from another
spreadsheet. A “live” data means that the data is always the
same as in the original file.

The links can be updated by selecting Tools > Options >
LibreOffice Calc > General > Updating, as shown in Fig. 6.12,
whenever the file is opened to ensure that you have access to the
updated data always.
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Fig. 6.12: Selecting online update option
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Hyperlinks to the Sheet

Sometimes it is required to jump to a document stored
at a different location from within a document. It can be
done by creating a hyperlink. It is possible to jump from
a sheet in the same spreadsheet, different spreadsheet
or a website by creating a hyperlink.

Relative and Absolute Hyperlinks

A hyperlink can be either absolute or relative. An
absolute hyperlink stores the complete location where
the file is stored. So, if the file is removed from the
location, absolute hyperlink will not work. For example:
C:\Users\ADMIN\Downloads\try.ods is an absolute
link as it defines the complete path of the file.

A relative hyperlink stores the location with respect to
the current location. For example: Admin\Downloads\
try.ods is a relative hyperlink as it is dependent on the
current location and thus the folder admin is searched
where the active spreadsheet is being stored. If the
complete folder containing the active spreadsheet is
moved the relative link will still be accessible as it is
bound to the source folder where the active spreadsheet
is stored.

Creating Hyperlinks

It is possible to hyperlink a sheet of other spreadsheet
document in a spreadsheet. Suppose, you have to
hyperlink a Result sheet of “Result-X-A” spreadsheet
document in the “Result-X-B” spreadsheet document,
then follow the following steps:

Step 1. Open the Result-
X-B spreadsheet W =

document.

Step 2. From the main [E—
menu, select and A} &
click on Insert ——
> Hyperlink. :
An Hyperlink
dialog box will
open as shown in

Fig. 6.13. . o
Fig. 6.13: Hyperlink dialog box
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Step 3.

Step 4.

Step S.

Step 6.

To insert the spreadsheet document, click on
the Document on the left pan of dialog box,
then to select the spreadsheet document, click
on the button located after the Path. Select the
required document. In our case we select the
spreadsheet document “Result-X-A”.

Then click on the Target button to choose the
sheet which is to be hyperlinked. Target in
Document helps to specifically choose a target
in the document such as sheet, tables, frames,
images, headings and so on. Here in our case
we will select the sheet Result as shown in
Fig. 6.13.

Click on Apply and Close button to exit the
Target Document window.

Enter the text in the Text box to assign the
hyperlink to that text. In our case we have
entered the text as “Result-X-A” as shown in
Fig. 6.14. So the hyperlink will be assigned to
the text “Result-X-A”.
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Fig. 6.14: Specifying Target and Text for inserting a Hyperlink

Step 7.

Step 8.

Click on Apply and Close button to confirm the
changes and exit the Hyperlink dialog box.

Observe that the hyperlink is assigned to the
word “Result-X-A” as shown in Fig. 6.15.
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Fig. 6.15: Hyperlink inserted in the spreadsheet

Step 9. To open the hyperlinked sheet, press the Ctrl
key and click on the hyperlinked word “Result-
X-A”, the sheet will be opened in the new
window as shown in Fig. 6.16.
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Fig. 6.16: Hyperllnked sheet open in new window

Editing a Hyperlink '

| ~-Hms &8 - # g WF-F 8T AT 0-
To edit an existing link, place the |  -wa. oo o TRREEES -
cursor anywhere in the link and | —— i = 1__ '
right click the hyperlink. A context = [wsshifem 88 8 5 W
menu will be displayed as shown in ; ';'. -
. .
Fig. 6.17. -
. . . :rH .\': :1
Click on Edit Hyperlink..., T L
the Hyperlink dialog box will be o LT,
displayed, where you can make ¥ b
changes to the hyperlink. F= ; e

Fig. 6.17: Selecting Edit Hyperlink from context menu
on right clicking the Hyperlink
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Fig. 6.18: Slecting language to
import for the webpage

On clicking the Remove Hyperlink option, the link
will be removed from the text and thus it will not point
to any other location.

Linking to External Data

Internet is a rich source of information, which is stored
in the form of web pages. The web pages are written in
HTML documents. Data on a web page can be stored in
the form of tables.

The versatility of a spreadsheet allows us to insert
tables from HTML documents into Calc. To insert the
tables from a HTML document, we can use the External
Data Dialog box. The steps for the same are given below.
Step 1. Open the spreadsheet where external data is to

be inserted.
Step 2. Select the cell to store the first cell of the table
in the external data.

Step 3. Select Sheet > Link to External Data.

Step 4. The External Data dialog box is displayed as
shown in Fig. 6.18. Type the URL of the source
document or select it from the drop-down list if
it is listed and press enter.

Step 5. A dialog box is displayed to select the language
for import as shown in Fig. 6.18. Selecting
Automatic shows data in the same language as
in the webpage.

Let us Practice

Create a Hyper link to Result Analysis spreadsheet.

From the Available Tables/Ranges list, choose the
desired table. If you choose HTML all option, then the
entire HTML document is selected. Here in our example
suppose we select HTML_10 table to insert as shown in
Fig. 6.19.
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Fig. 6.19: Inserting a table from a webpage
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The table is inserted in the spreadsheet as shown in

Fig. 6.20.
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Fig. 6.20: HTML_10 table inserted from the webpage https:

en.wikipedia.org

wiki/List of gravitationally rounded objects of the Solar Systemi Planets

Linking to Registered Data Sources

LibreOffice Calc allows us to link spreadsheet documents
with databases and other data sources. The data source
needs to be registered with LibreOffice. Registration is
a means to inform LibreOffice about the type of data
source and the location of the file. We will restrict
our discussion to LibreOffice Base. The extension of
LibreOffice Base is .odb. You will learn about LibreOffice
Base in detail in Unit 3. You can access a variety of
databases and other data sources and link them to Calc

documents. To register a data source
that is in *.odb format, follow the steps

given below.

Step 1. Select Tools > Options >
LibreOffice Base > Databases.
LibreOffice

The Options -

Base-Databases dialog box

appears.

Step 2.
open the

Click the New button to
Create Database

Link dialog box as shown in

Fig. 6.21.
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NoTEs Step 3. Enter the location of the database file, or click
Browse to open a file browser and select the
database file.

Step 4. Type a name to use as the registered name for
the database and click OK. The database is
added to the list of registered databases.

Note - The OK button is enabled only when both fields
are filled in.

Check Your Progress

A. Multiple choice questions

1. Insert Sheet dialog can be invoked from
(a) sheet
(b) insert
(c) tools
(d) Windows
2. refers to cell G5 of sheet named My Sheet.
(@) $My Sheet.’G5’
(b) $My Sheet_'G5’
(c) $ ‘MySheet’.G5
(d) $ ‘MySheet’” G5
3. The path of a file has forward slashes.
(a) four
(b) three
(c) two
(d) one
4. Which of the following feature is used to jump to a different
spreadsheet from the current spreadsheet in LibreOffice
Calc?
(a) Macro
(b) Hyperlink
(c) connect
(d) Copy

B. Fill in the blanks

1. A relative hyperlink stores the location with respect to the
location.

2. While inserting tables from a webpage
selects the entire HTML document.

3. The extension of LibreOffice base is

4. are used to enclose sheet names as there might
be a space within sheet names.

5. The From file option of Dialog box allows to
insert sheet from another file.
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C. State whether the following statements are True or False

1. A sheet can only be added before the current sheet.

2. If ‘sales’ sheet has a reference to ‘cost’ sheet then any
changes made to ‘cost’ sheet will be reflected in the sales
sheet as well.

3. It is not possible to link a sheet as a reference in another
sheet.

4. We can insert data from a table created on a web page into
a spreadsheet.

S. A hyperlink once created on a sheet cannot be deleted.

D. Answer the following questions

1. Name the two ways to link the sheets in a LibreOffice Calc.
2. Differentiate between Relative and Absolute Hyperlink.

3. Write steps to extract a table from a web page in a
spreadsheet.

4. Write steps to register a data source that is in *.odb format.

S. State advantages of extracting data from a web page into
spreadsheet.

Lab Exercises

1. Create three sheets named Jan, Feb and March. In each
sheet store the attendance of employees for a month. Apply
count function to count the number of days the employees
were present by counting P.

2. Add another sheet named ‘Consolidated Attendance’ that
stores total attendance of three months and calculates the
percentage.

3. Create a spreadsheet containing the list of Prime ministers
of India with their tenure from the website https://
knowindia.gov.in/general-information /prime-ministers-

of-india.php. Perform steps to extract the table from the
website into a Calc Sheet and display the count of Prime
Ministers of India till date.
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CHAPTER

Share and Review a

Spreadsheet

INTRODUCTION

In LibreOffice Calc, one spreadsheet can be used by
more than one user at a time by sharing it. A shared
spreadsheet is a same sheet that can be accessed by
more than one user and can allow them to make changes
simultaneously on it. It saves the trouble of keeping track
of multiple copies of the same spreadsheet. Sharing
allows working in collaboration so that everyone can
contribute, make changes and view it.

Sharing Spreadsheet

wod L cmriilp deimonvog This g mashi bl

il bl i [ ¥ ] L

Fig 7.1: Share Document dialog window

Fig. 7.2: Confirmation dialog window for
sharing a spreadsheet

Sharing a spreadsheet is just like a
teamwork to work in collaboration with
other users. The following are the steps
to share the spreadsheet.

Step 1. Open a new spreadsheet and
save it with some name.

Step 2. Select and click on Tools >
Share Spreadsheet from main menu
bar. This will open the Share Document
dialog window as shown in Fig. 7.1
which can be used to enable or disable
sharing option.

Step 3. Click on the checkbox “Share
this spreadsheet with other users” to
share the spreadsheet and click on OK
button. This will open the confirmation
dialog window as shown in Fig. 7.2 to
save the spreadsheet to activate the
shared mode.
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Step 4. Click on Yes to continue.

Step 5. Once the spreadsheet is saved, the name of the
spreadsheet in the title bar will display (shared)
along with the name of the spreadsheet.

Practical Activity 1.1

Create a spreadsheet and save it with the name Test_1.ods

Step 1. Create the spreadsheet with the data and save it with
Test.ods, as shown in Fig. 7.3.
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Fig. 7.3: Contents of spreadsheet Test.ods

Step 2.  Select and click on Tools > Share Spreadsheet from
main menu bar. This will open the Share Document
dialog window as shown in Fig. 7.1. Put the check-
mark on the check box, “Share this spreadsheet with
other users”, as shown in the Fig. 7.1.

Step 3.  Click on the checkbox and then on OK button. It will
display the Confirmation dialog window to activate
the sharing mode as shown in Fig. 7.2. Click Yes to
continue.

Step 4. Observe that shared is added with the name of the
document in the title bar as shown in Fig. 7.4.

> T

........

Fig. 7.4: Title bar showing the spreadsheet changed to shared
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Opening and Saving a Shared Spreadsheet
I Opening a Spreadsheet
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Fig. 7.5: Message box while opening

shared spreadsheet

Fig. 7.6: Edit menu of shared
spreadsheet

Step 2.

Step 3.

| Step 4.

Step S.

To open a shared spreadsheet, follow the
following steps.

Step 1. While opening a spreadsheet which is
a shared spreadsheet, a message will appear
as shown in Fig. 7.5 that the spreadsheet is
in shared mode and some of the features are
not available to use in this spreadsheet.

Click on OK button to open the spreadsheet in
shared mode.

If you don’t want this warning option to be
displayed again, then check the mark in the
checkbox ‘Do not show warning again’.

Once the spreadsheet is saved in shared mode,
some of the features will become unavailable
for used.

Observe the Edit menu on the main menu
bar as shown in Fig. 7.6, that shows Undo,
Redo, Repeat, Paste, Links to External files,
ImageMap, Object are not available for use.

Saving a Shared Spreadsheet

Follow

the steps given below to save a shared

spreadsheet:

Step 1.

Step 2.

Step 3.
Step 4.

Step S.

After making the changes in the shared
spreadsheet, you need to save it before closing
the spreadsheet.

If two or more users are working at the same
time and the changes do not conflict, then the
message will appear stating that the spreadsheet
has been updated with changes saved by other
users.

If there is any conflict for the changes, then
resolve conflict dialog window will appear.

No other user can save the shared spreadsheet
when you are resolving the conflicts.

If another user is trying to save the shared
document and resolve conflicts, then you will be
notified with a message that the file is locked.
Now, you cannot save it.
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Recording Changes

This feature of LibreOffice Calc provides different ways
to record the changes made by one or other users in
the spreadsheet. While recording the changes, the
spreadsheet will turn off its shared feature. Follow the
following steps for recording changes:
Step 1. To enable the Record changes, first disable the

Step 2.

Step 3.

Step 4.

Step 5.

Step 6.

Step 7.

shared mode of spreadsheet.

To disable the shared mode, open the

spreadsheet “Test.ods”.

Select and click on Tools > Share Spreadsheet
from main menu bar. This will open the
Share Document dialog window. Remove the

check-mark on the check
box, “Share this spreadsheet
with other users”, and click
on OK button. It will display
the Confirmation dialog

window to disable the sharing “~———— ' :
Fig. 7.7: Confirmation dialog window to disable sharing

mode. It will give warning to
disable the shared mode of a
spreadsheet as shown in Fig.
7.7. Click Yes to continue.

Observe that (shared) word from
the name of the spreadsheet has
disappeared from the title bar of the
spreadsheet.

The feature of Track Changes >
Record under Edit menu is turned
ON as shown in Fig. 7.8, which was
disabled and not working in the shared
spreadsheet.

Now to record track changes, click on
Edit > Track Changes > Record as
shown in Fig. 7.8.

Now change name Sia to Sita in cell
B5 as shown in Fig. 7.9. Observe that
the border colour of the cell in which
data has been changed turns to red.
Also, the changed cell will display the
description if the cursor moves to the
changed cell.
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mode of spreadsheet

Fig. 7.8: Recording Track
changes under Edit
menu enabled
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Fig. 7.9: Displaying the information of
changes recorded under track changes




Step 8. Thus, by looking at the spreadsheet, other

users can easily know the changes made in the
cell and the changes made by whom.

Practical Activity 7.2

Assume that you are captain of your school cricket team. Prepare
the budget in the spreadsheet for the current academic year.
Turn ON the feature Track Changes > Record and ask other
team members to make necessary changes in the spreadsheet.

Fig. 7.10: Selecting Comment under
Track Changes

Caalwnis
Author Oe=pak Shudhabewr, $0/04/2020 1245
Texk

Thee emall id s wrong, It shouid be viaPyahog, cam

HeEl LdfEF (w8 h‘-

Fig. 7.11: Entering text in Comment
dialog window

Add, Edit and Format the Comments

In Calc, the comments are automatically added.

Also, the author or reviewer can add their own

comments as well. Follow the following steps to

add your comments:

Step 1. Select from main menu bar and click
on Edit > Track Changes > Comment
as shown in Fig. 7.10, to add your own
comments.

Step 2. This will open the Add comment window.
Enter your comments. Fig. 7.11 shows
the comments entered.

Step 3. Now to view the entered comment, click
on the cell B6 as shown in Fig. 7.12. It
shows the complete description of the
comments entered.

lbdrm-a-llmg 0 E- 5 A& - Sk -
sowranont! + 2+ B I U A-C-FEE R 7|
B = faL-m s

' C ] L
' Bn Name [Email
I hhi o bt |._-|||I||.-I|I |
: _E’ML'[ Despak Shudhakwar, 10/04/2020 12-45 42
¢ JIMona |mor The email id s weeng. & shousd be staByshoocom
g _:'RTEH__”: Cell B changed from “5id to 'SRa7

S[S.i'LH B T L. o

Fig. 7.12: Comment displayed with full description
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Step 4.

Step 5.

Step 6.

Step 7.

Step 8.

Step 9.

ELECTRONIC SPREADSHEET (ADVANCED) USING LIBREOFFICE CALC

You can also insert comments to a
cell. Click on the cell where you
want to insert comments. Then
select from main menu Insert >
Comment as shown in Fig. 7.13.

This type of comments is known
as notes or suggestions in the
spreadsheet. The box will appear
to write the comment as shown
in Fig. 7.14. The comment box
shows the comments entered as
“Contains only alphabets”. Once
this text is typed in the text box,
you can observe a coloured dot in
the upper-hand corner of the cell
where the comment is added using
insert comment.

Once the comment is added, you
can display, edit or delete it. To
perform these operations, right
click on the cell where you have
inserted the comments as shown
in Fig. 7.15. Observe the options
under popup menu.

Select the “Edit Comment” option
to edit the comments. It will take
you again to the comment textbox
to make any changes.

Select “Delete Comment” option to
delete the comment.

Select the “Show Comment” to
view the comment. By selecting
this option, the comments will be
displayed. Again when you right
click on the cell, you will observe
that “Hide Comment” option will
be activated in place of “Show
Comment”. This is because when
you are displaying the comments it
is already in show mode, which has
to be hide.
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Fig. 7.13: Insert Comment
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Fig. 7.14: Comments inserted in comment box

|| = - = &

Fig. 7.15: Right click menu options after
inserting comments




T Formatting Comment

FEVEEY P FATETRTTT  ARgrewr i LR BT ¥ TR

Fig. 7.16: Format Cells dialogue box

You can format the comment box,

R — ey just like formatting the cell contents.

T TS .

Colatine eid ' It means changing the background
o x . colour, border style, and transparency
o . of a comment. Follow the following
- Al steps to format the comment.

—— rr— P

Step 1. Right click on the cell where
the comment is added.

Step 2. Select the option “Format
cell”, which will display the Format
Cells dialogue box as shown in
Fig. 7.16.

Step 3. You can apply the various
formatting features from its tab such

as Font, font Effects, Alignment, Borders,
Background and Cell Protection. Change
the font, text colour, fill colour, line colour
for the comment box as desired and click on
OK button to apply the changes. Observe the
desired formatting features applied to the
comment box.

Let’s Practice — Save the spreadsheet with some other name.
Turn off the shared feature. Now, make some changes in the
spreadsheet. Also, add comments into the changed cells. Try
editing comments and format it with different colours.

Lk

e ——

b
Fig. 7.17: Show Changes Dialog window

EEEEETTT—— [ ¢Viewing Changes - View,

Accept or Reject Changes

Once the spreadsheet is edited by all the
members of the team. It is the final stage
before submitting the spreadsheet. In this
stage, we will go through the changes
to accept or reject to prepare the final
spreadsheet after looking at all the changes
made by the team members. Follow the
following steps to review changes.

Step 1. Select and click on Edit >
Track Changes > Show. It will open the

Show Changes dialog window as shown in
Fig. 7.17.
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Step 2. This is used to plan what all [
changes are to be displayed -

while reviewing the spreadsheet. m,,, —r— _
Step 3. Click on Edit > Track Changes e et e s ;:'; _—
> Manage to accept or reject
the changes. It will display the
Manage Changes dialog window

as shown in Fig. 7.18.

Step 3. In this dialog window, click on

the line and click on Accept or i i+ e
Accept All or Reject All button Fig. 7.18: Manage Changes dialog window to
to review the changes. accept or reject changes

Step 4. Click on Close button once the review is done.

Let’s Practice — As the changes done by other team members
in the Practical Exercise 7.4 has been recorded by the feature in
Calc, now you just review those changes and accept or reject the
necessary changes done by other team members.

Merging and Comparing

If the same spreadsheet is reviewed by different team
members and you have two different versions of the
same spreadsheet file. Follow the following steps to
merge document.

Practical Activity 1.3

Merge two files

To work on our earlier created spreadsheet Test.ods, save the

file Test.ods with another name say Testl.ods and make some

changes in the spreadsheet Testl.ods. Now, we have two files

that are to be merged.

Step 1. Open the spreadsheet file Test.ods. Note the contents of
spreadsheet Test.ods in Fig. 7.19. Also note the contents
of spreadsheet Testl.ods before merging in Fig. 7.20.

1 = s B E= & = i---...l.l:‘.__
B WA [ o o A =
| — v WE-= -i R R — "
B Name Email 'r;l'lll I -
| e ii" vy = I
| ML |1 ] & il |
B o e
ﬁlﬂ b | T l i | flff:.lj::- sy |
4 - LI Tials -
A - : A Jhe
.u = 3 |

-

Fig. 7.19: Contents of Test. Fig. 7.20: Contents of
ods before merging Test1.ods before merging
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Step 2. Click on Edit > Track Changes > Merge Document
as shown in Fig. 7.21.

Fig. 7.21: Selecting Merge Document option

Step 3.  Select the spreadsheet file Testl.ods from the Merge
OWith dialog window to open the spreadsheet Testl.
ods to merge with Test.ods and Click on Open button
as shown in Fig. 7.22.

Fig. 7.22: Open the Testl.ods from Merge With dialog window

Step 4. This will open Manage Changes dialog window as
shown in Fig. 7.23.

.....

Fig. 7.23: Manage Changes dialog window

Step 5.  Click on Accept All as shown in Fig. 7.23. to accept all
the changes which is done in the Test1.ods spreadsheet

to the Test.ods.
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Step6. Now open the firt |

spreadsheet Test.ods [E+cra:Bmu & 6+ & -
after merging and observe | ¥ mE A
its contents as Shown | « & s 2
in Fig. 7.24. Observe |. ™ Piesaica || &
that Fig. 7.24 shows the | &= Zs o 2
contents of Test.ods and | = +«khs | e
Testl.ods merged. ! !;.r'?;’.ﬂl._. s el v

I T T

HAahs ;lllm_. i i a e ]
*

| @

Fig. 7.24: Contents of Test.
ods after merging

Comparing Documents

Instead of merging two spreadsheets, one can

compare the two spreadsheets by comparing the

documents. Follow the following steps to compare
the documents. Let us compare the two earlier
created spreadsheets Test.ods and Test1.ods

Step 1. Open the spreadsheet file Test.ods. Click
on Edit > Track Changes > Compare
Document as shown in Fig. 7.25.

Step 2. This will open the Compare to dialog
window, which will allow to open the
spreadsheet to be compared. Select the
spreadsheet file Testl.ods and click on
Open button as shown in Fig. 7.26.

Step 3. This will open the Manage Changes
dialog window to accept/reject the
changes. Click on Accept as shown in

Fig. 7.25: Selecting Compare
Document option

Fig. 7.27.
Step 4. Finally click on Close button to close the

Manage Changes dialog window as Fig. 7.26: Open Testl.ods from

shown in Fig. 7.28. Compare to dialog window

— e _
Fig. 7.27: Accepting Manage Changes Fig. 7.28: Closing Manage Changes dialog window
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NoTES Check Your Progress

A. Multiple choice questions

1. Sharing allows to edit the spredshheet by
(a) single user
(b) different users simultaneously
(c) one by one users
(d) one after other users

2. Sharing spredsheet feature allows to save the changes in

(a) multiple sheets
(b) user’s sheet

(c) in a same sheet
(d) in different sheet

3. The Recording Changes feature of LibreOffice Calc provides
different ways to record the changes made by
in the spreadsheet.

(a) one user
(b) other user
(c) the user
(d) one or other users
4. In Calc, the comments are added
(a) automatically
(b) by author
(c) by reviewer
(d) all of above
5. The changes by team members in the spreadsheet can be
accepted or rejected by

(a) the team members
(b) any of the user

(c) owner

(d) other users

B. State whether the following statements are True or False
1. Spreadsheet cannot be shared to work with more than one
user?

2. Some of the features becomes unavailable when the
spreadsheet is in shared mode.

3. You can record changes in the spreadsheet when the
spreadsheet is opened in shared mode.

4. File menu is used to Record changes for the spreadsheet.

S. You can add a note or suggestion in the spreadsheet using
Insert Comment.

6. Formatting comment can be used to change the font
colour of the comment.
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C. Fill in the blanks

1.

The title bar of the document shows
along with the filename for the shared mode of the
spreadsheet.

The shared mode spreadsheet allows users to
access and edit the spreadsheet at the same time.

Recording changes automatically the shared
mode of a spreadsheet.

Click on Edit menu, Track Changes and then select
to record the changes in the spreadsheet.

The border color of the changed cell will be

is used to add notes or suggestions to a cell
in a spreadsheet.

The comment box can be formatted just like formatting
the (cell contents).

D. Answer the following questions

1.

4.

S

Define the terms

(a) Sharing Spreadsheet
(b) Record changes

Write the commands to perform

(a) Sharing Spreadsheet
(b) Record changes

Which menu is used to perform the functions

(a) Track Changes
(b) Saving Spreadsheet

What do you understand by reviewing the changes in the
spreadsheet?

Differentiate between Merging and Comparing Spreadsheet.

Lab Exercise

Anushka and Niyaz have been made the class representative.
Anushka has been asked to collect the class assignments for the
various subjects. Create a spreadsheet to store the roll number,
name of the students and subject names. Perform the following
operations so that Niyaz can access the file:

1.
2.

Enable Track changes

Add comment to show the date on which the assignment
has been submitted.

Share the document with the class teacher.
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Database
Management System
using LibreDffice Base

INTRODUCTION

Management of data is of prime importance for any
organisation. The ease of entering data, its efficient
storage, accurate and fast retrieval is the primary
objective of any database management system. In this
unit you will learn about various methodologies of data
management using LibreOffice Base, which is an open
source application.

The first chapter starts with the general concepts of
database management system, different database model
with the focus on relational database. It explains the
concept of primary key and foreign key and the various
database objects of RDBMS.

In the second chapter you will learn about LibreOffice
Base application interface, how to start and use it, how
to create database and tables, enter and edit the data in
the table. Different data types used by LibreOffice Base
have also been discussed.

After creating a table, you can edit or delete the table
and set up relations between the tables to control data
redundancy and inconsistency for proper maintenance
of a database. In the third chapter, you will learn how
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