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SYLLABUS

Y INFORMATION TECHNOLOGY (coDE - 402) AVAIN

JOB ROLE: DOMESTIC DATA ENTRY OPERATOR
CLASS - X

Total Marks: 100 (Theory-50 + Practical-50)

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

Course Outcome

On completion of the course, students should be able to:

Apply effective oral and written communication skills to interact with people and customers;

Identify the principal components of a computer system; Demonstrate the basic skills of using computer;
Demonstrate self-management skills;

Demonstrate the ability to provide a self-analysis in context of entrepreneurial skills and abilities;
Demonstrate the knowledge of the importance of green skills in meeting the challenges of sustainable development and
environment protection;

Work safely on the computer.

Start the computer.

Open and use the related software.

Exit from the software.

Shut down the computer.

Use the computer for data entry process.

Collect all necessary information about the query.

Log any decision about the query on the data entry tracking form.

Follow Rules and guidelines for data entry.

Handle queries.

Undertake data entry with speed and accuracy.

Identify and control hazards in the workplace that pose a danger or threat to their safety or health, or that of others.
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Course Objectives

In this course, the students will be introduced to the fundamental concepts of digital documentation, digital spreadsheet,
digital presentation, database management and internet security.

The following are the main objectives of this course:

# To familiarize the students with the world of IT and IT enabled services.

To provide in-depth training in use of data entry, internet and internet tools.

To develop practical knowledge of digital documentation, spreadsheets and presentation.

To enable the students to understand database management systems and have updated knowledge about digital record keeping.
To make the students capable of getting employment in Private Sector, Public Sector, Ministries, Courts, House of Parliament
and State Legislative Assemblies.

# To develop the following skills:

* e

* Data Entry and Keyboarding skills * The concept of Digital Documentation
* The concept of Digital Presentation * The concept of Electronic Spreadsheet
* The concept of Databases * Internet Technologies

Salient Features

To be a data entry operator/analyst, one requires a lot of hard work and practical hands-on experience. One should have an intensive
knowledge of Office applications, computer operations, and knowledge of clerical, administrative techniques and data analysis. Along
with this, as a data entry operator/analyst, you will be expected to have fast typing speed, accuracy, and efficiency to perform tasks.

As a data entry operator/analyst, one should improve their computer skills, numerical and literacy skills. These skills can help one
expand into a new career path in the future
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SCHEME OF UNITS

This course is a planned sequence of instructions consisting of units meant for developing employability and vocational competencies
of students of Class X opting for skill subject along with other subjects.

The unit-wise distribution of hours and marks for class X is as follows:

UNITS NO. OF HOURS MAX. MARKS
. for Theory and
for Theory and Practical Practical
Employability Skills
Unit 1: Communication Skills-II 10 2
< Unit 2: Self-Management Skills-II 10 3
& | Unit 3:1CT Skills-I 10 1
g
Unit 4: Entrepreneurial Skills-1I 15 3
Unit 5: Green Skills-II 05 1
Total 50 10
SUBJECT SPECIFIC SKILLS Theory Practical Marks
Unit 1: Digital Documentation (Advanced) 12 18 8
E Unit 2: Electronic Spreadsheet (Advanced) 15 23 10
o
E Unit 3: Database Management System 18 27 12
Unit 4: Maintain Health, Safety and Secure Working Environment 15 22 10
Total 60 20 40
PRACTICAL WORK
Practical Examination
# Advanced Documentation 5 Marks
v 20
v # Advanced Spreadsheets 5 Marks
<
o * Databases 10 Marks
* Viva Voce 10 Marks 10
Total 30
PROJECT WORK/FIELD VISIT
Any Interdisciplinary Real World Case Study to be taken.
Summarized data reports of same can be presented in base.
Input should be taken using forms and output should be 10
done using reports using base. Documentation of the case
o study should be presented using writer.
-
(-4
E PORTFOLIO/ PRACTICAL FILE:
(Portfolio should contain printouts of the practical done using 10
Writer, Calc and Base with minimum 5 problems of each)
Total 20
GRAND TOTAL 200 100
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EMPLOYABILITY SKILLS

UNIT | LEARNING OUTCOMES THEORY PRACTICAL
1. Demonstrate knowledge | 1. Methods of communication 1. Writing pros and cons of written, verbal
of various methods of ¢ Verbal and non-verbal communication
communication « Non-verbal 2. Listing do's and don'ts for avoiding
* Visual common body language mistakes
2. Provide descriptive and . Communication cycle and importance of | 1. Constructing sentences for providing
specific feedback feedback descriptive and specific feedback
. Meaning and importance of feedback
. Descriptive feedback - written comments
or conversations
= . Specific and non-specific feedback
|
Y 3. Apply measures to . Barriers to effective communication—types | 1. Enlisting barriers to effective
4 overcome barriers in and factors communication
; communication . Measures to overcome barriers in effective | 2. Applying measures to overcome barriers
8 communication in communication
g 4. Apply principles of . Principles of effective communication 1. Constructing sentences that convey all
) communication . 7 Cs of effective communication facts required by the receiver
= 2. Expressing in a manner that shows
g respect to the receiver of the message
v 3. Exercises and games on applying 7Cs of
effective communication
5. Demonstrate basic . Writing skills to the following: 1. Demonstration and practice of writing
writing skills e Sentence sentences and paragraphs on topics
e Phrase related to the subject
* Kinds of Sentences
* Parts of Sentence
* Parts of Speech
* Articles
* Construction of a Paragraph
1. Apply stress . Meaning and importance of stress | 1. Exercises on stress management
management management techniques — yoga, meditation, physical
- techniques . Stress management techniques — physical exercises
[ exercise, yoga, meditation 2. Preparing a write-up on an essay on
4 . Enjoying, going to vacations and holidays experiences during a holiday trip
g with family and friends
— . Taking nature walks
&
&
g 2. Demonstrate the ability . Importance of the ability to work | 1. Demonstrationonworking independently
< to work independently independently 2. goals
E . Describe the types of 3. Planning of an activity
ﬁ self-awareness 4. Executing tasks in a specific period, with

. Describe the meaning of

self-motivation and self-regulation

no help or directives

. Demonstration on the qualities required

for working independently
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. Preparing models on

= 1. Distinguish between 1. Classes of operating systems . Identification of task bar, icons, menu,
8 different operating 2. Menu, icons and task bar on the desktop etc.
& systems 3. File  concept, file operations, file | 2. Demonstrationand practicing of creating,
= organization, directory structures, and renaming and deleting files and folders,
249 file-system structures saving files in folders and sub-folders,
Se 4. Creating and managing files and folders restoring files and folders from recycle
8 ? bin
%8 2. Apply basic §kills for 1. Importance and need of care and | 1. Demonstration of the _procedures to
<3 care and maintenance maintenance of computer be _ followed for cleaning, care and
z=> of computer * Cleaning computer components maintenance of hardware and software
% § * Preparing maintenance schedule
S+ * Protecting computer against viruses
% * Scanning and cleaning viruses and
= removing SPAM files, temporary files
= and folders

1. List the characteristics of | 1. Entrepreneurship and society . Writing a note on entrepreneurship as
= successful entrepreneur | 2. Qualities and functions ofan entrepreneur career option
4 3. Role and importance of an entrepreneur | 2. Collecting success stories of first
> 4. Myth about entrepreneurship generation and local entrepreneurs
i 5. Entrepreneurship as a career option . Listing the entrepreneurial qualities —
é analysis of strength and weaknesses
) . Group discussion of self-qualities that
= students feel are needed to become
& successful entrepreneur
% . Collect information and related data for a
[ business
& . Make a plan in team for setting up a

business
1. Demonstrate the 1. Definition of sustainable development . Identifythe problemrelated to sustainable
knowledge of 2. Importance of sustainable development development in the community
importance, problems |3 proplems related to sustainable development | 2. Group discussion on the importance of

= and solutions related respecting and conserving indigenous
9 to sustainable knowledge and cultural heritage
= development . Discussion on the responsibilities and
n benefits of environmental citizenship,
z including the conservation and protection
L of environmental values
) rain  water

harvesting, drip / sprinkler irrigation,
vermin-compost, solar energy, solar
cooker, etc.




SUBJECT SPECIFIC SKILLS

LEARNING
UNIT OUTCOMES THEORY PRACTICAL
ApplyStyles in the Styles/ categories in Writer List style categories in Writer. Select the style
document Styles and Formatting window from the Styles and Formatting window.

DIGITAL DOCUMENTATION (ADVANCED)

Using Fill Format.

Creating and updating new style from
selection

Load style from template or another
document.

Creating a new style using drag-and-drop.
Applying styles.

Use Fill Format to apply a style to many different
areas quickly.

Create and update a new style from a selection.
Load a style from a template or another
document.

Create a new style using drag-and drop.

Insert and use
images in document

Options to insert image to document
from various sources.

Options to modify, resize, crop and delete
an image.

Creating drawing objects, setting or
changing its properties. Resizing and
grouping drawing objects.

Positioning image in the text.

Insert an image to document from various
sources.

Modify, resize, crop and delete an image.

Create drawing objects

Set or change the properties of a drawing object
Resize and group drawing objects

Position the image in the text

Create and use
template

Templates in Writer.

Using predefined templates.
Creating a template.

Set up a custom template.

Using a template

Changing to a different template.
Updating a Document

Create a template.

Use predefined templates.

Set up a custom default template.
Update a document.

Change to a different template.
Use the Template.

Update the document.

Create table of
contents

Table of contents. Hierarchy of headings.
Customization of table of contents.
Character styles. Maintaining a table of
contents.

Create a table of contents.
Define a hierarchy of headings.
Customize a table of contents.
Apply character styles.
Maintain a table of contents.

ELECTRONIC SPREADSHEET (ADVANCED)

Analyse data using
scenarios and goal
seek.

Using consolidating data. Creating subtotals.

Using "what if" scenarios. Using “what if”
tools

Using goal seek and solver.

Use consolidating data

Create subtotals

Use "what if” scenarios Use "what if” tools
Use goal seek and solver

Link spreadsheets
data

Setting up multiple sheets. Creating
reference to other sheets by using
keyboard and mouse.

Creating reference to another document
by using keyboard and mouse.

Relative and absolute hyperlinks
Hyperlinks to the sheet.

O Linking to external data.

O Linking to registered data sources.

Setup multiple sheets by inserting new sheets.
Create reference to other sheets by using
keyboard and mouse.

Create references to other documents by using
keyboard and mouse.

Create, Edit and Remove hyperlinks to the sheet.
Link to external data.
Link to registered data source.

Share and review a
spreadsheet

Setting up a spreadsheet for sharing.
Opening and saving ashared spreadsheet.
Recording changes.

Add, Edit and Format the comments.
Reviewing changes — view, accept or
reject changes. Merging and comparing.

Set up a spreadsheet for sharing.

Open and save a shared spreadsheet.

Record changes.

Add, Edit and Format the comments.

Review changes — view, accept or reject changes.
Merge and compare sheets.

Use Macros in
spreadsheet

Using the macro recorder.

Creating a simple macro.

Using a macro as a function.

Passing arguments to amacro.
Passing the arguments as values.
Macros to work like built-in functions.
Accessing cells directly.

Sorting the columns using macro.

Demonstrate the use of a macro recorder.

Create a simple macro.

Use a macro

Pass arguments to a macro

Pass the arguments as values

Write the macros that act like built —in functions
Access cells directly

Sort the columns using macro.
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DATABASE MANAGEMENT SYSTEM

Appreciate the
concept of Database
Management System

Concept and examples of data and
information,

Concept of database,

Advantages of database,

Features of database,

Concept and examples of Relational
database,

Concept and examples of field, record,
table, database,

Concept and examples of Primary key,
composite primary key, foreign key,

Database management system (DBMS)
software
Relational Data base management

system (RDBMS) software.

Identify the data and information,
Identify the field, record, table in the database,

Prepare the sample table with some standard
fields.

Assign the primary key to the field,
Identify the primary key, composite primary key,
foreign key.

Create and edit
tables using wizard
and SQL commands

Introduction to LibreOffice Base
Database objects — tables, queries, forms,
and reports of the database,

Terms in database — table, field, record,
Steps to create a table using table wizard
Data types in database.,

Option to set primary key Table Data
View dialog box

Start the LibreOffice Base and observe the parts
of main window,

Identify the data base objects

Create the sample table in any category using
wizard,

Practice to create different tables from the
available list and choosing fields from the
available fields.

Assign data types of fields, Set primary key,

Edit the table in design view, Enter the data in the
fields.

Perform operations
on table

Inserting data in the table,
Editing records in the table,
Deleting records from the table,
Sorting data in the table,
Referential integrity,

Creating and editing relationships — one
to one, one to many, many to many

Field properties

Demonstrate to:

Insert data in the table,

Edit records in the table,

Delete records from table,

Sort data in the table,

Create and edit relationships

- one to one, one to many, many to many,
Enter various field properties.

Retrieve data using
query

Database query,

Defining query,

Query creation using wizard,

Creation of query using design view,
Editing a query,

Applying criteria in query — single field,
multiple fields, using wildcard,
Performing calculations,

Prepare a query for given criteria,

Demonstrate to create query using wizard, and
using design view,

Edit a query,

Demonstrate to apply various criteria in
query — single field, multiple fields, using wild card,
Performing calculations using query in Base,
Demonstrate to group data,

Grouping of data, * Use basic SQL commands,
Structured Query Language (SQL).
Create Forms and Forms in BASE. e Illustrate the various steps to create

Reports using wizard

Creating form using wizard,
Steps to create form using Form Wizard,

Options to enter or remove data from
forms

Modifying form,

Changing label, background,

Searching record using Form,

Inserting and deleting record using Form,
Concept of Report in Base,

Creating Report using wizard,

Steps to create a Report using Wizard.

Form using Form Wizard,

Enter or remove data from Forms,
Demonstrate to modify Forms,
Demonstrate to change label, background,
Search record using Form,

Insert and delete record using Form View,
Tllustrate the various steps to create
Report using Report Wizard,
Demonstrate various examples of Report.
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MANAGING HEALTH AND SAFETY

Maintain workplace
safety

Basic safety rules to follow at workplace —
Fire safety,

Falls and slips, Electrical safety, Use of first
aid.

Case Studies of hazardous situations.

Practice to follow basic safety rules at workplace
to prevent accidents and protect workers

O Fire safety,

Falls and slips, Electrical safety, Use of first aid.

Prevent Accidents
and Emergencies

Accidents and emergency,
Types of Accidents,
Handling Accidents

Types of Emergencies.

Tllustrate to handle accidents at workplace,

Demonstrate to follow evacuation plan and
procedure in case of an emergency.

Protect Health and
Safety at work

Hazards and sources of hazards,
General evacuation procedures,
Healthy living.

Identify hazards and sources of hazards,

identify the problems at workplace that could
cause accidents,

Practice the general evacuation procedures in
case of an emergency.
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Digital Documentation
(Advanced)

4 TOPICS COVERED _
o o

® Styles ® Insert and Use Images
® Using Drawing Toolbar ® Positioning of a Graphic
® Create and Use Template ® Track Change Feature

® Create and Customise Table of Contents

In class IX, you learned how to create, format, and edit documents in LibreOffice Writer. In today's world, a professionally
styled document is highly valued. There are two ways to create an attractive digital document in Writer: manual
formatting or applying styles.

You learned manual formatting by selecting parts of a document, such as pages, paragraphs, or words, and then
applying formatting effects using the Text Formatting toolbar. To ensure consistency in formatting different sections
with the same style, you had to repeat the steps for each part of the document. Thus, any changes to formatting
required repeating the entire process throughout the document.

Manual formatting is popular because it is easy to use and requires less expertise. However, creating a large report
with consistent formatting becomes difficult with manual formatting. To avoid inconsistencies and reduce the time and
effort spent on 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 templates to format the current document.

dm==d STYLES

A style is a collection of different formatting saved by a specific name and then applied to different sections of the
documents containing text, tables, lists, etc. It saves your time of selecting different sets of formats when working on
a long document.

Let us assume that the science teacher has given you a project called “Say No To Single Use Plastic” to be made in
LibreOffice Writer. You need to use Font-Algerian, Font Size-20, Colour-Dark Blue, Underline, Bold for the main title.
Then for the normal content you want to keep Font-Arial, Size-14, Colour-Black. For the subheadings you want to
keep Font- Times New Roman, Size=16, Colour-Grey. With so many variations, such formatting in a project is time-
consuming and requires a lot of patience.

Styles help you save your set of formats with a specific name. Whenever a set of formats is needed in a document,
using a specific style name helps you accomplish the same set of tasks.

LibreOffice Writer supports different types of styles as given below:

e Paragraph styles: They are used for formatting the paragraphs such as text alignment, tab stops, line spacing, and

borders, and can include character formatting. Once the page format is decided, the next step is to organise the
document content into paragraphs. A paragraph begins and ends by pressing the Enter key.

r§| . W Digital Documentation (Advanced) !13\




e Character styles: They are used for selected text in a paragraph. It includes font name, font size, bold, italics,
underline, superscript, subscript, etc. By using character styles, you can change the appearance of a part of a
paragraph without affecting the other part.

* Frame styles: Frames are used to format images and text within a document, including features such as borders,
backgrounds, and columns. By using frames, a document can be organised into sections, allowing each section to
have a distinct appearance. Frames act as containers that can hold text, graphics, and lists.

e Page styles: They are used for formatting the pages. It includes margins, headers and footers, borders and
backgrounds. A document can have one or many page styles. If a page style is not specified, Writer uses its built-in
default page style.

e List Styles: They are used for determining the appearance of bulleted or numbered lists, including the type of bullets
or numbering, indentation, and spacing.

e Table Styles: They are used for determining the appearance of tables, including borders, shading, alignment, and
text formatting within table cells.

Using Styles in a Document

Suppose, a user wants to keep the heading aligned to centre in uppercase and blue colour with larger font in several
pages of a document. In normal case, he has to apply each of the formatting options (alignment, font, colour) each
time on the repetitive content, thus making the process lengthy. But when the related formatting commands are
stored in a ‘Style’, he can apply that ‘style’ on each selected content to apply all actions at one go.

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

There are two ways to apply an existing style:
e By using Style pane
e By using Fill Format Mode

The Style Pane (File Edit View Inset Fomat So)
In LibreOffice Writer, Styles pane is used to apply, create, edit, add and remove formatting E-B-0e
styles. To apply a style using Styles pane, follow the given steps: Preformatted Text y:
Step 1: Select the text on which you want to apply a style. Im ;‘;:;lz’;::a;"zme
Step 2: Click on Show the Styles Sidebar icon A, present on the left corner of the Body Text
Formatting (Styles) toolbar. If the toolbar is not visible then, click on View — Title
Toolbars, and enable = Formatting (Styles). Subtitle
Heading 1
OR .
Heading 2
Click on Set Paragraph Style drop-down list at the left end of the Formatting toolbar Heading 3
or Formatting (Styles) toolbar and click on the More Styles option. Heading 4
Block Quotation
Preformatted Text
OR More Styles. ..

Click the Manage Styles option from the Styles menu in the menu bar.

OR
To open Styles pane:

Click the Styles option from the View menu in the menu bar.
OR . :
F11
Click the Styles icon in the Sidebar. | ’

-l 14 | Information Technology-X El i -
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The Styles pane will open.

Character Styles | |ist Styles

-! Page Styles

Frame Styles Addressee

Block Quotation

~  Complimentary Close
-  Endnote

Footnote

Frame Contents

[ Header and Footer

= Heading
Harizontal Line
. . ®
Selecting "Show Preview" at the L | # Index
bottom displays the style and @ show previews [ Spatlight It allows you to select the filter for
name in the list. Hierarchical the style list above, with the default

L set to "Hierarchical ."

Step 3: Select the Character Styles icon in the Styles pane.

Step 4: Out of the list of Character Style displayed, select the Caption Characters option. The style will be applied to
the text category.

Fill Format Mode

You can apply style quickly by clicking on the Fill Format Mode icon ( rf ) present in the right top corner of the Style
pane.

Fill format copies the style of an existing content and then applies to the area selected after that. It is basically a
shortcut for applying style. You copy the style using Fill Format Mode and then apply it to many scattered characters,
paragraphs, lists, etc. in a document.

To apply Styles using Fill Format Mode, follow the
given steps:

B Uetiicd 1 — LibraDfica Weiksr - o =
Ela Edi View buat Forai Gplm Table Fom Tech Widow Halp
B-E-R-08 R XM0MGH-¢

Defult Pragraph e <] B g7 | [Liberaton st
Ap [DeutPomgaphsnde <)% A2 A (T H H: Hi Ay Q< A E 8§ <5 A= EIE

Step 1: Select the text that has the formatting you

want to copy. I SRR 1 A i J 2 A . 4 ; L LU e Tx
PY yymrree [@s-

AT B-EHihE

|}
1
e =] B T U-5]% & 4 A-

Step 2: Open the Styles pane. It shows the style
that is applied to selected text. Let us take
the example of Character Styles—Strong

Emphasis.

Step 3: Click the Fill Format Mode icon present in
the right corner of the Style pane. This will

copy the style.

Global : Myth ar Reality
dobal w s simply defined a5 an increase in the avernge global temperatures. Though, it is £

PLACEROLDES
Quotation

environmental problem, it has seriows implications on the global economics, geopolitics, society, L.

humanity and all living beings.,

Ginbal warming is one of the most controversial scieneific tssues of the 21* century, challenging the
ery stracture of our global soctety. Though, there has been coatroversies betwesn
scientific thought, ane calling it is a myth and the other comsidering i is reality, there is suffident

evidence o suppart the later;

Seurce Text
owo schoals of

Teletype

User Entry

Varfable

Vertical Numbering Symbals
Visited Internet Link

Ed show previewa (] Spotight
¥ | Sees

EFTYOOH e

<
Page 101 Selected: Ewords, 14 characters Defouk Page Syle. 1]

WO -————+ %

Now, your cursor will change to a paintbrush icon, indicating that the Fill Format Mode is active.
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Step 4: Click on the text where you want to apply the same formatting. The style is copied to the selected text.
You may repeat this step to apply the same style to some other section of the document.

Step 5: Click on Fill Format Mode icon again in the Style pane to deactivate this mode or press the Esc key.

Creating a New Style

Sometimes we need to apply a style which is not available in the already created style lists. At that time, we can create
a new style with our choice of group of formats and save it by a specific name. This newly created user-defined style
format will be available only for the current document and cannot be used in some other file because it is not saved
in the Style pane.

There are two methods of creating new style which are as follows:

¢ Creating New Style from the Selection
¢ Creating New Style by Drag and Drop Method

Creating New Style from the Selection

To create a new style, follow the given steps:
Step 1: Select the text.
Step 2: Apply a group of formats like Font Type: Verdana, Size:16, Font Style: Bold.

Step 3: Open the Styles pane and click on Styles actions icon.

Step 4: Click on the New Style from Selection option.

| Styles R
Pymreze =AHE
| No Character Style New Style from Selection
Update Selected Style
Bullets Load Styles from Template
Capticn Chamacters @
Definition D
Drop Caps
b4
Emphasis E?
Endnote Anchor E%
Endnote Characters
Example
Footnote Anchor

[ Show previews [ Spadight

Al Styles

w

RO —————+ %

B Uneiicd 1— LibraDfic Wittse e,
Fia Edi Viw bt Format Sile Table Form ook Windew Help
B-E-B-D@aR XBE-2/9-C- 4% B-BaEHBE-C-'&2HF »
Dottt ragrph Ste [v] B A |[Verdana Flie B I W -5 x x|
Ao [Dcmstpamgapninte 0| A7 A T H O H H: Ay Qo< A E 5 <= A = =
ix Tooore iz i e Al ¢ st =
vorrze =@iLE| [ - ]
e
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Find on GooOgle
How many predefined styles are available in LibreOffice Writer?

The New Style from Selection dialog box opens.

Step 5: Give a new name to this newly created style. Here, we entered MYSTYLE.

Step 6: Click on OK button to save the style.

Mew Style from Selection s

Enter new style name:
[MysTYLE
Custom styles for current document

Help | OK | | Cancel

Now, the newly create style is displayed in the list in Style pane, as shown below:
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Creating New Style by Drag and Drop Method

The steps to use drag and drop methods are as follows:
Step 1: Open the Styles pane.

Step 2: Select the text whose style you wish to copy.
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Step 3: Drag the text towards Style pane. It will open the New Style from Selection dialog box.
Step 4: Type new name for the style. Here, we typed UnderlineStyle.
Step 5: Click on OK button to save it.

New Style from Selection X

Enter new style name:
[Underlinestyle
Custom styles for current document

Now, the newly create style is displayed in the list in Style pane.

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.

Modifying Style

Both the types of styles whether user-defined or predefined, can easily be modified in LibreOffice Writer. Any
modification you do in an existing style will be applicable only in the current document. If you wish to apply the
changes in other documents, then you need to do the modification in the template or you can copy the modified style

into the other documents.
The two different ways used to modify styles which are as follows:
I. Updating a style from a selection
To do this, follow the given steps:
Step 1: Select the text whose style you want to modify.
Step 2: Open the Styles pane.
The applied style is automatically selected in the Styles pane.
Step 3: Modify the formatting of the selected text.
Step 4: Click on Styles actions icon.
Step 5: Select the Update Selected Style option from the drop-down list.
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The existing style, Strong Emphasis will be updated with new formatting.

Styles T X
TWRE e A
Quotation ™

Source Text
s L
Teletype

UnderlineStyle

User Entry

Variable

Vertcal Numbering Symbols

Visited Internet Link

[ Show preuiewsl:‘ Spotlight
Al Styles ~

Il. Load or copy styles from another document or template

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 with the same appearance as the existing one. To do this, follow the given steps:

Step 1: Open the Styles pane.

Step 2: Click on Styles actions icon.

Step 3: Select the Load Styles from Template option from the drop-down list.
The Load Styles from Template dialog box appears.

Step 4: Select the categories of styles to be copied.

Step 5: Select Overwrite if we want the styles being copied to replace any styles of the same names in the document
we are copying them into.

Step 6: Click the OK button.

Load Styles from Template X

Categories Tem
My Templates ~

Business Correspondence

Drawings

Localization

MediaWiki

Other Business Documents

Personal Correspondence and Document

< >
[ Paragraph and Character [ Frame [J Page | By selecting Overwrite option,
[ List Overwrite £ the styles being copied will

replace any existing styles with

Help | FromFile.. | Cancel the same name.

If you need to copy styles from a file, then select the From File button in the Load Styles from Template dialog box

instead of the Template option. This action prompts an Open dialog box where you can pick the desired document

from your computer.
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Note that whenever a new document is created, the Writer applies default style(s) to it, and the same is displayed in
the status bar. It depends on you whether you wish to retain the default style or change it.

=) INSERT AND USE IMAGES

A well-designed interactive document is simple to read and understand. A word processing application includes
many capabilities that allow you to create interactive documents. A document with graphics is usually easier to grasp
than a plain written document. Images are available in various forms like drawing, charts, photos, logos, or graphs,
which communicate information in a highly efficient manner because our brains can understand and recognise visual
information much faster as compare to text or other forms of data. In digital documents, these visual information or
images serve as powerful tools for conveying information, enhancing understanding, and engaging readers.

A picture is a digital image, which is represented in finite set of digital values 0 or 1, known as pixels. This digital image,
can be downloaded from the internet, scanned using a scanner, picture taken using a digital camera, or create an
image using any image software. All these forms of digital images are stored in various types of graphics files with the
file extension, such as GIF, JPG, JPEG, PNG, BMP, etc. and can easily be used in LibreOffice Writer.

Inserting an Image File

LibreOffice Writer allows to work on images, shapes, charts and diagrams by providing various tools. The image file
saved in a computer can be inserted using any of the given methods:

® |nserting an image using Insert menu

* Inserting an image using Drag and Drop method

¢ |nserting an image using Copy and Paste option

e |nserting an image using a scanner

* Inserting an image by linking

¢ |nserting an image from LibreOffice gallery

Using Insert Menu

To insert image using Insert menu, follow the given steps:
Step 1: Open the document in which you wish to insert an image.

Step 2: Click on Insert menu and select the Image option.
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The Insert Image dialog box opens.

Step 4: Select a specific folder and subfolder and click on the image file that you wish to insert. In this case, we have
selected the Tulip image.

Step 5: Click on Open button.

B Insert Image H
- v 4« Mew Volume [F) » Images v B Szarch Images o
Organize »  New folder =l M @

B Deskicp -

[Z| Documents = —,
& Dowmlzads W
B Music

= Pictures Tulip

B Videos

‘i Locol Disk [C:)

= Local Disk E (E:}

= Mews Volume [F)
w

[ Link
File name: | Tulip ~| | «All images> (*.bmpe*.def*er ~
Style: | Graphics - Open | cancel

The image will be inserted at the desired position.
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Notice that the selected image is bordered by eight little squares.

Subject: To access the Insert Image dialog box

You can also access the Insert Image dialog box by clicking the Insert Image option from the
Standard Toolbar.

Using Drag and Drop Method

To insert image using drag and drop method, follow the given steps: To open File Explorer:

Step 1: Open the document in which you wish to insert an image.

Step 2: Open File Explorer and locate the image you want to insert.

[ | \
Step 3: Select the file and drag it into the desired place in a document. = _.+‘ 3
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Step 4: After reaching the desired place, release the left mouse button. You will see the image inserted into that

selected place in the document.
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Using Copy and Paste Option (Using Clipboard)

To insert image using copy-paste option, follow the given steps: To copy the content or
Step 1: Open the document and select the picture which you wish to copy. item

CR ctrl + €

Select the image from the desired location. :
Step 2: Click on the Edit menu and select the Copy option.

The image will be copied to the clipboard.

Step 3: Move to the location where you wish to paste the copied image from To paste the copied

the clipboard. Note that if the document is closed before you paste content or item

an image then you might lose the image from the clipboard. I =

Ctrl ‘+ B

Step 4: C(lick on the Edit menu and select the Paste option. e |— J

Inserting an Image Using a Scanner

If the scanner is connected to the computer and you wish to insert a scanned image, then this method is the most
convenient way of uploading an image and placing it in a document. To do this, follow the given steps:

Step 1: Click on Insert menu and select Media option. A submenu appears.

Step 2: Select the Scan option. A submenu appears.

vz o
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Step 3: Click on Select Source option from submenu.
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The Select Source dialog box opens.

Step 4: Select the source and then click the Select button.

The scanner will be activated and the image will be scanned and uploaded. After this you can place it in the desired
location in your document.

Subject: To insert picture/image from LibreOffice Draw/Impress:
Step 1: Click in the document where you want to insert the image.

Step 2: Open LibreOffice Draw or Impress document containing the image to be inserted. In this
case, we have opened LibreOffice Draw.

Step 3: Select the image in the document.

Step 4: Drag image from Draw to Writer.

Inserting an Image by Linking

If you need to put the same picture in a document

. ) . ) B insertimage >
many times, it's better to save a link to the picture e
) ) . ) 1+ <« MewVolume (F) + Imeges v | O Search lmages -4
instead of putting the picture directly. When you
. i . ; . Organize = New folder = - m @
insert a link, it saves the address of the image instead = Detion R
of the whole image. This reduces the size of the £ Documents :
document because it only keeps one copy of the ¥ Downloads M
picture in a separate file along with the document. é?”:'c -
ctures u|p
B videos

When you open the document containing the link, o Lo o

the image file is combined with the document where _ Locsl DiskE €
the link was stored and presented to the user. = NewVolume (F) _
. . o L [ Link
You can link the image file in the document by clicking |¢ |
. . . File name: | Tulip v | | <Allimages> (“.bmp*.dxf*er v
the Link check box in the Insert Image dialog box, as
8 g Style: |Graphics w Cancel

shown in below figure:
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To link an image — drag
and drop the image while
holding the

Ctrl + | Shift

From the LibreOffice Gallery

Gallery is a collection of objects like graphics and sound files that can be easily inserted in a document.
The steps to insert an image in the document from Gallery are as follows:
Step 1: Click on Gallery icon ( ‘@ ) present on the Sidebar.

OR

Click on the View = Gallery option from the menu bar.

OR

Click on the Insert = Media = Gallery option from the menu bar.

The Gallery pane opens.
Step 2: Select the category from the list provided. The images related to the selected category is displayed.
Step 3: Right-click the desired image from the displayed images.

A context menu appears.

Step 4: Click on the Insert option from the context menu.

i Gallery ? X

Flow chart
B Icons
Network
& Shapes
B Sounds

>

Do e

Tt

i

% Irsert
Previen To open the Gallery pane:

Copy

-

‘Alt +

3

EE D= New... L

< >

OR

Right-click the desired image and click on the Copy option from the context menu. Then, paste the copied
image in the document.

OR

Select the desired image and then drag and drop to the document.
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Step 5: Click on the Gallery icon in the Sidebar to close the Gallery pane. Or, click the Close () button in the Gallery
pane.

Modifying an Image

When you insert a new image, you may need to modify it to suit the document. Modifying an image means to make
changes in an image like crop, resize, add border, etc. Here we will discuss the use of the Image toolbar for resizing,
cropping, and a workaround to rotate a picture.

Using an Image Toolbar

As soon as an image is inserted or selected in a document then the Image toolbar automatically appears on the screen.
If in case it is not visible, then go to View menu and select the Toolbars = Image option. Using the Image toolbar, you
can edit the image in different ways.

'lrnnge -

- x
# P MEESARLALDOR 5 ®

The tools on the Image toolbar are given below:

/;. Filter Itis also known as an image filter bar. It has various filters which can
be used on the selected image.
It helps you to change the modes of the image to Grayscale, Black/
Default ~
2 Image Mode White, and Watermark.
E It crops an image. By removing unwanted background elements
D.;:f Crop Image . . .
and create a focus on your desired object in the image.
% Flip Vertically It flips the selected image vertically by 180 degree.
AB Flip Horizontally It flips the selected image horizontally by 180 degree.
= Rotate 90° Left It rotate the selected image 90 degree to left.
2\ Rotate 90° Right It rotate the selected image 90 degree to right.
E Rotate It rotates the image at any degree in any direction.

It helps you to change the transparency of the image selected.
0% = Transparency Useful for creating watermark or making transparent to keep it as
a background.

It helps you edit the colour properties of the image selected. Red,
Qg} Color Blue or Green colour can be modified or adjustment for brightness,
contrast and gamma can be made.

Using Color Tool Color ¥ X
Clicking on the Color button will display the colour drop down list as shown in figure. 8o :
It consists of six components in the drop-down list. One can increase or decrease the percentage of e
these components. The first component represents the three primary colours Red, Green and Blue, B
respectively. The fourth component represents the Brightness, fifth component represents the Contrast i =
and last sixth component represents the Gamma. O =
1.00 2
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G O A
The Filter tool has a drop-down arrow which expands to show various filters that can be applied on
a [ d IE the selected picture. The effect of these graphics filters are given below:

Using Filter Tool

/7 B ¥
E, — For a grayscale it inverts the brightness. For coloured image it inverts
the colours.
O Smooth It softens the contrast of the image.
A Sharpen It increases the contrast of the image.
,’ Remove Noise It removes single pixels from the image.
‘a
D Aging It brings the impact of time with the age.
Posterize It makes the image appear like a poster with less colour combinations.
r Pop Art It displays the image in the modern art style.
/. Charcoal Sketch It give a charcoal effect to the image.
Relief It displays a dialog box to adjust the light source to give a shadow effect.
F Mosaic It displays the image as a group of pixels.

Follows the given steps to use Filter tool:
Step 1: Insert an image in a Writer document. The Image toolbar appears.
Step 2: Click on the Filter tool. A drop-down menu appears containing different icons of filter effects.

Step 3: Click on the desired filter effect. In this case, we have clicked on the Mosaic effect.
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The Mosaic dialog box appears. Mosaic X

Step 4: Change the Height and Width values in the respective boxes. ""*"p‘r‘*’:z"“

Step 5: Click on the OK button. (T
Height

The Mosaic filter will apply on the image. dp?xels
Eﬂhanceedgﬁ
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Using Image Mode Tool

The Image Mode tool helps you change the mode of the image. It contains following options:
e Default: It is default displayed and brings no changes to the graphic object.
e Grayscale: It changes the image into grayscale.

o Black/White: It converts the pixels of the image into black and white depending on the brightness
of the pixel.

e Watermark: It increases the transparency of the image to give it a watermark effect.

Follow the given steps to use the Image Mode tool:

Step 1: Select the image in the document on which you want to apply Image Mode tool. The Image toolbar appears.
Step 2: Click on the Image Mode tool. A drop-down menu appears.

Step 3: Select each option one by one and see the effect on the image.

Grayscale Black/White Watermark

Changing the Image Colours Using Color Tool

Color tool present on the Image toolbar helps you to change the RGB colour combinations along with brightness,
contrast, and gamma of the image. Follow the given steps to use the Color tool:

Step 1: Select the image in the Writer document.
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Step 2: Click on the Color tool from the Image toolbar. The Color toolbar appears with Red, Green, Blue, Brightness,
Contrast, and Gamma options.

Step 3: Change the values according to your requirement in respective boxes. As you change the value of any option
the effect of t he change appears on the image.
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Using Image Dialog Box to Edit an Image

We can also edit an image by using the Image dialog box. We can open the Image dialog box by right-clicking on the
image and selecting the Properties option or by pressing the F4 key from the keyboard, as shown below:

Ll
&
X cm Crrl+X
B copy CtrlsC
& Poste Cirle¥
| Cop
Edit with External Tool
[ Compress
| sove.
& Anchar ]
IE Wap ]
& align Objects '
l_l:__’ Arrange ]
J&  Rotgte or Flip '
Q Insert Caption...
[l Propeties.  F4
It will open an Image dialog box as shown below:
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The Image dialog box has the following tabs that can be used to make different adjustments to the image inserted:

Position and size: Changes the size, position, and anchor of the image.

Option: Assign a name to the image, set the alternative text for mouse hover, and protect image against modifications.
Wrap: Deals with the text around the image as well as the spacing between the image and text.

Hyperlink: Links URL to an image or establish an image map.

Rotation: Flips the image horizontally or vertically as well as rotate the image.

Crop: Crops the image (cut the unwanted portion), scale the image and set its size.

Borders: Add border to the image, format it, and apply shadow on it.

Area: Madifies the background of the image.

Transparency: Specifies the transparency for the image as well as sets the gradient options.

Macros: Assigns macros to the image.

Cropping an Image

Cropping an image involves removing unwanted portions of the image to focus on a specific area or to improve its

composition. It is equivalent to using a scissor to cut the unwanted part. To crop an image, perform the following

steps:

Step 1: Select the image in the Writer document.

Step 2: Click on the Crop Image tool from the Image toolbar.

Notice that, the eight little squares surrounding the image will be transformed into blue handles.

Step 3: Click and drag the handles on the image to adjust the crop region as desired. You can crop from any side or

corner, as shown in below figure:
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The image is cropped, as shown in below figure:
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You can also crop an image by using the Image dialog box, as shown in below figure:
Imags »
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meight |12 [2 Height 2717 B
- ]

The options available for cropping in the Image dialog box are as follows:
e Keep Scale: It means the resizing of an image will not occur when the cropping of an image is done. This will cut the
unwanted part of the image without altering its size.

e Keep image size: The image size will enlarge when the green handles are dragged towards outwards. The image size
will be reduced when dragged towards inwards.

e Left, Right, Top, and Bottom: Cropping will occur from left, right, top and bottom by typing the values. These values
will work according to the choice made between Keep scale and Keep image size.

¢ Width and Height: The Width and Height fields are given both for Scale and for Image Size. You can alter depending
on the option selected.
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Rotating an Image

Rotating an image in LibreOffice Writer serves multiple purposes, including alignment for better integration with text,
enhancing visual appeal by adding dynamism to the layout, proficiently managing space limitations, drawing attention
to specific details within the image, etc. To rotate an image, perform the following steps:

Step 1: Select the image in the Writer document.
Step 2: Click on the Rotate tool from the Image toolbar.
Notice that, the four dots (handles) appears surrounding the four corners of the image.

Step 3: Click and drag the handles on the image to rotate an image. You can rotate an image from any handles, as
shown below:
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The image gets rotated, as shown in the below figure:
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Resize an Image

Sometimes an image size is required to be altered in a document either by increasing its size or by decreasing its size.
Resizing is the process of reducing or enlarging the size of the image. The resizing of a picture will alter the resolution
of a picture. The steps to change the size of the image are as follows:

Step 1: Select the image in the document.

Notice that the selected image is bordered by eight little squares.

Step 2: Place the mouse pointer over one of the square so that it changes to a double headed arrow.

Step 3: Drag the double headed arrow in the direction of resizing the image. If you drag it inwards the size of the
image decreases. If you drag it outwards the size of the image increases. 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.

Step 4: If you wish to keep the original proportions of the picture then press the Shift key and click on any one of the

corner square and then drag it. After doing the desired change, release the mouse button.

Delete an Image

To delete an image, perform the following steps:
Step 1: Select the image in the document that you want to delete.
Step 2: Press the Delete key.

The image is deleted from the document.

&) USING DRAWING TOOLBAR

The Drawing Toolbar is a collection of tools used for drawing objects and giving effects to these objects. A set of
drawing tools available in Writer are easy to use and help in creating good-quality designs, diagrams, and drawings.
Once When you create the drawings, you can directly place them in the document. These diagrams can also be copied
or imported into other packages. You can open the Drawing toolbar by clicking the View = Toolbars = Drawing option
from the menu bar. Following are the different tools in the Drawing toolbar:

-l 32 | Information Technology-X El i -
1

Drawing v X
RN—=-¥¢-H>»RIOOOOCOANIC-O-=-%-O-B-GlEF
N N N N A A P D (Y N A A AN P P8 S i P S s a8 P W 8 A AN
] i IL t‘fll é fli ; ili é 1|0 11 12 13 l 1|5 1|6 1|7 l 1|9 2|0 2|1 2|2 23 2|4

1. Select 9. Square 17. Stars and Banners

2. Insert Line 10. Ellipse 18. Callouts Shapes

3. Line and Arrows 11. Circle 19. Flowcharts

4. Curves and Polygons 12. Isosceles Triangle 20. Callouts

5. Curve 13. Right Triangle 21. Insert Textbox

6. Polygon 14. Basic shapes 22. Insert Fontwork Art

7. Rectangle 15. Symbol shapes 23. Toggle Point Edit Mode

8. Rectangle Rounded 16. Block Arrows 24. Toggle Extrusion



Let us make a rectangle using the Rectangle tool. To do this, perform the following steps:
Step 1: Move to the location in the document where you wish to draw a rectangular.

Step 2: Select the Rectangle tool from the Drawing toolbar.
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The mouse pointer changes to a thin plus sign.

Step 3: Drag and then release the mouse button to create a rectangular shape of an appropriate size.
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The mouse pointer is still with a thin plus sign which means you can draw as many shapes as you want.

Step 4: Click on the Select tool on the Drawing toolbar or press the Esc key to get your original mouse pointer shape.

Resizing a Drawing Object

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.

An object drawn using a Drawing toolbar can be resized using two different ways, which are:

¢ Using Handles of the Object
¢ Using Format Menu

Using Handles of the Object
This process is similar to the steps we used to resize an image, which are as follows:

Step 1: Select the object to make it active with the handles (little square) around the edges.

Step 2: Place the mouse pointer over one of the edges so that it changes to a double headed arrow.
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Step 3: Dragthe double headed arrow in the direction of resizing the object. If you drag it inwards the size decreases.
If you drag it outwards the size of the image increases.

Step 4: If you wish to keep the original proportions of the picture then press Shift + click on any one of the corner
handles and then drag it. After doing the desired change, release the mouse button.
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Using Format Menu
To resize a drawing using Format menu, follow the given steps:
Step 1: Select the object that you want to resize.
Step 2: Click on Format = Text box and Shapes = Position and Size option from the menu bar.
OR
Right-click the object and then select the Position and Size option from the context menu.
The Position and Size dialog box will appear.
Step 3: Specify the width and height of the object in the Width and Height text boxes, respectively under the Size
category.
Step 4: If the Keep ratio check box is checked, then the proportion of the object is maintained at the time of resizing.
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Is the FontWork Gallery available in LibreOffice Writer? | 4§ Q

Grouping the Drawing Objects

Grouping of the drawing objects is the process of combining two or more objects to behave as one object. It becomes
easier to move, cut or copy the grouped objects. The number of objects grouped can easily be ungrouped.

The steps to group the objects are as follows:

Step 1: Select multiple objects by using mouse click and holding the Shift key.
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Step 2: Click on the Format = Group option and then select the Group option from the sub menu.
OR
Right-click on the selected objects and then select the Group option from the context menu.
OR

Select the Group option from the Drawing Object Properties toolbar.
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The selected objects get grouped into one object.
In LibreOffice Writer, the options you mentioned relate to working with grouped objects, such as images or shapes.

e Group: This option allows you to select multiple objects, such as images or shapes, and group them together as a
single object. Once grouped, you can move, resize, or manipulate them as a single entity.

e Ungroup: If you've previously grouped objects together and want to edit them individually again, you can use the
“Ungroup” option. This separates the grouped objects back into their original individual components.

e Enter Group: This option is used to enter the editing mode of a grouped object. When you have a grouped object
selected, you can use “Enter Group” to access and edit the individual components of the group.

e Exit Group: This option is often used when you’re editing objects within a group. When you're inside a grouped
object, such as when you’ve double-clicked on a group to enter it, “Exit Group” allows you to exit the group editing
mode and return to the main document editing mode.

Changing Properties For Drawing Objects

Whenever an image or a graphical object is inserted in a document then its properties like colour, contrast, brightness
etc. can easily be modified using the Drawing Object Properties toolbar. You can access it by clicking on the View 2>
Toolbars = Drawing Object Properties option. It is a floating toolbar, and can be placed anywhere on the screen, as
shown in below figure:

Crawing Object Properties v X
A U N (R A (A N I I I A A
1 23 456 7 8 9101112 1314 15 16 17 18 1 20 21 22 23 24 2526 27

1. Select Anchor for Object 10. Forward One 19. Area Style/Filling

2. None 11. Back One 20. Fill Color

3. Parallel 12. Send to Back 21. Rotate

4. Optimal 13. To Foreground 22. Toggle Point Edit Mode

5. Before 14. To Background 23. Group

6. After 15. Arrow 24. Ungroup

7. Through 16. Line Style 25. Enter Group

8. Align Objects 17. Line Thickness 26. Exit Group

9. Bring to Front 18. Line Color 27. Insert Caption

The steps to use the tools from the above toolbar are:
Step 1: Draw a line using a Drawing toolbar.
Step 2: Select the line with the square on its edges.

Step 3: Select the Line Style tool present on the Drawing Object Properties toolbar to change the style of the line. It
will display the list of different line styles like dotted, dash, thick, double, etc.

Step 4: Specify the width of the line in the Line Thickness text box present on the Drawing Object Properties toolbar.

Step 5: Choose the colour for the line in the Line Color option on the Drawing Object Properties toolbar.
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The specified settings are applied to the object, as shown in the below figure:
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After the changes are done, click on any other part of the document to remove the square handles from the line
drawn. Changes done in properties of an object, before creating it, are available only for current session.

=L POSITIONING OF A GRAPHIC

Whenever you place any graphic in a document then the given four settings play an important role:
¢ Anchoring

* Arrangement

¢ Alignment

¢ Text wrapping

These settings can be accessed from different ways:

¢ For both image and objects: Click on the Format menu in menu bar and then select the Arrange, Wrap, Anchor
from the list.
OR

¢ For both image and objects: Right-click on the graphics in the document and then select the desired option (Align
Objects, Arrange, Wrap, Anchor) from the context menu.
OR

¢ For both image and objects: Click on the object and then select the desired option from the Drawing Object
Properties toolbar.
OR

e For Image: You can use anchor and wrap features of the image from the Position and Size and Wrap tabs,
respectively of the Image dialog box. You can access this dialog box by selecting an image and then clicking on the
Format = Image = Properties option from the menu bar or right-click on the image and select the Properties
option from the context menu.
OR

¢ For object: You can anchor the object from the Position and Size tab of the Position and Size dialog box. You can
access this dialog box by selecting an object and then select Format = Text Box and Shape = Positions and Size
option from the menu bar or right-click on the object and select the Positions and Size option from the context
menu.
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Anchoring

Anchoring refers to the reference point for the graphics. An image always has an anchor point. It specifies the
relationship between the graphic and the text surrounding it. Anchoring allows an image to retain its position to a
page, paragraph, character or frame. So whenever a page, paragraph, character or frame is aligned, the anchored
image moves along with it.

The following anchoring options are available in the LibreOffice Writer:

e To Page: The object or image remains in the same position in relation to the page margins. It does not move after
adding or deleting text or other images. This method is useful when the object or image is not required to be visually
associated with a particular piece of text.

¢ To Paragraph: The object or image is visually associated with a paragraph and moves along the paragraph too. It may
be placed in the margin or another location.

e To Character: The object or image is associated with a character but is not in the text sequence. It moves with the c
but can be placed in the margin or another location.

e As Character: The object or image is placed in the document like any other character, and therefore, affects the
height of the text line and the line break. The graphic moves with the paragraph as we add or delete text before
the paragraph. This method is useful for keeping screenshots in sequence in a procedure (by anchoring them as a
character in a blank paragraph) or for adding a small (inline) icon in sequence in a sentence.

¢ To Frame: If the object or image has been placed in a frame, we can anchor the graphic in a fixed position inside the
frame. The frame can then be anchored to a page, paragraph or character as required.

When an image is inserted, an anchor icon appears on the left side of image. We can position an anchored item by
dragging the item to another location.

To change the anchoring options of an image, perform the following steps:

Step 1: Right-click on the image and select the Anchor option from the context menu.
A sub-menu appears on the screen.

Step 2: Select the desired anchor option from the submenu.

To Page: In the below figure, the image is anchored to page:
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Now, when we add a new paragraph in the document. The position of image remains fixed in its position but the
paragraph moves, as shown in below figure:
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To Paragraph: In the below figure, the image is anchored to paragraph:
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Now, when we add a new paragraph in the document. The image shifts downwards with paragraph, as shown in

below figure:
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Global Warming: Myth or Reality

Global warming is simply defined as an increase in the average global temperamres. Though, it is an
environmental problem, it has serious implications on the global economics, geopolitics, sociery,
mmanity and all living beings.

Global warming is simply defined as an increase in the average global temperamres. Though, it is an
environmental problem, it has seriou: implications on the global economics, geopolitics, society,

®

Global Warming
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manity and all living kem,ggf(iq_hgl ‘warming is onz of the most controversial scientific issues of the

Ilst century, challenging the very structure of our global society. Though, there has been controversies

between two schools of scientific thought, one calling it is a myth and the other considering it is reality,

there is sufficient evidence to support the later. v
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126 words, 828 characters

As Character: In the below figure, the image is anchored as character:

B Global Warming.odt — LibreOffice Writer = O X
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& W
[l . 7 fery structure of our global society. Though, there has been
Global Warming R
-
I:clonlruvusics bcrw:c two schools of scientific thought, one calling it is ¢ myth and the other
considering it is reality, there is sufficient evidence to support the later.
| v
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Now, when we add a new paragraph in the document. The image with character, as shown in below figure:

Global Warming.odt — LibreOffice Writer - m} X
B 9
File Edit Miew Insert Format Siyles Table Form Tools Window Help
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Global Warming: Myth or Reality &
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Global warming is simply defined as an mcrease in the average global temperatures. Though, itis an
environmental problem, 1t has serious implications on the global sconomics, geopolitics, socety, '@
humanity and a1l Iving beings. Global wamming is one of the most controversial scieniific issues of the D
b4
= cennury, challenging the = very structure of our global ;
Global Warming
& -
soctety. Though, there has been conmoversies berween two schodls of scientfic thoughe, one calling it
is amyth and the other considering it is reality, there is sufficient evidence to support the later.
-
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Arrangement

Arrangement refers to the order in which objects or image appear relative to each other. Arrangement controls how
graphics are stacked upon each other or relative to the text. In a document with multiple graphics or objects, the
arrangement setting determines which objects are in front of or behind others.

The Drawing Object Properties toolbar consists of six arrangement tools as explained below:

e Bring to Front: This option moves the selected object to the front of all other objects, making it visible above
everything else.

e Forward One: This brings the selected object one layer forward, making it more visible compared to objects behind
it but still potentially obscured by objects in front of it.

e Back One: This sends the selected object one layer backward, making it less visible compared to objects in front of
it but still potentially covering objects behind it.

¢ Send to Back: Conversely, this option sends the selected object to the back of all other objects, making it appear
behind everything else.

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

To arrange graphics in the document, perform the following steps:
Step 1: Open the document containing an image or object that overlap each other.

Step 2: Right-click on the image or object that you want to arrange and select the Arrange option from the context
menu.

A sub-menu appears on the screen.

Step 3: Select the desired arrangement option from the submenu. In this case, we have selected Forward One
option, as shown in below figure:
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B untitled 1 — LibreCffice Writer
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The selected object moves one layer forward in the stack, as shown in below figure:

B Untitled 1 — Libreffice Writer - o e
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Alignment

Alignment refers to the vertical or horizontal placement of a graphic in relation to the chosen anchor point. You can
align objects horizontally, vertically, or both. This setting helps in creating a neat and organised layout by ensuring that
graphics are positioned consistently. In LibreOffice Writer, you can align objects and images horizontally and vertically
using various options:

—
¢ Horizontal Alignment: It contains three options, which are: ||:|':| .
+ Left Alignment: Aligns objects or images to the left edge of the page or the nearest
margin. |"F:| 2 |:_|:‘|
+ Center Alignment: Centers objects or images horizontally on the page.
+ Right Alignment: Aligns objects or images to the right edge of the page or the farthest ar EI.E_* DDJ:
margin. -
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¢ Vertical Alignment: It contains three options, which are:
+ Top Alignment: Aligns objects or images to the top edge of the page.
+ Middle Alignment: Centers objects or images vertically on the page.

+ Bottom Alignment: Aligns objects or images to the bottom edge of the page.

To align image or object, perform the following steps:
Left

Step 1: Open the document containing an image or object.
Centered

Step 2: Right-click on the image or object that you want to arrange and select the Align
Objects option from the context menu.

A sub-menu appears on the screen.

Step 3: Select the desired alignment option from the submenu.

& & S ol B8 0f
&'

The image or object aligned according to the specified alignment.

Text Wrapping

|

Text Wrapping allows the placement of image in relation to text. Text
Wrapping tools are available under Drawing Object Properties toolbar. Text
wrapping is essential for integrating graphics seamlessly into the text flow of a document.

i
"
(=]
e
il
el

The steps to wrap text are as follows:

Step 1: Select the image in the document.

Step 2: Right-click on the image and then select the Wrap option from the context menu.
As submenu appears.

Step 3: Select the desired wrapping options from the submenu.
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£ CREATE AND USE TEMPLATE

A template is a predefined layout or a blueprint of a document with saved formatting features like font styles, logos,
borders, colour pattern, text design, etc. Later a document is created using these pre-defined templates. The advantage
of using these templates is that you do not have to waste time in designing a format of the document needed. Formats
like training document, meeting agenda document, resume making layout, etc. are already available. You just select
them at the time of making a new document and fill the content in the blueprint available.

A template can have:

e Printer settings like the type of a printer, paper type and printing single side or double side.
e Document styles like character, page, frame, lists, etc.

e Headers and footers containing name, logos, signature, greetings, etc.

If you wish to create a new document with a blank layout, then you start a new document with the default blank
template.

Checking the Template of the Document
To check the template associated with a document in LibreOffice Writer, you can follow these steps:
Step 1: Open the document for which you want to check the associated template in LibreOffice Writer.

Step 2: Click on the File menu and then select the Properties option.
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The Properties dialog box will open, displaying various information about the document along with the template
information, as shown in below figure:

Properties of “Recume” =

General  Description  Custom Properties  Security  Fort  Statistics

% Resume.odt Change Password
Type: LibreOffice Writer Document
Location:  CAUsers\ADMIN' Desktop
Size: 17 kB (17,421 Bytes)
Created:  05/09/2024, TT:0%33
Modified:
Template: Resume
Digitally signed: [
Last printed:
Total editing time:  0C:00:00

Revizion number: 1

=] Apply user data Reset Properties |
[ Save preview image with this document

[ prefemed resolution for images: ppi

Help Reset OK | Cancel

Using an Existing Template

At the time of creating a document if you wish to use a particular template then follow the given steps:

Step 1: Select the File = New = Templates option from the menu bar.

E Untitled 1— LibreCffice Writer - O >
File | Edit  View Insert Format Styles Table Form Tools Window Help
D New » % Jext Document  Ciri+N z) . ; ﬁ a}g/g q‘|’ . E 3
= Open.. ctl+0 | B Spreadshest
Open Remate.., = Presentation »
® Recent Documents r E Drawing S
[& Cclose [#  Formula D =5 s | —=-—- »
Wizards ,Datd_)ase 1 ' EEE A pras ~
[1 Templates v | & HTML Document
Reload % XML Form Document
Versions., % Labels
E Save Ctrl+5 % Business Cards
E Save As.. Cirl #5hift+5 @ Master Document
Save Remote... [M  Templates.. Cerl=Shift=N
Save 2 Copy...
Save All
B Export...
B Export As »
Send »
Preview in Web Browser
[d  Print Preview Cui=Shift=O
B Print. Cirl+P
Printer Settings...
Properties... -
Dl.grta.l Slgna.tures ] E&i} ) 1 E\:é‘ IE BE
8 EE:LIbreomce _C.MJQ Default Page Style BCOMO -0+ oo

The Templates dialog box appears containing a list of available templates.
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Step 2: Select the template category according to your requirement.

Step 3: Select the desired template. In this case, we have selected Modern To open Templates dialog
Business Letter Serif. box:
Step 4: Click on the Open button. vom N coom W vem |
¥ P ‘el +|shift +D| |
Templates H
:.‘m:h - - | Filter |Te1|tD:.cumeﬂts:j |AIICaEg0ﬂ's il | Manage ‘I
MyStyle Modem business letter sans- ja_ottnomal
serif
Simplified Chinese Normal med iawiki Businesscard with logo oV
Resume Default Madern Simple

The document opens with the selected template as shown in below figure:
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Creating a Template
A template can be created by using any of the two available methods:

¢ Creating a template from a document
¢ Creating a template using a wizard
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Creating a Template from a Document

The steps to create a template from a document are as follows:

Step 1:
Step 2:
Step 3:

Create a new document or open an existing document.

The Save As Template dialog box opens.

Step 4:
Step 5:
Step 5:
Step 6:

Creating a Template using a Wizard

Click on Save button to save the template.

Add the content with the format, content and styles you want.

Click on File = Templates - Save as Template option from the menu bar.

Type the name of the template in the Enter Template Name text box.
Select the desired category in which the template is saved.

Select the Set as Default Template check box if you want to set this template as default template.

r
Save As Template

Enter Template Name:

5Science Project Format

Select Template Category:

Business Correspondence

Drawings

Localzation

MediaWiki

(Other Business Documents

Personal Correspondence and Documents

[ set as default template

Help

Wizard is a process of doing work using a step by step dialog box. The steps to create a template using wizard are:

Step 1: Create a document according to your requirement and add the desired text and styles.

Step 2: Click on the File menu and then select the Wizard option. As submenu appears.

Step 3: Select the desired option based on which you want to create category.
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Step 3: Different categories of template will have different sets of dialog boxes appearing. Follow the steps and then

save the template.
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Using Online Templates

LibreOffice offers a broad pool of online templates that you can access by download from the Internet. After
downloading and installing these templates on your computer, they will be available in the Templates dialog box.
Perform the following steps to install and use online templates:

Step 1: Click on the File - Templates - Manage Templates option from the menu bar of LibreOffice Writer.

OR
Click on the File » New - Templates option from the menu bar.
The Templates dialog box appears.

Step 2: Click on the Manage button.

Step 3: Select the Extension option.

o
& "
File  Edit View  Templates ® X
I ReRY = : 1 : | »
st L Fiter Text Documents - | |l Categories B
L EEE | ; s |+ NewCategory
H Modem business letter Modem business letter Ja_ott_nomal Simplified Chi, B impon
sans-serif serif Mormal | 4 Extensions
Y el
| @
O
mediawiki Businesecard with logo o Resume | b}
| \; [%
Default Modem Simple
B =
| B Close
[z ‘&
G Pagelof1 Owords0 | Default Page Style 00 Dgms3n Sagaxzes WO —————+ 100%)

The Extensions: Templates dialog box opens with a set of templates.
Step 4: Choose the desired template and click on the Website link. A web page opens in your web browser with the
desired template.

Step 5: Click on the Download latest button.

~  [] Doretion fieceipt « Exterwiars X+ - o x

£ 5 G M 5 edewionsieofficeory/en/etensionsshow/donati., ¥ @ ® + 0 &

Extensions

LibreCffice Extensions, Documentation and Templates re

Bvtensions  About

Donation Receipt

A donation receipt needs to have precise information cancerning Download latest
the exact value of the donation as well as what the donor getin
FELUFT.

Iatest rel=ase: 2 maonths ago

| Business || Dacuments | Templates |

Step 6: Open the LibreOffice Writer document.

y 4 ;
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Step 7: Click on the File - Open option from the menu bar.
The Open dialog box opens.
Step 8: Navigate the location and select the downloaded template.
Step 9: Click on Open button.
The template file Donation Receipt.ott will open.
Step 10: Edit the document according to your requirement.

Step 11: Save the file as text file Donation Receipt.odt, as shown below:

B4 Donstion Receipt.oclt — Libreifice Writer - o X
File Edit View Insen Foms Syl Table Fam Tock  Window Help
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Setting a Custom Template as a Default Template

A default template is automatically used when creating a new document. This default template can be changed by
making any other template made by the user as a default template by following the given steps:

Step 1: Click on File = Templates = Manage Templates option from the menu bar.
OR
Click on File = New = Templates option from the menu bar.

The Templates dialog box opens.

Step 2: Select the folder containing the saved template you wish ~ [*™* : - =
to use. In this case, we have selected My Template. ' B .
Step 3: Right-click the template that you want to set as default. B o=
5 sewca
Step 4: Select the Set as Default option from the content menu. L
B Mo
& epon

Step 5: Click on Close button in the Templates dialog box.

Now, the MyStyle template is set as a default template. Next time
whenever you create a new document by using

File = New option, this custom template will be the default
template.

telp Oom o
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Importing a Template
After downloading and saving a template into any file or folder, you can import it to make it appear in the list of

templates within the Templates dialog box.

To import the template, perform the following steps:

Step 1: Click on File = Templates = Manage Templates option from the menu bar.
OR
Click on File = New = Templates option from the menu bar.
The Templates dialog box opens.

Step 2: Click Manage button in the dialog box and select the Import option from the drop-down list, as shown in

below figure:

Templater x

| Filrer Tanncumcms;"l |A||m:gmi:s

Modemn business letter sans- Modem business letter seif
senf

ERREY =R ]

Simpiified Chinese Nomnal nediawiki Businesscard with logo o

Resurme Default Moden Simple

The Select Category dialog box will open.

Step 3: Select the category from the Select from Existing Category list box in which you add the new template into
any existing category. Otherwise, type the name of the new category in the Create a New Category text box,

as shown in below figure:

Select Category x

Select from Existing Category

Business Correspondence

Drawings

Localization

MediaWiki

Other Business Documents

Personal Correspondence and Documents v

or Create a New Category
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Step 4: Click on OK button.

B Open >
« v -lv » ThisPC » Downloads » v O Search Downloads F=l
Organize » New folder f== T @
[ This PC *  Name Date modified Type
P 3D Objects v Today (1)
B Desktop donation-recei 13-May-24 10:02 AM DpenDocument]
pt ay P
5 Documents v Last month (2)
¥ Downloads Fils and Folder DE-Apr-24 6:03 PM File folder
B Music ChatGPT_files D6-Bpr-24 355 M File folder
[&] Pictures
B videos
i Local Disk (T
= Local Disk E (E1)
- Mew Velume (F)
- Editorialshare(\v i 5
File name: donation-_re:eg o h V| Templates [*ot;".stw; " oth*.dc |
| Open [ Cancel I

The selected file will be added to the list of templates as shown in below figure:
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Ternplates ®
nl
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»
oo
o8
Help Clos= Cpen
\

Changing to a Different Template
To change to a different template, follow the steps given below:
Step 1: Choose File - New — Template. The Templates dialog box opens.
Step 2: Select the template you want to open.
Step 3: Click on the Open button to open it.
OR

Double-click on the template to open it.

Now you can use the template according to your requirement.

Editing a Template

After creating a template, you can make desired changes in it according to your requirement. To do so, perform the
following steps:

Step 1: Click on the File = Templates - Manage Templates option from the menu bar.
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The Templates dialog box will be displayed.
Step 2: Right-click on the template that you want to edit.
Step 3: Select the Edit option from the context menu.

-
Templates =
Search... | Fitter |Text Documents |~ | |All Categones | Manage ~

-~
My Style Modern business lstter sans- Meodern business letter cenf
serif
v
ja_ott_normal Simplified Chinese Normal mediawiki Businesscard with logo
= I vl
[a') Resume Default Modemn
v
oo
oo
Help Close | Open

The template file will be opened.
Step 4: Make the desired changes and save the file.

Once this template is applied to any document, the edited file will be utilised.

You can also edit the template, by performing the following steps:
Step 1: Click on the File = Templates - Edit Template option from the menu bar.
The Open dialog box opens.
Step 2: Navigate the location and select the desired file that you want to edit.
Step 3: Click the Open button.
The template file will be opened.
Step 4: Make the desired changes and save the file.

Once this template is applied to any document, the edited file will be utilised.

Setting up a Custom Template as Default Template

Any document can be set as a default template by following the given steps:

Step 1: Click on the File = Templates - Manage Templates option from the menu bar. This will open the Templates
dialog box.

Step 2: Right-click the template that you want to reset to default template and select the Reset default option from
the context menu.

OR

y 4
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Click the Manage button in the dialog box and select the Reset Default Text Document option from the
drop-down list, as shown in below figure:

Templates

-

| Filter |TmD.xummn§v: Al Cat=gories

] [ ]

donation-receipt

Jja_ctt_normal

Modern business lstter sans-

serif

Simplified Chinese Normal mediawiki

[

Resume Default

Mew Categary

Rename Category

Delete Categary

Reset Default Text Documert

Import

Extensions

Businesscard with logo

Modern

Whenever next time you create a new document using the File - New option from the menu bar, then the document
will be using the LibreOffice default template.

Moving a Template

When you hover the mouse pointer over any of the templates in the Templates dialog box, a tooltip will appear

showing the name of the template and its corresponding category. In LibreOffice Writer, you can move a template from
one category to another. To do so, perform the following steps:

Step 1: Click on the File = Templates - Manage Templates from the menu bar. The Templates dialog box opens.

Step 2: Right-click the template that that you want to move and select the Move option from the context menu.
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The Select Category dialog box opens.

Step 3: Select the category from the Select from Existing Category list box in which you add the new template into
any existing category. Otherwise, type the name of the new category in the Create a New Category text box.

Step 4: Click the OK button.

The template is moved from one category to another.

Exporting a Template

Exporting templates in LibreOffice Writer lets users create a consistent format for their documents, which they can
share with others. This ensures uniformity across documents, saves time, and maintains branding or style guidelines
within an organisation. It also allows users to share their designs more widely, encouraging collaboration and making
document creation more efficient.

To export a template, perform the following steps:

Step 1: Click on the File = Templates - Manage Templates from the menu bar. The Templates dialog box opens.

Step 2: Right-click the template that you want to export and select the Export option from the context menu.

Ternplates x
| Filter |Text Documents | | |All Categories _-| Manage =
— — "
Modem business letter sans- Modern buginess letter serif
serif
medigwiki Businesscard with logo
Default Modern
o0 g
o EE
Help. Clase Ope:

The Select Folder dialog box opens.
Step 3: Navigate the location by selecting the folder where you want to export the desired template.
Step 4: Click on the Select Folder button.

The template is exported to the specified location.

Applying Templates to a Blank Document

You can apply the template from the available template list to any blank document. To do so, perform the following
steps:

Step 1: Click on the File = New =» Text Document from the menu bar. A blank document is opened.
Step 2: Click on the File = Templates - Manage Templates from the menu bar. The Templates dialog box opens.
Step 3: Select the template that you want to open and select the Open button.

The template will be opened in a new window.

Step 4: Select the entire content of the template by pressing the Ctrl+A shortcut key and pressing the Ctrl+C shortcut
key to copy the selected content.
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Step 5: Open the blank document and paste the copied content of the template by pressing the Ctrl+V shortcut key.

Step 6: Modify the template according to your requirement and save it as a text file.

= TRACK CHANGES FEATURE

Track Changes is a feature that facilitates the process of commenting, modifying, and reviewing a document among
multiple users. A document prepared by one user must be reviewed and modified by themselves or other users. If
any changes are made to the source document directly, the originality of the file may be discarded. Instead, the Track
Changes feature in Writer provides a different approach for keeping track of all changes made to the source document.
The author who initially prepare the document can approve or reject all of the recorded changes. Additionally, the
Track Changes features allows us to enter comments while examining a document.

The Track Changes toolbar contains various tools that help to track the changes made by different users. You can view
the Track Changes toolbar by selecting the View = Toolbars = Track Changes option from the menu bar. The Track
Changes toolbar will appear in the bottom left corner of the Writer window, as shown in below figure:

Track Changes v X
Brl A BEEREBRGE BIL B
I o S S e
1 2 3

s

r

m——)@

T
6 7 8 9 10 11 179g12 14 15 16

The various buttons present on the Track Changes toolbar are as follows:

1. Show Track Changes: Displays modifications made in the document by various users.

2. Record Track Changes: Activates the Track Changes feature. After activating this feature, any modification will be
marked in the document.

Previous Track Changes: Moves to the previous tracked change in the document.

Next Track Changes: Moves to the next tracked change in the document.

Accept Track Change: Allows you to accept the selected tracked change, incorporating it into the document.
Reject Track Change: Allows you to reject the selected tracked change, removing it from the document.

Nae kW

Accept All Tracked Change: Accepts all tracked changes currently displayed in the document according to the
selected filter criteria.

8. Reject All Tracked Change: Rejects all tracked changes currently displayed in the document according to the
selected filter criteria.

9. Accept Track Change and select the next one: Accepts the currently selected tracked change and automatically
moves to the next change in the document.

10. Reject Track Change and select the next one: Rejects the currently selected tracked change and automatically
moves to the next change in the document.

11. Manage Track Changes: Opens a Manage Changes dialog box where you can manage tracked changes, including
accepting or rejecting multiple changes at once, viewing a list of changes, and adjusting settings related to tracking
changes.

12. Insert Comment: Allows you to add comment in a document.

13. Insert Track Change Comment: Allows you to provide feedback or clarification on a specific change made to the
document.

14. Protect Track Changes: Locks the document to prevent further changes from being made while still allowing
tracked changes to be accepted or rejected.

15. Compare Non-Track Changed Document: Allows you to compare non-track changed documents, visually inspect
content side by side
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16. Merge Track Changed Document: Allows you to merge track-changed documents, review and accept/reject
changes, resolve conflicts, then save the merged document.

Preparing a Document for Review

The Track Changes feature is utilised when a document is distributed among one or more people for review or editing.
So, before distributing the document, ensure that any changes made are recorded. This ensures that, once the review
is completed, the original author of the document has an option to accept or reject the changes made. Author can
ensure that no user can stop the track changes feature by protecting the document using password.

To do this, perform the following steps:

Step 1: Create a new document in LibreOffice Writer.

Step 2: Select the Edit - Track Changes = Protect option from the menu bar.
OR

Click the Protect Track Changes button in the Track Changes toolbar.

The Enter Password dialog box will appear.

Step 3: Enter the same password in Password and Confirm text box. E:‘,P:;mm X
Step 4: Click on the OK button. Bassword: |._...

After the document has been protected with a password, any attempt by a user to [:.:.::.1 c:;ﬂ)

disable the Track Changes feature will prompt Writer to request the password. — ]

Recording Changes

Once Track Changes is activated, reviewers can commence recording changes in the document. To do so, select the
Edit = Track Changes = Record option from the menu bar, or you can also select the Record Track Changes
button from the Track Changes toolbar. Upon selecting the Record option, Track Changes becomes active. Now, the
modification done by the user is recorded in the document. Any deleted content will appear as strikethrough text,
while any added content will be displayed in a different colour, as shown in below figure.

By Urtitled 1 — LibreDffice Writer - u] *

File Edit Miew |nsert Format Stles Table Form Toels Window Help =
B-=2-B-ha@ Bl &9 s T B »
Teet body (W) M]3y A2 | |Liborstion Serif Fllzee <] B T U -5 % % »

Ay iy S| & A T H M He Ay Q <y A E S <> A »
PR e SRR, . NEARERERRT A ENRRRR AR RN AR - A

Global Warming - Idyth or Realiry
Global warming is simeky defined as an increase in the average global temperatures. Though, it is an
environmental problem, it has serious implications on the globzl economics, geopalitics, socety.

| bumanity, and all living beings.

Global warming ts one of the most controversizl sciennfic tssues of the 21st cenmry, challenging the
wery seucmare of our global society. Though, thers has been conwoversles berween two schools of
sclentific thought, one calling 1t is a myth and the other considering i is reality, there Is sufficient

evidence to support the later. )
To start recording the
changes is:
ctrl ‘ +‘ shift + ¢
[l Page1of1 | 92words, 503 characters DefaultPageStyle | | BN T ———"—t——+| oo%
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When you hover your cursor over any of the changes, a tool tip appears that provides an information about the author,
the modification made, the date and time of the change done as shown in below figure.

B Untitied 1 — LibreOffice Writer - ] %
Fle Edt View lnsert Fomat Stdes Table Foom Tools Window  Help ®
B-E2-B-Da@lR XRGR-8/92-C- A% 9 B-Wih »
Text body (WWI “| A B ||Liberation Serif Qe M B T U-5 % x| »
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Gleobal warming ls imply defined as an Increase In the average global temperaiures. Though, 1t Is an

| !ﬂ“lmanmm: Yash Gupta - 05/13/2024 m:us:aa}s on the global economics, geopolitics, society,
humaniry,| =

Glebal wanming is one of the most conuoversial sclenuific lssues of the 21st century, challenging the
very srrucrare of our global soclety. Though, there has been contreversies berween two schoels of
sciennfic thought, one calling it s a myth and the other considering it 15 reality, there 15 sufficient
evidence to support the later.

]

< »
[l Page1cf1 | 92words, 503 charcters Default Page Style BT ——=—3——+ oo%

To stop recording, disable the record changes by selecting the Edit = Track Changes = Record option.

Accepting and Rejecting Changes

Once the changes are made by all the reviewers, the original author may accept or reject them. To do this, follow the
steps given below.

Step 1: Open the reviewed document.

Step 2: Click on the change made and then select Accept Track Change or Reject Track Change button, respectively
in the Track Changes toolbar to accept or reject a change.

OR

Click on the change made and then select the Edit - Track Changes - Accept or Reject option, respectively
in the menu bar to accept or reject a change.

Step 3: Click the Accept All Tracked Changes or Reject All Tracked Changes button, respectively in the Track Changes
toolbar to accept or reject all the changes made in the document.

OR

Select the Edit = Track Changes - Accept All or Reject All option, respectively in the menu bar to accept or
reject all the changes made in the document.

You can also accept or reject changes by using the Manage Changes dialog box. To do this, perform the following steps:
Step 1: Open the reviewed document.
Step 2: Click on the Manage Track Changes button in the Track Changes toolbar.

OR

Select the Edit = Track Changes < Manage option in the menu bar.

The Manage Changes dialog box opens. It contains the details of all the changes made in the document.
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Manage Changes X

iAuthor
Yash Gupta /
X YashGupta 05/13/2024 14:08:36
+ Yash Gupta 05/13/2024 14:08:40
+ Yash Gupta 05/13/2024 14:16:24
Accept || Reject Accept All Reject Al

Step 3: Click on the Accept or Reject button to accept or reject the changes made, respectively.

Step 4: Click on the Accept All or Reject All button to accept or reject all the changes made, respectively.

Adding Comments

The Track Changes feature can also be used to add comments during reviewing or editing. For this, click where you
want the comment to appear in the document.

Then, follow the steps given below to add comments in a document:
Step 1: Select the Insert > Comments option from the menu bar to insert comment in the document.

OR

Click the Insert Comments button in the Track Changes toolbar. To insert comment in the
document:
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 Erl + ﬁlt i C
comment being made. J ) | J

Step 2: Type the comment, as shown in below figure:

B Unttled 1 — LibreOffice Writer - o x
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Step 3: Once done click anywhere on the document to deactivate it.

If more than one or two users add comments, the comments from each person will be displayed in various coloured
comment boxes:

B3 Untitied 1 — LibreOffice Writer - o =
File Edit Miew |nsert Format Styles Table Form  Toole  Window  Help x
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emviroamental problem, it has seviows implications on the global economics, geopolitics, society, i
| humaniry, and all Iving belngs.
Glohal warming is one of the most controversial scisnfific issues of the 21st cenhury, challenging the
wvary structure of our global society. Though, there has been controversies between two schools of
sctentific thoughr, one calling 1t 15 & myth and the other considering it 1s realiry, there 15 sufficient
| evidence to support the laer, 4
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Deleting Comments

To delete a comment, simply click the down arrow located at the bottom right corner of the comment box. This action
will prompt a popup menu to appear, as displayed in the below figure:

B wnititied 1 — Libeerice Writer - o =
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From there, you can choose to delete the current comment, all comments by a specific author, or delete all comments
entirely. Simply select your desired option for deletion of comment.

Comparing Documents

After reviewers have made changes and provided comments, LibreOffice Writer enables you to compare the original
document with the reviewed version. You can then select the option(s) that best suit your needs.

To compare the document, perform the following steps:
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Step 1: Open the reviewed document.

Step 2: Select the Edit = Track Changes = Compare Documents option from the menu bar.
OR
Click the Compare Non-Track Changed Document button in the Track Changes toolbar.
The Compare to Original Document dialog box opens.

Step 3: Browse and select the original file to be compared as shown in below figure:

E Compare to Original Document *
L] v P » ThiePC » Desktop » Data w & Search Data el
Organize » New folder =~ @ @

& Downloads o »  Name - Date modified Type
&) Documents # 0] Global [E-May-24 11:07 AM OpenDacument
[=] Pictures o
. Editorizl Shar «
Ch1
Class 10 (402)
Manicha
Supplement For

A Application Links

I This PC
30 Objects
[ Desktop e >
File name: |Global | [Afiles ~
| Cpen Cancel I

The Manage Changes dialog box is displayed as shown in below figure:

Manage Changes *
List  Filter
Action |Author Date Comment
+ YAsh Gupta 05/13/2024 14:42:14 [
> Yash Gupta 05/13/2024 14:08:36
X YAsh Gupta 05/13/2024 14:42:14
+ YAsh Gupta 05/13/2024 14:42:14
4+  Yash Gupta 05/13/2024 14:08:40
+ YAsh Gupta 05/13/2024 14:42:14
|v_—| Devesh Sharma 05/13/2024 14:36:26  Comment added
+ YAsh Gupta 05/13/2024 14:42:14
+ Yash Gupta 05/13/2024 14:16:24
YAsh Gupta 05/13/2024 14:40:14
X YAsh Gupta 05/13/2024 14:42:14 v
Accept Reject Accept All Reject All
|: Help Close

Step 4: Accept or reject the desired changes by clicking the respective buttons.
Step 5: Click the Close button to close the dialog box when done.
Step 6: Save the edited file.

£l CREATE AND CUSTOMISE TABLE OF CONTENTS

Table of content is a list of topics and subtopics that have been covered in the document along with page numbers.
The entries or contents of this table are hyperlinked and automatically taken from the headings and sub headings
of the document. So by clicking on any topic in the table of contents, we can navigate directly to the selected topic.
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You need to be sure before you use this feature that the headings of the documents are at the same level of indentation
and are using the same styles.

Defining the Hierarchy of Headings

Heading Numbering defines the hierarchy of headings in a document. LibreOffice Writer supports up to 10 levels of
headings H1 to H10. These headings are applied to the headings of the document. Some chapter titles and heading
styles provide number to each chapter and heading level, for example, 1, 1.1, 1.2, 2, 2.1, and so on.

Heading Numbering

To apply heading styles to the headings in your document so that they appear in the Table of Contents in LibreOffice
Writer, follow these steps:

Step 1: Select the Tools - Heading Numbering option from the menu bar. The Heading Numbering dialog box
appears.

Step 2: Click on the Numbering tab.

Step 3: Select 1 for heading 1 in the Level list box.

Step 4: Select the numbering style that you want to apply to the selected heading level in the Number box.

Step 5: Enter the number at which you want to start the heading numbering for the selected level in the Start at box.
Step 6: Select the desired paragraph heading style in the Paragraph style box.

Step 7: Select the desired character style in the Character style box.

Step 8: Select the number of heading levels to include in the heading numbering in the Show sublevels box.

Step 9: Enter the text that you want to display before the heading number in the Before text box.

Step 10: Enter the text that you want to display after the heading number in the After text box.

Step 11: Repeat step 3 to 10 for specifying heading level to other headings.

Step 12: Click the OK button, as shown in below figure:

Heading Numbering X

Numbering  Position

Lewdd Numbering Preview

L

2 Rumber: None | Heading 1

3 Start at: 1 ¢]  Heading2

: Paragraph style: .Haading 1 TJ Heading 3

6 Character style:  |None = | Heading 4

7 ow sublevels = Heading 5

i s r; o ) Heading 6
eparator

: Heading 7

10 Before: [ | '

1-10 aften | | Heading 8
T Heading 9

Heading 10

Heading numbering appears for all the headings.
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To remove the automatic heading numbering from a heading:

Step 1: Select the Tools = Heading Numbering option from the menu bar. The Heading Numbering dialog box appears.
Step 2: Click on the Numbering tab.

Step 3: Select 1 for heading 1 in the Level list box.

Step 4: Select None in the Number box.

Step 5: Enter 0 in the Start at box.

Step 6: Select None in the Paragraph style box.

Step 7: Select None in the Character style box.

Step 8: Repeat step 3 to 7 for specifying heading level to other headings.

Step 9: Click the OK button.

Creating a Table of Contents

To create a new table of contents, follow the steps given below:
Step 1: Move to the place in a document where you wish to insert a table of contents.

Step 2: Select the Insert = Table of Contents and Index = Table of Contents, Index or Bibliography option from the
menu bar.

The Table of Contents, Index and Bibliography dialog box opens, as shown in below figure:

Table of Contents, Index or Bibliography X

Type  Entries  Styles Columns  Background
Type and Title

Title:  [Table of Contents

Type: (Table of Contents |+

Protected against manual changes

Create Index or Table of Contents

For: |Entiredocument | Includeupto level: |10 :

Create From
[ Headings

[ Additional styles Assign styles...

%] Index entries

Help [ preview Reset Cancel

There are five tabs in this dialog box:
¢ Type: This sets the title and type of the TOC.

* Entries: This sets the table of contents entries.

Styles: This format the entries in the table of contents.

Columns: This puts the table of contents in two or more columns if needed.
¢ Background: This gives background colour to the table of contents.
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When you select the Preview check box, the Preview Pane appears at the right of the dialog box, which displays
the preview of the table of contents, as shown in below figure:

r
| Table of Contents, Indes or Bibliograghy *
Type  Entries  Styles  Columns  Background Table of Contents
Typeand Title Hendmg 1. 1
5
Title: | Table of Contents 1
Type: |Table of Contents |~ ek
[ Protected against manual changes Heading 1
Create Index ar Table of Contents This is the contert from the first chagtar. Thisis a
For  [Entiredocument + | Include up to level: |rn :] v dreciows enky.
Heading 1.1
e Yo This Is fhe content trom subchantsr 11 This i the
4] Keadings entry for the table of contents
[ Additional styles | Assign stes Heading 1.2
- This i3 the content from subchapter 1 2. This
7] Indes entries keyword 15 main enry
Tabe I. This is table 1
ik s
Hep | Elid | hee Gonce |

Step 3: The Type tab is active by default after opening the Table of Contents, Index and Bibliography dialog box to
insert the TOC. It contains the various options, which are as follows:
e Title: It displays the TOC. By default it is Table of Contents.
e Type: Select the type of table of contents from this drop-down list.
¢ Protecting against manual changes: By default, the checkbox for Protected against manual changes check
box 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.
e For: This list allows you to create the table of contents for the entire document or a chapter.
¢ Include upto level: Specify the maximum number of heading level for TOC.
¢ Create from: This option provides three check boxes, Headings, Additional styles and Index entries. In the
Headings, paragraph formatted with the predefined heading styles are added automatically to the table of
the contents in order. When you select the Additional styles, the Assign style button enable, which open
the Assign Styles dialog box appears with some additional styles:

Assign Styles *
Styles
Style / lol1]2]3]a]5]6]7]8]o] 0]
Caption ®O00C00C000000
Contents ®00C00000000
Contents 3 ®O0000C000000
Contents Heading ®O0000000000
Default Paragraph Style ®@O00000C0000
Heading [Clejelelelelslelelele)
Heading 1 ®O000000000
Heading 3 ®@0O000000000
Index ®00C00000000
Index Heading [Clejelelelelsleleolele)
List ®0O0000O0QUOO
Normal Table (WW) ®O0000000000
PaT2 ®@0000000000
Dl

Help oK Cancel

¢ In the Index entries, selection will add up the index entries if done using Insert = Indexes and Tables =
Entry option.
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Step 4: Click on the Entries tab. The different options of the Entries tab appear. These options are used to format the
entries in the table of contents:

Tekle of Contents, Index or Bibliography X

Type Entries | Styles  Columns  Background

Level Structure and Formatting
: S
- Structure  [#= DLSDE#DE T[:]LE = | a0

Mumbering Entry Text Tab Stop Page No. Hyperlink

Character style: |<Nnne> 'Vl Edit..

Format
Tab position relative to paragraph style indent
P ve bo pocog

R L L

=

Help [ Preview Reset | Cancel

To each heading level visible in Level list box, you can add and delete elements, such as chapter no. and also apply
character styles to individual elements. If you click on any level then the structure with the elements represented with
codes are appears as given below:

¢ The N# button inserts the heading number or list number of the entry.

¢ The E button represents the entry text.

¢ The T button represents a tab stop.

¢ The # button represents the page number.

¢ The LS button represents the start of a hyperlink. (This button does not appear on the default Structure line.)

¢ The LE button represents the end of a hyperlink. (This button does not appear on the default Structure line.)

Each white field on the Structure line represents a blank space.

If you insert a hyperlink, you must indicate both the beginning and end of the link.

Delete an Element

To delete an element from the Structure line given above just click the element button and then press the Delete key
on your keyboard. For example, to delete a tab stop, click the T button and then press the Delete key.

Add an Element

To add an element just place the cursor in the white space to the left of the selected element. Let us add a tab stop,
click the white space before the Tab stop button. A button representing the new element appears on the Structure line.
Applying Character Style

The Character Style is used to apply a character style to an element on the Structure line. For this, select the element
from the structure line and select the style from the Character Style drop-down list.
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Step 5: Click on the Styles tab. Use this tab to apply paragraph styles to the table of contents. You can apply a different
paragraph style to different levels of the table of contents as shown below:

Table of Cantents, Index or Bibliography -
Type Entries Styles  Columns  Background
Assignment
Levels Paragraph Styles
Title [Contents Heading] Body Text ~
Level 1 [Cankents 1] Caption
Level 2 [Contents 2] Contents 1
Level 3 [Contentz 3] Contents 2
Level 4 [Cantents 4] Contents 3
Level 5 [Contents 3] Conteni= 4
Level & [Contentz 0] Contents 5
Level T [Contenis 71 Contents &
Level & [Conten= 8] Conten= 7
Level 9 [Cantents 0 Contents 8
Level 10 [Contents 101 Contents 3
Contens 10
Contents Heading
Default Faragraph Style
Heading
Heading 1
Heading 3 -
Default Ediit
Help [ ereview Reset Cancel

The steps to apply a paragraph style to a heading level are as follows:

i. Click on the desired outline level in the Levels list box.

ii. Click the paragraph style that you want to apply in the Paragraph Styles list box.
iii. Click on the ‘<’ button.

The steps to remove a paragraph style from a heading level are as follows:

i. Click on the desired outline level from which you want to remove style in the Levels list box.
ii. Click on Default button below the Levels list box.

The steps to edit style are as follows:

i. Select the desired style in the Paragraph Styles list box.

ii. Click on the Edit button. The Paragraph Style dialog box appears.

iii. Specify the desired setting for the selected paragraph style.

iv. Click on the OK button.

Step 6: Click on the Columns tab in the Table of Contents, Index and Bibliography dialog box. The options related to
the Columns tab appear.

Table of Contents, Index or Bibliegraphy s

Type Entries  Styles  Columns  Background

Settings

Columns (2 <

Width and Spacing
A AutaMidth

Column:
Width: :
Separator Line
Style:
widtn:  [0.25pt 2

Caolor: . e -

Height: [ 100% +| Position: |Top

R = = o
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The description of the options of this tab is as follows:

¢ Columns: This option allows us to divide the table of contents into columns.

Column: This option allows to view columns.
Width: This option allows to set the width of the columns.

Spacing: This option allows to set the spacing between columns.

¢ Separator Line: This allows to set the style, width, colour, and height of the separator line.

Step 7:

Click on the Background tab. It is used to add background to the table of contents. You can set the colour

as well as the graphics to the background of the table of content. When you click the None button, then

background colour will be removed. When you click the Color button, then you can set the background colour
to the table of content. To do this, perform the following steps:

i. Click on the Color button. The options related to the background colour is displayed on the Table of
Contents, Index or Bibliography dialog box.

ii. Select the desired colour from the Colors palette.

The selected colour will appear in the New section with their RGB value.

iii. Click on the Add button below the Custom Palette section to add the selected colour to the custom

palette.

Table of Contents. Index or Bibliography

Type Entries  Styles  Columns  Background

Help [ Preview

* Table of Contents, Index or Bibliography
Type Entries Styles Columns Background
S
Reset oK Cancel Help | [ Preview

The Name dialog box opens.

iv. Type the name for the colour in the Please enter a name for the
new color text box and click on the OK button.

Name

Please enter a name for the new color:

|color 1

Now, the colouris added to the Custom pallet can be reused according

to the requirement.

V. Click on the OK button to apply the desired colour to the table of content.

Help

o

|’I.

Table of Contents

<H1> Create and Customise Table of Contents 1
<H2> Defining the Hierarchy of Headings. 1
<HZ2> Heading 1 1

<H1> Create and Customise Table of Contents

Table of Contents iz a list with headings of your document. It is based on the styles you apply o dile,
headings and the subheadings that follow the hierarchy. OpenOffice Writer gives you this feane where
you can mutomatically build the table of contents from the already created document with the headings.
You need to be sure before pou use this feature that the headings of the documents are at the same level
of and are using the same styles.

L

J
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When you click the Image button, then you can set the graphics as background to the table of content. To do

this, perform the following steps:

i. Click on the Image button. The options related to the background colour is displayed on the Table of
Contents, Index or Bibliography dialog box.

ii. Select the desired image from the Image list box.
OR
Click on the Add/Import button and navigate and select the desired image from the Add Image
dialog box.

iii. Specify the different settings in the Options sections, such as Style, Size (Width and height), Position, Tiling
Position, and Tiling Offset.

iv. Click on the OK button, as shown in below figure:

The image sets as the background of the table of content, as shown in below figure:

Tabie of Contents, Index or Bibliography *® B3 untiticd ¢ — LisesOtica vitar EW'oD x
Eie Edit Wiew (nsem Fomeet Sogles Table Fom Jool:  Window  Help
Type Enmies  Styles Columnz = Background @'. _%. O&e B . J:’é q]- = 6|
[ None | | cowr  EmmT—— O T e [ . »
A7 [conteres Hesdima _l&v »y AT KK AMAGn|AESeH L SEEEE »
Image Options r R TEnEr] o AT ¥ b forsTo
- i ~| Styler S
Tiled \—;
Size:
Heght 1007 =
DAspmtngEc;iEhepurmt
Pasition:
—_M'm 6 b 2 =
Tiling Position: <H1> Create and Customise Table of Contents

A-Offsets |0% Table of Comterts 35 a list with headings of vour document. It is based on the styles you apply to tifle,

headings and the subheadings that follow the hierarchy. OperOffice Writer gives you this feature where

Tt (o - you can automatically build the table of contents from the already created doument with the headings,

Tiling Offset: “You need to be sure before you use this feature that the headings of the documents are at the same level
T of indentarion and are using the same siyles.

<H2> Defining the Hierarchy of Headings

Outline Numbering defines the hierarchy of headings in a document. Typically, the first-level headings

— | - P in a book-length document are the next level of headings after the chapter tifles which may be -
Ei | Lanc

i >
J [l Pogedof1 | 26wards. 1695 chamcters Defauk Page Stie resd-cry : Table of Coreentst [ O (T | — ——————+ 1108

Deleting Colour or Image from the Background

The steps to delete colour or Image from the table of content’s background are as follows:
Step 1: Click on the Background tab in the Table of Contents, Index or Bibliography dialog box.

Step 2: Click the None button in the Background tab.

Saving the Table of Contents

After all the above changes are done in all the five tabs the changes can be saved and implemented by clicking on
OK button. After this Table of Contents, Index or Bibliography dialog box will be closed and the table of contents will
appear according to the specified settings, as shown in below figure:

. —

Table of Contents

«H1> Create and Customise Table of Contents, 1

~<HZ> Definin, ﬁrm‘"—ﬁ'ﬂ*
<H2 Heading Numbering. ... 1

[<H1> Create and Customise Table of Contents

Tahle of Contents ks a list with headings of your document. It is based on the styles you apply w tide,
headings and the subheadings that follow the hisrarchy. OpenOffice Wiiter gives you this feanre where
you can snomatically build the wable of coments from the already creared document with the headings.
‘¥ou need to be sure before you use this feature that the headings of the documents are at the same level
of indertation and are using the same soyles.

<H2> Defining the Hierarchy of Headings
Outline Numbering defines the hisrarchy of headings in a dorument. Typleally, the first-level headings
in & boak-lengrh document are the next level of headings after the chaprer drles which may be -

< >
5] Poge fofi 206 wors, 1,686 characters DisfouttPage Strie Heding Nurbering Level 1 01 (T = —————+ 11k




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.

Customise/Editing a Table of Contents

To edit a table of contents created in a document, follow
the given steps:

Step 1: Go to any part of the table of contents. 11> e il Gisiise THOE of ComEas
<HZ> Defining the Hierarchy of Headings |
<H2> Heading N R
Step 2: Right-click to open the context menu and select <H1> Create and Customis Sl o o
. - ots is @ of Ao Charsche & an the styles you apply to
Edit Index option. Boige sk heiog it g ) 15 IS e v okl e
wou can antomatically build the table of conten == *  created document with the headings.
. You need 10 be sure before pou uee this feanire thae the headings of te doouments are &t the same level
The Table of Contents, Index or Bibliography dialog box B S e e
. . <H2> Defining the Hierarchy of Headings
opens and you can edit and save the table of content using Ouline Numbering define the herachy of headlngs 1 document Typicaly, the fst-Jovel heahogs
in & book-kength docimeent &re the next level of headings after the chapter diles which may be -
the five tabs as learnt above. The changes made will be (B et v 185 vrntes Deuriogatve | estrty ot Gt MO =+ %

reflected in the Preview section of the dialog box.

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 of 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.

Updating a Table of Contents

Sometime, when you update the heading in the table,

then you need to update a table of contents created in a Table of Contents
document. To do this, follow the given steps: %Nmm“?{'mmf‘

[ uw- .
<H1> Create and Customise 10 = m:m ntents

Bkl i o S Tt il Bt iy e L e L e i bl s,
headings and the sublweadings that follow the hierarc b Gt flrer gives you this feanure where
o can automatically build the table of contents fro | FESSEER o Gcment swith the headings.

Step 2: Right-click to open the context menu and select o e e bon yk e [ e S ESE i e o o s e

of indemation and are using the same styles.

Step 1: Go to any part of the table of contents.

Upd ate Index option ) <H2> Defining the Hierarchy of Headings
Outline Numbering defines the hierarchy of headings in & document, Typically, the first-level beadings
in n book-length document are the next level of beadings after the chapter titles which may be

The table of contents will be updated. i ool ey e e SR e e

Deleting a Table of Contents

To delete a table of contents created in a document, follow [ )
the given steps:
Table of Contents - :
<H1> Create and Customise Table of Conerns . i [ i
Step 1: Go to any part of the table of contents. IO e e - o o ST .
5 Mot N
. . <H1> Create and Customise T [‘-’ et tents
Step 2: Right click to open the context menu and select ik o s gt sl T o o sy
Delete Ind ti “?ﬁiﬂ:’mﬁ“ﬁ?ﬂ;’fﬂ e s et
€lete Index op 1on. '::4 :edmbemgdommme“‘ dint A unv & are at the same level
of inderarbon and are nslng the same styles.
It is always advisable to be double sure before you go for this <H2> Defining the Hierarchy of Headings
PuLLln! Numbering defines the hieraschy of headlngi in & document. 'Ty'gl.c.aﬂf. me.ﬂm-lete{ headings
option as the table of contents will be deleted without any | 7ot enmemes R smofiosdne: e coperstes ':‘“D‘I;“;;‘ m
\Sl Popetof 1 30words 1083 chamciers Dt b Pt Snle resd-anky | Tabe of Conbertst -+ 1

prompt for confirmation.
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State True or False. “.‘
. A 1. You can type the table of contents manually. \
‘A UIZ Bee

v

v

Yy Yy ¥y vy Y Y VY Y v

Yy

v

v

A

= 2. Table of contents displays the headings randomly without any hierarchy. :
““““““ :- "27"‘, 3. LS button doesn’t appear on the default Structure line. :
Nl '

! 4. Existing template cannot be edited and reset. ;

___________

REVISIT

A style is a collection of different formatting saved by a specific name and then applied to different sections of
the documents containing text, tables, lists, etc.

Writer provides various types of styles, which are paragraph styles, character styles, frame styles, page styles,
list Styles, and table styles.

You can apply style quickly by clicking on the Fill Format Mode icon.
A picture is a digital image, which is represented in finite set of digital values 0 or 1, known as pixels.
The Image Mode tool helps you change the mode of the image.

Color tool present on the Image toolbar helps you to change the RGB colour combinations along with brightness,
contrast, and gamma of the image.

Rotating an image in LibreOffice Writer serves multiple purposes, including alignment for better integration
with text, enhancing visual appeal by adding dynamism to the layout, proficiently managing space limitations,
drawing attention to specific details within the image, etc.

Resizing is the process of reducing or enlarging the size of the image.

The Drawing Toolbar is a collection of tools used for drawing objects and giving effects to these objects.
Grouping of the drawing objects is the process of combining two or more objects to behave as one object.
Anchoring refers to the reference point for the graphics.

Arrangement refers to the order in which objects or image appear relative to each other.

Alignment refers to the vertical or horizontal placement of a graphic in relation to the chosen anchor point.
Text wrapping allows the placement of image in relation to text.

A template is a predefined layout or a blueprint of a document with saved formatting features like font styles,
logos, borders, colour pattern, text design, etc.

Wizard is a process of doing work using a step by step dialog box.

Exporting templates in LibreOffice Writer lets users create a consistent format for their documents, which they
can share with others.

Track Changes is a feature that facilitates the process of commenting, modifying, and reviewing a document
among multiple users.

Table of Content is a list of topics and subtopics that have been covered in the document along with page
numbers.

Heading Numbering defines the hierarchy of headings in a document.
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Exercise {=s! P =

a Solved

SECTION A (Objective Type Questions)

A. Choose the correct option.

1. Which of the following acts as a container that can hold text, graphics, and lists?

a. Frame b. Paragraph
c. Character d. Style
2. Which of the following keys is used to start and end a paragraph?
a. Esc b. Spacebar
c. Enter d. Tab
3. — areused for determining the appearance of bulleted or numbered lists, including the type of bullets or
numbering, indentation, and spacing.
a. Paragraph b. Page
c. Frame d. List
4. _is a feature that facilitates the process of commenting, modifying, and reviewing a document among
multiple users.
a. Macros b. Track Changes
c. Templates d. Styles
5 The__________ styleis used to apply a character style to an element on the structure line.
a. Character b. Table of content
c. Template d. Wizard
6. —  refers to the reference point for the graphics.
a. Crop b. Rotate
c. Anchor d. Handle
7. refers to the vertical or horizontal placement of a graphic in relation to the chosen anchor point.
a. Paragraph b. Alignment
c. Margin d. Wrap text
8. A isapredefined layout or a blueprint of a document with saved formatting features.
a. Macro b. Wizard
c. Comparing d. Template
9. The transparency of the image increasestogiveita— effect.
a. Watermark b. Blur
c. Grayscale d. Formatted

10. Which of the following options increases the contrast of the image?
a. Invert b. Sharpen
c. Solarization d. Aging

11. Which of the following steps are to be followed to create a Table of Contents?
a. File > Table of Contents and Index > Table of Contents, Index or Bibliography > OK
b. View > Table of Contents and Index > Table of Contents, Index or Bibliography > OK
c. Insert > Table of Contents and Index > Table of Contents, Index or Bibliography > OK
d. Format > Table of Contents and Index > Table of Contents, Index or Bibliography > OK

y 4
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12.

13.

14.

Ans.

Varun wants the name of the school to appear in the middle of the document. Help him to find out the feature to do so?

a. Watermark b. Template

C. Style d. Format

Which of the following copies the style of an existing content and then applies to the area selected after that?
a. Fill Format Mode b. Fill Mode

c. Format Mode d. Insert Mode

Which of the following options from the Image toolbar is used to rotate the selected image 90 degree to left?
a. Rotate 90° Right b. Rotate 90° Left

c. Rotate d. Flip Horizontally

1.a 2.c 3.d 4.b 5.a 6.cC 7.b 8.d 9.2 10.b 11.c 12.a
13.a 14. b

B. Fill in the blanks.

Ne oA W e

8.

Ans.

A is a group of formats saved by a specific name and then applied to different sections of the documents.
style(s) act as bookmarks in a document.
is a process of doing work using a step by step dialog box.
defines the hierarchy of headings in a document.

The tool helps you change the mode of the image.

In the Filter Tool, displays the image as a group of pixels.

pane is used to apply, create, edit, add and remove formatting styles.

The option in the Filter tool softens the contrast of the image.
1. Style 2. Predefined Heading 3. Wizard 4. Heading Numbering
5. Image Mode 6. Mosaic 7. Styles 8. Smooth

C. Match the following

A A

Ans.

Paragraph Styles a. Styles

F11 b. Open Gallery
Smooth c. Templates

Alt+3 d. Tab Stops

Insert image e. Softens the contrast

f. Drag and Drop
1.d 2.2 3.e 4.b 5.f

D. State whether these statements are true or false:

1.

5.

Ans.

Both the types of styles, whether user-defined or predefined, can easily be modified in
LibreOffice Writer.

An image may or may not always have an anchor point.
Fill Format Mode is basically a shortcut for applying style.

You cannot link the image file in the document by clicking the Link check box in the Insert
Image dialog box.

Any modification you do in an existing style will be applicable only in the current document.

1. True 2. False 3. True 4. False 5. True
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SECTION B (Subjective Type Questions)

A. Short answer type questions:
1. What are the two ways to apply an existing style?
Ans. There are two ways to apply an existing style:
* By using Style pane * By using Fill Format Mode
2. What are the two ways of creating new style?
Ans There are two methods of creating a new style which are as follows:
* Creating New Style from Selection
e (Creating New Style by Drag and Drop

3. Name the arrangement options that are available in the LibreOffice Writer.
Ans Bring to Front, Forward One, Back One, and Send to Back.

4. What are character styles?
Ans Character styles are used to change the appearance of a part of a paragraph without affecting the other part. It includes
font name, font size, bold, italics, underline, superscript, subscript, etc.
5. What is text wrapping?
Ans Text Wrapping allows the placement of image in relation to text. Text wrapping is essential for integrating graphics
seamlessly into the text flow of a document.
6. Define the term cropping of an image.
Ans Cropping an image involves removing unwanted portions of the image to focus on a specific area or to improve its
composition. It is equivalent to using a scissor to cut the unwanted part.
7. What are the tabs in the Table of Contents, Index and Bibliography dialog box?
Ans There are five tabs in this dialog box:

* Type: This sets the title and type of the TOC.

Entries: This sets the table of contents entries.

Styles: This format the entries in the table of contents.
e Columns: This puts the table of contents in two or more columns if needed.
e Background: This gives background colour to the table of contents.
8. Differentiate between Aging and Posterize graphic filters.
Ans Aging: It brings the impact of time with the age.

Posterize: It makes the image appear like a poster with less colour combinations.

B. Long answer type questions:

1. What are the different ways to insert an image?
Ans The image file saved in a computer can be inserted using any of the given methods:
a. Inserting an image using Insert menu
. Inserting an image using Drag and Drop method
. Inserting an image using Copy and Paste option
. Inserting an image using a scanner
. Inserting an image by linking

oo 0o

Inserting an image from LibreOffice Gallery

2. What are the options available under anchoring? Explain.
Ans The following anchoring options are available in the LibreOffice Writer:

* To Page: The object or image remains in the same position in relation to the page margins. It does not move after adding
or deleting text or other images. This method is useful when the object or image is not required to be visually associated
with a particular piece of text.
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* To Paragraph: The object or image is visually associated with a paragraph and moves along the paragraph too. It may be
placed in the margin or another location.

* To Character: The object or image is associated with a character but is not in the text sequence. It moves with the c but
can be placed in the margin or another location.

* As Character: The object or image is placed in the document like any other character, and therefore, affects the height
of the text line and the line break. The graphic moves with the paragraph as we add or delete text before the paragraph.
This method is useful for keeping screenshots in sequence in a procedure (by anchoring them as a character in a blank
paragraph) or for adding a small (inline) icon in sequence in a sentence.

* To Frame: If the object or image has been placed in a frame, we can anchor the graphic in a fixed position inside the
frame. The frame can then be anchored to a page, paragraph or character as required.

3. Explain the different types of styles supported by LibreOffice Writer.
Ans e Paragraph styles: They are used for formatting the paragraphs such as text alignment, tab stops, line spacing, and
borders, and can include character formatting.

e Character styles: They are used for selected text in a paragraph. It includes font name, font size, bold, italics, underline,
superscript, subscript, etc.

* Frame styles: They are used for formatting frames applied to images and text in a document. It includes borders,
backgrounds and columns.

* Page styles: They are used for formatting the pages. It includes margins, headers and footers, borders and backgrounds.

e List Styles: They are used for determining the appearance of bulleted or numbered lists, including the type of bullets or
numbering, indentation, and spacing.

* Table Styles: They are used for determining the appearance of tables, including borders, shading, alignment, and text
formatting within table cells.

4. Explain any four tools from an image toolbar.

Ans
’9 Filt It is also known as an image filter bar. It has various filters which can
- ilter
be used on the selected image.
It helps you to change the modes of the image to Grayscale, Black
White, and Watermark.
E& Crop Image It crops an image.
= Fli . . . .
= ip Vertically It flips the selected image vertically.

5. Elaborate the options available for cropping using an Image dialog box.
Ans The options available for cropping using an Image dialog box are as follows:

* Keep Scale: It means the resizing of the image will not occur when the cropping of an image is done. This will cut the
unwanted part of the image without altering its size.

* Keep image size: The image size will enlarge when the green handles are dragged towards outwards. The image size will
be reduced when dragged towards inwards.

e Left, Right, Top, and Bottom: Cropping will occur from left, right, top and bottom by typing the values. These values will
work according to the choice made between Keep scale and Keep image size.

e Width and Height: The Width and Height fields are given both for Scale and for Image size. You can alter depending on
the option selected.
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21 | #Communication
Century

C. Competency-based/Application-based questions: skilis | #Leadership & Responsibility

1. Arshia wants to invite friends and family for her grandparents 75th birthday celebration. Help her in steps for mailing the

invitation letter to all of them using LibreOffice Writer.

Ans. Arshia can use the mail merge feature of the LibreOffice Writer.

2. Vedika wants to design her lab report with specific styles for paragraphs, background, numbering, and graphics. Help her

with the steps to design her lab report.

Ans. Vedika can use the Style pane of the LibreOffice Writer to design her lab report.

3. Amrita is celebrating her 14th birthday. She wants to use the mail merge feature to invite friends and family members but

is not aware of the files used in the mail merge. Help her by giving an explanation of each file.

Ans. There are three important files involved in this process:

Main Document: It is the document which has a common letter or the invitation that needs to be sent to multiple
recipients. We can either create this before we start with the mail merge process or it can be created in the first step of
the mail merge wizard.

Data Source: It is a data file which contains the mailing address from a database or spreadsheet or tabular data in the
OpenOffice Writer.

Merged File/Form Letter: It is the merged document that will be obtained after the data source file and the main
document is merged during the process of Mail Merge.

4. Smridhi wants to design a card for her friend on her birthday. Help her do this by using LibreOffice Writer.

Ans.

Tw o a0 oW

Which toolbar will she use in LibreOffice Writer to do so?

Give the steps to draw a line in the document.

List any two text wrapping options available in a word processing software.
Give the steps to add a watermark effect to an image.

Give the steps to ungroup different objects created in a document.

She may use Drawing toolbar.

To draw a line, follow these steps:

Step 1: Click on the Line tool from the Drawing toolbar.

Step 2: Drag on the position where you want to draw a line.

Before, After, Parallel, Wrap Through

. Select the View — Toolbars — Image — Transparency=80%

e. Steps to ungroup objects are as follows:

Step 1: Select the object.
Step 2: Select the Format — Group — Ungroup option.

5. Arshia wants to make consistent formatting of the major portion of the project to save her from using the formatting steps

again and again.

a.
b.
Ans. a.

Name the feature that will help her improve consistency in a document and also make major formatting changes easy.

Explain any two of its different types.

The feature that will help her improve consistency in a document and also make major formatting changes easy is

Styles.

Different types of styles are as follows:

e Page styles: Used for formatting the pages. It includes margins, headers and footers, borders and backgrounds.

* Paragraph styles: Used for formatting the paragraphs such as text alignment, tab stops, line spacing, and borders,
and can include character formatting.

Assertion and Reasoning Questions:

Direction: Questions 6-7, consist of two statements — Assertion (A) and Reasoning (R). Answer these questions by selecting the

appropriate option given below:

d.

b
C.
d

Both A and R are true and R is the correct explanation of A.

. Both A and R are true but R is not the correct explanation of A.

A is true but R is false.
A is false but R is true.

-l 74 | Information Technology-X Bl i-
1




6. Assertion (A): Interactive documents with graphics are easier to understand than plain text documents.
Reasoning (R): Our brains process visual information faster than text.
Ans. a

7. Assertion (A): Using styles in LibreOffice Writer saves time when formatting documents.
Reasoning (R): Styles allow you to save a set of formatting options with a specific name and apply them throughout the
document.
Ans. a

8 Unsolved

SECTION A (Objective Type Questions)

A. Choose the correct option.

1. Which of the following file formats cannot be inserted as image into a document?

a. .PNG b. .JPG
c. IXT d. GIF

2. The tool has a drop-down arrow which expands to show various filters that can be applied on the selected
image.
a. Filter b. Drag and Drop
c. Insert d. Gallery

3. Drag and Drop method cannot be usedtocreatea____________ style.
a. Page b. Paragraph
c.Bothaandb d. None of these

4. Saurabh has made an advertisement in Writer. He is facing difficulty in positioning the images within the text. Suggest him
how he can adjust the image? [CBSE Sample paper 2023]
a. Wrap text b. Crop
c. Alignment d. Layout

5. Inthe custom styles, each ____ __field on the Structure line represents a blank space in
a document. [CBSE Sample paper 2023]
a. Black b. White
c. Blue d. Yellow

6. — means the resizing of the image will not occur when the cropping of an image is done.
a. Keep scale b. Keep image size
c. Wrap d. Borders

7. Suresh has been assigned a task to create multiple documents such that the first page of every document contains the logo
in a particular style. Which feature of LibreOffice Writer can be used to complete the task quickly? [CBSE 2023]
a. Cell styles b. Image
c. Template d. Table of Contents

8. It is a reference point for the graphics which are created while positioning any image. This point could be the page, or

frame where the object is either a paragraph, or even a character in a word processor. [CBSE sample paper 2022]
a. Wrap Text b. Anchoring
c. Alignment d. BookMark

9. John has written a book consisting of fifteen chapters. He wanted to make the index of the book. Suggest him the option
used to create the index automatically in a word processor. [CBSE sample paper 2022]
a. Tables b. Columns
c. Styles d. Table of Contents
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10.

11.

12.

13.

14.

In LibreOffice Writer by default, evaluates levels of headings when it builds the table
of contents. [CBSE sample paper 2022
a.3 b. 10
c.7 d. 12

styles in a text document affect selected text within a paragraph, such as the font and size of text, or bold
and italic formats. [CBSE Sample paper 2021]
a. Cell b. Paragraph
c. Formatting d. Character

controls how graphics are stacked upon each other or relative to the text. [CBSE Sample paper 2021]
a. Arrangement b. Alignment
c. Anchoring d. Wrapping
Prisha is a book editor. She wants to change the indentation of all paragraphs, and change the font of all titles in the book.
Which feature she should use to make the task easy? [CBSE Sample paper 2021]
a. Styles b. Templates
c. Table of contents d. Consolidating
Gaurav has inserted an image in a document. He wants to remove the unwanted area of the image. Which option of the

LibreOffice Writer will he use to complete the task? [CBSE Sample paper 2021]
a. Clip art b. Cut
c. Crop d. Contrast

B. Fill in the blanks.

1
2
3
4.
5
6
7

Lo ®

10.

is a collection of objects like graphics and sound files that can be easily inserted in a document.
The button inserts the heading number or list number of the entry.

option moves the selected object to the front of all other objects.

controls how graphics are stacked upon each other or relative to the text.
The menu is used to define the hierarchy of headings in a document.
In Filter Tool, makes the image wholly or partially reverse in the tone.
If the scanner is connected to the computer and you wish to insert a scanned image, then Insert-> option
can be used.

. an image means to make changes in an image like crop, resize, add border, etc.

When you apply a — , you apply a group of formatting effects together in one single step.
The . option of the Filter tool displays the image in the modern art style.

C. State whether these statements are true or false:

VoA W,

Relief option in the Filter tool displays a dialog box to adjust the light source to give a shadow effect.
A document with text is easier to grasp than a document with graphics.

It is not possible to create a default template in the LibreOffice Writer.

A template is a model that you use to create other documents.

A text always has an anchor point.

SECTION B (Subjective Type Questions)

A. Short answer type questions:

1.
2.
3.

What is the reference point of graphics?
Under which menu, Alignment, Arrange, Wrap feature of an image can be accessed?

What is the difference between To Foreground and To Background options while arranging images?

-l 76 | Information Technology-X Bl i-
1




4. Explain any four button used in Table of Contents.

5. Explain any four effects of Filter tool.

B. Long answer type questions:

1. What is the difference between cropping and resizing?
2. Give the steps to crop and image.
3. Write down steps to group different drawing objects together.
4. What is text wrapping? Explain the wrapping options available in LibreOffice Writer.
5. Explain the feature of comparing documents in LibreOffice Writer. Give steps for the same.
£
\/ 21 [ #Communication
C. Competency-based/Application-based questions: i #Leadership & Responsibility

1. Shinjini wants to design a birthday card for her friend’s birthday. List down the important features she can use to design
the birthday card.

2. Advika wants to add a few images in her project. She is not aware of different ways of adding images. Help her by giving

some of the different methods of adding an image in a document.

3. Anya is working on a document. She is making her Science project and wants to use few graphical tools of the software:

a.
b.
C.
d.

Give the steps to draw a rectangular box in the document.

List any two text wrapping options available in a word processing software.
Give the steps to give a watermark effect to an image.

Give the steps to group different objects created in a document.

4. ABC publisher wants to add an index in the book. Which feature of LibreOffice Writer will help them to create an index

page. Give the steps to use this feature.

Assertion and Reasoning Questions:

Direction: Questions 5-6, consist of two statements — Assertion (A) and Reasoning (R). Answer these questions by selecting the

appropriate option given below:

a.
b.
C.
d.

Both A and R are true and R is the correct explanation of A.
Both A and R are true but R is not the correct explanation of A.
Ais true but R is false.

A is false but R is true.

5. Assertion (A): Text wrapping is essential for integrating graphics seamlessly into the text flow of a document.

Reasoning (R): Text wrapping tools are found under the Drawing Object Properties toolbar.

6. Assertion (A): Track Changes is a useful tool for collaborative document editing in LibreOffice Writer.

Reasoning (R): Track Changes allows users to modify the source document directly.
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Electronic Spreadsheet
(Advanced)
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Data analysis plays a pivotal role in modern organisations for numerous reasons. Data analysis helps organisations
in various tasks such as informed decision-making, problem-solving, understanding customer behaviour, improving
efficiency, performance evaluation, and risk management. It is required to study the trends of products required in
the local and global market. It is an important part of many organisations for planning and taking important decisions
for the progress of the company.

The LibreOffice Calc offers several built-in tools for data analysis, which are essential for performing various analytical
tasks directly within the spreadsheet software. These tools include Data Consolidation, What-if Analysis, Goal Seek,
solver and many more. In this unit we will study about these important data analysis tools.

%=l DATA CONSOLIDATION

In LibreOffice Calc, data consolidation refers to the process of combining data from multiple sheets of the spreadsheet
into a single sheet by using different built-in functions like sum(), max(), min(), average(), etc. Data consolidation is
used to summarise the information for analysing or reporting purposes. The data of similar type from different sheets
in the same spreadsheet is picked up, consolidated and saved for further data analysis.

Before consolidating data, you need to check and ensure the following points:

¢ Look at each sheet in the spreadsheet and make sure the types of data are the same as what you want to
consolidate.

¢ Make sure the labels on each sheet are the same that you used for consolidation.

¢ Specify the first column as the main column based on which the data will be combined.

Let us take an example of adding the marks of Unit Test (out of 20), Term 1 Exam (out of 40) and Term 2 Exam (out of

40) stored in three different sheets in the same spreadsheet so that the consolidated marksheet of a student can be

generated.

The steps to consolidate data are as follows:

Step 1: Create Sheetl for Unit Test, Sheet2 for Term 1 Exam and Sheet3 for Term 2 Exam in the spreadsheet.

y 4
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A B G A | B | c A B | C
el ] i
2 Unit Test Marks 2 Term 1 Exam Marks 2 Term 2 Exam Marks
3 | Student Name Marks 3 | Student Name Marks 31 | Student Name Warks
4 Amita 20 4 Amita 38 4 Amita KT
5 Rohan 19 -] Rohan 40 5 Rohan 39
6 Sheriin 195 (i Sherlin 35 5 Shadin 40
7 Yash 18 7 Yash 39 7 Yash 38
8 Grace 15 8 Grace 40 8 Grace 40
9 Vidit 18 9 Vidit ar 9 Vidit 36
10 10 10
— 1 11 LS |
Step 2: Select the range B4:B9 in the Unit Test sheet.
Step 3: Select the Data = Define Range option from the menu bar.
B Final Result.ods — LibreCffice Calc i m} x
File Edit View Insert Formmat Styles Sheet | Data | Toolk Window Heip x
B-o-B-0&R X4H e Sots BB 2 »
2l SortAscending
B FlooFl B |8 oo EE S T4 L T8 »
D= | o 59 Autofilter Ctrl+Shift=L v =
Maore Filters 3 =
: » HEE < |maaae F o AN =
z Unit Test Marks FF  Select Rang=.. ' | A
3 | Student Name | Marks Refresh Ranoe | ! | »
; ig ij Pivot Table ’ i
6 195 r@ Cajculate ’ i @
2 L B validity.. .
8 15 : Y.
q 18 ﬂ Subtotals... | JX
Form... i
\'.I'EZEE .
XML Source...
Multiple Cperations... : :
F% Text to Columns.., T T
ﬂ]ﬂ Conzolidate... f 1 e
(' ‘ﬁﬂ Group and Qutline 3 : = l
[4 4 b M =  UnitTest JermlEam || |ii Statistics v
[2]  Sheet1of4 | Default English (US4) = I Average: 1825 Sum: 109.5 = —f—+ | 1%

The Define Database Range dialog box opens.

Step 4: Specify the range name in the Name text box and click on the OK button.

Define Database Range X
Name
UnitRange
— =
v
Range
§'Unit Test'.$8$4:4850 =
Add Deletz

This will give a name to the range you wish to use in the data consolidation.
Step 5: Repeat step 2 to 4 to give a range name for Term 1 Exam and Term 2 Exam sheets.

Step 6: Create Sheet4 and rename it as Final Result for consolidated marks of all three added up to generate the final
result.

Step 7: Click on cell B4.
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Step 8: Select the Data = Consolidate option from the menu bar.

B3 Final Result.ods — LibreOffice Calc - 0 X
File Edit View |Insert Format Styles Shest | Data | Tools Window Help =
= {m! L O} [Az] Sert.. abi Z| A
@'l'_-"@' QEB c-YaE_n . /63 } E'E'I\L »

l\L Sort Ascending
[anal | [opt [¥]| B | 2l sortpescending Sl == T
r T o ¥ . — 157 AutoFilter Ctrls Shift«L
27 | fo 3 - = = - =
5 = . More Filters r |
L A EEEN oo ; 5 LI =
z Final Result fiF selectRange.. A
+ 3 | Student Name | Total Marks i Refresh Range
7 Amit —
4 * lea i Divet Table ' t@
4 an =
5 13 Sherin B calculate 3 @
. Yach Validity..
H 23 Grace fx
7 Vidit B subatals.,
28 Form...
20 2
T STrEams.
31 XML Source..,
32 y
Ll Multiple Operations...
= Multiple Operathior
ET B Textto Columns..
35 fi= Consalidate... [ L
< = IEE Group and Outline ] 3 I
{4 4 b » 4 UnitTest | TemlExam || fi Statistics ,
o] Sheetdofa Default English (USA) [ Average: ; Surm: 0 - ——f—+ 100 |

The Consolidate dialog box appears. Note that the reference of the cell B4 of the Final Result sheet is displayed in the
range Copy results to section, which specify where you want to display the result.

Step 9: Click on Source data range drop-down list. The data ranges created earlier will be displayed.
Step 10: Select the desired data range names.
Step 11: Click on the Add button.

Consolidate X

Function:

Sum q

Consolidation ranges:

Source data ranges:

: |$Unit Test $83489 | [ =
Copy results to:

‘- undefined - V| ‘$'Fina| Result'.$8%4 ‘ =
# Options

The data ranges will get added up in the Consolidation ranges list box.

Step 12: Repeat steps 9 to 11 to add data ranges needed for data consolidation.
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Step 13: Select the required function from Functions drop-down list. In this case, we have retained with the default
option (i.e. Sum function).

Consolidate X

Function:
Sum jI
Consolidation ranges:
§'Unit Test'.$B$4:9859

§Term 1 Exam'.$B$4:3B59
§Term 2 Exam'.$B$4:9B59

Source data ranges:
Term2Range j| ]S'Teﬂ'n 2 Exam'.$B$4:B9 l =

Copy results to:
l— undefined - j IS'Final Result'.$B$4 ‘ 3 ‘

Delete
[ Options

| Help oK Cancel |

Step 14: Click on the Options option. When you click on Options then it will display Row labels, Column labels, and
Link to source data checkboxes.

Step 15: Select Row label or Column label or both checkboxes, if you want to consolidate it by matching the label.

Step 16: Select the Link to source data check box. This will link the data consolidated. This will create a dynamic link
between the consolidated data and the original source ranges (Unit Test, Term1,Term2). This means that any
changes made to the source data will be reflected automatically in the consolidated data.

Step 17: Click on OK button.

Consclidate >
Function:

Sum Z|
Consolidation ranges:

$'Unit Test'.$854:$B$9
§'Term 1 Exam'.$B34:5850
$Term 2 Exam’.$B$4:3840

Source data ranges:

Term2Range V| |$"I'errn2Exam',$B$4:Bg | =

Copy results to:
- undefined - | |§inal Result. 5854 | [=

Add Delete
E Options
Consolidate by Options
[ Row labels [ Link to source data
[ Column Iabels

You will see the consolidated marks in the cells B4:B9.
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ﬁ Final Result.ods — Libr=Office Calc == [m] s
Fle Edt View Insert Format Styles Sheet Dota  Tools Window Help ®
= T a e & abc : = A
H-2-B- D@ XBMGE-2 4 9- Sy B -HEE-ER L O»
Al Flee ] B T U-A-BJ === FT+ 2|5 E »
BT M A 2o~ = =sumeeeg v | =
el |+ EEECEEEM 0 | o | : e | w7

3
2 Final Result Ay
4 3 | Student Name| Total Marks 5
I Amita 95‘ 5=}
+ 1 Reohan 9§
¥ 15 Shesdin 54.5 @
4+ 19 Yash EE
A Gracs EE JF\,
rig Widit 51 i
28
| 28
30
31
£
33
EL
35 v
< = >
A 4 p H o UnitTest | Term 1Exam | Term 2 Exam Final Result
El Shest 4 of 4 Default English [USA) =1T Average: 95 Sum: 95 = | 0%

In the above case if any value is changed in source data (Unit Test, Term 1 Exam or Term 2 Exam) then the marks in the
Final Result sheet generated will be automatically updated. Try this by changing the marks of Amita in Term 1 Exam
from 38 to 40. Did you see any change in the final result generated for Amita?

="/ GROUPS AND SUBTOTALS

In LibreOffice Calc, Groups and Subtotals is a feature that allows users to organise and summarise data within

spreadsheets.

You can group rows or columns together to create collapsible sections. This is particularly useful for organising large
sets of data, making it easier to navigate and focus on specific parts of the spreadsheet. You can collapse or expand
sections to hide or reveal the detailed data within each group.

To group data, perform the following steps:
Step 1: Select the Data = Group and Outline = Group option from the menu bar. The Group dialog box opens.
Step 2: Select the Rows radio button to group the data on the basis of rows.

Or

Select the Columns radio button to group the data on the basis of columns.

Step 3: Click on the OK button.

Cancel

Creating Subtotals

The Subtotal tool in Calc creates the group automatically and applies common functions like sum, average on the
grouped data. It can group subtotals by using category and sorts them in ascending or descending order so that one
need not to use filters. For example, you can sum, average, count, etc., the values within each group. This provides a
way to generate summary statistics or insights for each section of the data.
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Let us take an example of counting the strength class-wise using subtotal as shown in the given spreadsheet:

B3 Class Strength.ods — LibreOffice Cale = O =
File Edit View Inset Fomat Styles Sheet Data Tools Window Help =
B-E-H- D& XRGE 4D A - »
|Liberati0n53ns v]|mpt jv] B I U-A- BSE==|F % == »
E3 M e Z - =] || =
A | 8 | ¢ | o NN - 6 | w | A

1 |Class Section Strength

2 DA 2 As
| 9B 35

4 ic 34 g
5 10A 28 =
[ 0B 26

7 1cC 37 @
k] 11A 35

g 1B 3 Jx
10 1nc 34

11 12A 39

12 128 38
ED 12c 3 —

14

15

16

17

an I I o

< >

M 4 » M 4 Sheeti

[=] | Sheet1of1 Default English (LISA) = Average : Sum 0 - | 100%

To insert Subtotals values into a spreadsheet, follow the steps given below:

Step 1: Select the range of cells. Ensure that the column labels are created and selected in the range. In the above
sheet the range is A1:C13.

Step 2: Select the Data = Subtotals option from the menu bar.

B3 Class Strength.ods — LibreOffice Cale — O =
File Edit View Inset Fommat Styles Sheet Data Tools Window Help s
B-B-H-D&RIX%qE e :
2} Sort Ascending
|Liberation sans V| |10 pt :l B Z Sort Descending

I: §7  AutoFilter Ctrl+Shift=L
Class |

More Filters »

il 22
1]
g
-
4
4
ﬁ
BN
Pl T
e
v

]
B

Define Range...

Select Range...
Refresh Range

A
Pivot Table , i
©)
fx

[N S

:  Calculate b
Validity...
Subtotals...

6
T
8
5

Form...
Streams...

XML Source...

e [l FRRN IS
i

Multiple Operatians...

Text to Columns..

Consolidate...

Group and Outline ] 3> I
N 4 » M 4+ Sheet1 lii  Seatistics ,

LE Sheet1of1 | Default | English (USA) ] Average: 22.2016666666667: Sum: 535 — —————— + | 100% |

The Subtotals dialog box opens with the option of 1st Group tab.
Step 3: Select the Class option from the Group by drop-down menu.
Step 4: Select Section check box in the Calculate subtotal for list box.

Step 5: Select the Count function from the Use function list box.
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Subtotals X

1stGroup 2ndGroup 3rd Group  Options
Group by: [ select all columns

Calculate subtotals for: Use function:

[ Class Sum

[]Strength Average

Max

Min

Product

Count (numbers only)
StDev (Sample)
StDevP (Population)
Var (Sample)

VarP (Population)

| Hep Reset || Remove [ OK || Concel |

Step 6: Click on the 2nd Group tab to group the data in further level.
Step 7: Select the Class option from the Group by drop-down menu.
Step 8: Select Strength check box in the Calculate subtotal for list box.
Step 9: Select the Sum function from the Use function list box.

Step 10: Click on OK button.

Subtotals X

1stGroup 2ndGroup  3rd Group Options
Groupby: Class  |v| [ selectall columns

Calculate subtotals for: Use function:

] Class

[ Section Count

Average

Max

Min

Product

Count (numbers only)
StDev (Sample)
StDevP (Population)
Var (Sample)

VarP (Population)

Help | : Reset | Remove ‘ oK | Cancel
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Now, the data is grouped based on the Class and subtotal based on the section and Strength, as shown in below figure.

B3 Class Strength.ods — LibreDffice Calc - O =
File Edit View Insert Format Styles 5Sheet Data Tools Window Help ®
B-B-E- DR XDHB- a4 9-C- Q% EH B0 »
|Liberat|an5ans :V||1Dpt V] B I U~ A.I"ﬂ - EE E EE ? % :l_ % E pod
ALC2 “|l fo 2= =] s = =
|alzlalsls]| | A D | £ F G H o
Section Strength
— || | 32 A
35
34 i-
101
.3:
| 26 f
. 27 JX
L | L]
3
== | 35
| 38
| 34
L 107
3
== 39
38
33
L 110
3
409 _
e 1z | | | v
< )g
4 4 » M + Sheett
E Sheet 1of1 | Default | English (USA) I:II Average: 40.5; Sum: 1377 - —f—t | 1%

When you use the subtotal tool, the outline is positioned to the left of the row numbers. This outline visually represents
the hierarchical arrangement of data. You can expand or collapse different levels by clicking on the group indicators:
the plus sign to expand and the minus sign to collapse. You can remove the outline from the sheet by selected the
Data = Group and Outline = Remove Outline option from the menu bar.

===« USING WHAT IF SCENARIOS

A What-if scenario is a collection of values applicable for calculations in a spreadsheet. In LibreOffice Calc, multiple
scenarios can create on a single sheet. Each scenario is assighed a name and a formatting style.

By defining different sets of values for variables within a model, users can explore how changes in these variables
affect the outcomes or results of their calculations. What-if scenario is a powerful tool for decision-making, allowing
users to compare various alternatives and optimise their plans based on different scenarios. It enable users to predict
outcomes and make informed decisions.

After the scenarios are created, they can be edited and formatted independent of each other. You can easily switch
between the scenarios using the drop-down list or Navigator and can create several scenarios for any given range of
cells.

Let us take an example to create a scenario. We will create scenarios of students getting marks in different exams and
calculate their total based on the set of cells created using different scenarios.

To do this, follow the given steps:
Step 1: Create a spreadsheet with marks of a student named Amita as shown below:

Step 2: Select cells C4, C7, C8, C9 to use in creating Scenarios. To select multiple cells, hold down the Ctrl key with
each mouse click.

Step 3: Select the Tools = Scenarios option from the menu bar.

-:E Electronic Spreadsheet (Advanced) ! 85 -\



B Scenariv.ods — LibreOffice Cale — ] e
Fil= Edit Mew Insert Format Siyles Sheet Datn Tools Window Help
N e [ =1 3B Speliing... b
HB-E-E- 0@ X8 (E2 P 5 | - -1 [ »
ab  Automatic Spell Chacking Shift+F7
|Liberatinn Sanz V] |T[th ~| B T Thesaurus, Cirl+F7 ? _L = 5 »
i L?_A‘ Lenguage ' T
BO ~ Jf:.( Z - = | 7 R | > =
'~ Aa AutoComect Options... |
e —— A — ] ..... B — ¥ Autoinput E | F | G A
; Y. |I13FEEE1|" @
=5 Redact -
4 [Name Amita Auto-Redact |
5
= 57 GoalSeck.. . @
7 |Unit Test (Max. Marks: 20) 20 @ Solver. _ )
5 |Term 1 Exam (Max. Marks: 40) 38 < Detective ' fx
9 |Term 2 Exam (Mao. Marks: 40) 37 Seenarios..
0 -
11 |Total Marks 95 o '
12 [} shareSpreadchest...
% m  Protect Sheet...
15 | HE-, Protect Spreadshest Structure..
1 Q Macros ]
|17 éﬁ‘ Development Tools
18
o | [} XML Filter Settings..
o Extensions.. Cuil+Alt+E v
(‘ < Customize... * I
i, Sheet! &5 Options... Alt+F12
E] Sheet 1of 1 | Default  English (USA] T cial " Sume 95 _—{ | T
The Create Scenario dialog box will open.
Create Scenario X

Name of Scenario
[Sheet1_Scenario_1

Comment
;Created by Yash Gupta, on 05/14/2024, 17:13:48

Settings
Display border [0 ] #C0C0C0 -

[ Copy back
|, Copy entire sheet
[ Prevent changes

The options available in the window are:

¢ Name of scenario: Has the default name as Sheetl_Scenario_1. Change it to a relevant name that clearly identifies
a scenario in the drop-down list and in the Navigator window.

* Comment: It is optional and is the extra information required. When you select the scenarios then this information
is displayed in the Navigator.

¢ Settings: It has several options where the settings can be changed as per the situations:
+ Display border: It has a colour palette which gives you options to give different colours to different scenarios.
+ Copy back: The changes if you make in a scenario are copied back into the active scenario.
+ Copy entire sheet: The copy of the active scenario is displayed in a newly created permanent sheet.
+ Prevent changes: If the sheet is protected then it prevents the changes with the enabled Copy back option.

Step 4: Specify the scenario name and settings for the scenario.
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Step 5: Click on the OK button to create a scenario.

Creste Scenario >

Name of Scenario

Student- Amita

Comment
(Created by Yash Gupta, on 05/14/2024, 171718

Settings
Display border | LightLime 1 =
Copy back
O Copy entire shest
Prevent changes

Help | OK Cancel

Step 6: Modify the spreadsheet with the new values for Student — Rohan.
Step 7: Select the Tools = Scenarios option from the menu bar. The Create Scenario dialog box will open.

Step 8: Do the given changes in this Create Scenario dialog box and click on the OK button:

Create Scenario >

Name of Scenario

Student- Rohan

Comment
I(reated by Yash Gupta, on 05/14/2024, 17:55:02
Settings

Display border

Copy back
O Copy entire sheet
Prevent changes

Help | 0K Cancel

Step 9: Repeat the above steps to create two more scenarios. The spreadsheet will appear with the list of scenarios
created if you click on the drop-down list of cell B4.

87 v fe & v =18
A | B | c D

Showing Student Marks using Scenario

Name Student- Amita
Student- Roban
Student- Yash
Unit Test (Max. Marks: 20) Studant- Vidit
Term 1 Exam (Max. Marks: 40)
Term 2 Exam (Max. Marks: 40)

| | Total Marks 91

‘E L‘!E‘n‘miﬂ‘m‘m‘h‘w‘m‘a

13 | | J

In the given example, we have created 4 scenarios of four students’ marks. You can easily switch between these sets
using a drop-down list which can be shown beside the changing cells or the selecting the Scenarios option in the
Navigator pane, which is open by clicking the Navigator button in the Sidebar or by selecting the View = Navigator
option in the menu bar.
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Column: |C :_: [IB] AT
Row: |13 sl fMee s Ay
Student- Amita [~
Student- Rohan t@
Student- Yash @

Student- Vidit

fx

To access the Navigator
pane:

— =
F5 +i Alt |+ 4

b

If you click on each scenario the corresponding marks of the Unit Test, Term 1 Exam and Term 2 Exam changes and on
that basis the Total Marks will be calculated and displayed. The set of four scenarios with the corresponding set of cells
are displayed below:

A . A .

1 Showing Student Marks using Scenario 1 Showing Student Marks using Scenario

2 2

3 Student- Arj ER g

4 |Name [ Amita 4 |Name | _Rohan |

5 — 5

5 Student- Arfa 6 B

7 |Unit Test (Max. Marks: 20) 20 7 |Unit Test (Max. Marks: 20)

8 Term 1 Exam (Max. Marks: 40) 38 8 [Term 1 Exam (Max. Marks: 40)

9 |Term 2 Exam (Max. Marks: 40) 37 9 |Term 2 Exam (Max. Marks: 40)

10 10

11 |Total Marks 95 11 |Total Marks 98

12 - — — ]
J 13

A B c A B <

1 Showing Stu i 1 Showing Student Marks using Scenario

2 2

3 Student- Ya! # 3 | g

4 |Name L Yash | 4 [Name | Vidit |

5 L 5

s Student- Ya! ® 6 | 3|

7 |Unit Test (Max. Marks: 20) 18 7 |Unit Test (Max. Marks: 20)

8 |Term 1 Exam (Max. Marks: 40) 39 g |[Term 1 Exam (Max. Marks: 40)

9 Term 2 Exam (Max. Marks: 40) 38 9 |Term 2 Exam (Max. Marks: 40)

10 10

11 Total Marks 95 11 |Total Marks 91
1 —1
13 | ) 13

=l USING WHAT IF ANALYSIS

What-If analysis involves exploring how changes in input variables affect the results of a formula or model. This analysis
can be conducted with one input variable (one-input analysis) or two input variables (two-input analysis).
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The description of each input is as follows:

¢ One-Input What-If Analysis: One-input What-If analysis allows you to examine how changes in a single input variable
impact the outcome of a formula or calculation. You typically set up a column or row of cells containing different
values for the input variable, and then observe how these changes affect the result of a formula elsewhere in the
spreadsheet. For example, if you're analysing the impact of interest rates on loan payments, you might vary the
interest rate across a range of values to see how it affects the monthly payment.

¢ Two-Input What-If Analysis: Two-input What-If analysis extends this concept to explore the effects of changes
in two input variables on the outcome of a formula or calculation. You set up a grid of cells containing different
combinations of values for the two input variables, and observe how changes in both variables simultaneously
affect the result of the formula. For example, if you’re analysing the impact of both interest rates and loan terms
on monthly payments, you might vary both variables across a grid to see how different combinations affect the
payment amount.

What-if tool uses Data > Multiple Operations and is a planning tool for what-if questions. 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. This 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.

Let us take an example to conduct an analysis with one input variable. Suppose you run a café where you sell sandwiches
for T8 each. It costs you I3 to make each sandwich. On top of that, you have fixed monthly expenses of ¥2000. How
would your monthly profit or loss be affected by the number of sandwiches sold?

To conduct an analysis with one input variable, perform the following steps:

Step 1: Enter data in a sheet that is used to calculate the monthly profit or loss be affected by the number of
sandwiches sold.

Step 2: Click on the cell B6 and type the =B5*(B2-B3)-B4 formula to calculate the profit or loss.

[ untitied 1 — LibreCHtice Cale - o x
File Edit Wiew lnsert Formet Shdes Sheet Daste Tools Window Help x
BB D@BIXBGR- 249 Q% E-EEN »
_Li;eru!:iuns;ns j|1'u|':;'z| B I U A-BR.=E=E=Fs+2(= ]
[sum [<] fe % o | -eps2a3-84 - =
A s - | - | | | e FH
Numiber of

L iches &/}
Sold Profit or Lo _
2 Selling Price 8 =

3 it Price 3
4 Fixed Cost (Manthly) 2000 @
3 Number of Sandwiches Sald 1000 3
ProfitiLoss ==B6"(B2-B3}-B4 I

7
5 1

Step 3: Press the Enter key. The output of the formula is displayed in cell B6.
Step 4: Enter input values on the basis of which the output is to be generated using the formula.

Step 5: Select the cell range for input values and output values.

) Untitled 1 — LisreOffice Calc - o x

Fle Edit View et Fomat Stdes Sheet Dats Tocks Window Help

B-=E-H-had X6ME-
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Step 6: Select the Data = Multiple Operations option from the menu bar.

B3 Untitied 1 — LibreOffice Cale = o *
File Edit View |nsert Format Styles Sheet | Data | Tools Window Help S
=" A&
B-E-H DRk X{E = APOR AN BY: N A

7). Sort Auwending
[Liberation Sans [¥][10et [¥]| B | il SortDescending E= == I =lE %
T . — | % AutoFilter Cir+ShiftsL
D2El2 v fx B »= m: ¥ R AL, - =
L L Whore Filters v _
a B h F G
| P Dofine v S [ 1 El
[ Select Range.. %
|¢  Refresh Range Profit or Loss [E
Selling Price = | ]
B9 Cost Price IV PrvatTanie * bo |
Fined Cost (Monthly) | 200 2 Calculate v Do | @
Number of Sandwiches Sold 100 B9 validity.. i)
M Total ProfitLoss 300 i i) f
Hf subtotals.. 0 .4
farm.. 1
Streams il
Streamsi., &
XML Source.., ]
Multisle O ]
Multiple O
B Textto Columns
ﬂ'.“ Consolidate...
88 Group and Ouline ’
Bl Statiszics 5
v
€ >
M 4« M 4+ Sheett
[l | Shest1of1 | Default English (LSA) =l Average: 2500.08090509097; Sum: 27600 | — ———8———+ | 100%

The Multiple operations dialog box opens.

Step 7: Click in the Formulas text box and select the cell in the sheet that contains the formula. The address of the
cell is displayed in the Formulas text box.

Step 8: Click in the Column input cell text box and select the cell in the sheet which is a variable and is used in the
formula based on which the output is measures. The address of the cell is displayed in the Column input cell
text box.

Step 9: Click on the OK button.

Multiple operations x

Default Settings

Formulas: |$B$6 =

A

Fow input cell: |

Colurn input cell: |§B$5 =

Now, the profit or loss value for the output array range automatically fills according to the input value.

a | B | C
=3 Selling Price 8
EMCost Price 3
Fixed Cost (Monthly) 2000
Number of Sandwiches Sold 1000
M Total ProfitlLoss 3000

Let us take an example to conduct an analysis with two input variables. Suppose you run a café where you sell
sandwiches for I8 each. It costs you I3 to make each sandwich. On top of that, you have fixed monthly expenses of
32000. How would your monthly profit or loss be affected by the number of sandwiches sold and the cost price?
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To conduct an analysis with one input variable, perform the following steps:

Step 1:

Step 2:
Step 3:
Step 4:
Step 5:

Step 6:

Step 7:

Step 8:

Step 9:

Enter data in a sheet that is used to calculate the monthly profit or loss be affected by the number of
sandwiches sold.

Click on the cell B6 and type the =B7*(B4-B5)-B6 formula to calculate the profit or loss.
Press the Enter key. The output of the formula is displayed in cell B6.
Enter input values for rows and columns on the basis of which the output is to be generated using the formula.

Select the cell range for input values and output values.

[ [ <« M 0 (=
Profit or Loss based on he Sandwiches Sold and the Cost Price
Sanduwiches &V
ol Cost Price | .
H] E] ] 3 I 5
10 100
4 500
2000 1000/ @
1000 1500/ 0 ',-
4000 2000, ] Jx
2500 ry .
3000
3500
4000 SR
4500 Il |
5000,

Select the Data - Multiple Operations option from the menu bar.
The Multiple operations dialog box opens.

Click in the Formulas text box and select the cell in the sheet that contains the formula. The address of the
cell is displayed in the Formulas text box.

Click in the Row input cell text box and select the cell in the sheet which is a variable for row inputs and is
used in the formula based on which the output is measures. The address of the cell is displayed in the Column
input cell text box.

Click in the Column input cell text box and select the cell in the sheet which is a variable for column inputs
and is used in the formula based on which the output is measures. The address of the cell is displayed in the
Column input cell text box.

Step 10: Click on the OK button.

Multiple operations x
Default Settings
Farmulas: |$B$3 | =
Row input cdll: |$B$5 | =
Column input cdll: |$B$? | =
=
Now, the profit or loss value for the output array range automatically fills according to the input values.
[ A C_ & 0 E F G [l [ =
Profit or Loss based on the Sandwiches Sold and the Cost Price
Sandwiches As
Sold Cost Price =
3 2 3 z 5 i)
Selling Price 10 100 -1200 1300 -1400 -1500f
Cost Price 4 500 2000 1500 1000 500/ @
| Fixed Cost {Monthly) 2000 1000 5000 5000 4000 3000
Mumber of Sandwiches Sold 1000 1500 10000 B500 To00 B500] .
Total ProfiiLoss 4000 2000 14000 12000 10000 ‘BOOO| }X
2500 13000 15500 13000 10500
3000 22000 18000 18000 13000
3500 26000 22500 19000 15500
4000 30000 26000 22000 18000,
4500 34000 20500 25000 20500
5000 33000 33000 28000 23000

-:E Electronic Spreadsheet (Advanced) ! 91 -\



<= USING GOAL SEEK

Goal Seek is a tool used to find the input value required to achieve a desired outcome in a formula. It allows you to set
a target value for a cell and then adjust the value of another cell until the target value is achieved. The Goal Seek tool
is useful for financial modelling, planning, and optimisation tasks where you need to determine the input required to
achieve a specific outcome.

Let’s use an example to illustrate the concept of Goal Seek. Imagine you operate a small bakery where you sell 50
pastries for ¥20 each. It costs you I8 to make each pastry. Additionally, you have fixed monthly expenses of ¥1500.
Currently, the bakery is experiencing a loss. Now, let’s calculate how many pastries you need to sell each month to
cover your fixed costs and achieve a profit of at least ¥1500.

To use Goal Seek tool, perform the following steps:

Step 1: Enter data in a sheet that is used to calculate the total revenue, total cost, and profit or loss.

-~

A | B c B D

Number of Pastries Sold

Selling Price per Pastry

Total Fixed Cost

Total Variable Cost

50
20
1500
8

Total Revenue
Total Cost
Profit/Loss

1’5‘5““‘"“’"“'“"““

>y

Step 2: Type the =B1*B2 formula in cell B5 to calculate total revenue and press Enter key.

Step 3: Type the =B3+(B1*B4) formula in cell B6 to calculate total cost and press Enter key.
Step 4: Type the =B5-B6 formula in cell B7 to calculate profit or loss and press Enter key.

Step 5: Select the Tools - Goal Seek option from the menu bar.

[B) Untitled 1 — LibreOffice Calc -

File Edit Miew Insert Format Styles Sheet Dama

'5'@' ED'E‘DK cX,EQ L‘E
] [10pt ]I B
ORI

A

L3 | ¢
Number of Pastries Sold B0
Selling Price per Pastry 20
Total Fixed Cost 1500
Total Variable Cost 8
Total Revenue 1000
Total Cost 1900
ProfitlLoss -900

Tools  Window Help Fs
ab  spelling.. 7
ab Automatic Spell Checking Shift+F7
I Thesaurus... Cirl+F7
Aa
'

|Liberaliﬂn Sans

Language »
AutoComrect Options...
Autalnput

ImageMap
Redact
Auto-Redact
Goal Seek...
Solver...

Detective b

A PE

Scenarics...

=
=

—

-

-
=

Forms ]
Share Spreadsheet...

Protect Sheet...

Protect Spreadsheet Structure...

-
o

-
£

Macros »

&

Development Tools

=
=}

e i=] mic el e

XML Filter Settings...

~Js]

Crrl+Alt+E )

el |

Extensions...

Ll

Customize...

A I A ]
[=] | Sheet1of1

=+  Sheetl

Default

o

Alt+F12
TVErage T S U = {1
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The Goal Seek dialog box opens containing following three options:

* Formula cell: In the Formula cell, we can enter the reference of the cell which contains the formula. It contains the
current cell reference. We can click another cell in the sheet to apply its reference to the text box.

¢ Target value: It specifies the value you want to achieve as a new result.

¢ Variable cell: It specifies the reference for the cell that contains the value you want to adjust in order to reach the
target.

Step 6: Click in the Formulas text box and select the cell in the sheet that contains the formula. The address of the
cell is displayed in the Formulas text box.

Step 7: Click in the Target value text box and type the target value in it (1500).

Step 8: Click in the Variable cell text box and select the cell that contains the value you want to adjust in order to
achieve the target value. The address of the cell is displayed in the Variable cell text box.

Step 9: Click on OK button.

Goal Seek X
Default Settings
Formula cell: |5B$7 | | _ﬂ

Target value: |15CO |

Variable cell: |$B$1 | b=

The LibreOffice Calc message box appears that show the message Goal Seek was successful.

Step 10: Click on Yes to change the cell B1 with the new value predicted 250 that will make the profit 1500 for the
month.

LibreOffice Calc X

O Goal Seek succeeded. Result: 250

Insert the result into the variable cell?

,,,,,

The spreadsheet with the new changes with the predicted value (number of pastries to sell) to get the desired profit
is shown below:

A BN o
1 [Number of Pastries Sold 250

2 |Selling Price per Pastry 20

3 |Total Fixed Cost 1500

4 |Total Variable Cost 3

5 |Total Revenue 5000

6 |Total Cost 3500

7 |ProfitlLoss 1500

8

9

10 )
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p | |
J=—" USING SOLVER

Solver is another What-if Analysis Tool of LibreOffice Calc. It is the next advanced form of Goal Seek. In case of Goal
Seek you get the desired result by changing one variable whereas in case of Solver you get the desired result by
changing the multiple variables. It helps you find out the best possible combinations of the multiple variable values
for the maximum or minimum desired result. It works on rules applicable for different variables used in the formula:

¢ The variables in the formula should be greater than, less than or equal to the desired value entered in Solver.

¢ |f you do not want the variable to change then the value of the variable should be equal to the desired value entered
in Solver.

¢ |f you want the variable to change then you can set the rule that the variable cannot be either bigger than another
value or bigger than the desired value entered in the Solver.

Let us take an example to understand the concept of solver. Suppose, the unit test marks of each subject of
Devesh, a student of Class 10, are:

Subject Marks
English 94
Hindi 97
Maths 82
Science 89
Social Studies 87
Information Technology 89

Now, we want to calculate Devesh’s percentage marks using Solver with the following criteria:

¢ Math marks is greater than or equal to 95
¢ Science marks is less than or equal to 90
¢ Social Studies marks is less than or equal to 87

¢ Information Technology marks is less than or equal to 95

To use solver, perform the following steps:

Step 1: Enter data in a sheet that is used to calculate the total marks and percentage.

Solver.ods — LibreOffice Calc = O *

File Edit Wiew |Insert Format Styles Sheet Data Jools Window Help bs

B-E2-HBO& QB XBGE18 49 L% H-E- »

|Liberaticm Sans E’{ |10pt V| B S A vy EE E EE ? —= :L »

RZe= ~T =
A BN < | o | ¢ E | e [

1 [Subject Marks }y

2 |English 04

3 |Hindi 97 N

4 |Math 82 I

5 |Science 89 Z

6 |Social Studies 87 @

7 |Infarmation Technology 89

Pl Total Marks | I | Fe

| 9 |Percentage I

10

Step 2: Type the =SUM(B2:B7) formula in cell B8 to calculate total marks and press Enter key.
Step 3: Type the =(B8/600)*100 formula in cell B9 to calculate percentage and press Enter key.

Step 4: Select the Tools = Solver option from the menu bar.
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B} solver ods — LibreCffice Calc = [m] ¥
File Edit View Inssrt Format Stylec Sheet Data | Took Window Help b
BBl [ 2] X MDD s 7obsE B »
- ah  Automatic Spell Checking ShiftsF7
L|bcmmr|5nns ‘-] |'|c|pg u! B I Thesaurus,., Curl+F7 ? % :_ »
weropt(sheett) |v|| fy 2 v = = 100 B Language i v | =
|-1’c1——r-‘—nﬂt——------i!—~—-’ A a0y £, AutoCorect Options.. B
T ¢ | £ +  Autolput | s [ F
| 1 |Subject Marks il i
2 |Engish 7 = ImageMap éﬂf'
3 |Hindi o7 Redact N
2 |Math 82
| 5 |science B9 fte Herer) o
| & |Social Studies g7 "¢ Goal Seek. @
| 7 _|Information Technology B9 3 Solver.
8 |Total Marks 538 FaE— - 1
[ Percentage T
10 Seenanios,
I Forms [ !
12 =
(13| [ share Spreadsheet...
[ 14 | LL  Protect Sheet..
% R Protect Spreadsheet Structure. .
E m Macros 3
| 18 | IF  DCevelopment Tools | |
% [ 2L Filter Settings... I 1 |
e Extensions.. CtlsAlsE | ¢ | il
H 4 r M 4 Shett Customize..
] sheertoft Defautt| En| S Options.. e L S —— v
The Solver dialog box open.
Step 5: Change the values in the Solver dialog box as given below:
Target cell: SBS9
Optimise result to: Value - 94
By changing cells: SB$4:5BS7
Cell reference: $BS4 >= 95
SBS5 <= 90
SBS6 <= 92
SBS7 <= 95
Step 6: Click on Solve button.
Solver X
Target cell ‘sasg ‘ | = |
Optimize result to O Maximum
O Minimum
® Value of ‘94 ‘ = |
By changing cells ‘SBQ:SBS? l . = ‘
I.jmltngl’.'.uﬁtuuu
Cell reference Operator  Value N

s = (=] [=]
3 | - |3 AC 5] [E]
s [(F]_H

s =1k M ERIE:I

Help Reset All Options... Close

The Solving Result dialog box will be displayed.
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Step 7: Click on Keep Result button to keep the change in the sheet.

Solving Result X

Solving successfully finished.

Result: 94.00

Do you want to keep the result or do you
want to restore previous values?

Restore Previous

This will change the values of the cells to get the desired 94%. The spreadsheet after the changes will appear as follows:

A B < [ o
1 |Subject Marks

2 |English 94

3 |Hindi 97

4 |Math 96

5 |Science 90

6 |Social Studies | 92

7 |Information Technology 95

8 |Total Marks 564

i Percentage

10

11 -]

=/ LINKING DATA AND SHEET

Linking the sheets is done to access data present in the different sheets of the same spreadsheet or in different
spreadsheets. This data is needed for calculation and data analysis. LibreOffice Calc gives you the facility of using data
from multiple sheets at the same time.

Setting up Multiple Sheets

When you open a new spreadsheet, it has a single sheet named as Sheetl, by default. LibreOffice Calc allows you to

add and remove sheet in the spreadsheet according to the requirement. These sheets are managed in the Sheet tab

located at the bottom of the spreadsheet.
26 |

< >

[ 4 P P =4 Sheetl = Sheet? | Sheetd |
LE Sheet 10f 3 Default | English (USA) I:lI Average: ; Sum: 0 | — ———+ | 100%

v

Inserting a New Sheet
There are several ways by which you can add a new sheet in the spreadsheet. To insert a sheet, perform the following steps:
Step 1: Select a sheet where you want the sheet to be inserted after it or before it.
Step 2: Click on Sheet menu and select Insert Sheet option from the menu bar.
OR
Right-click on the empty area in the Sheet tab and select Insert Sheet option from the context menu.
OR
Click the Add new sheet button in the Sheet tab.
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The Insert Sheet dialog box opens.

The Insert Sheet dialog box contains the following options:

When you add a new sheet by clicking the Add new sheet button in the Sheet tab, then
the new sheet will be inserted at the end of the existing sheets in the Sheet tab.

Insert Sheet

Position

O After current sheet

Sheet
®) New sheet

No.ofsheets: |1 %

e [shee2

O From file

Erowse...

Link

Help

o o

Position: This option is used to specify the position of the sheet to be inserted. It provides two options Before

current sheet and after current sheet.

New Sheet: This option is used to add new sheet.

No of sheets: By default, 1 sheet is added but if you want the more than one sheet to be inserted then increase the

number in No of sheets text box.

Name: This option allows you to provide descriptive names to the sheet that reflect the content or purpose it.

From File: This option is used if you want the sheet to be inserted from another file. For this, click on the Browse

button and then select the file from the Insert dialog box and click the Open button.

E] Insert

&~ v » ThisPC » Desktop » Data

Organize » Mew folder

»
~ | & Search Data 2

= ™M @

Trackpad Class1 ™

Application Links

(L3

& This PC
. 30 Objects
[ Cesktop
Documents
{ Downloads
b Music
[& Pictures
m Videos
‘i Local Disk (S
a Local DiskE (E] » £

MName

{7 Class Strength
4" Global

Date modified

14-May-24 5:29 PM

08-May-24 11.07 AM

File name: |Class Strength

~ | Allfiles

Type

OpenDocument]

OpenDocument]

Cancel
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The selected file adds in the From file list box.

¢ Link: If this option is selected then the sheet taken from some other file into the current sheet is linked instead of
copy which means any changes done in the original sheet will be reflected in the current sheet. The links can be
updated manually to show the current contents of the external file or depending on the options you have selected
in Tools = Options = LibreOffice Calc = General = Updating links when opening options.

Options - LibreOffice Cale - General H
Type to search | Metrics
—  UserData ] Measurement unit:
General o i =]
= View =2 =
—  Print Update links when opening
Faths O Always [from trusted locations)
Fonts ®) On request
= Security o] Mever
Personalization
= Application Colors Input Scttings
—  Accessibility [] Press Enter to move selaction |D:Mr| £|
—  Advanced [ Press Entter to switch to edit mode
- Doinetdte [] Press Enter to paste and clear clipboard
OpenCL [] Expand formatting
B LoadfSave [ Expand refarences when new columns/rows are inserted
[ Languages and Locales [[] Update references when sorting range of cells
U LibreDffice Calc [ Highlight selection in calumn/raw headers
[#] Show overwrite warning when pasting data
- Defauls [ Position cell reference with selection
View
— Calculzte
- \ »
Lelp Resct ey [ or || e

Renaming a Sheet
You can rename a default name or existing name of the sheet at any time. To do this, perform the following steps:
Step 1: Double-click the sheet in the Sheet tab.
OR
Right-click on the sheet in the Sheet tab and select the Rename Sheet option from the context menu.
OR
Select the sheet in the Sheet tab and then select the Sheet = Rename Sheet option from the menu bar.
The Rename dialog box opens.
Step 2: Delete the old name and type a new name of your choice in the Name text box.

Step 3: Click on OK button.

Rename Sheet X

Name

Student

Deleting an Existing Sheet
If you want to delete an existing sheet, then follow the given steps:
Step 1: Right-click the sheet on the Sheet tab and select the Delete Sheet option from the content menu.
OR
Select the sheet in the Sheet tab and then select the Sheet = Delete Sheet option from the menu bar.

The Confirmation message box appears.
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Step 2: Click the Yes button to confirm the deletion of sheet.

Confirmation X

O Are you sure you want to delete the selected sheet?

Cell References

Cell reference is a very important feature of any spreadsheet program. A cell reference is the method used to refer to a
cell or a range of cells within a spreadsheet. Cell references consist of a column letter followed by a row number (e.g.,
Al, B2, C3, etc.). Cell reference of a range of cells is starting cell address and ending cell address separated by colon(:)
in between. For example, C10:C20, A1:B6 and C5:D10.

The main advantage of using cell reference is that it can be used in formulas and functions. This helps you update
the result of a function or a formula automatically if the value in a particular cell used in a formula changes. Also if a
function or a formula is either copied or moved then the cell address in the formula/function is automatically updated
with respect to the location it is copied or moved.

In LibreOffice Calc, you can use cell references to refer to data in various ways:

¢ Contiguous cells on the same sheet

¢ Non-contiguous cells on the same sheet

¢ Data on other sheets in the same spreadsheet
¢ Data on sheets of the other spreadsheet

Adding a Cell Reference within a Spreadsheet

You can add a cell reference between sheets within a spreadsheet by referencing the sheet name and the cell reference
separated by dot(.) operator in between. For example, if you want to reference cell Al in Sheet2 from Sheetl, you
would enter “=SSheet2.A1” in the desired cell of Sheet1, then press Enter to display the value from cell Al of Sheet2.

Using a Mouse

You can add cell reference between sheets within a spreadsheet using mouse by performing the following steps:

Step 1: Create a spreadsheet with the name Sales with the four sheets named as - Jan, Feb, Mar, and Quarterly Sales
having the following details:

Sheet: Jan Sheet: Feb
| A | B I A B
1 |Product-wise Sales of Jan Month 1 |Product-wise Sales of Feb Month
2 \Produci Sales (in Lakhs) 2 |Product Sales (in Lakhs)
3 |Laptop 12 3 |Laptop 10
4 |Monitor 8 4  |Monitor 7
5 [Scanner 4 5 |Scanner 2
6 6
Sheet: Mar Sheet: Quarterly Sales
A | B | A | B
1 |Product-wise Sales of Mar Month 1 |Product-wise Quarterly Sales
2 |Product Sales (in Lakhs) 2 |Product Sales (in Lakhs)
3 |Laptop 15 3 |Laptop
4  [Monitor 8 4 |Monitor
5 |Scanner 3 5 |Scanner
6 6
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In Quarterly Sales sheet, we need to add the total sales of a product in a quarter by adding the total sales of a product
in the month of January, February, and March.

a_n

Step 2: Click on cell B3 and place an sign in Quarterly Sales sheet.
Step 3: Click on the Jan sheet in the Sheet tab and click on cell B3.
Step 4: Again, click on the Quarterly Sales sheet in the Sheet tab. You will see the cell reference as shown below.

Step 5: Type the + sign.

» BN <
1 |Product-wise Quarterly Sales
2 |Product Sales (in Lakhs)
BEN Laptop =$Jan.B3+
4 |Monitor
5 |Scanner
6
7

Step 6: Similarly, add sheet references of Feb and Mar sheets. Now the cell reference in the formula given in Quarterly
Sales sheet will be:

A BT <
1 |Product-wise Quarterly Sales
2 |Product Sales (in Lakhs)
BEN Laptop =$Jan.B3+$Feb.B3+$Mar B3
4 |Monitor
5 |Scanner
6
7 J

Step 7: Press the Enter key to see the total quarterly sales i.e. 37, as shown below:

A IR <
1 |Product-wise Quarterly Sales
2 |Product Sales (in Lakhs)
3 |Laptop 37
I vionitor | |
5 |Scanner
6
L7

Using a Keyboard

Now, let us do the same concept using a keyboard. Whenever we are using a keyboard to give cell reference then there
is no need to switch between the Sheet tab. Just place your cursor in the required cell and type the formula containing
the cell reference.

Let us take the example of the above sheet where we are calculating the quarterly sales or products. We already
calculated the total quarterly sales of the laptop using mouse. Now, we will calculate the total quarterly sales of the
laptop using keyboard by following the given steps:

Step 1: Click on cell B4 in the Quarterly Sales sheet in the Sheet tab.
Step 2: Type the following formula =$JAN.B5+SFEB.B5+SMAR.B5.
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SUM v fx X ‘:HAN.B-4+$FEB.B4+SN

A B
Product-wise Quarterly Sales
Product Sales (in Lakhs)
Laptop 37
Monitor =$JAN B4+$FEB.B4+$MAR B4
Scanner

*-.IO\U!HWN—I

Step 3: Press the Enter key to see the total quarterly sales of Monitor i.e. 23, as shown below:

ry B .

1 |Product-wise Quarterly Sales

2 |Product Sales (in Lakhs)

3 |Laptop 37

4 (Monitor 23
BER Scanner | 1

6

7

Step 4: Similarly, calculate the total quarterly sales of Scanner i.e. 23, as shown below:
A I |
Product-wise Quarterly Sales
Product Sales (in Lakhs)
Laptop 37
Monitor 23
Scanner 9
]

Note that if the sheet name is made up of two or more words then single quotes are used to enclose sheet name in cell
reference . For example if sheet name is Jan 2024 then cell reference will change to $'JAN 2024'.B4

Subject: To create reference to an individual cell Syntax:

SSheet_name.Cell_address

Subject: To create reference to a Range of Cells

Syntax: Sheet_name.First_cell:Last_cell

Example: To refer to cells A1:A10 in Sheet2, type ‘SSheet2.A1:A10’
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Adding a Cell Reference Outside the Document

Referencing a sheet outside of the document allows you to consolidate and analyse data from different sources without
manually copying it. In this references, linked data may not update automatically if the source spreadsheet is closed or

if there are changes in the file paths. You might need to manually update links or refresh data.

Using a Mouse

You can add cell reference between sheets outside the document using mouse by performing the following steps:

Step 1: Create a spreadsheet with the name Branch Inventory with the three sheets named as - Meerut, Delhi, and
Lucknow having the following details:

Sheet: Meerut

I A | B I
1 |Inventory at Meerut Branch
2 |Product Total Inventory
3 |Shampoo 15000
4 |Hair Qil 2600
5 |Scrub 3500
6
7

Sheet: Lucknow

J A | B |
1 |Inventory at Lucknow Branch
2 |Product Total Inventory
3 [Shampoo 7500
4 |Hair Cil 8500
5 |Scrub 4800
6
7

Step 2:

Step 3:

Step 4: Click on the Meerut sheet in the Sheet tab of the Branch Inventory spreadsheet and click on cell B3.

Step 5: Again, click on the Sheet 1 sheet in the Sheet tab of the Total Inventory spreadsheet. You will see the cell

Sheet: Delhi

| A | B |
1 _|Inventory at Delhi Branch
2 |Product Total Inventory
3 [Shampoo 9800
4 |Hair Oil 5750
5 |Scrub 3800
6
7

Create a spreadsheet with the name Total Inventory.

In Total Inventory spreadsheet, we need to calculate the total inventory of a product of Meerut, Delhi, and

Lucknow branches.

Click on cell B2 and place an “=" sign in Sheet 1 of the Total Inventory spreadsheet.

Total Inventory.ods — LibreOffice Calc
File Edit View Insert Styles Sheet Data Tools Window Help
B-E-@- D@ XBRBEa 49D
|Liberation Sans vijopt | B I U~ A -8 . F
|sum M X v =
A G | D | E
1 |Product Total Inventory
Shampoo =
3 |Hair Oil
4 |Scrub
5
_6

reference as shown below.
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SUM tl fy X | =files//C:/Data/Branch Inventory.ods'#§ Meerut B3 |v .

: | F G

Step 6: Type the + sign.

Step 7: Similarly, add sheet references of Delhi and Lucknow sheets of the Branch Inventory spreadsheet. Now the
cell reference in the formula given in Total Inventory spreadsheet will be:

|sum v fx X /| =filey//Cy/Data/Branch Inventory.ods #SMeerut B3+ files//C/DataBranch | W | =
¢ | o | & | F w6 | *~ =
Total Inventory L B
Shampoo ='file:/l/C:/Data/Branch Inventory.ods#$Meerut.B3+file///C /Data/Branch ! %
Hair Oil Inventory.ods #$Delhi.B3+ file:/l/C/Data/Branch Inveniory.ods #$Lucknow. B3| i
Scrub : F@
& g
Step 8: Press the Enter key to see the total inventory, i.e. 32300, as shown below:
Total Inventory.ods — LibreOffice Calc
File Edit View |Inset Format Styles Sheet Data Tools Window Help
B-E-EB-0D@ QX BRa 49D
Liberation Sans M~ 10pt |V £ I u w| A » Kﬁ w| =
B3 Vi fx v =)
» NN < | o |
1 |Product Total Inventory
2 |Shampoo _ 32300
BERHair Ol | ]
4 |Scrub
5
6 J
Step 9: Similarly, calculate the total inventory of hair oil i.e. 23, as shown below:
B3 Total Inventory.ods — LibreOffice Calc — O X
File Edit View [nsert Format Styles Sheet Data Tools Window Help
E-E-B-0&R XBh-249-C Q% HE-E »
|Liberation Sans MM B I UYA-BEEZIFTFLIEI»
|B4 Fl fx X~ = _' v =
» EEECEEN < | o | : s | 73
|1 _|Product Total Inventory |
| 2 |Shampoo 32300 ! A
3 |Hair Oil 16850 '
g&m ———1 ' |
A : =
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Using a Keyboard

When referencing a cell in another spreadsheet, we enclose the file path in single quotes, followed by ‘#$’, then the
sheet name, a period, and finally, the cell address.

For example, ‘file:///C:/Data/Branch Inventory.ods’#5SMeerut.B3
So we see that the cell reference has three parts to it:

¢ Path and file name

¢ Sheet name

¢ Cell reference

Note that: The file path uses three forward slashes (‘///’) and if the filename contains spaces, it should be enclosed in
single quotes. Additionally, it’s feasible to import a sheet from a different file using the “From file” option in the Insert
Sheet dialog box.

You can add cell reference between sheets outside the document using keyboard by performing the following steps:
Step 1: Click on cell B4 in the Sheet 1 sheet in the Sheet tab of the Total Inventory spreadsheet.

Step 2: Type the following formula =’file:///C:/Data/Branch Inventory.ods’#$Meerut.B5+'file:///C:/Data/Branch
Inventory.ods’#SDelhi.B5+ “file:///C:/Data/Branch Inventory.ods’#SLucknow.B5.

B Total Inventory.ods — LibreOffice Cale - ] X
File Edit View |Insert Format Styles Sheet Dsta Tools Window Help
B-E-B-D@RB XBbRR-a49-C 1 a% B-H. »
i i e A = oacdaan) =a
|L|berdhon Sans Vl |10pt Vl B I u - A - RS HITE == T F =1 = »
SUM v| fu X | =filessyC:/Data/Branch Invertory.ods'#$Meerut BS + filey//C/Data/Branch | ¥

C | D | 3 | £ G =

Total Inventory
Shampoo 32300 |

Hair Oil 16850

Scrub =file:/l/C:/Data/Branch Inventory ods#$Meerut B5+file:///C:/Data/Branch
Inyentory.ods¥$Delhi.B5+ file:#IC/Data/Branch Inventory,ods#$Lucknow.B5

D > @

Step 3: Press the Enter key to see the total inventory sales of Scrub i.e. 12100, as shown below:

| A NN < | o
1 |Product Total Inventory
2 [Shampoo 32300
3 |Hair Oil 16850
4 |[Scrub 12100
[ |
6
7

Working with Hyperlinks

In LibreOffice Calc, a hyperlink is a feature that allows you to jump to a different location from within a spreadsheet.
When users click on the hyperlink, Calc will navigate to the specified destination, whether it’s another location within
the spreadsheet, a file on the computer, or a website on the internet.

Hyperlinks in Calc can be edited or removed by selecting the cell containing the hyperlink and then using the appropriate
options by using the context menu.
Hyperlinks helps you to:
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Move to a specific cell within the current spreadsheet.

* Move to a specific location in another file. This file can be a spreadsheet, document, or any other file.
¢ Accessing a specific website.

¢ Sending an email to a specific address.

¢ Creating a new file.

Hyperlink in a spreadsheet is of two types which are as follows:

¢ Relative Hyperlink

¢ Absolute Hyperlink

Relative Hyperlink

It refers to reaching the linked document with respect to the current location. It will include the partial cell address in
hyperlink. If the start and target locations change relative to each other, then relative hyperlink will not work.

To make it work, follow the given steps:

Step 1: Select the Tools = Options option in the menu bar.

Untitled 1 — LibreOffice Calc = [m} *
File Edit View Insert Format Styles Sheet Data Tools Window Help s
Ny Fo 1 T 1 3R Speliing.. F7 b
B-E5-E-0e& R XM e B Wz L
ab Automatic Spell Checking Shift=F7
|Liberation Sans V| |‘IO pt V| B I Thesaurus... Ctrl+FF _T % :i —:_—\ o]
Language » =
ER— R — - -
Aa AutoCorrect Options...
A | B | < | > ¥ Autolnput _I—IH NE
Ell
3 ':: Imag=Map )%ﬂ
EE] Redact :
% Auto-Redact 5|
36 N4 Goal Seek... ®
37 @ Solver...
% ®%  Detective » T JLX
a0 Scenarios.. |
| 41 | Forms b
|42 | .
42 Share Spreadsheet...
44 toy Protect Sheet...
ji_? BE Protect Spreadsheet Structure...
|47 | Q Macros .
a (Eﬁ Development Tools
0 [} XMLFilter Settings...
51 Extensions... Cirl+Alt=E
% Customize...
- W
E €3 Options... Alt=F12 51
4 4 » # = Sheeti
[El Sheet 1of 1 Default  English (USA) I:lI Average:; Sum: 0 | — —f—+ | 100%

The Options dialog box will open.
Step 2: Click on the Load/Save category. The Load/Save category expands and displays the options.

Step 3: Select the General option. The general options related to Calc displays on the right-side of the Options dialog
box.

Step 4: Select the Save URLs relative to file system and Save URLs relative to internet check boxes if you want URLs
saved relatively when referencing the File System, the Internet, or both.

Step 5: Click the OK button.
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Options - Load/5ave - General

[_:.-r="': search ]
F LibreQffice
= Load/Save

VBA Properties
Microsoft Office
HTML Compatibility
Languages and Locales
LibreQffice Calc
LibreOffice Base
Charts
Internet
Language Settings

REEE®E

Help

Load

Load user-specific settings with the document

Load printer settings with the document

[ Load view position with the document even if itwas saved by a different user
Save

Save AutoRecovery information every; |10 minutes

[[] Automatically save the document too
O Edit document properties before saving
Always create backup copy
[ Place backup in same folder as document
[ save URLs relative to file system
Save LRLs relative to internst
Default File Format and ODF Settings
ODF format version: |‘t.3 Extended (recommended)

Document type: |Spreadsheets (Calc)

Always cave as: |DDF Spreadshest [*.ods)

[ Warn when nat =aving in ODF or default format

Apply | oK

Cancel

Absolute Hyperlink

It refers to reaching to the linked file by writing the complete address starting from the root directory. If the target

location is changed then the absolute hyperli

To make it work, follow the given steps:

nk will stop working.

Select the Tools - Options option in the menu bar. The Options dialog box will open.
Click on the Load/Save category. The Load/Save category expands and displays the options.

Select the General option. The general options related to Calc displays on the right-side of the Options dialog

Deselect the Save URLs relative to file system and Save URLs relative to internet check boxes if you want the

Step 1:
Step 2:
Step 3:
box.
Step 4:
absolute hyperlink.
Step 5: Click the OK button.
Options - Load/Save - General
Type to szarch |
[#  LibreOffice
5 Load/Save
VBA Properties
Microsoft Office

HTML Compatibility
Languages and Locales
LibreOffice Calc
LibreCffice Base
Charts
Intemet

BEBEE S

Language Settings

Help

Load user-specific settings with the document
Load printer settings with the document
[ Load view position with the document even if it was saved by a different user

Save

Save AutoRecovery information every: minutes

O Automatically save the document too
O Edit document properties before saving
Always create backup copy

[ Place backup in same folder as document
[T Save URLS relati il
L

Default File Format and ODF Settings

ODF format version: |‘I .3 Extended (recommended)]

Document type: |Spreadsheer_=.[Calc)

Abways save as: |oDF Spreadshest (.0ds)

Warn when not saving in ODF or default format

Reset

Apply

oo
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In LibreOffice Calc, each sheet can have a maximum of 1,048,576 rows and a maximum
of 16384 columns.

Creating a Hyperlink

To create a hyperlink, steps are as follows:

Step 1: Selectthe cell in a spreadsheet in which you want to create hyperlink. If there is already some text, then select
the text.

Step 2: Click on Hyperlink icon on the Standard toolbar.
OR

Select the Insert = Hyperlink option from the menu bar.

By Total Inventory.ods — LibreOffice Cale - O X
File Edit View |Insert Format Styles Sheet Data Tools Window Help b
Y I h = abc
B - e Bl B - A EGE >
tla Chart..
Liberation Sans Sparkline... U -~ A = =G = % 2 | = »
[T PivotTable... ~
B 5 e . v | =
BN ocob v)L_ o | e F 6 |
1 |Product '
Shape ] 1
2 |Shampoo E@ e ! @
3 |Hair Oil fx  Function... Ctrl+F2 |
4 |Scrub Named Range or Expression... : i
5 )
: i -8 ©
=i [ Comment Ctrl+Alt=C i
8 F Fontwork... | : fx
9 - i | | !
10 B Hypedink. QK :
11 () special Character.. :
12 Formatting Mark ;
13 p .
14 Date Ctrl+; :
15 @© Time Crl+Shifts: |
16 - I
7 Field :
18 Headers and Footers... :
;g Form Control » :
31 Signature Line... i
f v
(11 o I
4« 4 F b = Sheett
|E| Sheet 1of 1 Default = English (USA) I:II Average: ; Sum: 0 | — ——f——+  100%

The Hyperlink dialog box will open.
Step 3: On the left hand side, select one of the four types of hyperlinks:

¢ Internet: This option allows you to insert a hyperlink to a website or web page. You can enter the URL (web address)
of the website or webpage you want to link to in the URL text box. In the Text textbox type the text you wish to make
as hyperlink.
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Hyperlink X

wop || meet || aopy ([0 || Geme

¢ Mail: This option creates a hyperlink to open an email message that is pre-addressed to a particular recipient. You
need to specify the address of the recipient in the Recipient text box and the subject of the mail in the Subject text
box. In the Text textbox type the text you wish to make as hyperlink.

r Hyperlink X
Internet RRCHieRg l v| | B
Subject: | |
Fmsm
‘ — Frame: | V—l Form: ‘Tex‘t {tl )
T [ |
[_)DCI.ITI\EIIt Name: | |
New Document
we || e || mwy [ o ][ cee |

¢ Document: This option allows you to link to another document or file on your computer or network. You can browse
your file system to select the document you want to link to. For this, you need to click the Browse button to open
a file. The path of the file is displayed in the Path text box. Click on the Target button to choose the sheet,, tables,
frames, images, headings etc to be hyperlinked. In the Text textbox type the text you wish to make as hyperlink.

ez =
108 | |nformation Technology-X l 1
y & 4 —_—




Hyperlink X
| pocmen
[ =
| Internet Foth; :I -
| Target in Document
Torget | || &
Mail
URL:
| el e
Document Frame: F] Form: |Text j|
i) Tt | |
Name: | |
New Document
=™ o

¢ New Document: enables you to create a hyperlink that will open a new, blank document. You can choose create and
Edit now or just create it and Edit later. Select the File type as text, spreadsheet, etc. give a name to a file in File
textbox. You may select the path for a specific directory where you wish to create your file. In the Text textbox type

the text you wish to make as hyperlink.

Hyperlink x
New Document
<3 ® Editnow O Editlater
Internet
File:
File type:
Mail Speaaes
Presentation
=1 Drawing
L>:— Formula v
Document
Further Settings
ﬁ Frame: | EI Form: ‘Text EI
New Document Text: [
Name: i
O | e

Some of the common steering in all four tabs are:

¢ Frame: This specifies how the link will open.

¢ Form: The hyperlink created will be a text or a button.
¢ Text: The text you type here will become a hyperlink.

¢ Name: It is the name of the hyperlink.

Step 4: Click on the OK button to create a hyperlink.

fgl

w S .
Electronic Spreadsheet (Advanced 109
- w U £




The hyperlink is created in the spreadsheet.

File Edit

View

'Flj"

Total Inventory.ods — LibreOffice Calc

Insert Format Styles Sheet Data Tools

|Liberation Sans

B-0&Q XBIMGB-
u -

A B I U-A-m

a7

q Ix Z v = ‘ Meerut Branch Inventory

Product

Hair Qil
Scrub

=~ E= RV RE ) (YRR LS e

O |0

-
o

Shampoo

Window Help

g 4|9~

v

B | ¢ | o |

Total Inventory
32300
16850
12100

Meerut Branch Inventol

Edit a Hyperlink
To edit a hyperlink, perform

the following steps:

Step 1: Place the cursor anywhere in the link.

Step 2: Right-click the hyperlink and select the Edit Hyperlink option from the context menu.

ﬁ Total Inventory.ods

File Edit View |In

-=-8-

— LibreOffice Calc

sert Format Styles Sheet Data Tools Window Help

D@l XBh- 458

b

|Liberalicm Sans

Bl (oo Bl G A% -

a7

fx X v |MeerutBranch Inventory

Product
Shampoo
Hair Cil
Scrub

10
11
12
13
14
15
16
17
18
19
20
21

”

Ml Meerut Branch '~ ~=+==-

B | ¢ | o |

@

Total Inventory
32300
16850
12100

Cut
Copy
Paste

Ctrl+X
Ctrl+C
Ctrl+V
Q Special Character...

Insert Field 3
Open Hyperlink

Edit Hyperlink...

Copy Hyperlink Location
Remove Hyperink

Clear Direct Formatting Ctrl+M
Character...

<

Har M +

Sheet1

Sheet 10f 1

Default = English (USA)
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The Hyperlink dialog box opens.

Step 3: Modify the desired settings in the Hyperlink dialog box.

Step 4: Click on the OK button.

Removing a Hyperlink

To remove a hyperlink, perform the following steps:

Step 1: Place the cursor anywhere in the link from where you want to remove hyperlink.

Step 2: Right-click the hyperlink and select the Remove Hyperlink option from the context menu.
The hyperlink is removed from the text.

Linking to External Data

In LibreOffice Calc, a sheet can have data from an external source like an HTML table, data specified by named ranges
from any spreadsheet like Excel, OpenOffice.org Calc, etc.

Follow the given steps to insert data from an external source:
Step 1: Select the cell where you want to insert data from external source.

Step 2: Select the Sheet = External link option from the menu bar.

B Total Inventory.ods — LibreOffice Calc - O =
File Edit Mew Insert Format Styles  Sheet Data Tools Window Help x
—— fm] L Insert Cells... Ctrl++ abc
H-E-B-0a&Q |8 = A HE-EH- »
% Insert Rows »
|Libcration Sans - | |1CI pt |~ % Insert Columns » E: i :E _T % :i —:_—\), »
Inzert Page Break »
A2 e Zam= E <> | =
FF  Delete Cells.. Cirl=- ol
Prod Tomal | B ﬁ Delete Rows F | G ! -
1 uct otal Inventory |
2 |Shampoo 30300 B Defete Columns [ A
32 |HairCi 16850 Delete Page Break ¥ i
| 4 |Scrub 12100 B jygen sheet.. . lie=
5 - I
6 | Insert Sheet at End... | @
7 |Meenst Branch Inventol Insert Shest from File... \
o —— Extemal Links.. : fx
9 R " :
10 Delete Sheet... '
n A ClearCells... Backspace |
% Cycle Cell Reference Types R4 I
M4 | Fill Cells » !
15 MNamed Ranges and Expressions » !
| 16 | Cell Comments ;
17 |
12 Rename Sheet... !
19 Hide Sheet .
120 Show Sheet... :
n s i
Frl I:_-'ﬂﬂ Move or Copy Sheet... !
3 o Duplicate Sheet !
= Navigate » :
5 sl :
26 Sheet Tab Color... !
|27 | Sheet Events... ! I &7
£ >
Right-To-Left
4 « » P == Shesti =
Shest1of 1 Cefault | English [USA) I:II A ge:; Sum:0 | — it + | 100%

The External Data dialog box opens. This dialog box contains the following fields:

Step 3: Type the path of the external data source in the URL of External Data Source text box or click on the Browse
button to select the file.
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External Data X
URL of External Data Source
EJ Browse... ‘
Available Tables/Ranges
[ Update every: v second
Help oK Cancel

The Insert dialog box opens.

Step 4: Navigate the location and select the file. Then, click on the Open button.

nsert
G X
T » ThisPC » Local Disk (T) » Data w | Q|  Search Data ]
Organize New folder ==« [@ o
3 This PC “ MName - Date madified Type
) 30 Objects ~lock.Total Inventory.ods# 16-May-24 2:21 FM OD5# File
[ Desktop E Branch Inventory 16-May-24 258 FM OpenDocurmernt]
4] Documents B Tetal Inwentory 16-May-24 12:08 PM OpenDocumentf
* Downloads
J'! Music
[ Pictures
m Videos
. Local Disk [C:]
= Local Disk E (E]
= Mew Volume iF:)
= Editorial Share [\ An 3
File name: | Branch Inventory o| anies v
Coce

The path of the external source is displayed in the URL of External Data Source text box.
Step 5: Select the named ranges or tables you want to insert.

Step 6: Select the Update every check box to specify the time by which the selected ranges or tables are updated
automatically.

Step 7: Click on OK button.

External Data x

URL of External Data Source

file:///C:/Data/Branch3:20inventory.ods :I Browse..,

Available Tables/Ranges

Lucknow_Branch_Inventory

Help oK Cancel
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The external data is linked to the sheet.

B3 Total Inventory.ods — LibreDffice Calc — O >
File Edit View |Insert Format Styles Sheet [Data Tools Window Help

) = - £y v ab ; A
B-5-B-DeRB XBE-442-C- 4 HE-B/HY »
|Liberation53ns _VH‘lﬂpt :V] B I U-~ Ac“ﬂ v EE E EE ? % = % = »
f},- Z - :|ImenturyatLud(now EBranch |v =

B | | D | E F | [ H e

1 |Praduct Total Inventory

2 |Shampoo 32300 éﬂ
3 [Hair Gil 16850

4_|Scub 12100 =
5
6 |

7 [Meenit Branch Inventol @
B Binvenon a Luckow Branc fe
9 [Product Total Inventory

10 |Shampoo 7500

1 |Har il 5500

12 |5cub 4800

1B

Linking to Registered Data Sources

LibreOffice Calc enables us to link the spreadsheet documents with databases, and other data sources. For this,
registering the data source within LibreOffice is essential. Because it informs LibreOffice about what kind of data being

used and the file’s location.

In this section, our focus will be on LibreOffice Base, which has .odb extension. To register a database in .odb format
the steps are as follows:

Step 1:

Step 2:
Step 3:

Step 4:

Select the Tools - Options from the menu bar.
The Options dialog box opens.
Click on the LibreOffice Base category. The LibreOffice Base category expands and displays the options.

Select the Databases option. The options related to database displays on the right-side of the Options dialog
box.

Click on New button.

Options - LibreDffice Base - Databases x
Type to search | Regis { Datat
& LibreOffice Registered name | Databasefile
[# Load/Save Bibliography Ci\Users\ADMINVAppData\Roaming\ LibreOffice\ dusendatabass)
Languages and Lecales New Databace Co\Userg ADMIN\Documentsi New Database.odb

#  LibreOffice Calc
= LibreOffice Base

Connections

# Charts
Internet
#H  Language Settings

The Create Database Link dialog box opens.
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Step 5: Click on the Browse button.

Create Database Link X

Database file:

| Registered name:

Help oK Cancel

The open dialog box appears.

Step 6: Navigate the location and select the database file. Then, click on the Open button.

B3 open x
1 » ThisPC » Local Disk (C:) » Data v O Search Data 0o

Organize * New folder =~ ™ @

3 This PC "~  Name Date modified Type

J 3D Objects Inventory Data 16-May-24 4:06 PM OpenDocument

[ Desktop

|5 Documents

4 Downloads

b Music

[&=] Pictures

B Vvideos

‘ame Local Disk (C:)

= Local Disk E (E:)

- Mew Volume (F:)

== Editorial Share [\ v € 5
] Read-only

File name: | Inventory Data v|  ODF Database v

- T ==

The path of the data source is displayed in the Database file text box.
Step 7: Type a registered name of the database in the Registered name text box.

Step 8: Click on OK button.

Create Database Link X

Database file:

‘C:\Data\lnventory Data.odb VI Browse...

Registered name:
llnventory Data

Hep
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Step 9: Click on OK button to use the selected database.

Options - LibreQffice Base - Databases X

|_-,:.x: to search | Registered Datab

@ LibreOffice 1R:gistered name |Datahase file
'* Load/Save |Bibliography C:\Users\ADMIN\AppData\Roaming\LibreOffice\4\user\database)
@ Languages and Locales |Inventory Data C:\Data\Inventory Data.odb

B LibreOffice Calc |New Database C:\Users\ADMIN\Documents\New Database.odb
= LibreOffice Base

= Connections
#H Charts
[ Internet
[# Language Settings

[E] o o

oo | D NS | o

Note that the OK button is enabled only when both fields are filled in.

| KNO\V < &

Tick (v) if you know this.

» The default name of the sheet can be changed by renaming a sheet with a new name. (_)
» The main advantage of using cell reference is that it can be used in formulas and functions. (3
» A cell reference is the method used to refer to a cell or a range of cells in a spreadsheet. O
» Solver is a tool that helps you do backward calculation of the input to obtain the desired output. C)
» Hyperlink means a content when clicked will open another linked file. O

=" SHARING SPREADSHEET

A file is sometimes required to be accessed by multiple users at the same time for editing. For this purpose, the
file can be placed in the network or shared location so that it can be shared by several users and can be accessed
simultaneously.

Sharing a spreadsheet refers to the way of allowing multiple users to access and work together on the same document
simultaneously.

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.

The steps to make the spreadsheet shareable with the other users are as follows:

Step 1: Open the spreadsheet.

- E Electronic Spreadsheet (Advanced) ! 115 -\



Step 2: Select on the Tools = Share Spreadsheet... option from the menu bar.

Test Data.ods — LibreOffice Calc = ] *
File Edit View Insert Format Styles Sheet Data | Tools | Window Help
N = b Spellin F7 z
B-E-"H-0& QX B [ ¥ e - - B »
I Si'} Automatic Spell Checking Shift+F7
|LiberationSans V] 10pt .VI B I Thesaurus... Ctrl+F7 _T % :i _:__Q, >
; —— Language I =
RE-= L v -
Aa AutoCorrect Options...
T
A | B | c | D ¥ Autolnput _I—H ol
1 |Name Test1 Test 2 Test 3 B i M |
Amit a3 75 Ll Bt _ A
3 |Yash | &9 86 Redact | A
4= Rohan 15 (e Auto-Redact =
5 |Devesh 8 83 -
6 |Nihar | 82 90 54 Goal Seek... ®
@_g Solver...
% o2 Detective » fX
10 | Scenarios..
11 | 1 Forms »
12
3] ShoreSpreadbhiest., |
14 71 Protect Sheet...
% B:E-, Protect Spreadsheet Structure...
| 17 | B Macros +
| 18 | (E@a Development Tools
19
20 | [4 XML Filter Settings...
21 Extensions... Ctrl+Alt+E
% Customise...
v
< g3 Options.. Alt+F12 N

[ 4 » M = Sheetl

The Share Document dialog box opens.
Step 3: Select the Share this spreadsheet with other users check box to enable the sharing feature.

Step 4: Click on OK button.

Share Document X

Note: Changes to formatting attributes like fonts, colors, and number
formats will not be saved and some functionalities like editing charts and
drawing objects are not available in shared mode. Turn off shared mode
to get exclusive access needed for those changes and functionalities.

Users Currently Accessing This Spreadsheet
Name |Accessed
Yash Gupta (exclusive access) 05/14/2024 16:05 16:05

Help | OK Cancel

The Confirmation message box opens.
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Step 5: Click on Yes button to continue.

Confirmation X

The spreadsheet must be saved now to activate sharing mode.

Do you want to continue?

The (shared) word is displayed with the file name on the Title bar to indicate that the file is in the shareable mode.

[ Test Data.ods (shared) — LibreOffice Calc - 1] x
File Edit View |Insert Format 5Styles Shest Data Tools Window Help
B-E-H-D@RIXBR & AD-C. 8% H- B W»
|Liberation sans FlleetMilB I USA-BR-E = ZFE = 2 S |»
7 vl fx 3 - :| |v =
A | B | COl| D | £ | F | G [

| 1 |Name Test1 Test 2 Test 3 Total Percentage
| 2 |Amit 93 75 T8 246 82.00 &9
3 |Yash 89 86 84 259 86.33
| 4 |Rohan 76 72 g4 232 7733 =
| 5 |Devesh 78 83 90 251 83.67
ﬁNihar 82 20 91 263 87.67 @
7

8
I .fX
10

11 |

N

3|

14

5

16 |

7|

18

KN

20 |

21

2]

23 v

< 2

M A F M 4 Sheett

If you wish to reverse the shared mode into unshared mode, then make a copy of the same file using File - Save as.
This will create a copy of the spreadsheet without shareable mode.

Opening Spreadsheet

Perform the following steps to open a shared spreadsheet:
Step 1: Double-click the shared spreadsheet to open it.

A warning message appears that shows the message “The spreadsheet is in shared mode. This allows multiple
users to access and edit the spreadsheet at the same time.”

Step 2: Click on the OK button.

The spreadsheet is in shared mode. This allows multiple users to
access and edit the spreadsheet at the same time.

Changes to formatting attributes like fonts, colors, and number formats will not be
saved and some functionalities like editing charts and drawing objects are not
available in shared mode. Tumn off shared mode to get exclusive access needed for
those changes and functionalities.

[ Do not show warning again.
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If you do not want this see this warning again and again, then you need to select the Do not show warning again
check box.

Whenever a sheet is opened in a shared mode then some of the features of LibreOffice Calc are disabled.

The Some the features which are disabled are as follows:

¢ The Undo, Redo, Repeat, Links to External files, OLE Objects Track Change (except Merge Document) features are
disabled in the Edit menu.

5. Test Data.ods (shared) — LibreCffice Calc —
=] o4
File | Edit | Miew |Insert Format Styles Sheet Data Tools Window Hep
Undo Cirl+Z K (@ ab
B 7w 2 B A A0 B
Redo Cirl+Y

; S et == = Senfiiee e =

Liber Repeat c-sitey |B T U | A~ M. === F 5 ==

= & cut Qrl+X - |

@ Copy CerlaC -
| R Paste Cirl+V | o | ¢ L G ! H | ! | LIS

1 Pt e s Test3 Total Parcentage ,

2 S 5 78 246 82.00 ! A

3 | HH selectan Ctrl+ShiftsSpace  B6 84 259 86.33 | B
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Saving a Shared Spreadsheet

There may be different issues with the shared document whenever you wish to save them:

When you save a shared spreadsheet, if it has not been modified and saved by another user since you opened it, it is

saved as usual.

¢ |f the spreadsheet has been modified and saved by another user since you opened it, one of the following
will occur:

¢ |f the changes made by others do not conflict with the changes made by you then the document is saved and the
message “Your spreadsheet has been updated with changes saved by other users” appears, and any cells modified
by the other user are shown with a red border.

¢ [f the changes conflict, the Resolve Conflicts dialog will appear. You must decide for each conflict which version to
keep, yours or the other person’s. When all conflicts are resolved, the document is saved. While you are resolving
the conflicts, no other user can save the shared document.

* No two or more users can save the same shared document at the same time. If the other user is trying to save the
same shared document. Then you will not have the permission to save it. The document will be locked with the
message merge-in in progress. You have to cancel the save command and retry later.

When you successfully save a shared spreadsheet, the document shows the latest version of all changes saved by all

users.
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<= RECORD CHANGES IN A SPREADSHEET

LibreOffice Calc allows you to keep a track of the changes made in a document using the Record option. If you make
any changes in the original document, then your name along with new value and the cell address will be saved so that
if you want to undo the changes you may have that option later. While recording the changes, the spreadsheet will
turn off its shared feature.

To enable the Record changes, first disable the shared mode of the spreadsheet. The steps are:

Step 1: Select the Tools = Share Spreadsheet option from the menu bar.

The Share Document dialog box opens.
Step 2: Uncheck the Share this spreadsheet with other users check box to disable the sharing mode.
Step 3: Click on OK button.

The Warning dialog box opens that will give warning to disable the shared mode of a spreadsheet.
Step 4: Click on OK button to continue to disable the sharing mode.
Now follow the given steps to record the changes:

Step 1: Open a existing spreadsheet.

1B} Test Datz.ods — LibreOffice Calc - m} =
File Edit View Insert Format Styler Sheet Data Jools Window Help =
= = 0 = -
B-=-B- D@ B XBhEd 49Dy Gy B . »
Liberation Sans Floee 5] B I U -~ A-d.=== F + 2 »
7 M A I :| |- =
5 | c | o | e NG < | s+7
Test 1 Test 2 Test 3 Taotal Percentage
9 Fid 8 247 8233 Ay
tiit] 36 85 260 36.6T N
76 80 a4 220 76.33 @
78 83 90 251 3367
82 o0 a1 263 B7ET @
| &

Step 2: Select the Edit = Track Changes option from the menu bar.

Step 3: Select the Record option from the submenu. Record Option was disabled and not working in the shared

spreadsheet.
[ Test Data.ods — LibreOFfice Calc - u] b
Fle ' Edit Miew Insert Format  Styles Sheet Data Tools Window Help =
L | ) Undo: Input Cirl+Z 1 ) @ abe
| 7 “? K B[R-I & A AU IH-B-»
~do Ctrl+Y
Liber 0 Repestiinpur  CulShiey (B ] U A.Kﬁ EEEIT e 2 »
E Moot Chrl+X - -
B copr Ctri+C -
LI [[ Paste Ctrl=y L E G iy I |
1 %] PasteSpecial Test3 Total Percentage
a || ] Pastegpecia g 78 247 8233 A
| 3 | B selecranl Ct+Shift+Space  P6 85 260 B6.67 h
FAd @ Select , B9 84 229 76.33 g
5 = B3 90 251 B3.67
& | 1 Find.. Cti+F O o1 B7.67 @
Find and Replacs... Crl+H
8
|5 | & TackChanges » [B Record Jx
% Cell Edit Modz 2 S
2 | = Cell Frotection
132 Links = External Files...
| 4 |
|15 |
16 Edit Mode Carl=-Shift=b ‘Compare Docurment...
17 - Merge Document..
|18 |
19
[ | &
< ¥
{4 b ¥ 4 Shett
Sheet1of1 | Default | English (US&) 1T Bverage:; Sumi ]| — ————— +  100%

Now, the Record feature gets activated.
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Step 4: Changes made in the spreadsheet will be recorded and reflected with red border as shown below:

Test Data.ods — LibreOffice Calc - O X

File Edit Miew Inzert Format Styler  Sheet Data Toole  Window Help =

B-E-B- 0@ B XBBR-&49-C- G H-B-»

|Lib:ruﬁon5ans 'vapt 'v] B I U-~ A.I‘@ N =E == F % =3 »

L~=| v | =
s | s c | o NN - € [ a%m

1 |Name Test1 Test 2 Test3 Total eﬁ

2 |Amit _—93 75 78 248

3 |Yash 89 36| B4 259 B

4 |Rohan 76 72 B4 232 i

5 |Devesh 78 33 a0 251

6 |Nihar 82 90 ol 263 @

| ) |

o Jx

10

11

12

ER

14

15

16

| 17 |

18

19

T S

< |

M 4« P M 4+ Sheett

Sheet 1of 1 | Default English (USA) I:lI Average: ; Sum: @ -t | 100%

A deleted column or row is marked by a heavy red bar. This red colour can be changed to some other colour by
selecting Tools = Options = LibreOffice Calc - Changes.

Options - LibreOffice Calc - Changes *

|_:'-,-|;e to search Colors for Changes
LibreOffice
Load/Save
[# Languages and Locales Deletions: - Or?-.:@ "
E LibreOffice Calc s —
- General Insertions: I Darc Blue 2 a
- Defaults -
o Vi Moved entries: |E Dark Gold 1: ¥
— Calculate
— Formula
—  Sort Lists
— Compatibility

Grid

Print
LibreOffice Base
Charts
Internet
Language Settings

Changes: [ Light Green 2 b

HEEE

Help Reset Apply | | OK | Cancel

Note that: Some changes, for example cell formatting, are not recorded and marked.

Viewing Changes Made Using Record Option

LibreOffice Calc gives you great control over what changes you see when reviewing a sheet. To see the changes made
using Record options, perform the following steps:

Step 1: Open the reviewed spreadsheet.
Step 2: Select the Edit - Track Changes option from the menu bar.
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Step 3: Select the Show option from the submenu.

The Show Changes dialog box opens.

Show Changes *x

Filter Settings

[ Date:

|53r|iE| than

0A7/024 ~

and s

[ Author:

| 'ash Gupta

[JRange:
[J comment:

[ show accepted changes
[ show rejected changes

Various options related to filter settings will help you to display the changes made with respect to the options:

¢ Date: Changes made in the specified date and time range will be displayed.

¢ Author: Changes made by the specified author will be displayed. This option is useful when multiple users are
editing the same file.

¢ Range: Changes made in the specified range of cells will be visible.

¢ Comment: Changes with the comments matching the search criteria will be displayed.

¢ Show accepted changes: Changes that you accepted in a file will be displayed.

¢ Show rejected changes: Changes that you rejected in a file will be displayed.

You can see the changes by place the mouse cursor over the changed cell.

B Test Data.ods — LibreDffice Calc — O =
File Edit View |Inseit Format Styles Sheet Data Tools Window Help ®
~— P ™ . :

H-E- D@ R XBRE 400 G E-EH-

|Liberation Sans wee M B I U~A-B.===|F =+ 2L »

7 ~|| fx 3 - =| |v =
A | 8 | ¢ | o HEEGEE - 6 | w7

1 |Name Test1 Te

——h Yash Gupta, 05/17/2024 10:41:19:

2_|Amit [ 93 ™ |Call B2 changed from '04'to'03' 46 A

2 |Yash 29 - 250

4 |Rohan 76[ 72 84 232

5 |Devesh 78 a3 a0 251 )

6 [Nihar 82 90 91 263 @

]

—— fx
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1
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13

14

15

16

17

18

19 "

<" >

M4 F M 4 Sheett

Sheet1of1 Default English (USA) I:II Average: ; Sum: 0 = —f—t | 100%
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Accepting or Rejecting Changes

Record Changes are just suggested changes by one or different users. To make these changes permanent, the changes
must be accepted. On the other hand, the author may disagree with some of the tracked changes and choose to reject
them. When we edit a document in which others users have made changes, author can accept or reject the changes
individually or altogether.

To accept or reject changes in a spreadsheet, perform the following steps:
Step 1: Open the reviewed spreadsheet.

Step 2: Select the Edit 2 Track Changes option from the menu bar.

Step 3: Select the Manage option from the submenu.

The Manage Changes dialog box opens.

Manage Changes X
List  Filter
Action Position Author Date |Comment
Changed conter Sheetl.B2 Yash Gupta 05/17/2024 10:41:19  {Cell B2 changed f|
# Changed conter Sheetl.D3 Yash Gupta 05/17/2024 10:52:30
Changed conter Sheet1.C4 Yash Gupta 05/17/2024 10:52:30  (Cell C4 changed fi
# Column deleted (Sheetl.F:F) Yash Gupta 05/17/2024 10:52:30  (Column F:F delete
< >
. 1 [
Accept Reject AcceptAll | Reject All

oo

The given dialog box will appear with the list of changes done in the sheet.

Step 4: Click the Accept or Reject button to accept or reject the selected changes made, respectively. In our case, we
have rejected the Column deleted change.

Step 5: Click the Accept All or Reject All button to accept or reject all the changes made, respectively.

Step 6: Click the Close button to close the Manage Changes dialog box dialog box.

Adding Comments to Changes

LibreOffice Calc allows you to add comments to the changes made by the users in the original data. In Calc, the
comments are automatically added. The author or reviewer can also add their own comments as well. The steps to add
comment to the changes made are:

Step 1: Select the changes cell in the reviewed spreadsheet.
Step 2: Select the Edit = Track Changes option from the menu bar.
Step 3: Select the Comment option from the submenu.

The dialog box opens with automatically-added change (in our case, Cell B2 changed from ‘94’ to 93’)
displayed in the title bar.
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Step 4: Type your own comment in the Text text box.

Step 5: Click on the OK button.

Cell B2 changed from '94' to '93' X

Contents
Author Yash Gupta, 05/17/2024 10:41
Text
Changed Marks from 94 to 93 after verifying the data.

Help & [+ oK Iigancel |

When you hover your mouse pointer over the cell with the comments then the above created comments will be

displayed.
EJ Test Data.ods — LibreOffice Calc — a X
File Edit View |[nsert Format Styles Sheet Data Tools Window Help x
B-E-B-D@R XBE-849D- JORLAR::: RY: A
|Liberation Sans Mo Bl Bol U-AB. EEZ=(F+ 2| »
|82 M KE-=s . w4 lw | =
A ¢ | o | ¢ mEmm c | 7
1 |Name Test1 T
- Yash Gupta, 05/17/2024 10:41:19:

Amit [ 93* | Changed Marks from 94 o 93 after verifying the data. A,
3 |Yash 89 |(Cell B2 changed from '94' to '03) h
4 Rohan 7 T o o L ISE
5 |Devesh 78 83 90 251 83.67
6 |Nihar 82 90 91 263 87.67 @
T
8
s fx
10
1
12
13
14
15
16
17
18
19
o W
< >
P sheet
Sheet1of 1 | Default = English (USA) I:II Average: 93: Sum: 93 - —ft | 100%

Formatting Comment

You can format the comment box, just like formatting the cell contents. It means changing the background colour,
border style, and transparency of a comment.

w W .
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Follow the following steps to format the comment.

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.

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.

Merging Spreadsheet

This feature helps you to merge two or more different versions of a spreadsheet into one. Sometimes multiple users

are editing the same document so you wish to see the merged changes in one spreadsheet. This is the best option to

merge multiple changes to avoid confusion and to speed up the document review.

The steps to merge spreadsheet are as follows:
Step 1: Open the original spreadsheet.
Step 2: Select the Edit - Track Changes option from the menu bar.

Step 3: Select the Merge Document option from the submenu.

&) Test Data.ods — LibreOffice Calc -

[ Test Data.ods — LibreOffice C o X
File Edit View |Insert Format Styles Sheet Data Tools Window Help X
ALYy A B >

Redo Ctrl+Y
Liber; Repeat Ctrl+Shift+¥ B I U-~ A St EE E EE ? %‘ :i »
E K Cut Crl+X — | = =
My copy Ctri+C -
~js v b °o | e NN < | 7
1 ctm Enacial : Test3 Total Percentage )
2 raste pecia /5 78 246 82.00 ! A
3 | BH sSelectAll  Cirl=Shift+Space B6[ 84 259 86.33 |
4 2 84 232 77.33 | I
Select ’ i
5 E p 3 90 251 83.67 A
6 | /- FEind. Cul+F B0 91 263 8767 : ®

_ Find and Replace... Cerl+H !

8 |  —— i TR >

5| "5 Wack Changes! VB Record | Jx
o8 | |

10 Cell Edit Mode 2 | @B Show.. :

:; ||V Cell Protection [ Manage.. !

13 | Links to External Files [ Comment. :

i OLE Object b E: Protect... i

15| :

16 | [¥ EditMode Ctrl+Shift+M Compare Document... x

17 EE Merge Document... |

18 _ :

19 I "

(""‘ > 1

4 4 » b =  Sheett

E—j Sheet 10f 1 Default English (USA) Ij]: Average:; Sum:0 = ——f}—+ 100%

The Merge with dialog box opens.
Step 4: Select the file that you want to merge with the original file.

Step 5: Click on Open button.
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B3 Merge with X
- v 4 > ThisPC » Local Disk (C:) » Data v O Search Data P
Organize » New folder fiz=» [N o
E;I Thic PC Name a Date modified Type
j 3D Objects ~lock.Test Data.ods= 17-May-24 12:04 PM ODS# File
[ Desktop i Branch Inventory 16-May-24 2:58 PM OpenDocument
fra - -24 3: Vi
) Documents @ oat 16-May-24 3:14 PM Microsoft Edge
i o) Inventory Data 16-May-24 4:19 PM OpenDocument
ownioacs @ Test Data 17-May-24 12:02 PM OpenDocument
d Music Test Report 17-May-24 12:03 PM OpenDocument]
&= Pictures {2 Total Inventory 16-May-24 4:31 PM OpenDocument]
B Videos
., Local Disk (C:)
= Local Disk E (E2)
- New Volume (F:)
== Editorial Share (\ v >
File name: | Test Report V| |Alfiles v
| Open | L Cancel i
The Manage Changes dialog box opens with the changes of both users or authors.
Step 6: Accept or reject the changes and click on Close button for the final merged document.
Manage Changes X
List  Filter

Comment
Changed conter Shee t 05/ 0
Changed conter Sheet1.C4 Yash Gupta 05/17/2024 10:5230  (Cell C4 changed from '69' to '72)
Changed conter Sheet1,B3 Yash Gupta 05/17/2024 12200:53  (Cell B3 changed from '89' to '81)
Changed conter Sheet1.D4 Yash Gupta 05/17/2024 12:00:56  (Cell D4 changed from '84' to '85')
# Changed conter Sheet1.B2 Vaibhav Sharma 05/17/2024 12:03:39
Changed conter Sheetl.C3 Vaibhav Sharma 05/17/2024 1220342 (Cell C3 changed from '86' to '85)
[# Changed conter Sheet1.C6 Vaibhav Sharma 05/17/2024 12:03:46
Changed conter Sheet1.D6 Vaibhav Sharma 05/17/2024 12:03:49  (Cell D6 changed from '91' to '87")
# Accepted
# Rejected
| Accept Reject ‘ ‘ Accept All Reject All

Help

The merged file displayed will show the content merged from both the files.
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Test Data.ods — LibreOffice Calc - O X
File Edit View |Insert Format Styles Sheet Data Tools Window Help X
B-B-B-D&@&R XR R &4 9D-C. G H-H. »
|Liberation Sans Flier Fll B I UVA-BJE==|FT 2| »
[BZ L] Y v=|o v =
A C D E | F | 6 | H Al B
1 |Name Test1 Test 2 Test 3 Total Percentage 4
Amit 75 78 247 82.33 : A,
3 |Yash 81l 85/ 84| 250 83.33 | .
4 |Rohan 76 72 85 233 7767 i F
5 |Devesh 78 83 90 251 83.67 !
6 _|Nihar 82 87 87 256 85.33 ! @
% |
8 1
: , fx
10 |
1 l
12 :

Comparing Documents

If you edit an original spreadsheet without recording the changes made into it then comparing the edited version with
the original version is the best option to figure out the kind of changes done in the document. Also it is a good practise
that instead of merging two spreadsheets, one can compare the two spreadsheets by comparing the documents.

The steps to compare the files are as follows:

Step 1: Open edited spreadsheet.

Step 2: Select the Edit = Track Changes option from the menu bar.
Step 3: Select the Compare Document option from the submenu.
B) Test 1.0ds — LibreOffice Calc — m] X
File Edit View Insert Format Styles Sheet Data Tools Window Help X
y Und Ctrl+Z C o | 3
K@ &490-C- Q% »
I Redo Ctrl+¥
Libed & Repeat cishiteVilBY I U A-BJE=Z=|F »
E X Cut CuleX v | =
B copy Ctrl+C -
D Paste v LI 0 | & | ¢ | 6%
1 < : Test3 Total Percentage
A iy ' 15 78 26 82.00 A
3 | B§ selectan Ctrl+Shift+Space 84 259 86.33
4 84 232 77.33 i
Select .
5 B e ; %0 251 83.67 =
6 | © Find. Ctrl+F 91 263 87.67 @
7 Find and Replace... Ctrl+H
s !
9 ru:ltChllges » | [® Record f X
10 Cell Edit Mode F2 | ® Show.
:; I Cell Protection B Manage.
13 Links to External Files... [& Comment..
::: OLE Object v | B Protect...
16 | [¥ EditMode Ctr+Shift=M  [[] Compare Document... .
<k G5 Merge Document... >
[« 4« b b < Sheett
Ei Sheet1of 1  Default English (USA) | [ I Average: ; Sum: 0 | — ————+  100%
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The Compare to Original Document dialog box appears.
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Step 4: Select the original spreadsheet and click on Open button.

[ Compare to Original Document X
1+ + ThisPC » Local Disk(C:) » Data v O Search Data ye)
Organize v New folder = » [H o
B This PC o Name Date modified Type
:’ 3D Objects ~lock.Test 1.0ds= 17-May-24 12:45 PM OD5# File
I Desktop @ Branch Inventory 16-May-24 2:58 PM OpenDocument]
16-May-24 3:14 PM i ft
2 Documents Data 6-May-24 3 Microsoft Edge
Inventory Data 16-May-24 4:19 PM OpenDocument
‘ Downloads =
Test 1 17-May-24 12:41 PM OpenDocument]
J Music {& Test Data 17-May-24 12:13 PM OpenDocument
=] Pictures Test Report 17-May-24 12:03 PM OpenDocument
B Videos i) Test 17-May-24 12:42 PM OpenDocument]
i Local Disk (C:) @ Total Inventory 16-May-24 4:31 PM OpenDocument
== Local Disk E (E))
- Mew Volume (F:)
== Editorial Share (\ -5 =
File name: | Test v—l [Aﬂﬁes »
o

The Manage Changes dialog box opens with the changes after comparing the document.

Step 5: Accept or reject the changes and click on Close button.

Manage Changes X

List  Filter

ion |Position Author |Date

05/17/2024 12:47

|chnrnent

Changed conter Sheet1.B2

(Cell B2 changed from '92' to

Changed conter Sheetl,D3 Vaibhav Sharma 05/17/2024 12:47:28  (Cell D3 changed from 88’ to '84')
Changed conter Sheet1.C4 Vaibhav Sharma 05/17/2024 12:47:28  (Cell C4 changed from ‘76' to ‘72)
Changed conter Sheetl,B6 Vaibhav Sharma 05/17/2024 12:47:28  (Cell B6 changed from '8T" to "82')
Accept Reject Accept All ‘ ‘ RejectAll |

Help

The following changes will be marked:

¢ Data found in the edited version but not in the original is marked as inserted.
¢ Data found in the original file but not in the edited version is marked as deleted.

¢ Data which is changed is marked as changed.
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The compared file is displayed below:

[y Test 1.0ds — LibreOffice Calc - m] X
File Edit View Insert Format Styles Sheet Data Tools Window Help X
B-E-B-D@R XDk 4 A5 »
|Liberat[onSans V”1Opt Vl B I u - Av ’G - EE E EE ? »
|A2 vl fx Y+~ =|Keuna B =
D | E | F Gin) =

1 |Name Test 3 Total Percentage

Karuna 75 78 246 82.00 A,
3 |Shivangi 86 84 259 86.33
4 |Anirudh 76| 72 84 232 77.33 ﬁm
5 |Karan 78 83 90 251 83.67
6 _|Sanjay 90 01 263 8767 ®
il
8
: fx
10
1
12
13
14
15
16
7 v
< >
[ ¢« » b = Sheett |
Sheet 10of 1 Default English (USA) EJI Average: ; Sumi0 | — —————+  100%

From this point you can go through and accept or reject changes, as described earlier.

| KNO\V <
Tick (v') if you know this.

9

g
» A spreadsheet is sometimes required to be accessed by multiple users at the same time for editing. C_/
» Whenever a sheet is opened in a shared mode then some of the features of LibreOffice Calc are '

disabled. N/
» No two or more users can save the same shared document at the same time. ()

&) COMMENTS IN SPREADSHEET

Comments in spreadsheets serve the purpose of providing additional information, context, or explanations about
specific data or formulas within the spreadsheet. This feature is particularly useful for collaboration, as it allows multiple
users to understand the justification behind certain entries or calculations. Additionally, comments help maintain the
integrity and transparency of the spreadsheet by documenting the thought process behind each data point.

Adding Comment

To add comments in a spreadsheet, perform the following steps:

Step 1: Select the Insert > Comments option from the menu bar.
OR

Click the Insert Comments button in the Standard toolbar.

ez =
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A comment box will be inserted on the top-right corner of the cell. It will have the name of the author
or reviewer and date and time of the comment being made. This type of comments is known as notes or
suggestions in the spreadsheet.

Step 2: Type the comment, as shown in below figure:

Total Inventary.ods — LibreOffice Calc = O *
File Edit Miew |Inserr Format Styles Sheet Data Tools Window Help =
b =8 L, b | iy a {8 ] _““. I .-_
B-B-H- D& XBRh-1a 4/9D-C- &% EH-8- >
|LiberatiunSans VH‘EOpt Vl AT AJ’ B I U ~% X2 X, S A A. »
B2 |* J{:‘( Z - = =file://jFyYogendra/Trackpad,/Class 10 (402)/Part B Images/Branch |v —
A c | o | E | P =
1 [Product Total Inventol Calculating the
Shampoo total based on A
3 |Hair Gil | 16850 Meerut, Delhi,
4 |Scrub 12100 Lucknow EE
R Branch|
B3
7 |Meerut Branch Inventory @
8 |Inventory at Lucknow Branch fX
9 |Product Total Inventory
10 |Shampoo 7500
11 [Hair Gil 8500
12 |Scrub 4800
13
|14 |
| 13 |
|16 |
17
|18 |
19 v
< >
[4 4 » b = Sheet1
El Default | English (USA) D 253/-039 ———f—+ 100%

Step 3: Once done click anywhere on the document to activate it.

Once the comment is added in a spreadsheet, you can display, edit or delete it. To perform these operations,
right click on the cell where you have inserted the comments select the desired option.

B3 Total Inventory.ods — LibreOffice Calc — O =
File Edit View Ind 3 Cut Cirl=X ok Window Help ®

n - [ copy Cirl+C S

) v -l - e . @ abe ~B - »
B -o-R2 o O | & g0 L G o E
et | Paste Special v T R Y T |
Liberation Sans e = A s f@ T = = = T T = »
|— Selection List Alt+Down

Ald v =

ZH  Insert.. Cirl++ |
| VN oo ot DR B EN N P
1 _|Praduct
TSha.mpw e Clear Contents... Backspace éj
3 |Hair Oil & Clone Formatting -
%Scmb L“p Clear Direct Formatting  Cirl+M l—‘@
5 Styles » @
LIMQEM Bfﬂmfc'” [/ EditComment Ctrl+Alt+C
nventory at Lug S

"o |Product [;d Delete Comment fX
10 |Shampeo D Show Comment

11_|Hair Qil -
—] kl »

12 _|Scrub Sparklines

13 B#  Format Cells... Cirl+1

15

16

17

18

10 5
< )I

4 4 F M 4 Sheet1

E“] Sheet Tof1 | Default | English (USA) I:II Average: ; Sum: 0 = —ff—+ | 1%
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Edit Comment

The steps to edit comment in a spreadsheet are:

Step 1: Select the cell containing comment that you want to edit. To insert or edit comment

. . i . in the spreadsheet:
Step 2: Right-click on the selected cell and select the Edit Comment option.

It will take you again to the comment text box to make any changes. Ctrl + Alt +| C

Step 3: Modify the comment in the text box.

Delete Comment

The steps to delete comment in a spreadsheet are:
Step 1: Select the cell containing comment that you want to delete.
Step 2: Right-click on the selected cell and select the Delete Comment option.

The comment from the cell is deleted.

Show or Hide Comment

When comments are visible, you will see all comments displayed on the cells they’re associated with. When comments
are hidden, the comments would not be displayed, but the indicators will still show which cells have comments
attached.

The steps to show comment in a spreadsheet are:

Step 1: Select the cell containing comment that you want to show.

Step 2: Right-click on the selected cell and select the Show Comment option from the context menu.
The comment is displayed in the spreadsheet.

You will notice that the Hide Comment option becomes active instead of the Show Comment option. This change
occurs because when comments are being displayed, they are already in show mode, which needs to be switched to
hide.

The steps to hide comment in a spreadsheet are:
Step 1: Select the cell containing comment that you want to hide.
Step 2: Right-click on the selected cell and select the Hide Comment option from the context menu.

The comment is hidden in the spreadsheet.

Format Comment

In LibreOffice Calc, you can format the text within the comment box and as well format the comment box.

To format the comment, perform the following steps:

Step 1: Select the cell containing comment that you want to format.

Step 2: Right-click on the selected cell and select the Show Comment option from the context menu.
The comment is displayed in the spreadsheet.

Step 3: Right-click on the comment box. A context menu appears that contains the various option for formatting a
comment box, such as Line, Area, Positing and Size, etc.
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[ Total Inventory.ods — LibreOffice Calc — O X
File Edit View |Insert Format Styles Sheet Data Tools Window Help x
'l'...__}'Els' Eﬂ E! @\ X =B |D & 1&0 Lf) ¥ b IGC\! &H Y u »
T
B FOADE BB — i Eg- »
B2 v| fx & v =] =filesfFsvogendralTrackpad/Class 10 (402)/Part B Images/Branch | | =
A I < | o | e | ¢ | & 7
1 |Product Total Invento! lating the _
Mo [E U0 jabsson | %
3 |Hair Oil 16850 s Delhi, _ )
4 |Scrub 12100 cknow ;
5 = Branch lE
D— Cut Cirl+X
6 H [z : Cirlal" @
7 |Meerut Branch Inventory "' Py s
8 |Inventory at Lucknow Branch 'm  Paste Crl+V fX
9 |Product Total Inventory | s
< 7500 /& Toggle Point Edit Mode
11_|Hair Oil 8500 I3 Rotate
g Scrub 4800 Fit to Cell Size
14 A b Position and Size...
15 =Z Line..
16 r  Area..
1w
18 b Tedte
19 ‘;D_’ Arrange ’ v
< ; = >
Assign Macro...
[4 4 b b == Sheett & Assg
=] Default  English (USA) T 266/000 15 1.14x086 — ————+ 100%

Step 4: Select the Line option to change the line style of the comment box. The Line dialog box opens.

Step 5: Select the desired option in the respective tab to apply the line related formatting.

Line X
Line  LineStyles Arrow Styles
Line Properties Corner and Cap Styles
Style: Comer style: |Rpunded El
Color: [- Dark Blue 1 - Cap style: |F|at z|
Thickness:  |000° =
Transparency: |03% =
Arrow Styles
Start style: |- none - E] End style: - none - 3
Widthe 0.08 < Width: 0.08 <
Center Center
Synchronize ends
Help Reset [ ok | concel

Step 6: Select the Area option to change the background, shadow, and transparency of the area of the comment box.
The Area dialog box opens.
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Step 7: Select the desired option in the respective tab to apply the area related formatting.

Area

Area | Shadow  Transparency

| Image = | P Hatch |

| Gradient | Pattern

2
:
g

Colors

L
EAEEEEEET
IEEEEEEEEN

[

u
AN EEEEEN
AN EEEEEN B
FEEEEEEEEEN B
FENEEEEEEEEN
EEEEEEEEEEEN
ENNEEEEEEEEN

Recent Colors
EEEEEEES =
Custom Palette

Add Delete

oK J| Cancel

Help |

Step 8: Select the Text option to change the text position, animation and column in a comment box. The Text dialog

box opens.

Step 9: Select the desired option in the respective tab to apply the text related formatting.

Text x
Text  Text Animation Text Columns
Dm“gm*dﬁﬂ

E Fit height to text

Fit to frame
Spacing to Borders Text Anchor
Left: 0.04 =1 @ O
Righ c
o S
Bottom: 2 Full wicth

Step 10: Select the text in the comment box.

Step 11: Right-click on the selected text in the comment box. A context menu appears that contains the various option
for formatting a text in the comment box, such as Line, Area, Positing and Size, etc.
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E) Total Inventory.ods — LibreOffice Calc — m] x
File Edit View [Insert Format Styles Sheet Data Tools Window Help x
= L T E i J : | H
B-E-B-D@lR XBh- =4 BSRAW < -8 - »
|Liberation Sans Mope M|A AV B T U-S X x| § A A- »
B2 | fx I v = =¥ile/s/FsYogendra/Trackpad/Class 10 (402)/Part B Images/Branch lw | =

| & | ¢ | 6 7
= y
4 |Secrub : B
| Ctrl=X R=|
6 [} Copy CtrisC ®
e o e [B e Cuey f;
nventory at Lu ranc . =
9_|Product Total Inventory (] Paste Special » X
10 |Shampoo 7500 £ Text.
11_|Hair Oil 8500
12_|Scrub 4800 £ Character..
13 ‘11 Paragraph...
14 q
15
16
17
18
19 v
< >0
M ¢ » M <4 Sheett
=] Default = English (USa) 1] 266/000 15 114x086 ———L——+ 100%

Step 12: Select the Character option to change the font colour, font size, font type, font effect, font position, and text
highlight of the text in a comment box. The Character dialog box opens.

Step 13: Select the desired option in the respective tab to apply the font and character related formatting.

-

Character X

Font  FontEffects Position Highlighting

Font: Liberation Sans

Liberation Sans Narrow

Liberation Serif

Linux Biolinum G

Linux Libertine Display G

Linux Libertine G

Lucida Bright v

Style: | Regular |22
sge [10pt v

Language: ‘English (usa) Z] Features... ‘

The same font will be used on both your printer and your screen.

/Class 10 (402)/Part B Images/Branch Inventoryods‘#ﬁMeeruLBS#ﬁle:ﬂfJ

e | g [ o ][ om |
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Step 14: Select the Paragraph option to change the indentation and spacing, alignment, and tab setting of the
paragraph in a comment box. The Paragraph dialog box opens.

Step 15: Select the desired option in the respective tab to apply the paragraph related formatting.

Paragraph X
Indents & Spacing ~ Alignment  Tabs
Indent
Before text:
After text: -,
Bsties: I
[ Automatic I
Spacing [S—
Above paragraph:  |0.00" = -y <
Below paragraph: - =
[J Do not add space between paragraphs of the same style . L
Line Spacing
:
Help Reset oK Cancel
Now, the formatted comment is displayed, as shown in below figure:
B3 Total Inventory.ods — LibreOffice Cale — a X
file Edit View Insert Format Styles Sheet Data Tools Window Help x
i -E2-B-DeRIXDEIE SO0 G E-E.»
|Liberation Sans Mo v B T UVA-B. === T 52 »
|B2 V| fx & v = =¥ile//fFsYogendra/Trackpad/Class 10 (402)/Part B Images/Branch |w | =
o | e | ¢ | 6
-
2 | based on &9
3 erut, Delhi, 2
4 y L@
5
6
8
9 Totaiiwenmry fx
10 |Shampoo 7500
11_|Hair Oil 8500
12 |Scrub 4800
13
14 Al
15 |
16
| 17 |
18
19 v
< >
M 4« P M =4 Sheett
Sheet10f1  Default = English (USA) | [T Average: 32300 Sum; 32300 = — ———f———+  100%
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1. After selecting the Merge Documents option which dialogue box opens up. \
" 2. Why do we compare documents?
‘A Uiz Bee

3. List the benefits of commenting data in spreadsheet.

===

-------

=1 WHAT ARE MACROS?

Sometimes you need to repeat a few commands very frequently to get the work done. For example, a teacher takes
attendance in the class everyday morning by calling out the names. After that she marks the attendance in the computer
followed by opening a new mail and forwarding the names of the absentees on a daily basis to higher authorities.
Followed by sending a mail to the parents asking them the reason for the absentees. These repeated steps of working
in a computer for writing mail and sending to two different categories of people on a daily basis can be made a little
faster and less tedious by automating the steps using macros.

This process of saving the sequence of commands or keystrokes by a specific name for the later use is called macros.

The main advantages of using macros are:

¢ |t helps you save time as the long and time consuming tasks are saved as macros and can be executed with a click
of a button.

¢ |t saves you from the tedious repetitive tasks.
¢ The chances of errors in the complex task are reduced.

¢ You can run a macro as many times as you want until you delete it from the computer.

The Macro keeps track of what you type and click with your keyboard and mouse. But it doesn’t record certain things
like:

¢ Opening new windows

¢ Doing stuff in a different window from where you started recording

¢ Switching between windows

¢ Things not about what’s in the spreadsheet, like changing settings or organising macros

¢ |t only records when you select things using the keyboard, not the mouse

¢ The macro recorder only works in Calc and Writer.

Enabling Macro Recording Feature

By default, the macro recording feature is disabled. To use this feature, you need to first enable it. To do this, perform
the following steps:

Step 1: Select the Tools = Options option in the menu bar.
The Options dialog box opens.
Step 2: Click on the LibreOffice category. The LibreOffice Base category expands and displays the options.

Step 3: Select the Advanced option. The options related to advance features of LibreOffce displays on the right-side
of the Options dialog box.

Step 4: Select the Enable macro recording (may be limited) check box.

Step 5: Click the OK button.
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Options - LibreOffice - Advanced X

| Java Options
A Use a Java runtime environment
Java runtime environments (JRE) already installed:
[Vendor [version Add..

Print (O Oracle Corporation  1.8.0_41
= Paths O orporatior .8.0 92 Parameters...
I Fonts
| Security l_].ass Path..
| Personalization

Application Colors
= Accessibility

Advanced
| = | Pdate
| g“pelzu Location: CAProgram Files\Java\jok1.8.0_92\jre
@ Load/Save
# Languages and Locales Optional Features
@ LibreOffice Calc [ Enable experimental features (may be unstable)
®  LibreQff F +
. g:m —— EAEnable macro.recording (may be limited)i
@ Internet 3 rOpeH Expert Configuration |
e | Cadbi i i

PN ==

The Macro Recording features is enabled and Record Macro option will be visible under Tools = Macros.

Recording Macros

Let us create a simple macro of storing the names of five cities and formatting it in a different colour, font and size. To
do this, follow the steps given below:

Step 1: Create a new spreadsheet.
Step 2: Select the Tools = Macros option from the menu bar.

Step 3: Select the Record Macro option from the submenu.

Urtitled 1 — LibreOffice Calc - [m} >
File Edit WView Insert Format Siyles Sheet Data | Tools | Window Help b
> O, [ ={ ab  spelling.. T b T
B-5-H-0e R X8BES L AR R
8% Automatic Spell Checking Shift+F7
- e A R
|Liberaﬁan5ans B Wi Thesaurus... an+F1 | =5 :i = | »
Language »
A [ e | =
Aa AutoCormrect Options. ..
s
. —
2 L Imagedap A
3 Redact N
L Auto-Redact :@
=
| & | N2 Goal Seek.. ®
| . %‘; Solver...
2 .
o | < Detective » fx
10 Scenarios,.,
| L Forms »
12
13 Share Spreadshest..
| 14 | (7 Protect Sheet...
% E5| Protect Spreadsheet Structure...
17 LT Macres v | L& Record Macra
| 18 | é@a Development Tools E‘ Run Macro...
19 .
20 [ XML Filter Settings... D’ Eiilema..
21 Extensions... CirlsAitse | ‘0 QrganizeMacros
M Customize... Cigital Signature..
[4 4 b b 4 Sheett €% Options.. ait+F1z | [ OrganizeDialogs.. | |
=] | Sheet1of1 Default | English (USA) T IO e —
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The recording will start immediately. As soon as the record macro becomes active a dialog box of stop recording will

be activated as shown below:

Record Macro

Stop Recording

Step 4: Add the names of five cities, format the list with different font colours, cell background colour.

Step 5: After you are done with the steps of your formatting the spreadsheet. Click on the Stop Recording button.

Untitled 1 — LibreOffice Calc = O b4
Fil=  Edit View |Insert Format Siyles Sheet Data Tools Window Help b
B-E-B-0& @8 XBMHB-4a 49D JORAR: R (RN 2 AR
|Lib:raﬁon5ur|s :"] |TOpt "'] B I u 2| X 1& - EE E EE ? % :i —:__\,. »
M fx Do = Mumbai v | =
g e e G L (=
Stop Recording o
. Jx
v
>
4 4 b b = Sheetl
E| Sheet 1of 1 Default | English (USA) I:lI Average: ; Sum: 0 | — —f—+ | 100%

This will open the Basic Macros dialog window to save and run the created macro. This dialog box shows three names

in the library, which are as follows:
¢ LibreOffice gives us a library called LibreOffice Macros is provided by LibreOffice and contains modules with pre

recorded macros and should not be changed.

¢ My Macros is the library where we put the macros we create or add to LibreOffice ourselves.

e “Untitled1” is the default name for a new spreadsheet that we haven’t saved yet. Later, when we save the spreadsheet
with a new name, “Untitled1” will change to the name we give it.

Step 6: Click on (+) sign in front of My Macros - Standard - Modulesl.

Step 7: 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 in the Macro Name Textbox as "CityMacro". Note that :If all the macros will be given
the same name then they will overwrite the previous Macro created by that name.

Step 8: Click on Save button.
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BASIC Macros X

Macro Name
]CityMacro
Save Macro In Existing Macros In: Module1
= @] My Macros Main
= -5 Standard New Module

| Application Macros
' [# Untitled 1

New Library

=

+

E

Close

Help

The macro is saved.

Note that: A Library is a collection of modules which in turn is a collection of macros. A Standard library is present by
default when a spreadsheet is created and saved.

Find on Google

When was macros introduced in LibreOffice Calc?

(=
£

Rules for naming a Macro, Module or a Library:
The name must:
¢ Contain lower case letters (a..z), upper case letters (A..Z), digits (0..9) or underscore.

¢ Begin with a letter or an underscore.
¢ Not contain any other spaces, punctuation symbols, or special characters.

Running a Macro
After the macro is recorded, you can run it as many times as you want until you delete it from the computer. The steps
to run a macro are as follows:

Step 1: Create a new spreadsheet or open an existing spreadsheet where you want to run a macro.
Step 2: Select the Tools = Macros option from the menu bar.
Step 3: Select the Run Macro option from the submenu.

The Macro Selector dialog box opens.

Step 4: Open the folders by clicking on (+) sign in front of My Macros - Standard - Modulel. The list of macros
within it will be displayed.
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Step 5: Select the CityMacro macro.

Step 6: Click on the Run button, as shown in below figure:

Macro Selector

X

Select the library that contains the macro you want. Then select the macro under
‘Macro name',

Library Macro Name
=] My Macros N CityMacro
= |78 Standard LT Main

L ® [ WikiEditor
= Application Macros

@ [2] Untitled 1

o he

The macro runs in the spreadsheet.

[y untitled 1 — LibreOffice Cale - | X
File Edit View |Insert Format Styles Sheet Data Tools Window Help *
W-E-B-D@al XBE-8 4/0-C - a3 H-BH-HE»
|Liberation Sans Flioet IEBLAIU - AR . =ZE == IFT F 25| »
Sy 5 =/ Mumbai S =

| C | D | 3 | r G H |7 =

A

|

Mumba @

Organising a Macro

So far, we've figured out how to record, save, and use macros. When we record a macro, it’s saved as a set of instructions
in a programming language. These instructions are carried out when we run the macro. When we record a macro, we
choose where to store it. We can either create a new storage place (like a library or module) or use an existing one.

The steps to organise a macro are as follows:
Step 1: Select the Tools = Macros option from the menu bar.

Step 2: Select the Organise Macros = Basic... option from the submenu.
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Untitled 1— LibreOffice Calc - [m} X
File Edit View Insert Format Styles Sheet Data Tools Window Help X
O . (=1 ab ing... "
B-2-E-D&Q X&B {2 P A AN R

P Automatic Spell Checking Shift+F7
|I.jbemﬂ'an5ans EI wopt ¥ B I Thesaurus... Cirl+F7 ? % :i 5 »
— . 4 [ Language v F -
M fx I v =] Mumbai : =
—————————— Ag AutoCorrect Options... = -
B | < | D V Autolnput _IAI_ E
s ImageMap
Redact ‘%
Auto-Redact d =
@ Goal Seek... | ®
(¢ Solver...
.é Detective » fx
Scenanos...
Forms »
Share Spreadsheet... )
b Protect Sheet...
[t Protect Spreadsheet Structure,.. ——
LT Macros 00 @ RecordMacro
@' Development Tools Eﬂ Run Macro...
[} XML Filter Settin=-_
Extensions... km‘ gani
Customize.., peaniet- Digital Signature. ..
4 > M + Sheetl | Sheet2 €% Options... ! SE_crpt. =7 Organize Dialogs...
Sheet 2 of 2 Default  English (USA) | T TTITT | Bython...
The BASIC Macro dialog box opens.
Step 3: Click the Organiser button.
BASIC Macros X
Macro Name
IC'rtyMacro
Macro From isting Macros In: Module1 ' Neci ‘
= |@ My Macros Main — i
& [ Standard Edit ‘
@ (2] Application Macros Delete |
@ [#] Untitled 1
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The Basic Macro Organiser dialog box opens.

Basic Macro Organizer x
Modules! Dialogs ~ Libraries
M_Qdule: Edit
£ Application Macros
B My Macros
— B |cg Standard
@ [=] Untitled 1
New...
Delete
o

This Basic Macro Organiser dialog box allows you to edit and delete an existing library as well as create a new library.
The steps to create a new library are as follows:

Step 1: Click the Libraries tab in the Basic Macro Organiser dialog box.

Step 2: Click the New button. The New Library dialog box opens.

Step 3: Type the name of the library in the Name text box.

Step 4: Click the Ok button.

New Library x

Name: |MylLibrary

Help | | QK | Cancel

The new library is created.

The steps to create a new module are as follows:

Step 1: Click the Modules tab in the Basic Macro Organiser dialog box.
Step 2: Click the New button. The New Module dialog box opens.
Step 3: Type the name of the module in the Name text box.

Step 4: Click the Ok button.

New Module X

Name: |MyModule

The new module is created.

Electronic Spreadsheet (Advanced) II 141 \




Access the Code Window of a Macro

Whenever a macro is created the code generated equivalent to the instructions given in a recorded macro are stored
internally in LibreOffice Calc in a programming language called BASIC. It is also possible to view and thus edit the code
of a macro, if you have knowledge of BASIC. You can view the code generated for the macros by following the given
step:.

Step 1: Select the Tools = Macros option from the menu bar.

Step 2: Select the Organise Macros = Edit Macros option from the submenu.

This will open a code window as shown below:

[ My Macros & Dislogs Standard — Libredffice Basic = {3} x
File Edit View FRun Dizlog Tools Window Help
B =0 e = i
[[My Macros & Dislogs].5:enderd M= ® TH{Froe@ws BE» »
Object Catalog 1JREM *=* BASIC == i~
— 2
= My Macros & Dialogs b0 Main
— & Ef MyLibrary 4
— = g Standard £fEnd Sub
Ll
T
—® Myhadule 4 pub CityMacro
[l Application Macros & Dialo| fem
® E Untitled 1 10 fem define variables
11 dim document as object
12 dim dispatcher as abject
13fen
1drem gat access to the document
16 documant = ThisComponent. CurrentContrelar Frame
18 Hspatcher = createlnoService{ com.sun. siar frame. DispaichHelperT)
17
] =
19 dim args1(0) as new com.sun.star beans. PropertyVolue
20 fargs1(0).Name = "ToPoinl”
21 fargs1(0). Valie = "$A81"
o
exesuteDi ument, "una:GaToCaT, =, 0, arc=1(])
2]
26fem ¥ v
< > £ >
T — e
|\|'nriub|: |\"n|u: Type
4 4 p b Modulel  MyModule |
My Macros & Dialogs. Standard Modulel Ln 1, Col 1 ————t| %]

You will see that the code begins with sub followed by a macro name and ends with End Sub.

Using a Macro as a Function
In LibreOffice Calc, macros can be used to create user defined functions. Functions created using macros are not case
sensitive. The steps to create a simple macro function are as follows:

Step 1: Create a new spreadsheet.

Step 2: Select the Tools = Macros option from the menu bar.

Step 3: Select the Organise Macros = Edit Macros option from the submenu.
The Macro code window opens.

Step 4: Create an empty line after Sub main and End Sub. Write the given code:
Function Displaycontent ()
Displaycontent ()="Macros are interesting”
End Function

The code window after the given code is entered.
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Step 5: Press Ctrl+S or click on Save button on the Standard toolbar to save the changes in the code window.

[ My Macros B Diglogs.Standard — LibreOffice Basic = O =
File Edit View Run Dialeg Tools Window Help
P v Ea (™ o
B-E=-Hla X B[R wEs UL e
[y Macros & Dizlogs] Standard &l
Object Catalog 1 "
2
=1 [B] My Macros & Dialogs 3l5ub Man
- 5 |3 Standard | 4
B N Modulel 5|End Sub
2 B
= M_“'” 7|Function Dizplaycontent))
— =3 Displaycon; B|Dis play conteni0="¥acros are ineresting”
— =3 CityMacrn g|End Functon
] Application Macros & u
11 jeub CiyM
@ [& Unfitled 1 b o b
13jrem delne varaes
14jdim document  as ohgect
1dim dizpstcher sa object
16jr=m
17 jrem get sccess Lo the document
18 pocument = ThisCompanent CurmentControlier Frams
18dispsteher = createlUnoService[ com.sun.etar frame. DepaichHelper”)
20
e
Z2i0im args 1 () 85 NEW COM SUN. Star besns. Properyvaus v
- il [enmiaaes S =
Watch: | (i Calls:
|\I'ariab|e |\.'a|ue Type [
4 b M Modulet
My Macros & Dialogs Standard, Modulel Displaycontent Ln & Col 42 |+ | a7%

Step 6: Close the code window.
Step 7: Now, when we type =Displaycontent() in any cell in the sheet.

Then, you will see the text Macros are interesting displayed automatically in a cell as shown below:

Untitled 2 — LibreOffice Calc - | X
File Edit View |Insert Format Styles Sheet Data Tools Window Help

B-5-B- D&l XBBE-4a849-
|Liberaticm5ans B I u - A'Kﬁ -

s = A= |~
» EEEEM < | o | e |

.

ho)
1]

=

'n
(o]
T

Macros are interesting

@ g & K n

o

[ <« b b == Sheet
[&] | sheet1of1 Default | English (USA) O] Average: ; Sum: 0 | — ——+ | 100%
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Passing Arguments to Functions created Using Macros

The values written within the circular brackets of the function are called arguments. These arguments are created to
pass as values to the functions.

Let us create a function to add two cells:
Function Addcells(a, b)
Addcells=a+tb
End Function
In the above code a, b written within Addcells() are two arguments which are passed as values.

Now, enter 23 in cell Al and 32 in cell A2 and then, type =Addcells(Al, A2) in any cell in the sheet.

[ Untitled 2 — LibreOffice Calc - o X
File Edit View Insert Format Styles Sheet Data Tools Window Help

B-E2-B- D8R XRG4 A9 8% .. 0E»
[Liberltion Sans ?‘ |1U pt ¥ B I U~ A + 8, EE E— _:E ? =$J5— :i % »
[sum M fe X V[ =addcelisiar ) _ v ‘ =

A 23-- c | o | e N |GEERL i

1

2 32 &0
3

; Macros are interesting [ &
6 =Addcells(ALA2) ®
8| fo

As soon as you press enter key you will see the total as 55.

23
32

Macros are interesting

55

—1]

@meU\th—l

Passing the Arguments as Values

Values are always supplied as arguments from Calc to a macro. The cells that are used, if any, are unknown. For
instance, when =PositiveSum(C7) passes cell C7's value, PositiveSum is unaware that cell C7 was utilised. If you need
to know the values in the cells rather than the referenced cells, pass the range as a string, parse the string, and get the
values in the cells that are referenced.

Macros to Work like Built-in Functions

Macros do not actually behave like built-in functions, even if Calc detects and calls them like regular functions. For
instance, the function lists do not contain macros. By creating an Add-In, functions may be written that operate similar
to built-in functions.
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Accessing Cells Directly

In LibreOffice Calc, you can use macros to directly access and manipulate cells. This means you can write instructions
to perform actions like changing the content of a cell, formatting cells, or performing calculations.

For example, if you want to sets the content of cell Al in the active spreadsheet to “Hello, World!”.
Sub SetCellValue ()
Dim oSheet As Object
Dim oCell As Object
' Get the active sheet
oSheet = ThisComponent.CurrentController.ActiveSheet
' Get the cell Al
oCell = oSheet.getCellRangeByName ("A1")
' Set the wvalue of the cell
oCell.String = "Hello, World!"™
End Sub

In the give function, the ThisComponent.CurrentController.ActiveSheet is used to access the current sheet
and getCellRangeByName (“A1”) retrieves the cell with the specified name “A1” from the current spreadsheet.

When you run the SetCellValue macro, you should see that cell A1 now contains the text Hello, World!.

3 Untitled 4 — LibreDffice Calc e B

File Edit Mew Insert Format Siyles Sheet Data Tools Windew Help
B-B-E- D0 R NER A AN .| 6 . >
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Hello, World!

Sorting a Column Using a Macro

Sorting means arranging the data in the ascending or descending order. To sort data in a spreadsheet select the range
of cells and click on Data = Sort.

These steps to sort a specific range of cells can be stored in a macro. So that next time if you wish to sort the data
in any of the sheets you just have to run the macro and the sorting will be done automatically. Take care that the
range of cells used at the time of creating a macro are matching with the range of cells you wish to sort using a
macro. For example, you created the macro for range B5:B20 will cover 16 consecutive cells. So at the time of using
the macro total 16 consecutive cells should be selected to run the macro otherwise it will not work and data will not
be sorted.

Let us take the example of the given name of the cites to be sorted in the ascending order by creating a macro as
shown below:

Step 1: Create a spreadsheet with the given list of the cities in cell A1:A21.
Step 2: Select the range A2:A21.
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Step 3: Select the Tools = Macros option from the menu bar.
Step 4: Select the Record Macro option from the submenu.
Step 5: Click on Data = Sort Ascending option from the menu bar.
B3 Untitled 1 — LibreOffice Calc — O had
File Edit Miew Insert Format Styles Shect | Data | Tool: Window Help *®
B--8-DeRIX G| G & -1 -1
ing
|Liberation5eri[ B | Zl SoriDescending EE E EE % % :i 5 »
, - —— N7 AutoFilter Ctrl+Shifesl =
o B e % - = : v ] =
. e II More Filters b | -
: 2 | = | f® DefineRange.. & | H -
2 FE  selectRange... w
3 E Refresh Range -
; i Pivot Table ' EE
6 [B Caleulate ' @
L Validity...
0 [ B subtotals... X
10 pEEii Form...
11 pockeZiale ST | Cir, =
12 B Streams...
12 | XML Source...
i Muttiple Operations...
E Text to Columns...
ﬂﬂ Consolidate...
%ﬁ Group and Outline +
fii  Seatistics )
>
=+  Sheet1
| Sheet 1o0f 1 Default English (USA) I:II Average:; Sum: O - —f—t | 1%

The data is arranged in the ascending order.
Step 6: Click on the Stop Recording button.
Step 7: Specify the name for this new macro as SortAscMacro.

Step 8: Click on Save button.
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BASIC Macros
Macro Name
|SthA5cMacru |
Save Macro In Existing Macros In: Module1 - |
New Library
B 2] My Macros |Main — ’
— B lﬁ Standard SetCellValue MNew Module
N Modulet Displaycontent —
® Application Macros Addcells
& [# Untitled 1 CityMacro
Help sve || Close

Step 9: Add new sheet Sheet 2 and enter 25 numbers in random order.

Step 10: Select the Tools = Macros option from the menu bar.

Step 11: Select the Run Macro option from the submenu.

The Macro Selector dialog box opens.

Step 12: Select the SortAscMacro macro that you want to run.

Step 13: Click on Run button.

Macro Selector

‘Macro name’,

Select the library that contains the macro you want. Then select the macro under

X

Library Macro Name
= [B] My Macros LT Addcells
= [g Standard LT cityMacro
N} Displaycontent
" ® [ WikiEditor LT Main
® [B] Application Macros LT setCellValue
# [ Untitled 1 B SortAscMacro
Description
Hep | Run ||

The SortAscMacro macro will be executed and the sorts the numbers in the ascending order.

rg'.l
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Urtitled 1 — LibreQffice Calc = O X
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REVISIT

» Data analysis helps organisations in various tasks such as informed decision-making, problem-solving,
understanding customer behaviour, improving efficiency, performance evaluation, and risk management.

» Data consolidation refers to the process of combining data from multiple sheets of the spreadsheet into a
single sheet by using different built-in functions.

» Groups and Subtotals is a feature that allows users to organise and summarise data within spreadsheets.

» The Subtotal tool in Calc creates the group automatically and applies common functions like sum, average on
the grouped data.

» A What-if scenario is a collection of values applicable for calculations in a spreadsheet.

» One-input What-If analysis allows you to examine how changes in a single input variable impact the outcome
of a formula or calculation.

» Two-input What-If analysis extends this concept to explore the effects of changes in two input variables on the
outcome of a formula or calculation.

» Goal Seek is a tool used to find the input value required to achieve a desired outcome in a formula.

» Solver helps you find out the best possible combinations of the multiple variable values for the maximum or
minimum desired result.

» Linking the sheets is done to access data present in the different sheets of the same spreadsheet or in
different spreadsheets.

» Hyperlink is a feature that allows you to jump to a different location from within a spreadsheet.

» Sharing a spreadsheet refers to the way of allowing multiple users to access and work together on the same
document simultaneously.

» Comments in spreadsheets serve the purpose of providing additional information, context, or explanations
about specific data or formulas within the spreadsheet.

» This process of saving the sequence of commands or keystrokes by a specific name for the later use is called
macros.
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Exercise ==

8 Solved

SECTION A (Objective Type Questions)

A. Choose the correct option.

1.

10

11.

12.

Data available in other sheets in a workbook, can be consolidate by

a. Row label b. Column Label

c.Botha &b d. None of the mentioned
What all operations can we perform using data consolidation?

a. Max b. Min

c. Average d. All of the above

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

a. Consolidate function b. Goal seek

c. What-if analysis d. Scenario

Goal seek is a Tool.

a. Comparison b. What-if analysis
c. consolidate d. Additional

To refer a cell from another worksheet, use worksheet number followed by sign and cell address.

a. colon followed by dollar b. comma followed by dollar

c. period followed by dollar d. hash followed by dollar

Which function cannot be performed through Subtotal in a Spreadsheet? [CBSE Sample Paper 2022]
a. Sum b. Product

c. Average d. Percentage

Which type of questions are tested by using the Scenarios?

a. Auto b. Short

c. What-if d. Long

It refers to a cell or a range of cells on a worksheet and can be used to find the values or data that you want formula to
calculate. [CBSE Sample Paper 2022]
a. Row b. Column

c. Autosum d. Cell Reference

Which of the following is more elaborate form of Goal Seek? [CBSE Sample Paper 2022]
a. Subtotal b. Scenario

c. Solver d. Consolidate

. . means combining data in a spreadsheet from different worksheets into master worksheet.
[CBSE Sample Paper 2022]

a. Hyperlinks b. Consolidating

c. Linking d. Filter

Which of the following is the correct step to record changes?

a. Edit — Track Changes — Record b. File — Track Changes — Record Changes
c. Tools — Track Changes — Record Changes d. Data — Track Changes — Record Changes

Which of the following menu contains the Subtotal option?
a. File b. Data
c. Tools d. Insert
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13.

14.

15.

Ans.

Which of the following is not an example of cell referencing?

a. Al:B6 b. G6

c. C10:C20 d. 7Q

Which of the following is not present in the Insert Sheet dialog box?

a. Before current sheet b. After current sheet
c. New Sheet d. Create

Which of the following options is used to share a worksheet?
a. Share Document b. Share Worksheet
c. Share d. None of these

1.c 2.d 3.b 4b 5.d 6.d 7.¢ 8d 9.c¢ 10.b 11.a 12.b 13.d 14.d 15.a

B. Fill in the blanks.

1.
2.

6.

8.
9.
10.

Ans:

and are some of the important data analysis tools available in LibreOffice spreadsheet.

Groupwise calculation of sum, average, max, min, count etc. can be done by usingthe —___________ option of LibreOffice
Calc.

are what-if analysis tools of LibreOffice Calc that helps you set multiple values for the same cell.

tool helps you do backward calculation of the input to obtain the desired output.

Macros are presentin___________________menu.
Comments option is presentunderthe ____________ menu.
refers to the process of combining data from multiple sheets of the spreadsheet into a single sheet.
A savesyou from the tedious repetitive tasks.
The Run Macro optionunderthe ________________ menu is used to run a macro.
The values written within the circular brackets of the function are called
1. Data consolidation and Goal Seek 2. Subtotal 3. Scenarios 4. Goal Seek 5. Tools

6. Insert 7. Data consolidation 8. Macro 9. Tools
10. Arguments

C. State whether these statements are true or false:

SO

~

9.
10.

Ans.

Renaming a sheet can also be done using Tools Menu.

Relative hyperlink contains a full URL.

Filter feature is used to extract data using some conditions on columns.

Macros do not simplify the task of a user. ——
Link to source data is checked updates the target sheet if any changes made in the source data.

A Macro helps you save time as the long and time consuming tasks are saved as macros and can be
executed with a click of a button.

What-if analysis tool uses only one array of cells.

Compare Document option is used to merge two worksheets.

Data found in the edited version but not in the original is marked as inserted.

The Range option allows to show the changes made in the specified range of cells.

1. False 2. False 3. True 4. True 5. True 6. True 7. False 8. False 9. True 10. True
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SECTION B (Subjective Type Questions)

A. Short answer type questions:

1.
Ans.

Ans.

Ans.

Ans.

Ans.

Ans.

Ans.

Ans.

Ans.

10.
Ans.

What is Data Consolidation? Why do we need Data consolidation?
Data consolidation refers to the process of combining data from multiple sheets of the spreadsheet into a single sheet by
using different built-in functions like sum(), max(), min(), average(), etc.

What is the advantage of using cell reference?
The main advantage of using cell reference is that it can be used in formulas and functions. This helps you update the result
of a function or a formula automatically if the value in a particular cell used in a formula changes.

How do you keep a track of the changes made in a spreadsheet?

LibreOffice Calc allows you to keep a track of the changes made in a document using the Edit — Track Changes — Record
option.

How do you view the changes made using Record option?

Click on Edit — Track Changes — Show option.

What is the purpose of sharing a spreadsheet?
Sharing a spreadsheet refers to the way of allowing multiple users to access and work together on the same document
simultaneously.

What is What-if scenario?

A What-if scenario is a collection of values applicable for calculations in a spreadsheet. In LibreOffice Calc, multiple
scenarios can create on a single sheet. Each scenario is assigned a name and a formatting style.

Mention any four options present in the Create Scenario dialog box.
Name of Scenario, Display border, Copy back, and Prevent changes.

What is the use of Goal Seek feature?
Goal Seek is a tool used to find the input value required to achieve a desired outcome in a formula. It allows you to set a
target value for a cell and then adjust the value of another cell until the target value is achieved.

What are relative hyperlinks?
Relative Hyperlink refers to reaching the linked document with respect to the current location. It will include the partial cell
address in hyperlink. If the start and target locations change relative to each other, then relative hyperlink will not work.

List the names of the options present in the External Data dialog box while linking a worksheet with external data.
* URL of External Data Source

* Available Tables/Ranges

e Update every

B. Long answer type questions:

1.
Ans.

Ans.

Explain any three options present in the Create Scenario dialog box?

Name of the Scenario: Has the default name as Sheet1 Scenario_1. Change it to a relevant name that clearly identifies a
scenario in the drop-down list and in the Navigator window.

Comment: It is optional and is the extra information required. When you select the scenarios then this information is
displayed in the Navigator.

Settings: It has several options where the settings can be changed as per the situations.

What is the purpose of adding comments? Give steps to add comments.

Comments increase the readability of the cells by giving the information about the changes made in a shared document.
The steps are:

Step 1: Click on Edit — Track Changes — Comments from the menu bar.

Step 2: In the dialog box that appears — In the Text - Type your own comment.

Step 3: Click on OK button.
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3. What do you understand by hyperlink? Also, explain its types.

Ans. In LibreOffice Calc, a hyperlink is a feature that allows you to create clickable links within a spreadsheet. When users click
on the hyperlink, Calc will navigate to the specified destination, whether it’s another location within the spreadsheet, a file
on the computer, or a website on the internet.

Hyperlinks in Calc can be edited or removed by selecting the cell containing the hyperlink and then using the appropriate

options by using the context menu.

Hyperlinks helps you to:

* Move to a specific cell within the current spreadsheet.

* Move to a specific location in another file. This file can be a spreadsheet, document, or any other file.

* Accessing a specific website.

¢ Sending an email to a specific address.

e (Creating a new file.

Hyperlinks in a spreadsheet are of two types which are as follows:

¢ Relative Hyperlink: It refers to reaching the linked document with respect to the current location. It will include the
partial cell address in hyperlink. If the start and target locations change relative to each other, then relative hyperlink
will not work.

e Absolute Hyperlink: It refers to reaching to the linked file by writing the complete address starting from the root
directory. If the target location only changes then the absolute hyperlink will stop working.

4. What do you understand What -If Analysis?

Ans. What-If analysis involves exploring how changes in input variables affect the results of a formula or model. This analysis
can be conducted with one input variable (one-input analysis) or two input variables (two-input analysis). The description
of each input is as follows:

* One-Input What-If Analysis: One-input What-If analysis allows you to examine how changes in a single input variable
impact the outcome of a formula or calculation. You typically set up a column or row of cells containing different values
for the input variable, and then observe how these changes affect the result of a formula elsewhere in the spreadsheet.
For example, if you're analysing the impact of interest rates on loan payments, you might vary the interest rate across
a range of values to see how it affects the monthly payment.

e Two-Input What-If Analysis: Two-input What-If analysis extends this concept to explore the effects of changes in two
input variables on the outcome of a formula or calculation. You set up a grid of cells containing different combinations
of values for the two input variables, and observe how changes in both variables simultaneously affect the result of the
formula. For example, if you're analysing the impact of both interest rates and loan terms on monthly payments, you
might vary both variables across a grid to see how different combinations affect the payment amount.

5. What are the advantages of using macros?

Ans. This process of saving the sequence of commands or keystrokes by a specific name for the later use is called macros. The
main advantages of using macros are:
e It helps you save time as the long and time consuming tasks are saved as macros and can be executed with a click of a

button.

e |t saves you from the tedious repetitive tasks.
e The chances of errors in the complex task are reduced.
* You can run a macro as many times as you want until you delete it from the computer.

6. What are the uses of Hyperlinks?
Ans. Hyperlinks helps you to:
* move to a specific cell within the current workbook.
* move to a specific location in another file. This file can be a spreadsheet, document, or any other file.
® access a specific website.
¢ send an email to a specific address.
* create a new file.

7. Why do we need to share a file? Write the steps to share a worksheet?
Ans. Afile is sometimes required to be accessed by multiple users at the same time for editing. For this purpose the file can be
placed in the network so that it can be shared by several users and can be accessed simultaneously.
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The steps to make the spreadsheet shareable with the other users are as follows:
Step 1: Open the spreadsheet.
Step 2: Select on the Tools a Share Document option from the menu bar.
The Share Document dialog box opens.
Step 3: Select the Share this spreadsheet with other users check box to enable the sharing feature.
Step 4: Click on OK button.
The Confirmation message box opens.
Step 5: Click on Yes button to continue.
The (shared) word is displayed with the file name on the Title bar to indicate that the file is in the shareable mode.
If you wish to reverse the shared mode into unshared mode, then make a copy of the same file using File — Save as. This

will create a copy of the spreadsheet without shareable mode. P

\ KN .
C. Competency-based/Application-based questions: ceniu | #Critical Thinking

1. The salesman has saved the quarterly sale of his products in three different sheets of the same workbook. He wants to
make an annual sales report by using these three files. Help him do the following:
a. Name the feature to make a consolidated sales report of the year.
b. Give the way to access this feature LibreOffice Calc.
c. Also name the feature that will help him find the area wise average sales in one quarter.
Ans. a. Dataconsolidation means to collect data from different sources into a common place by using different built in functions

like sum(), max(), min(), average(), etc.

=

Select the Data — Consolidate option from the Menu bar.

c. The Subtotal feature that will help him find the area wise average sales in one quarter. Group-wise calculation of sum,
average, max, min, count, etc. can be done by using the Subtotal option of LibreOffice Calc. The step to use it Select the
Data — Subtotal option.

2. The librarian wants to check the quantity and price of the five books by saving the multiple values for the same cell so that
calculation and what if data analysis can be easily done. Name the what-if analysis tools of LibreOffice Calc. Also give the
steps to do so.

Ans. Scenarios are what-if analysis tools of LibreOffice Calc used for the above case. It helps you set multiple values for the same
cell that can be used for calculations or data analysis. After the scenarios are created they can be edited and formatted
independent of each other. You can easily switch between the scenarios using the drop down list or Navigator and can
create several scenarios for any given range of cells.

The steps to use it:
Step 1: Click on the Tools menu.
Step 2: Select the Scenarios option.

Assertion and Reasoning Questions:
Direction: Questions 3-4, consist of two statements — Assertion (A) and Reasoning (R). Answer these questions by selecting

the appropriate option given below:
a. Both A and R are true and R is the correct explanation of A.

b. Both A and R are true but R is not the correct explanation of A.
c. Aistrue but Ris false.
d. Ais false but R is true.

3. Assertion (A): Cell references in a spreadsheet allow for automatic updates in the results of formulas when cell values
change.

Reasoning (R): Cell references consist of a column letter followed by a row number, and ranges of cells are indicated by
separating the starting and ending cell addresses with a colon.
Ans. b
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4. Assertion (A): What-If analysis involves exploring how changes in input variables affect the results of a formula or model.

Reasoning (R): One-input What-If analysis allows you to examine how changes in a single input variable impact the
outcome of a formula or calculation.
Ans. a
Statement Based Questions:
Two statements are given. Statement 1 and Statement 2. Examine the statements and answer the question according to the
instructions given below.
a. Statement 1 is TRUE, Statement 2 is TRUE
b. Statement 1 is FALSE, Statement 2 is False
c. Statement 1 is TRUE, Statement 2 is False
d. Statement 1 is FALSE, Statement 2 is TRUE
5. Statement 1: Storing a spreadsheet in a network location allows multiple users to edit it simultaneously.

Statement 2: Sharing a spreadsheet with others is not necessary for collaborative work.

8 Unsolved

SECTION A (Objective Type Questions)

Ans. C

A. Choose the correct option.

1. To the comment, hover the mouse pointer over the cell that has the comment.
a. Edit b. View
c. Hide d. None
2. You can save time by saving the repeated commands as
a. Scenario b. Goal Seek
c. Macros d. Subtotal
3. tab in the Manage Changes dialog box is used to specify the filter criteria.
a. Tools b. Data
c. Filter d. Criteria
4. In spreadsheet, to apply Goal Seek your cell pointer must be in .
a. The Changing cell whose value you need to find b. The Result Cell where formula is entered
c. The cell where your targeted value is entered d. The active cell with no value

5. Which of the following tools deals with multiple unknown values?
a. Goal Seek b. Scenario
c. Solver d. Subtotal

6. Which of the following options is not present in the Hyperlink dialog box?
a. Internet b. Mail & News
c. Document d. Video

7. Which of the following menu contains the Consolidate option?

a. View b. Tools
c. Data d. Insert
8. A is the method used to refer to a cell or a range of cells within a spreadsheet.
a. Macro b. Cell reference
c. Subtotal d. Solver
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10.

Which of the following is the correct method to make a cell reference using another workbook?

a. ='file.ods’ #sheet1.A3 b. ="file.ods” @sheet1.A3
c. ='file.ods’ &sheet1.A3 d. ='file.ods’ +sheet1.A3
Which of the following options is used to delete a worksheet?

a. Delete Sheet b. Remove Sheet

c. Exit Sheet d. Rename Sheet

B. Fill in the blanks.

™

e

is the default extension of LibreOffice Calc.

At the bottom of each worksheet window is a small tab that indicates the __of the worksheets in the
workbook. [CBSE Handbook]

When you open a new worksheet, the default number of sheet(s) is/are
Formulas in a spreadsheet must begin with a sign.
option creates a hyperlink to connect to a web address.
refers to reaching to the linked file by writing the complete address starting from the root directory.

A refers to a cell or a range of cells on a worksheet and can be used to find the values or data that you
want formula to calculate. [CBSE Handbook]

Data found in the original file but not in the edited version is marked as .

State whether these statements are true or false:

™

N e kAW

The Hyperlink icon is present in the Drawing toolbar.

Comments in spreadsheets serve the purpose of providing additional information, context, or
explanations about specific data or formulas within the spreadsheet.

Linking a section of the same worksheet cannot be done.

Comments once created can easily be edited.

Changes made in a shared document can easily be accepted and rejected.
Data which is changed is marked as changed.

Spreadsheet software allows the user to share the workbook and place it in the network location
where several users can access.

We can rename a worksheet by using the Rename Sheet dialog box.

SECTION B (Subjective Type Questions)

Short answer type questions:

I L

Give the steps to rename a sheet.

Differentiate between relative and absolute hyperlink.

What is the purpose of adding comments? [CBSE Handbook]
Write the steps to show or hide comments in LibreOffice Calc.

Write the steps to enable the Macro Recording feature.

Give the steps to compare two worksheets?

How can we record a macro? [CBSE Handbook]

- E Electronic Spreadsheet (Advanced) ! 155 -\



B. Long answer type questions.

List down the issues that you may face at the time of saving a shared document.
What is the need of creating hyperlinks?

Give the steps for recording and running macro.

Give the steps to link to an external data source.

How do you access the code window of a macro?

How do you create a simple macro function?

Write the steps to format comments in LibreOffice Calc.

RN R W

What do you mean by data analysis? Why is it important? Write the names of the tools used in data analysis.
i

T R Y 21*| scommunication
C. | Competency-based/Application-based questions: Century | itical Thinking

1. Amit wants to combine and find the average of marks obtained by his five friends in the previous three periodic tests. The
data is stored in various sheets of a workbook. Which tool is best suited for him? Write the steps also to simplify his work.

2. Rohit scored 25 out of 30 in English and 22 out of 30 in math. He wants to calculate the score in IT to achieve 80 percent in
aggregate. Suggest to him the appropriate what-if analysis tool to get the desired result. Provide the steps forimplementing
it in a spreadsheet to achieve the aforementioned percentage.

3. Krish and Kritika have done a survey of age-wise literacy rates of their locality as a school project, which they have created
in a Spreadsheet. They both want to work simultaneously to complete it on time. Which option they should use to access
the same Spreadsheet to speed up their work. Also give the steps to make a shared document.

4. Rohan wants to buy a birthday gift for his friend only using his pocket money. He gets Rs. 500 per month. He plans to spend
200 and save 300 so that he can buy a book for his friend. When he went to the market he found that the book is for Rs.
275. Name the what-if analysis tool that he will use to find the money which now he can afford to spend.

5. Raj has created a worksheet where he has added all the information of his employees. He wants every employee to go
through the worksheet and update their address and phone number, if required.

a. Which feature of the spreadsheet should they use to see the changes made by his employees?
b. Give the steps to use the above feature in spreadsheet.

c. If he needs to add comments for the changes made then give the steps to do so.

d. What are the steps if he wishes to make the changes permanent?

6. Sneha wants to use LibreOffice Calc for calculation and data analysis of her targets given to her by her boss in the company.
She is actually new to the software and needs some help in using some of its features. Help her out by giving the steps for
the following tasks:

a. How can she add more sheets to the same worksheets?

b. She wants to rename the existing worksheets.

c. Delete the unwanted sheets.

d. Adding a hyperlink to connect to the company's web address.

Assertion and Reasoning Questions:

Direction: Questions 7-8, consist of two statements — Assertion (A) and Reasoning (R). Answer these questions by selecting

the appropriate option given below:

a. Both A and R are frue and R is the correct explanation of A.

b. Both A and R are true but R is not the correct explanation of A.
c. Aistrue butRis false.

d. Ais false but R is true.

7. Assertion (A): If a function or formula is copied or moved, the cell address in the formula is automatically updated with
respect to the new location.

Reasoning (R): In LibreOffice Calc, you can use cell references to refer to data on sheets of other spreadsheets.
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8. Assertion (A): Two-input What-If analysis allows you to examine the effects of changes in two input variables on the
outcome of a formula or calculation.

Reasoning (R): You set up a grid of cells containing different combinations of values for the two input variables and
observe how changes in both variables simultaneously affect the result of the formula.
Statement Based Questions:

Two statements are given. Statement 1 and Statement 2. Examine the statements and answer the question according to the
instructions given below.
a. Statement 1is TRUE, Statement 2 is TRUE

b. Statement 1 is FALSE, Statement 2 is False
c. Statement 1is TRUE, Statement 2 is False
d. Statement 1 is FALSE, Statement 2 is TRUE
9. Statement 1: Comments in spreadsheets are solely for decoration and have no practical purpose.

Statement 2: Comments can be used to explain specific formulas or data points for better understanding.

v

=0 V' 21| #Technology Litera
LAB ACTIVITY (5l b (] M

15

2.

3.

Create the following worksheet in LibreOffice Calc and display the sum of items according to items and
then city.

I A [ s [ c T b5 T[S TE T ¢
28 No ltem City | Quantity Price Total
[ 2 | 1M Pen Lucknow | 2400 20 48000
| 2 | 102 Pencil Meerut | 3000 10 30000
| 4 | 103 |Eraser Moida | 5000 20 100000
| 5 | 104 Notebook Lucknow 2300 40 92000
| 6 | 105 Pencil Ghazisbad 2536 10 25860
& 106 Pen Noida 4000 20 80000
8| 107 Sharpener  Agra 4000 10 40000
| 9 | 108 Notebook Aligarh 5000 40 200000

Enter the following data into the worksheet and compute the strike rate of the batsman:
Runs Scored 67
Balls Faced 78
Strike Rate 85.90

Now find out the strike rate on the basis of the following records:
i.  When score is 45 and balls faced are 30.

ii. When score is 40 and balls faced are 90.

iii. When score is 89 and balls faced are 100.

Create the following worksheet in Calc:
English Hindi Maths
Test 1 17 16 17
Test 2 15 16 18

Test 3

Use the goal seek feature to predict how much marks should the student score in Test 3 to get 88% marks
in total.
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4 TOPICS COVERED :
o o

@ Data and Information ® Database

* Data Model ® Relational Database Management System (RDBMS)
* Creating a Database Using LibreOffice Base ® Opening a Database

® Data Types in Database ® Creating a Table

® Edit Table in Design View ¢ Inserting Data in a Table

* Navigating Record In a Table ® Deleting a Table

® Renaming a Table ® (Closing LibreOffice Base

* What are Relationships? * Referential Integrity

® What is Query ® Structured Query Language(SQL)

® What is a Form? * What is Report?

A database is an organised collection of structured information or data, typically stored in tabular format. It is designed
to efficiently manage, retrieve, and manipulate data according to various criteria or requirements. Databases are widely
used in numerous applications, ranging from simple personal record-keeping to complex enterprise-level systems.

LibreOffice Base is a free and open-source relational database management system (RDBMS) included in the LibreOffice
suite. It provides a graphical user interface (GUI) for users to create, modify, and manage databases. LibreOffice Base
offers features for designing forms, creating reports, and querying data, making it a versatile tool for both individuals
and organisation requiring database management capabilities without the need for expensive proprietary software.

= DATA AND INFORMATION

Data consists of raw facts and figures. It can be in the form of text, numbers, dates, images, audios, videos, etc. Some
of the examples of data are name, age and address of a student, amount and price of an item bought from the market.
This collection of related data arranged in the form of rows and columns will form structured data.

The structured data can be classified as:

¢ Flatfile: It stores data in a plain text format. The data is in the form of rows and columns, but data constraints cannot
be applied, and there are chances of data redundancy. For example: data created using tabs or commas in Word,
CSV file, Spreadsheet file, etc.

¢ Relational file: It stores data of different data types like text, number, and date in the form of rows and columns to
form a table. These tables are linked through a common field, so there are no chances of data redundancy.

For example:

® Numbers:1,2,3,4,5

¢ Words: Apple, Banana, Cherry, Date, Elderberry

¢ Temperature readings: 25°C, 28°C, 30°C, 27°C, 22°C

* Time stamps: 9:00 AM, 10:00 AM, 11:00 AM, 12:00 PM, 1:00 PM
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For data to be useful, it needs to be processed by a computer or another computing device. Information is processed,
organised, and meaningful data that provides context, relevance, and value. It is the result of interpreting, analysing,
and synthesising data to derive insights or make decisions. If data is not correct or accurate, the information obtained by
processing such data may not be correct. For example, in a library database, information could be the availability status
of a book, its location in the library, and the borrower’s details. Other forms of information are pay-slips, schedules,
worksheet, bar charts, invoices, account returns etc.

For example:

e The average of the numbers is 3.

e Fruits: Apple, Banana, Cherry, Date, Elderberry

The temperature increased from 25°C to 30°C between 9:00 AM and 11:00 AM.
At 12:00 noon, the temperature was 27°C.

=" DATABASE

A database is a collection of logically related data items stored in an organised manner. The information being stored
in a database can be added, modified, deleted or displayed according to the requirements of the user. We are using
a database in almost every field. It is used by the school to store information about students and books in the library.
When we go shopping then the shopping complex uses a database to maintain the details of stock and customers.
Companies use databases to keep track of their employees’ information. In almost every field, we are directly or
indirectly using a database.

The software that is used to create, update and retrieve data in a database is known as Database Management System
(DBMS). It facilitates planning and maintenance of the database for the user. Some of the commonly used Database
software are as follows:

dBase

MongoDB

OpenOffice Base

LibreOffice Base

e QOracle

* Microsoft Access
e MysQL

® Ingress

e SQL Server

LibreOffice Base is an open-source RDBMS. In this unit, we will learn Database concepts using LibreOffice Base.

Features of Database
The main features of a database are as follows:
e There can be more than one table in a database. For example, in a school, in the Students’ database, there can be

one table for saving personal details about the student. Another table may be to save the marks and progress of the
student. Other tables may include fee details, library books issued, etc. all related to the student.

¢ The information stored in a table in a database relates to one specific topic. So, all the related information on a topic
can be viewed in one single table.

¢ |n a database, data can be simultaneously accessed by many users. So, it saves storage space by storing one table at
one place from where every authorised user can access it.

e Database offers data protection and features like recovery and backup for easy recording and retrieval of data.
e Database allows the users to view data in different views with the required information only.
e Data stored in a database remains permanently stored till the time it is manually deleted from the system/ server.

e |f the database table has a unique field, then there are minimum chances of duplication of data which avoids
confusion at a later stage.
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Advantages of Database

Some advantages of the database are as follows:

Organised storage: Databases employ structured formats and indexing mechanisms to organise data efficiently,
which allows fast and accurate retrieval of information. This organisation typically follows a predefined schema,
ensuring data integrity and facilitating query operations.

Data analysis: DBMS systems provide powerful querying capabilities that enable users to perform various analyses
on the stored data. Aggregate functions, sorting, filtering, and grouping operations make it easy to understand such
as maximum, minimum, average, or other statistical measures from the data.

Reduces data redundancy: Data Redundancy means keeping multiple copies of the same data in a System. Using
DBMS, the data in tables are interlinked through a common column to avoid duplicate entries. Data constraints are
applied to store data based on different criteria.

Sharing of data: It means data can be accessed by multiple users at the same time. Different users can have different
rights and privileges to access data. Some may have the right to only view the data. Some may have permission to
modify the data. Database administrators manage the rights and privileges for sharing data through a centralised
system.

Data consistency: It ensures that data remains accurate, reliable, and uniform across the database. By minimising
data redundancy, chances of inconsistent data being stored is reduced. For example, it should not happen that the
name of the student is changed in one table and not in another. Such inconsistency is reduced by using a DBMS.
Increases efficiency: By organising data in a structured manner and optimising storage and retrieval mechanisms,
databases enhance overall system efficiency. Indexing, caching, and query optimisation techniques ensure that
operations like data insertion, retrieval, and modification are performed quickly and with minimal resource
utilisation.

Increases accuracy: The centralised nature of databases and the enforcement of data integrity constraints ensure
that the information stored is accurate and reliable. Redundancy reduction and normalisation techniques mitigate
the risk of errors caused by duplicate or inconsistent data.

Increases Validity: Database systems allow the specification of data validation rules and constraints at the schema
level. These rules enforce the integrity and validity of data at the point of entry, preventing the insertion of invalid
or inappropriate data values. This ensures that the database maintains a high level of data quality and reliability.
Data security: DBMS provides data security so that only authorised users can have access to the database. For
security reasons, different users have different privileges. Also, users have assigned user |Ds and passwords for
authorised access to the centralised database.

Data backup and recovery: DBMS provides data backup and recovery features. Users can maintain data backup on
weekly or fortnightly so that if data loss occurs due to system failure the data recovery process can be easily carried
out.

£ DATA MODEL

A data model in database management systems (DBMS) is a conceptual representation of how data is organised and
structured within the database. It defines the relationships between different types of data, the constraints that apply
to the data, and the operations that can be performed on the data.

Hierarchical Data Model

The Hierarchical Data Model organises data like a family tree. At the top is a single parent, and underneath are children,
who can have children of their own. The data is stored in the form of records. A record is a collection of fields and their
data values. All these records are linked to each other at various levels, thereby forming a hierarchy. Think of it like files

and folders on a computer, where each folder can contain multiple files or subfolders.
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While simple to understand and navigate, this model can be rigid and challenging to adapt when data relationships
change.

The hierarchical data model encompasses the following elements:

¢ |t comprises nodes linked by branches.

The highest node is known as the root node.

When multiple nodes exist at the highest level, they are termed root segments.

Every node possesses precisely one parent.

A single parent can have numerous children.

The following figure shows the hierarchical data model:

[ Electronics J

| Pl o
Televisions Portable Electronics
L L v
\ \
Tube LCD Plasma wlLH o 2 w.ay
Players Players Radios
y
FLASH

In the figure, “Electronics” is the main category, like the trunk of a tree. It has two main branches: “Televisions” and
“Portable Electronics.” Each of these branches then further divides into more specific types, like “Tube,” “LCD,” and
“Plasma” under “Televisions.” This setup shows how one category can have several subcategories, like a family tree.

Network Data Model

The Network Data Model has multiple records linked to the same master file. It is also considered as an inverted tree
where master is present in the bottom of the tree and the branches contain information linked to the master. This
model offers more flexibility in organising data, but it can be harder to manage compared to simpler models.

The following figure shows the network data model:

[ Project J
J (
! :

[ Project 1 Project 2
[ Department A Department B Department C

Inthe figure, “Project” stands as the starting point, with two branches: “Project 1” and “Project 2.” “Project 1” has three
further branches, while “Project 2” has two. Together, they comprise five branches: “Department A,” “Department B,”
and “Department C,” all network related. As mentioned earlier, this model allows multiple parents, so “Department B”
and “Department C” have two parents each: “Project 1” and “Project 2.”
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Relational Data Model

This data model is based on the principle of setting relationships between two or more tables of the same database.
It is the most used database model. The relational database model was proposed by Edgar F. Codd in 1970. Relational
database model is the most common type of database model. In the relational database model, data is organised
into tables, with each table consisting of rows and columns. Each row represents a record or entity, and each column
represents a specific attribute or field of that entity. The data in different tables are related with common fields. So,
relations are set between tables based on common fields. That is why this model is termed as relational database
model. These relationships enable the database to maintain data integrity and enforce constraints such as referential
integrity.

By storing related data in separate tables and establishing relationships between them, the relational model allows for
efficient data organisation, retrieval, and manipulation. This model’s flexibility and scalability make it one of the most
widely used and versatile database models in various industries and applications.

The difference among hierarchical, network, and relational data models is shown in the following table:

S. No. Hierarchical Data Model Network Data Model Relational Data Model

1 Data is organised in a tree-like | Like the hierarchical model but|Data is represented in tables
structure, with parent-child | with more flexible relationships. consisting of rows and columns.
relationships.

2 Each child node has exactly | Nodes can have multiple parent|It's based on mathematical set
one parent node. nodes, allowing for more complex | theory and predicate logic.

connections.

3 It's primarily used in older |It uses pointers to represent|Relationships between tables are
database systems. relationships between records. established using keys, primarily

primary and foreign keys.

4 Itis rigid in structure and is not | Developed as an improvement over | Offers flexibility and scalability,
suitable for applications with | the hierarchical model but still has | making it widely adopted in modern
evolving data structures or | limitations in terms of complexity | database systems.
complex relationships. and scalability.

5 Querying hierarchical data can | Querying in the network data|Querying is simplified with SQL
be complex due to its rigid | model can be more complex | (Structured Query Language) which
structure. compared to the relational model. | provides a standardised way to

retrieve and manipulate data.

2! RELATIONAL DATABASE MANAGEMENT SYSTEM (RDBMS)

RDBMS is an advanced form of Database Management System and is based on a Relational Model. In this model, a
relational database has a set of related tables that are interlinked to each other based on a common field. It is a very
efficient way of representing data and allows data in a table to be represented in a two-dimensional form and is known
as a Relation. A row that forms complete information is known as a Tuple or Record or Row. Each tuple uniquely
identifies a record based on a unique key-known as Primary key. Data from different relations can be easily extracted
as they are interlinked based on a Primary key. A column that stores similar data is known as an Attribute or Field or
Column.

Structured Query Language (SQL) is the standard language for managing relational databases and performing various
operations on the data in the tables. It would enable us to store, retrieve, and manipulate data in the tables.
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Basic Terminologies of RDBMS
Some of the important terms of RDBMS are as follows:

¢ Entity: It is a real-world object about which information is to be stored in a database. For example, if we want to
store information about an entity Student in a school, then we need to have his admission number, roll number,
name, father’s name, date of birth, etc. These details associated with the entity are called attributes. Each entity
is a collection of these attributes associated with it. So, roll number, name, admission number, etc., are attributes
associated with the entity student. These attributes are represented in the form of columns.

¢ Tables: Tables are the basic structure of a database where data is stored. A table is a collection of logically related
records. It is organised as a set of columns and can have any number of rows. Each row represents a record, while
each column represents a field or attribute of that record.

¢ Data Values: Data values are the raw data represented in numeric, character or alphanumeric form.

¢ Fields/Columns: Fields or columns are the individual pieces of data stored within a table. Each field has a data type
associated with it, such as text, number, date, etc. A field is the smallest entity in the database. A collection of fields
makes a record, a collection of records makes a table, and a collection of tables make a database.

* Records/Rows: Records or rows are individual entries within a table. The data values for all the fields related to a
person or object is called a record. Each row represents a single instance of data, with each column containing a
specific attribute or value for that instance.

¢ Keys: A key is a field or combination of fields that uniquely identify a record (row) in a table. Keys are essential
for data integrity and for establishing relationships between tables in a relational database management system
(RDBMS).

¢ Relationships: Relationships define how tables within a database are related to each other. Common types of
relationships include one-to-one, one-to-many, and many-to-many. These relationships are established using foreign
keys, which are fields in one table that reference the primary key of another table.

¢ Constraints: Constraints are rules that enforce data integrity within a database. They define the conditions that
must be met for data to be inserted, updated, or deleted in a table. Common types of constraints include primary
key constraints, foreign key constraints, unique constraints, and check constraints.

¢ Queries: Queries are commands or statements used to retrieve, manipulate, or analyse data within a database.
They allow users to perform tasks such as selecting specific records, calculating aggregate values, updating data,
and joining multiple tables together.

¢ Degree: This refers to the number of attributes or columns in a table. For example, if a table has five columns
(attributes), then the degree of the table is 5.
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¢ Cardinality: This refers to the number of tuples or rows in a table. For example, if a table has 100 rows, then the
cardinality of the table is 100.

Different Types of Keys in a Relation

When the data is stored in the form of records, there are chances that the data values are repeated. For example, in a

class of forty students if a table is created with - Name, Address, City, Date of Birth, and Phone number then there may

be two or more students with the same name. There are also chances when twins staying in the same house will have

the same address, Date of Birth and phone numbers. Two or more classmates may have different addresses or phone

numbers but share the same birth date. So, with so many similarities and so many repetitions of values in different

columns, we may face the following issues:

¢ [f specific information is needed in a database, then searching will become difficult. For example, if we see the above
table where there are two students with the same name- Smith. If a teacher wants to call the parents of Smith
who lives in Defence Colony because he has been absent for a long time without any information, then it becomes
difficult to search unless both records are uniquely identified.

¢ Searching might not give you the correct information.

e There are chances of storing duplicate and unwanted/ erroneous values in the table.

¢ |f data is needed from two or more tables, then linking of multiple tables cannot be done unless there is a common
and unique column.

A key or an attribute solves all the above problems. It stores data values of a similar type. Different kinds of keys can

be created in a table for the efficient retrieval of the data. These keys are as follows:

¢ Primary key: A primary key uniquely identifies each record (row) in a table. It must contain unique values and
cannot contain NULL values (empty / nothing) i.e. At any time, no two rows in the table can neither have same
values for the primary key nor can data value for such field be left blank. In the given table DEPT, the primary key is
the DCODE column as it uniquely identifies each record. We can have only one primary key in a table.

DCODE DEPARTMENT CITY
Do1 Media DELHI
D02 Marketing DELHI
D03 INFRASTRUCTURE MUMBAI
D05 Finance KOLKATA
Primary Cadidate Key Alternate
Key Key

¢ (Candidate key: An attribute or a set of attributes that can uniquely identify a record and is capable of being a
primary key is called a candidate key. In the table DEPT, DCODE and DEPARTMENT are the candidate keys as they
have chances of unique values. We can have atleast one candidate key in a table.

¢ Alternate key: A remaining candidate key which is not selected as the primary key is called an alternate key. In the
table DEPT, the primary key is DCODE, and the alternate key is DEPARTMENT.

¢ Composite key: Sometimes a single attribute cannot be used as a primary key then in that case two or more attributes
in combination will form a unique set of values which can be used as a primary key. Such a set of combinations of
attributes is known as a Composite key. In the table DEPT, DEPARTMENT, CITY together are the composite keys as
they have chances of unique values.

¢ Foreign key: It is an attribute or a set of attributes whose values match the primary key of another table. A primary
key of one table when used in another table is called foreign key. A relationship between two tables matches the
primary key of one table with the foreign key of another table.
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Table: PRODUCT

PID PRODUCTNAME MANUFACTURER PRICE EXPIRYDATE
TPO1 Talcum Powder LAK 40 2011-06-26
FWO05 Face Wash ABC 45 2010-12-01
BSO1 Bath Soap ABC 55 2010-09-10
SHO6 Shampoo XYZ 120 2012-04-09
FW12 Face Wash XYZ 95 2010-08-15

Table: CLIENT
CID CLIENTNAME CITY PID
1 Cosmetic Shop Delhi FWO05
6 Total Health Mumbai BSO1
12 Live Life Delhi SHO6
15 Pretty One Delhi FWO05
16 Dreams Bengaluru TPO1
14 Expressions Delhi NULL

Primary Key: PRODUCT- PID
CLIENT - CID
PID is a foreign key in the CLIENT table

In the above table PRODUCT, the primary key is PID. In table CLIENT, the primary key is CID. The relationship between
PRODUCT and CLIENT is made because of the presence of a common field PID. So PID is a Primary key in table PRODUCT
and a Foreign key in table CLIENT.

Find on GoOgle

What is an attribute or a set of attributes whose values match the primary key of another table? .!; Q

%= CREATING A DATABASE USING LIBREOFFICE BASE

Following the given steps to create a database using LibreOffice Base:

Step 1: Click on the Start button. The Start menu will appear.

Step 2: Select the LibreOffice folder from the Start menu.

Step 3: Click on the LibreOffice Base option.

The Database Wizard with two steps will appear as explained below:

1. Select database: This will help you create a new database, open an existing database file or connect to a database
stored on a server. So, you can select:

¢ Create a new database: To create a new database.

¢ Open an existing Database File: It helps you open an existing file displayed when clicking on the drop-down list.

¢ Connect to an existing database: This can be used if the database is stored on a server.

Step 4: Select the Create a new database radio button.

Step 5: Click on the Next button.
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[ [ Database Wizard - O *

Steps Welcome to the LibreOffice Database Wizard

Use the Databaze Wizard to create a new databace, open an existing
database file, or connect to a database stored on a server.

What d tto do?

Embedded database: |HSQLDE Embedded |+

) Dpen an existing database file

1. Select database

2.5ave and proceed

Recently used: |I|T-.-en:C|3- Data

Cpen

O Connect to an existing database

Help < Back | Next > | I FEinish Cancel

Database pane
2. Save and proceed: This step will help you create a new database, save it and then open it for editing.
Step 6: Click on the Yes, register the database for me radio button.
Step 7: Click on the Open the database for editing check box.
Step 8: Click on the Finish button.

LD Database Wizard - O *
Steps Decide How to Procead After Saving the Database

Do you want the wizard to register the database in LibreOffice?
1. Select database (®) Yes, register tne database for m=
() Ng, do not register the databasz

After the database file has been saved, what do you want to do?
Open the database for editing
[ Create tables using the table wizard

Click 'Finish' to save the database.

Help < Back Next > Finish Cancel

The Save As dialog box opens.
Step 9: Navigate the location where you want to save the database.

Step 10: Enter the desired name of the database in the File Name text box. In this case, we have entered School.
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Step 11: Click on the Save button.

[ saveas *
4 » ThisPC » Local Disk (C:) » Data v O Search Data el

Organize « New folder GRS o

E This PC L Mame Date modified Type

¥ 3D Objects i Inventory Data 16-May-24 419 PM OpenDd
[ Desktop

@ Documents
; Downleoads

J! Music

&= Pictures

m Videos

‘i Local Disk (C:)
= Local Disk E (E:)

LR e * *
File name: | 5chool v |
Save as type: : ODF Database ~ |

» Hide Folders

Note that an LibreOffice database is saved with an extension of .odb.

A new database with the name - School.odb is created with the objects -Tables, Queries, Forms and Reports and
LibreOffice Base interface opens as shown in the picture below:

i By school.odt — LibreOffice Base — m} b3
Title bar —

File Edit View Insert Tools Window Help @x:—rMenu barl

Standard LB -E-H- R R -0 s B8
toolbar
| poooee g |

8 Create Table in Cesign View... Description
# Use Wizard to Create Table...

2 Create View... L
:-—{ Tasks pane I

e

Forms
Database L3
pane
=1

Mone T
Tables/Queries/
S Forms/Reports
pane
[ Status bar }ﬁ EREE oo HSOLDR |

User Interface of LibreOffice Base
The user interface of LibreOffice Base is structured to provide users with easy access to database management tools
and functionalities. Here’s an overview of its main components:

¢ Title bar: Title bar displays the name of the database being accessed and the name of the LibreOffice Base application.
It also typically contains the window control buttons for minimising, maximising, and closing the window.
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Menu bar: Menu bar contains various menus such as File, Edit, View, Insert, Tools, Window, and Help. These menus
offer a wide range of commands and options for managing databases, designing forms, creating queries, generating
reports, and more.

Standard toolbars: Standard toolbar is located below the Menu bar. It contains a set of commonly used tools and
commands, offering quick access to essential functions. The icon on the Standard Toolbar allows users to perform
tasks such as opening and saving databases, creating new objects (tables, queries, forms, reports), printing, sorting,
etc.

Database pane: Database pane provides a hierarchical view of the various elements within the database project.
These elements typically include Tables, Queries, Forms, and Reports. Users can navigate through these components
to manage and interact with their database objects.

Task pane: The Tasks area provides several options to select common actions based on the selected object in the
Database pane.

Tables/Queries/Forms/Reports pane: The Tables/Queries/Forms/Reports pane, allows used to manage and access
various elements of your database. By default, this pane is usually positioned below the “Tasks” pane, providing
easy access to different objects within your database.

Status bar: Status bar is located at the bottom of the interface window. This bar displays information about the
current state of the database or the active object. It may indicate the number of records in a table, the type of view
being used, or other relevant details.

Objects of a Database

In a relational database management system, an object in a database is a structure or a feature that is used to store,

represent or retrieve data. In fact, a database is a collection of these objects that work on multiple sets of data related

to each other. These objects serve various purposes and play critical roles in organising, accessing, and managing the

database efficiently. These objects are displayed in Database Pane when you open Database User Interface window.

These include:

Tables: By default, Table Object is selected in the Database Pane. A table is the basic unit of any DBMS.
It is a structured collection of data organised into rows and columns, forming a grid-like structure. Each row
represents a single record or entry in the database, while each column represents a specific attribute or field
pertaining to that record. Tables provide a logical and efficient way to organise data, enabling users to store, retrieve,
and manipulate information with ease. They serve as the primary building blocks upon which the entire database
is formed.

Queries: Queries are powerful tools within an RDBMS that allow users to extract, manipulate, and analyse data
stored in the database. Queries allow users to obtain the precise information they need for various purposes, such
as reporting, analysis, or application development.

Forms: A form is a feature of a database using which we can enter data in a table in an easy and user-friendly
manner. They provide a user-friendly way to facilitate the input, editing, and viewing of data within an RDBMS with
the help of graphical elements such as text boxes, drop-down menus, checkboxes, and buttons.

Reports: Reports are formatted presentations of data generated from a database. They take raw data and turn it
into a structured, easy-to-understand format. The output of a query may be displayed in the form of reports with
data arranged in the form of rows and columns. But if we want the report to be formal and in proper layout, then
we can use the Reports feature of RDBMS.
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Table: STATIONARY

Answer the following questions based on the above tables:

a. ldentify the Primary Key for the tables STATIONARY and CONSUMER

SID SNAME COMPANY PRICE STOCKDATE

DPO1 Pen ABC 10 2011-03-31
PLO2 Pencil XYZ 6 2010-01-01
ERO3 Eraser XYZ 7 2010-02-14
PLO1 Pencil CAM 5 2009-01-09
GPO2 GelPen ABC 15 2009-03-19

: Table: CONSUMER
CID CNAME ADDRESS SID
01 Good Learner Delhi PLO1
06 Write Well Mumbai GP02

12 Topper Delhi DPO1

i 15 Write & Draw Delhi PLO2

1.. 16 Motivation Bengaluru PLO1

1

1

b. Identify the Alternate Key of the table CONSUMER

c. Identify the Candidate Keys of the table STATIONARY
d. Identify the Foreign Key of the table CONSUMER

= OPENING A DATABASE

Follow the given steps to open an already created database:

Step 1: Select the File = Open option from the menu bar.
The Open dialog box open.
Step 2: Navigate the location where the database is stored.
Step 3: Select the desired database that you want to open.
Step 4: Click on the Open button.
B3 Open >
4+ # This PC » Local Disk (C:] » Date v | O Search Data y-l
Organize ~ Mew folder Bz~ MH 0
I This PC MName - Date modified Type
J 3D Objects @ Branch Inventory 16-May-24 2:58 PM OpenDocument]
I Desktop E Inventory Data 16-May-24 4:19 PM OpenDocument|
E Documents i# School 22-May-24 240 PM OpenDocument]
{ Downloads
J’! Music
[&=] Pictures
B Videos
‘e Local Disk (C:)
= Local Disk E(E)
- Mew Valume (F)
= Editorial Share(\v < >
[JRead-enly
File name: | Inventory Data o] [anfiies -
Version: | Currsnt version v; Cancel |
The selected database gets opened.
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At
= DATATYPES IN DATABASE To open an already
existing database:
Data types help you define the type of the data that can be stored in a field/

column. Data types in LibreOffice Base are broadly classified into five main ‘ Ctrl ‘+\ (o]
categories, which are as follows: ' -

Numeric Types

The numeric data types are used to store data in the form of numbers which can be integers or real numbers with
decimals. Arithmetic operations can be performed on numeric data.

We can use these data types for creating fields like RolINo., Phone number, Marks, Year of Joining, Salary, Cost, Amount
or any other numeric value.

The list of available numeric types is:

Data Type Name Signed Description
Tiny Integer TINYINT No Store integer range between 0 to 255
Small Integer SMALLINT Yes Store integer range between -2'° to + 2%°-1
Integer INTEGER Yes Store integer range between -23! to + 231-1
Big Integer BIGINT Yes Range between -2° to + 2%3-1
Number NUMERIC Yes Unlimited
Decimal DECIMAL Yes Unlimited
Real REAL Yes 5xe 324 to 1.79x10308
Float FLOAT Yes 5xe=324 t0 1.79x10308
Double DOUBLE Yes 5xe=324 to 1.79x10308

Alphanumeric/Text Data Type

It stores a set of numbers, alphabets or other characters. No arithmetic calculations can be performed on text data.
We can use this data type for creating name, address, city, customer name, product name, product description, etc.
The list of available Alphanumeric/Text Data type is:

Data Type Name Description

Memo LONGVARCHAR Store up to the max length or number indicated by user. It is used to
store some descriptive data having more than 255 characters. Memo
data type allows to store text data up to 64000 characters. For example:
Medical description of a patient, Student achievement details in student
table.
Text (fix) CHAR Store exactly the length specified by user. It is used to store fixed number
of characters. For example, Mobile number, Pincode, License Number,
Passport Number etc. It uses fixed number of bytes specified.
Text VARCHAR Store up to the specified length but uses only variable length of characters
entered. The number of bytes allocated depends on the number of
characters. For example if Name in student table is VARCHAR(20) and
you save name as “Vedika” which has 7 characters then only 7 bytes out
of 20 will be used.
Text VARCHAR_IGNORECASE | Store up the specified length. Comparisons are not case sensitive but
stores capitals as you type them.
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Currency Data Type

The currency data type indicates the monetary values and can be stored using currencies of various countries. For
example: $100, £ 500 or 325.50

Binary Types

It stores the data in a binary format. It is used to store data for images, audio, video or files of any other format like
voice messages, sound snippets, employee photo etc.

The list of the available binary types is:

Data Type Name Description
Image LONGVARBINARY | Store any array of bytes (images, sounds, etc.). No
validation required.
Binary (fix) BINARY Store any array of fix bytes. No validation required.
Binary VARBINARY Store any array of variable bytes. No validation
required.

Date Time

It stores data in the form of date or time or both. The date and time can be stored in various formats. It can be used to
store date of joining, date of birth, time of login, time of logout, retirement date, date of admission, etc.

The list of the available Date time types is:

Data Type Name Description

Date DATE Store month, day, and year information
Time TIME Store hour, minute, and second information
Date/Time TIMESTAMP Store date and time information

Boolean Data type

The Boolean data type is used to represent logical values, typically either True or False. However, LibreOffice Base
doesn’t have a native Boolean data type in the same way as some other database systems. Instead, it typically represents
Boolean values using integer values, where 0 usually represents false and any non-zero value represents true.

= CREATING A TABLE

To create a table, select the Table option in the Database pane. In the LibreOffice Base, there are two methods that are
used to create a table. These methods are as follows:
o Create Table in Design View

o Use Wizard to Create Table
Now let us study each in detail.

Creating a Table in Design View

Design View allows you to manually specify the structure of your table by defining its fields, data types, and properties.
You have complete control over the table’s layout and can directly define attributes such as field names, data types
(e.g., text, number, date/time), field sizes, and validation rules like creating tables using Design View gives us more
flexibility.

Let us create a table using this Design View. The steps are as follows:

Step 1: Open the School.odb database.
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Step 2: Select Tables (default) option in the Database pane.
Step 3: Click on the Create Table in a Design View option from the Tasks pane.

The Design View window opens:

[ school.odb : Tablel — LibreOffice Base: Table Design — m] X
File Edit View Tools Window Help @
Field Name Field Type | Description
—
| Vv
< >
Field Properties

Step 4: Type the field in the Field Name column.
Step 5: Select the data type in the Field Type column.

Step 6: Type the description of the field in the Description column. It allows to describe the purpose of the field. It is
not the part of database table, but it is meant for the user to understand the purpose of the field. We may or
may not enter field description.

[ school.odb : Tablel — LibreOffice Base: Table Design - a X
File Edit View Tools Window Help @
v -
& - B9~ - Wl
Field Name | Field Type | Description
b |Adm No. Number [ NUMERIC] Please enter the Unique Numeric Values ~
| v
< >
Field Properties
A
Entry required |No T|
Length [100 =
Default value | |
Format example @ FormatField =«
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Step 7: Repeat Step 5 to 7 to add more fields in the table.

[} school.ods : Tablel — LibreOffice Bass: Table Design = O s
File Edit VMiew Tools Window Help @
v L | D)
& - B9 -C vl gl (8
Field Name | Field Type | Description
Adm No. Mumber [ NUMERIC ] Please enter the Unique Mumeric Values ~
MName Text [ VARCHAR ] ‘Wirite Full Name in Uppercase
Address Text [ VARCHAR ] ‘Wirite Company Address
City Text [ VARCHAR] ‘Write City Name
Phone No. MNumber [ NUMERIC ] ‘Wte Mobile Number without Prefix
p |Date of Birth Date [ DATE] Wiite Date of Birth in MM, DD, YYYY Format
v
< >
Field Properties
Entry required |Nn fvj
Default value | |
Format example  01/01/00 Format Field]

The green arrow key before the cell shows the currently active field. Move this arrow key to the first column created
- Adm No. field.

Step 8: Right-click on the arrow to display the context menu.

Step 9: Select Primary Key from the context menu as shown below:

D School.odb @ Tablel — LibreDffice Base: Table Design — O

*

File Edit View Tools Window Help &

B- X B D-C-l ul B

Field Name
[ Adm Nao.
Cut
Copy
Delete

Field Type
| Number [ NUMERIC ]

Please enter the Unique Numeric Values
LACHAR] Write Full Name in Uppercase
LACHAR] Write Company Address
ARCHAR] Write City Name

Insert Rows [NUMERIC] Write Mobile Number without Prefi

Primary Key ATE ] Write Date of Eirth in MM, CD, YYYY Format
v
£ >
Field Properties

A
Entry required |No ~ ]
Length [100 =
Default value | |
Format example @ Format Field | «

A key-like symbol appears in front of Adm No. indicating that the column will now act like a primary key where only
unique values are allowed, and no value can be left blank.

Note: To set a composite key, i.e. a primary key consisting of two fields, keep the Ctrl key pressed and then click on

multiple fields to select them. Thereafter right click on selected fields and choose Primary Key option from the pop-up
menu.
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B X B © -

Fizld Mame Field Type
3 Adm Mo, MNumber [ NUMERIC]

Name Text [ VARCHAR]
Address Text [VARCHAR]
City Text [ VARCHAR]
Phane No. Mumber [ NUMERIC]

Date of Birth Date [ DATE ]

Fle Edit Miew Toole Window Help

D Schoal.odb : Tablel — LikreOffice Base: Table Design

1R

Description

Plzase enter the Unique Numeric Valuss

Write Full Name in Uppercase

Write Company Address

Write City Name

‘Write Mobile Number without Prefix

Write Date of Birth in MM, DD, YYYY Format

Field Properties

Length [100 S

Default valus | |

Format sxample @ Format Field

>

The Field Properties pane is located at the bottom half of the window. It displays the field properties assigned by the
database designer. These properties can also be changed as per the requirement and are used to control and validate
the data that is to be entered.

Step 10: Click on the Save button (=] +) at the toolbar of the Design view.

OR

Click on File menu and select Save As option to save the above created table.

The Save As dialog box appears where the default name is Tablel.
Step 11: Remove the default name and type the new name- STUDENT in the Table Name text box.
Step 12: Click on the OK button to save the table.

Save As *

Table Name [STUDENT

Help | oK | Cancdl

The table STUDENT appears as a table in the Database window as shown below:

Date of Birth Date [ DATE]

Write Date of Birth in MM, DD, YYYY Format

Field Properties

Length 100

A

Default value

Format example

Format Field

B 5chool.odb : STUDENT — LibreOffice Base: Table Design = O >
File Edit View Toole Window Help &
B X 5B G-l W@
Field Mame Field Type Description
Mumber [ NUMERIC ] Please ent=r th= Unigue Numerc Values

MName Text [ VARCHAR] ‘Writ= Full Name in Uppercase

Address Text [ VARCHAR] ‘Witz Company Address

City Tent [ VARCHAR] Write City Name

Phone M. Mumber [ NUMERIC ] Writz Mobile Number without Prefix

Step 13: Double-click on the table STUDENT to open Table Data View where you enter the records.
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Use Wizard to Create Table

A wizard is a step-by-step process of doing a specific task through a set of dialog boxes. Creating tables using wizards
offers a convenient and efficient approach to database design, particularly for users who are less experienced or who
need to quickly prototype database structures. On the other hand, for some users creating the table using wizard
restricts to use the same fields in the per-designed tables. It may not solve the purpose in real scenario, as it will create
a table with the different columns that are not matching with the user’s column choice.

Following the given steps to create a table using wizard:

Step 1: Open the School.odb database.

Step 2: Select Tables (default) option in the Database pane.

Step 3: Click on the Use Wizard to Create Table option from the Tasks pane.

The Table Wizard will open.

LTE ble Wizard X
pteps

Select fields for your table

1. Select fields This wizard helps you to create a table for your database. After selecting a table category
D and a sample table, choose the fields you want to include in your table. You can include
fields from more than one sample table.

Category
O Business ®Personal!

Sample tables

|Plan|5 v |

Available fields Selected fields

Genus -
Notes P
Photo I
PlantiD > |
Species

Flowering

CommonName

DatePruned v

Help < Back Next > Finish Cancel

This wizard contains four steps. Let us read about those steps.
Select fields: You have a choice of two categories of suggested tables: Business and Personal. Each category contains
its own suggested tables from which you can choose any. Each table has a list of available fields.

Step 4: Select the Personal option from the Category section.

Step 5: Select the desired option form the Sample tables drop-down menu. In this case, we have selected the Library
option.

The fields related to the Library table is shown in the Available fields list box.

Step 6: Select the BookID option from the Available fields list box and click on the button to move the selected
field to the Selected fields list box.

Similarly, move the Publisher, Title, and AuthorlD fields from the Available fields list box to Selected fields
list box.
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I Table Wizard x

Select fields for your table
1, Select fields This wizard helps you to create a table for your database. After selecting a table category

and a sample table, choose the fields you want to include in your table. You can include
2 Settypes and formats fields from more than one sample table.
3. Set primary key
4, Create table Category

O Business ® Personal

Sample tables

|Library |

Available fields Selected fields

~ |BookiD
Publisher
Title
>> | |AuthordD 3

averType .

ISBNNum

Translator o

PurchasedAt v

Help <Back Next > Finish Cancel |

The single arrow forward |Z| button helps you select one field at a time while double arrow forward button helps
shift all the available fields together in one go into the Selected fields list box.

You can also click on single arrow backward button to remove the field from the Selected fields list box and moves
back to the Available fields list box or you can also click on the double arrow backward button to remove all fields
from the Selected fields list box and moves back to the Available fields list box.

Step 7: Click on Next button to move to the next step.

Set types and formats: The selected fields can now be modified in this step. You can change the Field name,
Field type, Entry required and Length.

Step 8: Do the changes in all the above selected four fields as shown below:

Table Wizard X
Set field types and formats
1. Select fields Selected fields Field information
Field name BookID
. Publisher
—— Title
N, S Field type integer [ INTEGER] |~/
AutoValue |\"s ~ |
Auto-increment statement | k2 |
Length [10 |
v
- +
Help < Back | Next > Finish Cancel
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| Table Wizard X
Set field types and formats
1. Select fields Selected fidds Field information
sand formats BooklD Field name Publisher
:
3 Set primary key Title .
4. Create table AuthoriD Fiedtype  [Tect [VARCHAR] =
Entry required |'Y5 : il
Length |50 =)
[v]
BE
S — i
Hep < Back Finish | Cancel
| Table Wizard X
Set field types and formats
1. Select fields Selected fields Teld information >
Publish
2 setprmay ey
4, Create tzble AuthoriD Fieldjpe [Text [VARCHAR]
Entry required |\"5
Length [100 =]
| | Finish | | Cancel
| Table Wizard X
Set field types and formats
1. Select fields Selected fields Field information
and formats BookiD Field name AuthorlD
Publish
& ctpimary kY Ti:le i
4, Create table Field type |Integer [ INTEGER ]
AutoValue |N0
Entry required |N0
length |‘l'] é'
v
| < Back | | Next > | | Finish | | Cance
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Step 9: After modifying the four fields click on the Next button to move to the next step.

Set primary key: In this step, you have a choice of either creating a new Primary key or using an existing field
as a Primary key.

Step 10: Select the Use an existing field as a primary key radio button.

Step 11: Select the desired field from the Fieldname list box. In this case, we have selected the BookID field.
Step 12: Click on the Next button to move to the next step.

Table Wizard X
Steps

Set primary key
1. Select fields A primary key uniquely identifies each record in a database table. Primary keys ease the

linking of information in separate tables, and it is recommended that you have a primary
2 Set types and formats key in every table, Without a primary key, it will not be possible to enter data into this
3. Set primary key table.
4, Create table

[ Create a primary key
O Automatically add a primary key

Auto value
®) Use an existing field as a primary key
Fieldname BookiD VI| B Auto value

O Define primary key as a combination of several fields

Available fields nmary key fields

Help < Back

Create table: This is the final step of creating table.
Step 13: Enter the name of the table in the What do you want to name your table? text box.
Step 14: Select the desired radio button in the What do you want to do next? as Insert data immediately.
Step 15: Click on the Finish button to end the process of creating a table through a wizard.

Table Wizard X
Create table
1. Select fields What do you want to name your table?
2, Set types and fi Book Issued
3. Set primary key
m Congratulations. You have entered all the information needed to create your table,
What do you want to do next?

@ Insert data immediately
O Modify the table design
O Create a form based on this table

As, we have selected Insert data immediately so the Books Issued table will open in the Table Data View window that
allows you to input new records.
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[ Bookissued - Schaol — LibreQffice Base Table Data View = a -
File Edit Miew Insert Dok Tools Window Help &
-y P
(2 2 (B O - (3
BookiD | Publisher | Title | AuthorlD
123

Field Properties

Field properties provide extra functionality to the fields created in a table. You can set the field properties using the
given different methods:

At the time of designing the structure of the table in the design view you can side by side change the field
properties.

OR

Perform the following steps to modify the field property:
Step 1: Select the table.
Step 2: Right-click on table and select the Edit option from the context menu.

The table opens in the Table Design window. You can edit the structure along with the field properties.

The list of the field properties available for Numeric data types are:

¢ AutoValue: It auto increment numeric unique value that is automatically inserted in the field when a new record is
added into a table. In most of the cases it’s the primary key of the table. The user cannot enter data in the field that
is assigned as AutoValue. It has the drop-down that contains “Yes”.

¢ Length: It defines the maximum length a field can have to hold a value. This option is not allowed to modify when
the Auto Value property is set to “Yes”. For example, the field “Section” should be only single alphabet, the Length
of the field can be “1”.

¢ Default Value: It’s the default value that can be assigned in the field. While data entry user can make a change in it.
For example, the field “Marks”, can be assigned a default value 30. This option will not be available, when the Auto
Value property is “Yes”.

¢ Decimal Places: It specifies the number of decimal places in a numeric field. For example, if you fix decimal places
as 2 for salary then you are allowed to enter salary as 3456.78.

¢ Format Example: It allows the user to change how the data in a field will be displayed in the Table Data View.

¢ The list of the field properties available for Character Data types are:

¢ Entry Required: The field with Entry Required as “Yes” means that the field cannot be left blank. The user needs to
enter data in this field. It contains a drop-down “Yes”/ “No”. The default value for this property is “NO” which means
the field if left blank will contain a NULL(nothing) value.

¢ Length: It defines the maximum length a field can have to hold a value. For example, the field “Section” should be
only single alphabet, the Length of the field can be “1”.

¢ Default Value: It's the default value that can be assigned in the field. This value gets automatically added in a field at
the time of adding a record in a table. The user, if wants can make a change in it. For example, the field “Title”, can
be assigned a default value “Ms.”.

¢ Format Example: It allows the user to change how the data in a field will be displayed in the Table Data View.
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The list of the field properties available for Character Data types are:

¢ Entry Required: The field with Entry Required as “Yes” means that the field cannot be left blank. The user needs to
enter data in this field. It contains a drop-down “Yes”/ “No”. The default value for this property is “NO” which means
the field if left blank will contain a NULL(nothing) value.

¢ Length: It defines the maximum length a field can have to hold a value. For example, the field “Section” should be
only single alphabet, the Length of the field can be “1”.

¢ Default Value: It's the default value that can be assigned in the field. This value gets automatically added in a field at

the time of adding a record in a table. The user, if wants can make a change in it. For example, the field “Title”, can
be assigned a default value “Ms.".

¢ Format Example: It allows the user to change how the data in a field will be displayed in the Table Data View.

&L EDIT TABLE IN DESIGN VIEW

In LibreOffice Base, you can modify the structure of a table, such as adding new field, deleting existing field, changing
the name and data type or properties of the field.

To edit a table, open the Database User Interface window and follow the given steps to edit the structure of a table in
design view:
Step 1: Select the table STUDENT in Table Object.
Step 2: Right-click on table and select the Edit option from the context menu.
The table opens in the Table Design window.
Step 3: Modify the structure of the table according to your requirement.

Step 4: Click on the Save button after making the desired changes in the table.

=" INSERTING DATA IN A TABLE

After the structure of the table is created the data can be inserted by using the given steps:

Step 1: Select the desired table in which you want to insert data as STUDENT table.

Step 2: Double-click on table to open it in the Table Data View also known as Datasheet View.
OR

Right-click on the table and click on Open option from the context menu.

B schoclodb — LibreOffice Base - o o

File Edit Wiew Insert Tools Window Help @ x

B:=-H- RS-0 EEBER
[oe o

& Copy Cwlec

pedz] Create.'[ahle in Desi [ P — Description
#0 Use Wizard to Craat - .
2 Create View... Pastz Special..
BB seectan cul-a
EEE Lelete
Queries Rename...
Form Wizard...
Report Wizard...
Farms Open...
|
Edit...
[ Book lssued Catabase '
Reports
Embedded database HEQLDE Embedded

ez =
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The STUDENT table opens in the Datasheet View window. This view displays the table created with the field names as
the top row. These fields are displayed in the same order as they were added while creating the table. If the number of
fields are more and cannot fit in the single row, you can use the horizontal scroll bar to view all the fields. The cursor
will be blinking in the second row.

If the records are already added earlier, then, those records will also be displayed and you can add more, modify or
delete the existing records.

Step 3: Start typing the value where the cursor is blinking.

L STUDENT - School — LibreDffice Base: Table Data View = O ®
File Edit Mew Inset [ata Tools Window Help @
H 2 Ll %2 U -~ (3

AdmNo. | Name | Address | Ciy | PhoneNo.
101

Date of Birth |

bl

Step 4: Press Tab key to move to next field. Once all the data values are entered for a single record, the cursor moves
to the next record. This process is called data entry.

Step 5: Repeat Step 3 and 4 add more data in the fields of the table.

[ STUDENT - School — LibreDffice Base: Table Data View = (] ®
File Edt Mew |Insert Data Tools Window Help @'
o | D) o [ A Z W W
H (2 BI2ILIO-E ALY ¥ Y (3
AdmMNo. | Name | Address | City | PhoneMo. | DateofBirth |

101 AMITA  WVASAN EUN! DELHI | 1122336655  |D&/23/2006

102 MNEHA LAJPAT MNAGAR DELHI | 221155477 |02/2473007

103 YASH YAMUMNA VIHAR DELHI| 5588006655 |03/25/2003

104 WVIHAM  SHASTRI NAGAR DELH| 5623304535 |03/05/2006
# (105 RITESH  KABIR NAGAR DELH| 2569856415 | D&/05/2003
+

Step 6: Click on the Save current record button to add the record in the table.

Step 7: Click on the Close button to close the Datasheet View window.

="' NAVIGATING RECORD IN A TABLE

There is a pointing arrow [ in a table, known as record pointer, that is used to specify the current position or selection
within a table. It indicates which record is currently active or being operated in the table. To navigate through various
records of the table, we use the navigation box present at the bottom of the datasheet window. Th Navigation Box is
made up of two components:

¢ Record Selector text box: This text box displays the currently active record number. You can input the desired record
number into this box to select and make it an active record in the Datasheet View.

[Record 2 [of 5 1 [

¢ Navigation Buttons: You can click on these buttons to navigate through the records. The These buttons allow you
to move in a table as given below:

+ The |1 button is used to move to the first record in the table.

+ The ¢ |button is used to move to the previous record based on the currently selected recording the table
+ The » | button is used to move to the next record based on the currently selected record in the table.

+ The |n button is used to move to the last record in the table.
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Subject: Navigating Record

You can also navigate to the record by directly clicking the row head of a particular row in the table.

Editing Record in the Table
The records once entered can be edited anytime in a table. Follow the given steps to edit the records:
Step 1: Select the STUDENT table.
Step 2: Double-click on the table (STUDENT table) whose record you want to edit.
STUDENT table opens in the Table Data View/Datasheet View window.
Step 3: Select the cell that you want to modify.

Step 4: Make the required changes in the cell. In our case, we have modified the address from KABIR Nagar to SANT
NAGAR of the student whose admission number is 105.

[ STUDENT - School — LibreQffice Base: Table Data View = O =
File Edit Yiew |nset Data Tools Window Help ﬁ
= ) — A 7 7
D BIYILIO-MEL ALY TR

AdmNo. | Name | Address | city | phonemo. | pateotBinn |
o AMITA | VASAN KLINJ DELHI 1122336655 |08/23/2006

o 02 NEHA LAIPAT NAGAR CELHI 221133477 02/24/2007

_103 TASH YAMUNA VIHAR CELHI 5583996055  03/25/2008

o 04 YIHAN | SHASTRI NAGAR DELHI 5623394535 03/05/2006

11[}6 RITESH  SANT NAGAR DELHI 2565856415 | 06/05/2003

+

Step 5: Click on the Save current record button to save the modification.

Step 6: Click on the Close button to close the Table Data View window.

Deleting the Record from the Table

Any record if not needed can be permanently removed from the table by deleting it. Follow the given steps to delete
the record from the table:

Step 1: Select the STUDENT table.
Step 2: STUDENT table opens in the Table Data View window. Select the record you wish to delete.
Step 3: Click on Edit = Delete Record option from the menu bar.

OR

Right-click the selected record and select the Delete Rows option from the context menu.

D STUDENT - School — LibreOffice Base: Table Data View - m] *

File  Edit \View |nset Data Tools Window Hep @

2 En PLIV- BNV TV (3
| AdmNo. | Mame |  Addwess | City | PhoneMNo. | DateofBith |
101 AMITA  VASAN KU DELHI 1123336655 OBJ'_I-‘JQOUG
10z MEHA LAJPAT MAGAR DELHI 2211554477 02242007
103 YASH  YAMUNAVIHAR  DELHI 5588996655  03/25/2003
v HAN _|SHASTR NAGAR LI [5522094525 | 00/05/2006
Il TableFormat..  [SANTNAGAR |DELHI 2560856415  OB/U5/2003

Row Height...

Copy
Delete Rows

Recod 4 of5(n) (<[ %
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The Confirmation dialog box opens.
Step 4: Click on the Yes button in the Confirmation dialog box to proceed with deleting the record.

You may select multiple records by using the Shift key (for records that are arranged adjacent to each other
to form a consecutive list) or Ctrl key (for records scattered at different places in a table) and then select the
Edit = Delete Record option from the menu bar to delete multiple records at a time.

Sorting the Data in the Table

Sorting means rearrangement of the data either in the ascending order (smaller value to bigger value) or in the
descending order (bigger value to smaller value). The records will be rearranged with respect to the sorted field.

The steps to sort the table are as follows:
Step 1: Select the STUDENT table.
Step 2: The STUDENT table opens in the Table Data View window.

Step 3: Click on the column header based on which you want sort the data. Let us sort the data based on the Name

column. So, click on the column header of the Name column, you will see the whole column is selected by
shading it with blue.

[[J STUDENT - School — LibreOffice Base: Table Data View - IE] x
File Edit View |Insert Data Tools Window Help @
B A Z =
(2 X By FORRORACH AN AR AV, (8
Adm No. | | Address | City | PhoneNo. | DateofBirth |
» | 101 T VASAN KUNJ DELHI 1122336655  08/23/2006
102 LAJPAT NAGAR DELHI 2211554477 02/24/2007
103 [ZEEB vAMUNA VIHAR ~ DELHI 5588006655  03/25/2003
105 I SANT NAGAR DELHI 2569856415  06/05/2003
| +] [
Record 1 of4 i =

Step 4: Click on the Sort Ascending button ( 4| ) to sort data in ascending order. All the records will be rearranged in
the ascending order of the Name.

) STUDENT - School — LibreQffice Base: Table Data View = [m} *
File Edit View |Insert Data Tools Window Help @
! | Azl A Z -
2/ X B (& LIV-BAUNNIVTYVIKIE
AdmNo. | Name | Address | City | PhoneNo. | DateofBirth |
B 101 AN VASAN KUNJ CELHI 1122336655  08/23/2006
102 NEHA LAJPAT NAGAR CELHI 2211554477 02/24/2007
105 RITESH  SANT NAGAR CELHI 2560856415  06/05/2003
103 YASH YAMUNA VIHAR CELHI 53588096635 | 03/25/2003
=
Record 1 oid nRmED

OR

Click on the Sort Descending button ( £l ) to sort data in descending order. All the records will be rearranged
in the descending order of the Name.
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D STUDENT - School — LibreOffice Base: Table Data View

= [m} *
File Edit View |Insert Data Tools Window Help @
B 1 A Alz] A z 7
(2 X Eb[B LIO-HENINIY T VIR
AdmNo. | Name | Address | city | PhoneNo. | DateofBirth |
b 102 YAMUNA VIHAR DELHI 5588006655  03/25/2003
105 RITESH  SANT NAGAR DELHI 2569856415 | 06/05/2003
102 MEHA  LAJPATNAGAR CELHI 2211554477 | 02/24/2007
101 AMITA  VASAN KUNJ DELHI 1122336655 |08/23/2006
+

The Sort Ascending and Sort Descending button sorts the data by one criterion only. LibreOffice Base allows you to

combine several criteria by selecting Sort icon on the toolbar. The Sort Order dialog can be used to do the required
changes, perform the following step for the same:

Step 1: Click on the Sort icon ([} ) on the toolbar.
The Sort Order dialog box opens, as shown below:

Step 2: Select the Field name and Order from the drop-down list.

Step 3: Click on the OK button.
If you wish to sort one field within another field, then use Sort Order -Then.

For example, if the Name is stored as Name and Address, then we can sort Address within Name by specifying:
Sort Order- Field Name = Name, Order - Ascending

Then - Field Name = Phone No., Order — Descending

Sort Order

Sort Order

Operator Field name Order

[Name tl |ascendin_g tl

and then [Phone No.

V] |d5cend'|ng VJ
and then I<none> 7| |ascending VI

1. Your neighbourer-Amit has a flower shop. He maintained the details of his customers

A personal information, order details and stock details manually. Now he wants to maintain \
\ Uiz Bee them in a computer using a database. Help him create a Database with the appropriate 3
L e tables.

Give a name to the database.

Design the fields and their data types of all the three tables-customers personal
information, order details and stock details.

Name the primary keys of all the three tables.

2. Save the above created table without creating a Primary key. Double click on the STUDENT
table tab and try to enter a few records. Are you able to create records without making a

primary key? Also if you wish to make Adm No now as a primary key are you able to edit
the already created table structure? Give steps to do so.

-“‘-
-
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2. DELETING A TABLE

Follow the given steps to delete a table:

Step 1: Select the table that you want to delete.

Step 2: Select the Edit = Delete option from the menu bar.
OR
Press the Delete key from the keyboard.
OR

Right-click the table and select the Delete option from the context menu.

B3 school.odb— LibreDffice Base — m] x

File Edit View Insert Tools Window Help @ 2

H-B-B-RRUNVE- 0 EER B

L owtere W0

(8 Create Table in Design View... Description
#3 Use Wizard to Create Table..,
IEE'Cream\ﬁem
B Copy  CuleC
4 B Pate  Cudsv
ES Paste Special..
Dueries BH Selectall Cid+A
e
Rename...
Forms =
oerveews.
Repart Wizard...
) Book Issueg e None =
Aemorts A Maris Open...
- B sTUDENT Edit...
WE Subject Catabase ] _
[ Teacher

Embedded database

HSQLDS Embedded

The LibreOffice Base dialog box opens for confirming the deletion.

Step 3: Click on the Yes button to confirm the deletion.

LibreCffice Base *

Cenfirm Deletion at
C:/eygwinbd/home/buildslave/source/libo-core/dbaccess/so
urce/ui/dlg/sqlmessage.coc:571

Do you want to delete the table ‘Table1'?

The selected table will be deleted from the database.

=Y RENAMING A TABLE

Follow the given steps to rename a table:
Step 1:
Step 2:

Select the table that you wish to rename.
Right click on the table name in the Table Area and select Rename option from the pop-up menu.
A cursor will appear.

Step 3: Type the new name and press the Enter key.

fgl
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= CLOSING LIBREOFFICE BASE

To close the application window of LibreOffice Base, click on the File > Close or click on the cross (x) button of the
LibreOffice Base window.

=\ WHAT ARE RELATIONSHIPS?

As we know, a database contains different related tables. Sometimes, we need data from different tables at the same
time. In such cases, these tables need to be linked based on a common field.

Relationships help you join two or more tables using a common field so that common data can be retrieved from
multiple tables at the same time.

The most important prerequisite for setting a relationship is that there must be a common field(s) between the two
tables to create a relationship. Also ensure that the data types of the common field in both the tables must be same.
If they are not same then LibreOffice Base will display an error message and will not allow to set the relationship
between the two tables.

Let us consider an example of a database containing following two tables—STUDENT and MARKS

In STUDENT table - AdmNo is the primary key. In MARKS table - RollNo is the primary key and AdmNo is the foreign
key. So, each record in STUDENT table has a value of AdmNo that corresponds to a record in MARKS table with same
value of AdmNo.

Table: Student
AdmNo Name Class Address Table: Marks
1011 | Arshia 12 RK Puram RollNo | Admno UT |[Term1l | Term2
1231 Advika 12 Defence Colony Marks | Marks | Marks
1411 Aekagra 10 Safdarjung 1 1231 89 81 91
1422 Divit 9 Preet Vihar 2 1411 80 85 92
1324 | Akshaj 11 Jasola 3 1324 78 87 91

Once the relationship between the two tables has been set, the integrity of data will be managed by the DBMS. That
means once a student’s record has been entered in the STUDENT table, only then that Admission Number can be
entered in the MARKS table. Thus, STUDENT table is called MASTER TABLE with master record while the MARKS table
is called the TRANSACTION TABLE with the corresponding record matching with master record is called as transaction
record.

The main advantages of Relating Tables in a Database are:

¢ A relationship can help prevent data redundancy and it saves time as the common data need not to be repeated in
different tables.

¢ |t helps prevent missing data by keeping deleted data from getting out of sync. This is called referential integrity.
¢ Creating relationships between tables restricts the user from entering invalid data in the referenced fields.
¢ Any update in the master table is automatically reflected in the transaction tables.

Types of Relationships
There are three important types of relationship that can be created in a database which are as follows:

¢ One-to-One: In this type “One record of Master table is related to only one record of Transaction Table”. It is
represented as a 1:1 relationship.

Let us understand the concept of One-to-One relationship with the help of example.
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Person Table

PersonlD Name Age Address
(Primary Key)
1 Yash 30 Delhi
2 Mehul 28 Meerut
3 Varun 32 Delhi
4 \h@&u\ 31 Kanpur

ssp }Iﬂ\

PassportiD PassportNum&r\ Xp El‘e\ PersoniD
(Primary Key) \Q\ (Foreign Key)
101 A12345 2026-05-15.. | a1
102 B67890 2027-0320. [~ A2
103 A25689 2026-05-15 A &

104 C25874 2027-03-20 A 4

In the given relationship, each person has exactly one passport, and each passport belongs to exactly one person. So,
the relationship between Person and Passport tables is one-to-one.

¢ One-to-Many: This is one of the most common types of relationship between the tables in a database. In this
type “Each record of Master table is related to multiple Records of Transaction table.” It is represented as a 1:n
relationship.

Let us understand the concept of One-to-Many relationship with the help of example.

Department Table

DeptID (Primary DeptName Location
Key)
1. Engineering Sonipat
2 \ Marketing Meerut
3 Sales Delhi
\Nable
EmployeelD e DeptID
(Primary Key) (Foreign Key)
101 Yash a1
102 Mehul R
103 Varun N2
104 Neetu 3
105 Nisha N2

In the given relationship, each department can have many employees, but each employee belongs to only one
department. So, the relationship between Department and Employee tables is One-to-Many.

¢ Many to Many: In this relationship, “Multiple records of Master table is related to multiple records of Transaction
table”. Generally, this type of relationship is set when certain records must be saved more than once in both the
related tables. It is represented as a n:n relationship.

=1

w W
Database Management System || 187
‘




In the above tables ONE TEACHER can teach MANY SUBJECTS. ONE SUBIJECT is taught by MANY TEACHERS.
Similarly, a shopkeeper may sell multiple products to multiple customers. So Many-to-Many relationship exists
between a product and a customer.

Creating a Relationship
Steps to create a relationship between tables are as follows:

Step 1: Select the Tools - Relationships option from the menu bar.

By schoolodb — LibreOffics Base - m] X
File Edit Miew |Insert Tools Window Help @ x
= e - [ Rdstoranipe 4 s
B~ o [ | o Rebonsips. @ EEBEBE
p————— ] User Adrministration..
TableFilter.. g E
CEE =
Macros b
B Decrpton
B .ﬂ ZMIL Fileer Settings..
Tebi =] Extensions.. Cui+Al+E
_ = Customize...

£ Options... Alr-F12

Queries

|

[ Book lesued | i =

Report B Marks

n B sTupENT

9 subject
database HSOLDE Embedded

The Relation Design window opens with the Add Table or Query dialog box.
Step 2: Select the table that you want to add in the relationship as Subject.
Step 3: Click the Add button in the Add Table or Query dialog box.

3§ schoolodb: School — LibreOffice Base: Relation Design - 0

File Edit \iew |Insert Toole Window Help @

I = S

Add Tables x

= Book Issued
B Marks
PR STUDENT
188 Subject

Hep || A || o

< >

Similarly, you can add more tables. In this case, we have added the Teacher table.

Step 4: Click the Close button in the Add Table or Query dialog box.

ez =
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3 School.ods : Query1 — LibreGffice Base: Query Design — O X
File Edit View |Insem Tools Window Help @
oy - = - :
B D xanvo.-c.e@e nBEREERwE &>
~
[TT] sTUDENT [T Marks Add Table or Query =
) 2 i il @ Tables
7 Adm No. ¥ Student Roll I O Queries
MName Adm No. =
Address Total bdarke ¥ 3 Rook Issued
e ad < >
H stupenT
= 3 Subject R b
[ Tablet
[ Teacher |
Field b
Alias
Table
Sort
Visible O O O B 0O
Function
Criterion
Or
- dep [ Bod |[ gom
Or
T
Or
v
< >

Step 5: Click on Subject Code in Subject table and drag it to the Subject Code in Teacher table. Release the button to
see a relationship between tables, as shown below:

[ schocl.odb : School — LibreOffice Base: Relation Design - [m] X

File Edit View |Insert Tools Window Help @1,

B <o- - Edl @

m Subject m T
¥ SubjectCode 7 Teacher Code
Subject Name | Teacher Name
Teacher Code
v
< >

| a—a
= REFERENTIAL INTEGRITY

Referential integrity is a fundamental rule in relational databases that ensures the consistency and validity of
relationships between tables. It deals with the rule that values of Foreign key in one table is derived from the values of
primary key in another table to ensure that this relationship between two tables will provide accurate and consistent
data. In other words, no data which serves as a link between two tables is either deleted or changed by mistake.

Once the relationship between the two tables has been set, the integrity of data will be managed by the DBMS.
LibreOffice Base will allow only that corresponding record to be entered in the transaction table which already exists
in the master table.
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Referential Integrity helps in the following conditions:

¢ Whenever a new record is added in a table with the foreign key then it ensures that the value added should exist in
a primary key of the other linked table.

¢ Update or deletion in the Table with the primary key is not allowed if the matching record exists in the foreign key
of the other table.

Edit Relationship

Editing relationships in Base involves modifying existing connections between tables to meet evolving database
requirements.

The steps to edit a relationship are as follows:

Step 1: Right-click on the relationship thread and select the Edit option.

[ school.odk: School — LibreOffice Base: Relztion Design = O =

File Edit View Inset Tools Window Help &

9. B0

[T subject

¥ Subject Code
Subject Name
Teacher Code

< >

The Relations dialog box opens.

Relations X
Tables Involved
[-'e&ch—:' ] |E|_i': ect -I
Fields Involved
| Teacher | Subject |
|Subject Code Subject Code
Update Options Delete Options
ion: @® No action
O Delete cascade
O Set NULL O Set NULL
O Set default O Set default
kel Cance

&z = :
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The Relations dialog box gives four options for maintaining referential integrity. These options are as follows:

¢ No action: This option, set as the default, prohibits users from updating or deleting any record in the master table if
related records exist in the transaction table.

¢ Update cascade: This option enables users to update or delete the referenced field, causing all related records in
any of the transaction tables to also be updated or deleted.

¢ Set NULL: With this option, if the master record is deleted or updated, all related fields are assigned a NULL
value.

¢ Set default: This option assigns a predetermined default value to all related fields if the master record is deleted or
updated.
Step 2: Select the tables in the Tables Involved section

Step 3: Select the fields from the tables in the Fields Involved section to modify the relationship.
Step 4: Click on the OK button.

Deleting the Relationship

Relationship once created can be easily removed by deleting them using the given steps:
Step 1: Click on Tools menu. A drop-down menu will appear.

Step 2: Select Relationships option from the menu. The Relationship window will appear.

Step 3: Right-click on the relationship thread and select the Delete option.

D School.odb : School — LibreOffice Base: Relation Design

File Edit View |Inseit Tools Window Help

@
HO-C- @0

[T subject

¥ Subject Code
Subject Mame
Teacher Code

v
< >

The relationship between tables will be removed thus showing that now the two tables are not related.

Create a database Library with the tables - Books in stock, Books issued, Books lost/ “‘.‘
C%). damaged. Y
‘n‘ (V] 4 Bee 1. Design the structure of all the 3 tables with the primary key, foreign key.
%‘----_--::;“

2. Link the three tables and name the relationships, if possible, between different tables in
a database.

3. Can a referential integrity be set between Books in stock and Books issued? If yes, explain
the concept with reference to the given two tables.

4. Give the steps to delete a relationship in the LibreOffice Base.

e m e ————————

e
*****
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<= WHAT IS QUERY

Query is a set of commands that retrieve and display data from one or more tables in a database. This is done by giving
specific search criteria to the DBMS so that we can view the exact information that we want. The result of the query is
displayed in tabular form with field names in columns and the records in rows.

A query is of great help when information is required to be extracted from different tables. It uses the process of
filtering the information based on the criteria from the table.

Filtering can be defined as the process of using a query to filter the records based on the criteria so that only the
records matching the criteria will be available to the user thus hiding the data which is not needed.

LibreOffice Base allows us to create a query using Structured Query Language and even save it as an object in a
database. This helps to run the query multiple times as and when required.

Creating a Query
To steps to create a query is to select the Query object in the Database pane. There are three different methods used
to create a query in the LibreOffice Base. These are:

* Create Query in Design View
¢ Use Wizard to Create Query
* Create Query in SQL View
Creating a Query in Design View
A design view helps you design a query by specifying the tables and the criteria. Let us design a query to display the list
of students with their marks. The query will have — Adm No., Name from STUDENT table and Total Marks, Grade, and
Percentage from the MARKS table.
The steps to design a query using a Design view are as follows:
Step 1: Select the Queries icon on the Objects Pane in the Database Window.
Step 2: Select the Create Query in Design View option under the Tasks pane.
The Query Design window open with the Add Table or Query dialog box.

D School.odb : Quendl — LibreCffice Base: Queny Design — O *
File Edit View Insem Tools Window Help @
v =1 = 2 =
W2l X B[R9 - O B3 [ 8 &k BEA G _[»
L
Add Table or Query =
@Iabls
O Queries
EBooklssued
b4
= EMarks 5
=52 STUDENT
[ Subject
] ~
Hicl ] Table
Alizs P Teacher
Table
Sort
Visible | O O |
Function
Criterion
Or
Or
Or )
or bl Oose
v
£ >
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Step 3: Add the tables you wish to use in the query. In this case, we have added two tables named STUDENT and

MARKS.

Step 4: Click the Close button in the Add Table or Query dialog box.

ﬁ School.edo : Quen & Query Design %
Fle Edit View Insert Tools Window Help @
'-35 Bo-C- B8 PR E BRG]
-~
[ sTupent 0] Marks Add Table or Query *
: Al | @ Tabes
% Adm No. ¥ Student Rall N O Querias
Name Adm Mo =
Address Total Marke ¥ [T Book Issued
€ 3
e
B stupenT
= [T Subject : v
B Tablet
| E Teacher |
Field i
Alins
Table
Sort
Visible O O I O
Function
Criterion
Or
s Help | O
or 4
or
¥

3 k4

Step 5: Create one to one relationship using the Adm No. field.

D Schocl.eds : Query] — LibreOffice Base: Query Design = [m] >
File  Edit View Insert Tools Window Help @
- -y = 18 = O T
B-2 X aEe.-c- 80 6|0 8 AElA g F»
»
[ stupent [T Marks
¥ Student Foll No.

Total Marks:

Grade

Percentage

v

< b4
Fisld ~
Alias
Table
Sort
Visible O O O O O O O
Function
Criterian
Or
Or ]
Or w
< ¥

The query design view has two sections - upper action has tables to be used to design a query. The lower section is the
design query grid with parameters where you specify:

e Fields: Displays the selected fields in the output of the given query.

e Alias: Give another name to the field in the output window.

Table: Table from which the field is to be selected.

Sort: If the field is to be arranged in ascending or descending order.

Visible: If selected the field will be displayed in the output window.

Criterion: The condition for the rows to be displayed.
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Step 6: Click on drop-down arrow key in front of the Field option. A drop-down list appears.

Step 7: Select the desired field from the respective tables in the drop-down list. In this case, we have selected the
Adm No. field of the STUDENTS column, as shown below:

[ school.odb : Queryl — LibreQffice Base: Cuery Design - m] b4
File Edit View |Inseit Tools Window Help @
BR-Q xR2oao-. B8 BB KB %k H»

-

[ stucent

P Marks

? Student Roll No.

T Adm No.
MName

Address Total Marks
City Grade:
Phore Mo, Percentage

Date of Birth

< >
: = .
Field 4
Alias Marks.*
Mark=.Student Roll No. T
et Marks. Adm Ho.
Sort Markz. Total Maris
] Marks, Grade
Visible Marks Percertage 1 1 1 O O (]
Function STUDENT.*
Critefion
STUDENT.Mame
Cr STUDENT.Address
o STUDENT.City
STUDENT.Phone Ne.
O STUDENT,Date of Birth v
< ¥

Step 8: Repeat step 7 and 8 to add more fields. In this case, we have added the following fields:
Name field of the STUDENTS column
Total Marks field of the Marks column
Grade field of the Marks column

Percentage field of the Marks column

Step 9: When you click on the column beside the Table then the column fills automatically based on the selected

fields.
[ scheol.odb : Query! — LibreQffice Base: Cuery Design - m] b4
Fil= Edit View |Insert Tools Window Help @
B Ly Xt Q-3 EE T BB KEA G M
-~
[ stucent ] Marks

7 Student Roll No.

Total Marks
Grade:

Percentage

< >

Field Adm No. Name Total Marks Grade Percentage

Alias
Table STUDENT STUDENT Marks Marks ok
Sﬂft {
Visible =) =] O O

Function

Criterion
Or
Or

Or o
< ¥

Step 10: Select the File = Save As option from the menu bar to save the query.
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OR

Click on the Save button in the tollbar.

The Save As dialog box appears with the default query name as Queryl.
Step 11: Type the name of the query in the Query name text box.
Step 12: Click on OK button.

Save As X

Query name |Student|\n1arks

wep || o || cnce

Step 13: Click on File = Close option from the menu bar to close the Query Desigh window.

The StudentMarks query will appear under the Queries pane in the Database window as shown below:

B schaol.odb — LibreCffice Base - u] >

File Edit Miew Inset Tools Window Help & o«

B-2-B-0hREiE-10 BarS P

(4 Create Query in Design View... Description
@ Usa Wizard to Create Query..
3L Create Query in 50L View...

B swdentarks Mone =

Embedd=d database HSCU DB Embedded

Step 14: Double-click on the StudentMarks query to run it.
OR

Right-click on the StudentMarks query and select the Open option from the context menu.

The output window with the StudentMarks query will be displayed as shown below:

[ studentMarks - School — LibreQffice Base: Table Data View — a X
File Edit View |Inset Data Tools Window Help

80 X Bk PLIO-HNHNIYCY »

AdmNo. | Name | TotalMarks | Grade | Percentage |
» HO1 AMTA 387 B 774
102 NEHA 435 B+ 87
| |03 VASH 475 A+ 9%
| |04 VIHAN 359 B 71.8
[ |ros RITESH 458 A 91.6
Record 1 of5 0 [ ][]
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To run a query in the Query Design window, click on the Run Query button in the toolbar
or press the F5 key from the keyboard.

Creating a Query using Wizard

Wizard is an easy way that guides you through the step-by-step process of creating queries. Follow the given steps to
create a query using a wizard:

Step 1: Select the Queries database object in the Database pane
Step 2: Select the Use Wizard to Create Query option under the Tasks pane.

The Query Wizard dialog box appears with eight Steps Pane on the left and the Query Details Area on the
right.

Step 3: Field Selection: Select the Table on which you want to create a query and the Available Fields of the table.

In this case, we have selected the Book Issued table. The field of the selected table displays in the Available
fields list box. Select the BooklID option from the Available fields list box and click on the button to move the
selected field to the Selected fields list box.

Similarly, move the Publisher, Book Name fields from the Available fields list box to Selected fields list box.

Note that once the fields are added they can be moved up and down in order by clicking T| and j buttons present
on the extreme right of the wizard.

Click on the Next button to move to the next step of the wizard.

LQuery Wizard X

Dteps
Select the fields (columns) for your query

1. Field selection Tables
2 Sorting order Table: Book Issued v|
3. Search conditions
Available fields ‘ields in the Query:
4, Detail or summary = -
N Book lsued.BookiD

3. Grouping Book Issued.Publisher
Book Issued.Book Name

6. Grouping conditions

7. Aliases

8 Overview Lt

Help < Back Finish Cancel

Step 4: Sorting Order: This step helps you select the sorting order field. The result of the query can be displayed in

ascending or descending order of any particular field you selected in this step.
Do the following changes:

Sort By: Book Issued.Publisher

Order By: Ascending

Click on the Next button to move to the next step of the wizard.
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‘ Query Wizard X

1. Field selection

2. Sorting order gl =y O] Ascending

3. Search conditions ] O Descending

4, Detail or summary Then by

5 Grouning [ ® Ascending

S - undefined - V|

6. Grouping conditions O Descending

7. Aliases Then by

8. Overview - undefined - | Ascending
a Descending

1 1
Help < Back Next > Finish Cancel

Step 5: Search Conditions: This step is to set the search conditions, or the criteria based on which records will be
filtered from the table. This is the step where actually the query is set up or the criterion is given to the
database.

Select the search criteria for the query by clicking on the Match all of the following or Match any of the
following radio button. In this case, we have selected the Match any of the following radio button

Specify the following search criteria:
Field: Book Issued.Publisher
Condition: is equal to

Value: Orange

This will create a query where only the books from Orange Publisher will be displayed because of the query.

Click on the Next button to move to the next step of the wizard.

| Query Wizard x

Select the search conditions
1. Field selection O Match all of the following
2 Sorting order ® Match any of the following
3. Search conditions
Fields Condition Value

4, Detail or summary

<

| fomee ]

5. Grouping |Book|ssued.PuinshEr_\‘ |isequaim

6. Grouping conditions

A liases Fields Condition Value

P | 5 | T | —
Fields 1 a

Step 6: Detail or summary: In this step you Select the type of query as Detailed query radio button.

Database Management System II 197 \

Click on the Next button to move to the next step of the wizard.




LQU ery Wizard *
pteps
Select the type of query
1. Field selection (®) Detailed query (Shows all records of the query.)
2. Sorting order O Summary query [Shows only results of aggregate functions.)
3. Search conditions
Aggregate functions Fields

ping conditions
7. Aliases
8. Qverview

S =
Help < Back Next > Finish | | concel

Step 7: Grouping and Grouping conditions: Since, we have not selected the Summary query so Step 5 and Step 6 of
the wizard will be skipped.
The Query Wizard shows the option of the Aliases step.

Step 8: Aliases: In this step we give alias name i.e. the column header name will be displayed when we run the
query. By default, the field names will be displayed as column headers. Many times, field names are not user
friendly, so an alias name which is more readable, is chosen to be displayed in the query output. So, specify
the user defined headings (Alias) to the fields as shown below:

Click on the Next button to move to the last step of the wizard.

LQU ery Wizard *
Steps
Assign aliases if desired
1. Field selection Field Alias
2. Sorting order
Book Issued.BaokiD |Book ID |
3. Search conditions
4, Detail or summary Book Issued.Publisher |Publisher |
5.Grouping
Book Issued.Book Name | Book Name |

6. Grouping conditiors

8. Overview

|: Help < Back Finish Cancel

The Query Wizard shows the option of the Overview step. This step displays the overview of the query.
Step 9: Overview: Thus is the last step of the Query wizard and it displays the entire overview of the query that we
have designed using wizard. It includes the following:
¢ Name of the query: By default, the name of the query is Query_Book_lssued. If you wish to change then type the
new name in the text box.
¢ How do you want to proceed after creating the query?: By default, Display Query radio option will be selected.
Click and select the Modify Query radio button if the query must be edited in the Design.
¢ Complete detail of the query: This section contains a summary about the query that has been created.
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Click on the Finish button.

Query Wizard *

Check the overview and decide how to proceed

1. Field selection Name of the query How do you want to proceed after
i 7
2. Sorting order Query_Book_lssued EEELIGIANT
iy @ Display Query
3. Search conditions e Modify Qu
ik ey,
4, Detail or summary .
- . Overview
5. Grouping
. - Fieldsin the Query: Book ID (Book Issued.BookID), Publisher (Book A
6. Grouping conditions Issued.Publisher), Book Name (Book lssued.Book Name)
7. Aliases

Sorting order: Publisher (ASC)

Search conditions: Publisher is equal to 'Orange’
No Groups were assigned.

No grouping conditions were assigned.

| hep | <Back Next > 2 Cance(_|

As soon as, you click on the finish button the Query Wizard close and you will see the output of the query displayed
as shown below:

[ Query_Book lssued - School — LibreOffice Base: Table Data View - O X

File Edit View |Insert Data Tools Window Help

(2]l X Ba (B9 FRIO B 28I W VI »
| BookID | Publisher | BookName |
3 |101 Orange IT402
105 Orangg .Trackpad
5 :

Once the query is created, it can be edited in Design view

Editing a Query

Perform the following steps to edit a query:

Step 1: Open the database containing the query that you want to edit.

Step 2: Click on the Queries object from the Database pane.

Step 3: Right-click on the query to be edited in the Queries pane and select the Edit option from the context menu.

B School.odk — LibreOffics Base - o x

File Edit View Insert Tools Window  Help &

B-ol b0 BnEsen
[_LTE . ony

Lﬁ (Create Query in Design Vi B sel=ctan cw-a Deescription
7 Use Wizard to Crente e Delete
Tahles 52 Create Query in S0L View Be
i Create as View
L]
E2 Form Wizard...
s Repart Wiz
Open.
Farms o
Reparts

Embedded database HSOLDB Embedded




The query opens in a Query Design window where you can make the required changes.
Step 4: Modify the query according to your requirement
Step 5: Click on the Save button in the Query Design toolbar.

[ schonl.odb : Query_Book_lesued — LibreOffice Base: Query Design - o b4
File Edit Miew Insert Tools Window Help &
=P 5 [B19- EEFEE KB A M e
-

[T Boak Issued | -

b 2
| | | I

Field BookiD Publisher Book Name -
Alias Bock ID Publicher Book Name
Table Book lssued Book lssued Boolk lssued
5ok descending
visible 5] [m] [m] 0 0 [} l
Functio
Critericn 'Orange’
Or
[Or
Or
Or

Now if you run the query, you will get the different output.

[ Query_Book _lssued - School — LibreOffice Base: Table Data View = O *

File Edit View |Insert Data Toocls Window Help @
(2 (e PO A ¥ T YL
BookID | Publisher | Book Name |

_|>|105 Orange Trackpad

o Orange IT 402

|+

Setting Multiple Fields Criteria
Perform the following steps to use multiple field criteria:
Step 1: Create a query in design view.
The Query Design window open with the Add Table or Query dialog box.
Step 2: Add the table you wish to use in the query as Marks table.
Step 3: Click the Close button in the Add Table or Query dialog box.
Step 4: Add fields for query.
Step 5: Set the criteria in different fields. In this case, we have set the criteria in two fields: Total Marks > 375

Percentage<90.
[0 schoclodb : Cueny! — LibreOffice Base: Query Design - o ®
Fle Edit View Insat Tools Window Help
B-Fxmno- o588 kES vy b J

[T Marks

T Student Rall No.
#adm No.
Total Marks.
Grade
Percentage

Ficld StudertRall No. Tatal Marks  Grade Percentage

Alias
Table Marks Marks Marks Marks

isible = = =] =] =] [m] [m] O [
Function

»375 <90

-
>
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Step 6: Save the query with the specified name.

When you execute the preceding query, you will get the result as shown below:

[0 MerksQuery - School — LibreOffice Base: Table Data Vi.. — O x
File Edit View Inset Data Tocls Window Help @;
v [Em= A B A Z
3 % B B9 L2103 »
Student Roll No. | Total Marks | Grade | Percentage |
| b |1 357 B TZ
2 435 B+ a7
L+
Record 1 lof2 TSR]

Using Wildcards

Wildcard characters are used to retrieve a set of records from a table that contains some specified character. Base
provides two wildcard characters “*” and “?”. The “*” wildcard represents one or more characters. On the other hands,
the “?” wildcard represents only one character.

Perform the following steps to use the wildcard characters:
Step 1: Create a query in Design view based on the STUDENTS table.

Step 2: Use the “*” wildcard character to retrieve all the fields of the Book Issued table where Publisher name is
starts with the letter ‘O’.

(3 schosl.odb : Gueryl — LibreOffice Base: Query Design - m} *
File Edit Wiew Inset TJools Window Hep @‘
B-2 BI2-¢-BES L BINEEA wx FS
2 LIO-MEI IS R Y (2
~
[T Book lssued
T BooklD

Publicher
Book Name
AuthorD

<

Ficld Book lssued.™  Publisher
Alias

Table Book lssued Bnok lssusd

Sort

Visible ] =] 0 O O O O O [
Function

Cnterion LIKE"O™

Or

Or

=

<

When you run the preceding query, you will get the following output:

3 BockQuery - S breOffice Base: Table Data o
File Edit View |Insert Data Tools Window Help @
o A z

I} B R R 74 a2l »
BookD | Publisher | BookName | AuthorlD | Publisher |

- » 101 Crange IT 402 236 Orange

|05 Crange Trackpad 468 Orange

|+

Record 1 |of 2 L6 [ [[M ]|
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Performing Calculations in Queries
Many times, the user needs to perform calculations on the fields used in a table. LibreOffice Base allows the user
to create a query for performing such calculations. Let us say, in the table Product, the user needs to calculate Total
Amount as Quantity * Price.
To create a query for performing such calculations, follow these steps:
Step 1: Create a query in design view.
The Query Design window open with the Add Table or Query dialog box.
Step 2: Add the tables you wish to use in the query as Product tables.
Step 3: Click the Close button in the Add Table or Query dialog box.
Step 4: Add fields for query.
Step 5: In the Field row in the Query Design pane, in a blank column, type Quantity * Price.
Step 6: Press the Enter key on the keyboard.
Step 7: Enter a name for the field in the Alias row as Total Amount.

Step 8: Save the query.

[0 schoolodb : Queryl — Libreffice Base: Query Design — O x
File  Edit View |nset Tools Window Help @
0 = o e (0 2 -
-2 p-C-@mE @R B KEA e N
~
[ Product
T Product ID
Product Mame
Cuantiy
Price
Product Category
v
< >
Field Product ID Product Name Product Categor Quantity Price "Ouantity” * "Price” fal
Alias Total Amount
Table Preduct Product Product Product Product
Sort | |
Visible %] ™ | O O
Function
Criterion
v
< >

When you run the query, you will notice that a new column titled Total Amount is displayed showing the
necessary calculations. Remember that calculation can be made only on those fields where data type used is

Numeric.
D ProductQuery - School — LibreOffice Base: Table Data View — m] X
File Edit View |nsert Data Tools Window Help
v 8191010 HKIYY VIR »
| ProductiD | ProductName | ProductCategory | Quantity | Price | Total Amount | ]
_p1101 Spoon Kitchen Appliances 13 5 65
| |12 Chair Furniture 10 500 3000
1103 Wall Hanging Decoration 25 250 6250
1104 Knife Kitchen Appliances 50 20 1000
1105 Gas Lighter Kitchen Appliances 20 ] 1500
1106 Wall Scenery Decoration 10 250 2500
| +]
Record 1 |of & 1) |8 [+ [[W ][4
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= STRUCTURED QUERY LANGUAGE(SQL)

As you know that a relational database is a collection of tables. A user may insert new records/rows, delete records,
and modify records in these tables. The language used to perform all these operations is known as query language. A
Database Management System (DBMS) used to manage Relational Databases is called RDBMS (Relational Database
Management System). Many RDBMS software, such as MySQL, Microsoft SQL Server, PostgreSQL, Oracle, etc., allow
us to create a database consisting of relations and link one or more relations for efficient querying to store, retrieve,
and manipulate data in that database.

Structured Query Language (SQL) is the standard language for managing relational databases and performing various
operations on the data in the tables. It would enable us to store, retrieve, and manipulate data in the tables.

SQL is a high-level interactive language that allows users to specify what is required to be done in the form of queries.
Unlike other high-level languages, we do not need to specify how the SQL operations are implemented.

LibreOffice Base provides SQL view to write queries. We can access it by clicking on the Create Query in SQL View
command under the Tasks pane.

D School.odb : Query1 — LibreOffice Base: Query Design = O X

File Edit View |Insert Tools Window Help

B2 X8RO TBE P Qe

FELECT * FROM STUDENT A

J

After writing the query, save the query. Close the query design window. Double-click on the query name under the
Tasks pane. The result of the query will be displayed.

| AdmNo. | Name |  Address | CGity | PhoneNo. | DateofBirth |
» [hot AMITA VASANKUNJ  DELHI 1122336655 08/23/06 A

102 NEHA  LAJPATNAGAR DELHI 2211554477  02/24/07

103 YASH  YAMUNAVIHAR DELHI 55889906655 03/25/03

104 VIHAN ~ SHASTRINAGAR DELHI 5623804535  03/05/06

105 RITESH SANTNAGAR  DELHI 2569856415  06/05/03

v

Record 1 |of5 [ r ] [o] 4

Types of SQL Commands
SQL commands are broadly classified into the given categories:
¢ Data Definition Language (DDL) commands

¢ Data Manipulation Language (DML) commands

Data Definition Language (DDL)

The SQL-DDL contains a set of commands that allows the users to make changes in the structure of the table like:
¢ Creating a new data definition using CREATE

¢ Adding, updating, removing the data definition using ALTER

¢ Deleting the data definition from the database using DROP

Syntax to create a new table in the database using SQL is as follows:

CREATE TABLE <Table Name>
(<Column Namel> <Data Type>,<Column Name2> <Data Type>,

<Column Name n> <Data Type>);
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Example:

CREATE TABLE student (RollNo Integer, Name VARCHAR (20), Fees integer, DOB Date,

Marks integer);

The syntax to display the structure of the table is as follows:
DESCRIBE <Table Name> OR Desc <Table Name>
For example,

DESC STUDENT;

OR
DESCRIBE STUDENT;

+-—— - +-——— +-——— - e +
| Field | Type | Null | Key | Default | Extra |
+-—— - +-——— +-——— - +-————— 4
| RollNo | int | YES | | NULL | |
| Name | warchar (20) | YES | | NULL | |
| Fees | int | YES | | NULL | |
| DOB | date | YES | | NULL | |
| Marks | int | YES | | NULL | |
+-—— - +-——— +-——— +——— e — — — +

The syntax to add a new column(s) in the table is as follows:

ALTER TABLE <Table Name>
ADD (<Column Namel> <Data Type>,<Column Name2> <Data Type>,

<Column Name n> <Data Type>):;
For examples,
ALTER TABLE student ADD (ClassSec VARCHAR (30));
The syntax to delete a table (data as well as the structure) is as follows:
DROP TABLE <Table Name>;
For example,
DROP TABLE Student;
DML (Data Manipulation Language)

DML is a language that enables users to access or manipulate data. By data manipulation, we mean:

¢ The retrieval of information stored in the table, using SELECT

¢ The insertion of new row with information into the table, using INSERT

¢ The deletion of information from the table (not deleting the column), using DELETE

¢ The modification of information stored in the table (not modifying the data type of column), using UPDATE

The syntax for inserting a new record in the table is as follows:

INSERT INTO <Table Name> [ (<Coll>,<Col2>,... <Col N>)]
VALUES ((<Coll Value>,<Col2 Value>,... <Col N Value>);
For example,

INSERT INTO student VALUES (14, 'Jaya Kapoor',7800,'2008-03-08",78, 9);
INSERT INTO student VALUES (35 'Sikha Arora',8800,'2004-12-15',87, 5);
INSERT INTO student VALUES ;, "Aparna Aneja',9000,'2006-09-24",92, 6);
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INSERT INTO Student VALUES (12, 'Debrath Singh',8€00,'2010-10-27',80, "10A");

The syntax for displaying the content from a table is as follows:

SELECT */<Coll>,<Col2>, ... <Col N>
FROM <Table Name>
WHERE <Condition>;

To display all rows and all columns from the table student:

SELECT * FROM Student;

. o o e o o ——— +
| RollNo | Name | Fees | DOR | Marks | ClassSec |
. o o e o o ——— +
| 14 | Jaya Kapoor | 7800 | 2008-03-08 | 78 | 9 |
| 35 | Sikha Arora | 8800 | 2004-12-15 | 87 | 5 |
| 8 | Aparna Aneja | 9000 | 2006-09-24 | 92 | 6 |
| 12 | Debrath Singh | 8600 | 2010-10-27 | 80 | 10A |
. o o e o o ——— +
To display only Rollno and Name with all rows from the table student:

SELECT ROLLNO,NAME FROM Student;

. o +

| ROLLNO | NAME |

. o +

| 14 | Jaya Kapoor |

| 35 | Sikha Arora |

| 8 | Aparna Aneja |

| 12 | Debrath Singh |

. o +

To display records of students whose fees is more than 8500.

SELECT * FROM Student WHERE FEES>8500;

. o o o o o +
| RollNo | Name | Fees | DOR | Marks | ClassSec |
. o —— o e o o +
| 35 | Sikha Arora | 8800 | 2004-12-15 | 87 | 5 |
| 8 | Aparna Aneja | 9000 | 2006-09-24 | 92 | 6 |
| 12 | Debrath Singh | 8600 | 2010-10-27 | 80 | 10A |
e e o e o o +

To display rollno and names of students whose rollno is 14 and fees is more than 5000.
SELECT ROLLNO, NAME

FROM STUDENT

WHERE ROLLNO=14 AND FEES>5000;
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To display the Rollno, name and DOB of students whose marks are in the range of 80 and 90.
SELECT ROLLNO,NAME,DOB FROM student WHERE MARKS>=80 AND MARKS<=90;
OR

SELECT ROLLNO,NAME,DOB FROM student WHERE MARKS BETWEEN 80 AND 90;

| 35 | Sikha Arora | 2004-12-15 |
| 12 | Debrath Singh | 2010-10-27 |

The syntax for modifying the existing content of the table is as follows:

UPDATE <Table Name>
SET <Coll>»=<Valuel> [,<Col2>=<Valuel2>,... <Col N>=<Value N>]
[WHERE <Condition>];

For examples,

UPDATE STUDENT SET MARKS=92 WHERE CLASSSEC='1l0A' ;

UPDATE STUDENT SET CLASSSEC='l1lC' WHERE NAME='JAYA KAPOOR';
UPDATE STUDENT SET CLASSSEC='9D' WHERE ROLLNO=35;

UPDATE STUDENT SET CLASSSEC='10A' WHERE FEES=9000;

SELECT * FROM STUDENT;

+-—— - +———— R — — — — +—————— - +
| RollNo | Name | Fees | DOR | Marks | ClassSec |
+-—— - +—— e — R — — R - +
| 14 | Jaya Kapoor | 7800 | 2008-03-08 | 78 | 1l1cC |
| 35 | Sikha Arora | 8800 | 2004-12-15 | 87 | 9D |
| 8 | Aparna Aneja | 9000 | 2006-09-24 | 92 | 10Aa |
| 12 | Debrath Singh | 8600 | 2010-10-27 | 92 | 10Aa |
+-—— +———— S — —— — R —— ——— L — — — - - +

To display Name and fees of the student with increased fees by Rs 250.
SELECT NAME, FEES+250 FROM STUDENT;

R — — — — ———— G — — — — +
| NAME | FEES+250 |
+-—BE ————————% . ——— T — +
| Jaya Kapoor | 8050 |
| Sikha Arora | 9050 |
| Aparna Aneja | 9250 |
| Debrath Singh | 8850 |
+-—— - +

Using like operator

Like operator is used with WHERE clause to search for a specific pattern in a column.

It can be used with two wildcard characters:

¢ The percent sign (%) represents zero, one, or more characters
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¢ The underscore sign (_) represents one character

To display rollno, name and fees of those students whose names end with ‘@’.

SELECT ROLLNO,NAME,FEES FROM STUDENT WHERE NAME LIKE '%a';

| 35 | Sikha Arora | 8800 |
| 8 | Aparna Aneja | 9000 |

To display records of those students whose names start with ‘A’.

SELECT * FROM STUDENT WHERE NAME LIKE “A%"”;

+-—— - +-——— - +—————Z S — — +
| RollNo | Name | Fees | DOB | Marks | ClassSec |
+-—— - +-——— - +——— - +—— G N +
| 8 | Aparna Aneja | 9000 | 2006-09-24 | 92 | 10A |
+-—— - +-——— - S —— N e — — — +

To display Name and class of those students whose second alphabet is ‘@’.

SELECT NAME,CLASSSEC FROM STUDENT WHERE NAME LIKE ' AS';

| Jaya Kapoor | 11C |
+————— - +

Displaying arranged data

Arranging the data in ascending or descending order of one/multiple columns. Use ASC(Default) for ascending, DESC
for descending (use of ORDER BY clause with SELECT)

Syntax:
SELECT */<Coll>,<Col2>, ... <Col N>

FROM <Table Name> ORDER BY <Coll> [ASC/DESC],<Col2> [ASC/DESCl,... ;

SELECT * FROM STUDENT ORDER BY Name ASC;

Ha— ———— +——— S ——————— +———— +-—— - - +
| RollNo | Name | Fees | DOR | Marks | ClassSec |
s — — — — +——— A ——————— +———— +-—— - - +
| 8 | Aparna Aneja | 9000 | 2006-09-24 | 92 | 10Aa |
| 35 | Sikha Arora | 8800 | 2004-12-15 | 87 | 9D |
| 12 | Debrath Singh | 8600 | 2010-10-27 | 92 | 10Aa |
| 14 | Jaya Kapoor | 7800 | 2008-03-08 | 78 | 1l1cC |
+-—— - +———— +-—— - - +
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SELECT * FROM Student ORDER BY Fees DESC;

multiplied by quantity for each item.

¢ Display the total amount of each item. The amount must be calculated as the price.

. o o e o o +
| RollNo | Name | Fees | DOR | Marks | ClassSec |
. o o e o o +
| 8 | Aparna Aneja | 9000 | 2006-09-24 | 92 | 10A |
| 35 | Sikha Arora | 8800 | 2004-12-15 | 87 | 9D |
| 12 | Debrath Singh | 8600 | 2010-10-27 | 92 | 10A |
| 14 | Jaya Kapoor | 7800 | 2008-03-08 | 78 | 11cC |

. o o e o o ——— +

The syntax for deleting a row/rows from a table is as follows:

DELETE FROM <Table Name> [WHERE <Condition>

For example,

DELETE FROM Student WHERE RollNo=12

To delete all rows of a table (Does not delete the structure of the table)

DELETE FROM Student;

"--....__-_-—::-_.__‘ ITEMNO NAME PRICE QUANTITY
| 11 SOAP 34 12
i 22 POWDER 85 10
i 33 FACE CREAM 80 15
'E 44 SHAMPOO 120 21
E: 55 CONDITIONER 200 11
1.. Write SQL queries to do the following:
|
tl
\

* Display the details of items whose price is less than 50.
¢ Display the name of items and its price in ascending order.

.l
‘.‘ ¢ Display the details of all items whose name start with ‘S’.

-----

Find on Google

Is ‘NOSQL’ used for in structured data?

=1 WHATIS A FORM?

=

—t

'~

In a table the datasheet view is used to enter data. The row and column format of the data-sheet view is not a
user-friendly interface. The user may accidentally or intentionally alter the data in the table. Therefore, LibreOffice

Base provides the Form feature for data entry purposes.
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Form is a database object which is used to create an interactive user interface by connecting it with a table.
Each field of a table is displayed in a text box with a Field label on one side so that the user can enter, edit and
view records in an efficient way. The data added, deleted, updated through a form will be reflected in the table
connected to the form.

For any database, it is the front end for data entry and data modification. It displays the data in a layout design by the
user and not just in a simple row and column format as seen in a table.

In a form layout the field controls are arranged in a presentable and user-friendly manner. Each field control
consists of:

¢ Label: A label is a piece of text that represents the field on the form.

¢ Field value text box: A field value text box is linked to the respective field in the table.

We may add all or selected fields from the table on the form. In addition to field controls, it may contain some additional
text like titles, headings and names, graphics like logos, list boxes and radio buttons.

A form in Open Office Base can be created by using any of the given methods:

¢ Use Wizard to Create Form
* Create Form in Design View

Creating Form Using Wizard

Creating a form using a wizard involves guiding the user through a step-by-step process to collect information or
complete a task. Each step typically focuses on gathering specific information that helps in making the form more
manageable.

Follow the given steps to create a form using a wizard:

Step 1: Open the School.odb database.

Step 2: Select Forms option in the Database pane.

Step 3: Click on the Use Wizard to Create Form option from the Tasks pane.

B school.odb — LibreDffice Base - m| x

File Edit ¥iew Insert Tools Window Help

4R e B-EEE A
B || . W
8 Creats Form in Design Visw... Description
@ ’4 Use Wizard to Create Form., The wizard will guide you through the steps necessary to create a form.
Tables
=
Ceries

Embedded datat HSQLDE Embedded

X w W
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The Form Wizard’s eight steps will be displayed as shown below:

B Untiied | — LibreOffice Base: Database Form - 0
File Edit Wiew Insert Fommat Styles Table Form  Tool Window Hep
B-=-B-0a RN UL AT E-HER-Q-18 »
|efautt Parsgrapnstyte ||l A [Liberation Sert e ¥ B I U~S % %A A »
—_—— : S = - - : — =z ey
[ [ Form Wizard e
SEE
b_'( Select the fiedds of your form
e :
Tables or queries
@ Aailable figlds Figlds in the form
|BookiD
Ell |Publisher
Book Name
AuthorlD B
@ Publisher1 kL ;
Ef
Binary fields are always |isted and celectable from the left ligt.
= If possible, they are interpreted a« images.
o Help | < Back et s Fimish Cancel |
ST TE TN ET WO EE £ W\ »
Pagelof1 Default Bage Style [P T S——"/",

Step 4: Field Selection: Select the Table or queries for which the form is to be created. In this case, we have selected
the Book Issued table.

The field of the selected table displays in the Available fields list box.

Select the BookID option from the Available fields list box and click on the button to move the selected
field to the Fields in the form list box.

Similarly, move the Publisher, Book Name, and Author ID fields from the Available fields list box to Fields in
the form list box.

Click on the Next button to move to the next step of the wizard.

LForm Wizard X
oteps
Select the fields of your form
1. Field selection Tables or queries
2, Set up a sub-form Table:Book Issued v
3. Add sub-form fields
Available fields Fields in the form
4, Get joined fields
BookiD
5. Arrange controls Publizher
>
6. Set data entry Book Name
+» |AuthorD
7. Apply styles
8. Set name <

Binary fields are always listed and selectable from the left list,
If possible, they are interpreted as images.

Help < Back Next > Finish Cancel

Step 5: Set up a sub-form: This step helps you insert a form within another form. Since we are not doing this as an
example, we ignore this step.

Click on the Next button to move to the next step.
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Form Wizard X

Decide if you want to set up a sub-form

1. Field selection [ Add Sub-form

5. Arrange controls

6. Set data entry
7. Apply styles Sub-form based on manual selection of fields
8. Set name
O A sub-form is a form that is inserted in another form.
Use sub-forms to show data from tables or queries with a one-to-many
relationship.
Help <Back Fsh | Cance

Third and Fourth steps of the Form Wizard will be skipped if we are not creating a sub-form.

Step 6: Arrange controls: This step helps you to arrange the label and field value text boxes i.e. this step will set up
the design of the form.

Four layouts are given in this step of the wizard to choose from:

¢ Columnar display with Labels on the left of the field

¢ Columnar display with Labels on top of the field value
¢ Display as datasheet

¢ Block display with labels on top.

Select the desired layout. In this case, we have selected the Columnar-Labels on Top layout.

Click on the Next button to move to the next step.

Form Wizard X
Arrange the controls on your form
1.Field selection Label placement
2. Set up a sub-form Align |eft
3. Add sub-form fields Align right
Arrangement of the main form

28 == =]=]

== [_='_=-| % =5

== =] =

Columnar - Labels on Top

Arrangement of the sub-form

Step 7: Set data entry: This step helps you choose a form for data entry or to display the values from the table or both
options.

Select the desired radio button to specify the data entry mode for the form. In this case, we have selected The
form is to display all data radio button.
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Click on the Next button to move to the next step.

Form Wizard x

Select the data entry mode
1. Field selection O The form is to be used for entering new data only.
Existing data will not be displayed
2.Set up a sub-form
id sub-form fields (®) The form is to display all data
4. Get joined fields [ Do not allow modification of existing data
5. Arrange controls (] Do not allow deletion of existing data
Ay p— [ Do not allow addition of new data
7. Apply styles
8. Set name

Help < Back Finish Cancel

Step 8: Apply Styles: Select the desired style in the Apply Style list box that you want to apply to the form. In this
case, we have selected the Ice Blue style.

Select the desired radio button in the Field border section to specify the border of the field. By default, the
border of the field text value is displayed in 3-D look. We can select the options No Border or Flat if required.
In this case, we have selected the 3-D look radio button.

Click on the Next button to move to the next step.

Form Wizard X
Apply the style of your form
1. Field selection Apply styles Field border
2. Set up a sub-form Bgige O No border
5 i Bright Blue
3. Add sub-form fields Light Grey ® 3-Dlook
4. Get joined fields O Fat
5. Arrange controls
6. Set data entry
8. Set name
Help < Back Next > Finish Cancel

Step 9: Set name: This is the last step of Form Wizard. In this step we set the name of the form. By default the name
of the form is same as the name of the table.

Enter the name of the form in the Name of the form text box. In this case, we have entered Book Issued.

Select the desired radio button to specify how to proceed the form after creating it. In this case, we have
selected the Work with the form radio button.

If you wish to modify the form after the wizard finishes, select the Modify the form radio button.
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Step 10: Click on the Finish button to create a form.

| Form Wizard x

Set the name of the form
1.Field selection Name of the form
2. Set up a sub-form [EWk Issued
3. Add sub-form fields
4, Get joined fields How do you want to proceed after creating the form?
5. Arrange controls ® Work with the form
6.Set data entry O Modify the form
7. Apply styles
. Set nare|

The form with the first record will be displayed on the screen in a separate window.

B School.odb : Book Issued — LibreOffice Base Da‘lahasrfm — m} =
File Edit \iew Insert Format Styles Table Form Iaak ﬂiﬂ*ﬂ! ]idp

B-E=-G- 00 X0 K" "ESEEES E - 3 B »
iy

YEE ORE o MNSK

£ | recora 5 IK 4 D DI PIE DM OBIME NI »
B-EYNO O F BEICMTE BEEE R » »

| Pagetof1 | Default Page Style [ [ | =T &l =

+  100%

You can see the Forms Control toolbar on the left of the Form Design window and the Form Navigation toolbar at
the bottom.

The Forms Control toolbar contains various controls that can be added to the form.

The Form Navigation toolbar contains the navigation control buttons. With the help of these buttons, we can traverse
and view the records in the file. As we move from one record to another, the record number in the record text boxes
change.

(Pl [t s 144D DI EON%ORMNIGTSTVE]
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Following table shows the different tools available on the toolbar and their description:

Tools Description
Find Record () Allows you to search a specific record in the table
Record recod 1 ki s Displays the current record number that displays on the form
First Record (¢ 4 b D Displays the first record on the form
Previous Record 14 4 b D Displays the previous record
Next Record 4 4 b | Displays the next record
Last Record (4 4 b | Displays the last record on the form
New Record "+ Adds the new record
Save Record [ © b Save the new record in the table
Undo: Data entry @ < ». Undo the last data entry that you made
Delete Record P Delete the record that is displayed on the form
Refresh 1) Reloads the data in the form from the underlying database
Refresh Control Refresh a specific form control
Sort al= Sort the data in ascending or descending order
Sort Ascending AL 2L Sort the data in ascending order
Sord Descending AL 2y Sort the data in descending order
AutoFilter? = . & Automatically filter records based on the content of the current field
Apply Filter Apply a previously defined filter to your data
Form-Based Filter 7 = = Create a filter based on the form’s data
Reset Filter/Sort ./ Clears any applied filters or sorting and return to the default view
Data source as Table 7 ) = Display the form’s underlying data source in a tabular format

Creating Form in Design View

When we create a form in Design View, all the controls are placed on the form using various tools given in the Forms
Control toolbar.
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Following are steps to create form in design view:

Step 1: Open the School.odb database.

Step 2: Select Forms option in the Database pane.

Step 3: Click on the Create Form in Design View option from the Tasks pane.
The Form Design window opens.

Step 4: Click on the Label button from the Form Design toolbar.

Step 5: Draw a Label box on the Form Design window by dragging the mouse.

Q School.odb : Form1 — LibreDffice Base: Database Form 5 a ®
Fle Edit \iew Inset Fommat Styles Table Form  Jools Window Help

B-B-B-DaB XBERE-A4Q-C- /%7 B-MEB-0- »
g R I U ¥ X A A |

DS“ ) Rk i ] [ i £

h—£||n o o o

¢ o "% @

-

Bl |-

NELIHMmD e~

BIN—=-Z-ARNOBO0C 0 AN B -0 -8B 9lE »

| Pag=Tof1 | Default Page Style 1] Sz 00 S aoox0ss | — +  100%

%

Step 6: Double-click on the Label box to open the Properties: Label Field dialog box. Here, the user can define the
Label Properties like Label name, Font, Alignment, Size, etc.

Step 7: Specify the desired name to the label in the Label text box as well as to change the font type and size.

Properties: Label Field X

General = Events

>

NaME....vssssrsrsnres|Label Field 1

LabEl. s | BOOK 1D =

ENabled..omrrrs |YES
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VISTIE. . |YES ~
V]
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Step 8: Click on the Text Box button from the Form Design toolbar and draw a text box on the Form Design window
by dragging the mouse.

The Text box is added in the form.
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Step 9: Double-click on the text box to open the Properties: Text Box dialog box. Here, the user can define the text
box properties like: Max. text length, Tab order, Default Text, Fonts, etc.

Similarly, you can add more labels and text boxes in the form.
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Step 10: Click on the Date Field button from the Form Design toolbar and draw a date field on the Form Design
window by dragging the mouse.
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Step 11:
Step 12:
Step 13:

Step 14:

The date field is added in the form.
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After creating a form, you need to link the form with the database objects, such as tables and query.
Select the Form = Form Properties option from the menu bar. The Form Properties dialog box opens.
Click on the Data tab in the Form Properties dialog box.

Select the desired option in the Content type drop-down list to specify the type of database object you want
to link to the form. Here, we have selected the Table.

Select the desired table in the Content drop-down list to specify the table you want to link to the form. Here,
we have selected the Book Issued.

Form Properties X

General Data  Events

Content type......ccoiiiinen ‘Table il
Content......coveernnnsnsniannns
Book Issued
Analyse SQL command... Marks
Product
1L T—— STUDENT
Subject
by e — Teacher

Allow modifications........ ‘Yes

Add data on......eee INo

Navigation bar.....cue ‘Yes

:
H
< ETE]E

Cycle | Default
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Step 15: Click the Close button in the Form Properties dialog box.

The Book Issued table is linked with the form. Now, you need to link the field with the table.
Step 16: Double-click on the text box beside the Book ID label. The Properties: Text Box dialog box opens.
Step 17: Click on the Data tab in the dialog box.

Step 18: Select the desired field in the Data field drop-down list to specify the filed that you want to link to the text
box field. Here, we have selected the BooKID.

Properties: Text Box *

General Data  Events

Input required.....

Filter proposal............. |lssueDate

Step 19: Click the Close button in the Properties: Text Box dialog box.

Similarly, you can link the other text boxes and Date Field with the associate fields in the table.
Step 20: Click on the Save icon in the standard toolbar to save the form.
Step 21: Enter the name of the form in the File name text box.

Step 22: Click on the Save button.

O save — O X

/

Folder Name

File name: |Book Issue Form

Help Save Cancel

The form is saved with the specified name.

When you see the form in the design view, it displays the records.
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To toggle between Design view and Form view, you need to click the Design Mode button on the Forms
Controls toolbar.

Modifying a Form

Itis possible to modify aformin any manneronceitis created in LibreOffice Base. This flexibility allows users to customise
the form to meet their specific requirements and improve user experience. Some of the common modifications include
changing the background colour, adjusting the font size and colour of the text, and repositioning various controls in the
form. These changes not only enhance the visual appeal of the form but also contribute to better data organisation
and easier navigation.

Changing the Background Colour
The steps to change the background colour of the form are as follows:
Step 1: Select Forms option in the Database pane.
The name of the saved form will be displayed in the Forms pane.
Step 2: Right-click on the form to be edited in the Forms pane and select the Edit option from the context menu.
The form opens in a Form Design View where you can make the required changes.
Step 3: Right-click on the form and select the Page Style option from the context menu.
The Page Style dialog box opens.
Step 4: Click on the Area tab in the dialog box.
Step 5: Click on the Colour button. The options related to the background colour is displayed.
Step 6: Select the desired colour from the Colour palette.
The selected colour will appear in the New section with their RGB value.
Step 7: Click on the OK button.
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The selected colour is applied on the form.
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Editing the labels

To edit the labels, either by changing the text or by changing the formatting effects, follow the following steps:
Step 1: Place the mouse pointer on the label you wish to change. For example, AuthorlD.

Step 2: Press Ctrl + Click to select the label. The position boxes will appear around the label.

Step 3: Right click on the selected label and select Control Properties option from the pop-up menu.

Step 4: The Properties: Label Field dialog box will appear. It contains various properties of the selected label. In the
text box after Label property, type AuthorID. The label caption on the form changes accordingly.
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Similarly we can change other properties of the selected label like width, height, alignment, font style and font size.
After making the desired changes close the Properties dialog box by clicking the cross (x) button on the top right of the
dialog box. The changes made will be applied on the selected text.

Moving a Control
In LibreOffice Base, we can easily move the controls designed on the form. We can move text boxes, labels, and other
form elements to desired locations to match the form’s design requirements.
The steps to move controls in the form are as follows:
Step 1: Click on the control that has to be moved.
The position handlers will be placed around the control.
Step 2: Click and drag the control to move it to the desired location.
The position of the control will be changed.

You can also change the position of the control by opening its corresponding Properties dialog box and then specify
the value in the PositionX and/or PositionY option.

Changing the Size of Text Box Control

The steps to change the size of the text box control are as follows:

Step 1: Click on the Text Box control whose size you want to change.
The position handlers will be placed around the Text Box control.

Step 2: Click and drag any handle to change its size.

You can also change the size of the Text Box control by opening its corresponding Properties dialog box and then
specify the value in the Width and/or Height option.

Adding a Tooltip

Tooltips are a great way to provide additional information about the Form controls. This information will be displayed
when you place the mouse pointer over the Form control . It is also called the help text. For example, if the mouse
pointer is placed over Book ID text-box, a message Enter the Book Identification Number can be displayed. Tooltip
help users to understand the purpose of a Form control correctly.

Following are the steps to add a tooltip to text box:

Step 1: Double-click on the Text Box control to which you want to add a tooltip.

The Properties: Text Box dialog box opens.

Properties: Text Box x
Step 2: Types the message that you want to General | Data | Events
show as tooltip in the Help text text box. borkground coloutum.... ] Defatlt = .
Here, we have entered Enter the Book BT oo |'Ha 7|
Identification Number. Bordergolouroren.. [T #C0CE0D =l
Text typrmsmmsnsnsians [Single-line ~]
ext lines end with... |'_2— (Unix) |
[ene !
Password character ., | |
Hide Selection. ... [Yes -]
Additional information... | |
HEIP T€XLsurasnnrnrrnrres | ENTET the Book Identification Number| |
Help URL oo | |
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Step 3:

Click the Close button to close the Properties: Text Box dialog box.

The tooltip is added to the selected text box. When you move the mouse pointer over the text box, the tooltip
appears.
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Forms Controls Toolbar

The forms control toolbar contains various tools to add or edit controls on the form. Let us learn to use few of
these tools.

Adding a calendar for the date field

While filling up a form on a computer, mostly a calendar is displayed. This is because it is easy to choose a date rather
than typing it. To add the calendar to the date field in the form, follow the steps given below:

Step 1:

Step 2:
Step 3:

Step 4:
Step 5:
Step 6:

Place the mouse pointer over the Date text box and press Ctrl + Click to select it.
Right click and select Control Properties option.

In the Properties: Date Field dialog box, scroll down for Date Format property. By default, Standard (short)
format will be displayed.

Click to open the list box and select Standard (long) format.
Scroll down further till you find the DropDown property. By default, its value is No. Select Yes.

Close the dialog box. The selected date control text box on the form changes to a list box with an arrow being
displayed in the extreme right.

Adding text to the form

While designing a form, we may need to enter titles, headings or subheadings known as Labels. Follow the following
steps to insert the title text in the form.

Step 1:
Step 2:
Step 3:
Step 4:
Step 5:

Step 6:

Click the Label tool on the Form Controls tool box.

On the form, click and drag the mouse to create a label field box. It will also have position handlers.
Double click on box to open the Properties: Label Field.

Type the title as “Data Entry Form” in the Label property.

Set the Font property by clicking the Font button in front of the Font property. The Character dialog box
where you can set the font type, style and size. Choose the desired font style and size and click on OK button.

Close the Properties: Label Field dialog box. The title with the selected formatting effects will be displayed on
the form.
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Entering a New Record

After you have finished designing the form, you can enter, delete, search a record using a form.

For this purpose, you have to shift from Design View to Form View by clicking on Design Mode button on the Forms
Controls toolbar.

When you enter a record using form, the record will be saved in the linked table. Similarly, when you delete a record
using form, the record will be deleted from the linked table.

Perform the following steps to enter a new record:

Step 1: Double-click the form under the Forms pane. The form opens in the Form View displaying the first record.

Step 2: Click on the New Record icon from the Form Navigation toolbar.
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All the fields of the form will be blank.
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Step 3: Enter new values in the blank field of the form.

Step 4: Click on the Save Record button from the Form Navigation toolbar.
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The record will be saved in the linked table. You can see the added record in the selected table in Datasheet View of

the table.
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Searching a Record
Perform the following steps to search a record:
Step 1: Double-click on the form under the Forms pane. The form opens in the Form View displaying the first record.

Step 2: Click on the Find Record icon from the Form Navigation toolbar. The Record Search dialog box appears.
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Step 3: Type any text related to the record you want to search in the combo box given in front of the Text radio
button. In this case, we have typed the text Mother Board.

Step 4: Select the All fields radio button under the Where to search to specify the range for searching a record. You
can use the Single field radio button if you want to search a record according to a particular field.

Step 5: Specify other settings given under the Settings group. In this case, we have checked the Match case
check box.

Step 6: Click on the Search button. If the table linked with the form contains the searched record, the record appears

in the form.
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If there are multiple instances of the searched keyword in the linked table, then you need to click the Search button
again to see other instances in the form.
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Deleting a Record
Perform the following steps to delete a record:

Step 1: Double-click on the form under the Forms pane. The form opens in the Form View displaying the first
record.

Step 2: Go to the record that you want to delete by using the navigation icons given on the Form Navigation
toolbar.

Step 3: Click on the Delete Record button.
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A dialog box appears asking to delete the record.
Step 4: Click on the Yes button.

LibreOffice Base *

1 You intend to delete 1 record. at
L2 C:fcygwinbd/home/buildslave/source/libo-core/svx/source/form/form
controller.ooc:3928

If you click Yes, you won't be able to undo this operation!

Do you want to continue? at
C:/cygwinbd/home/buildslave/source/libo-core/svi/source/form/formcontroller.cx
x:3927

The record will be deleted from the linked table. The next record will be displayed in the form.

= WHAT IS REPORT?

A report displays the retrieved data in an appealing and customised format. Reports can be created from a table, a
query, or both. Ideally, if a report needs to be generated from multiple tables, it is recommended to first create a query
and then use that query to generate the report.

There are two ways to create a report:

¢ Use Wizard to Create Report

* Create Report in Design View

Use Wizard to Create Report

Creating a report using a wizard involves guiding the user through a step-by-step process to collect information or
complete a task.

Follow the given steps to create a report using a wizard:

Step 1: Open the School.odb database.

Step 2: Select Reports option in the Database pane.

Step 3: Click on the Use Wizard to Create Report option from the Tasks pane.
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The Report Builder window open with the Report Wizard. The Report Wizard contains the six steps.
Step 4: Field Selection: Select the table and the corresponding fields that you want to display in the report.

Which field you want to have in the report?

Tables or queries: Select the desired table or query. In this case, we have selected the Book Issued table.

Available fields list box: The field of the selected table will be displayed.

Select the BookID option from the Available fields list box and click on the El button to move the selected
field to the Fields in report list box.

Similarly, move the Publisher, Book Name, Author ID, Issue Date fields from the Available fields list box to
Fields in report list box.

Click on the Next button to move to the next step of the wizard.

Report Wizard *
Which fields do you want to have in your report?
1. Field selection Tables or queries
2. Labelling figlds Table:Book Issued V__.
3. Grouping
Available fields ‘ields in report
4, Sort options BookD
5. Chaose layout Publisher
6. Create report ©  |Book Name
AuthorlD
“" |lssue Date
<
Help < Back Finish | | cancl

Step 5: Labelling Fields: This step allows you to change the field labels with new values. By default, the field values
will be displayed as column headers. Since field names are usually abbreviated, you can change them to more
descriptive names by typing the new names in the corresponding text boxes.

Change the field labels with the new values as Book ID, Name of Publisher, Book Name, Author ID, Book Issue
Date.

X w W
r§| - W Database Management System | 227




Click on the Next button to move to the next step of the wizard.

LjReporl Wizard x
oLeps
How do you want to label the fields?
1. Field selection Field Label
2. Labelling fields
S BookiD (Book ID ‘
3. Grouping
4, Sort options Publisher |Name of Publisher |
5. Choose layout
2o Book Name |Book Name |
6. Create report
AuthorD |Auﬂ10r D ‘
Issue Date |Boak Issue Date |
Help < Back Finish Cancel

Step 6: Grouping: This step allows you to group the data based on any of the fields in the report.

Select the field in the Fields list box and click the - button to move the filed in the Grouping list box. In this
case, we have selected the Publisher field.

Click on the Next button to move to the next step of the wizard.

| Report Wizard x

Do you want to add grouping levels?

1. Field selection
2 Labelling fields

Groupings
Publisher

4. Sort options Issue Date
5. Choose layout
6. Create report £

Step 7: Sort options: This step allows you to sort the data in either ascending or descending order based on a

particular field in the report.

Let’s rearrange the records in the report— Publisher wise in ascending order because, we have grouped
the data based on Publisher field previously. Within publisher the records will be rearranged Book ID in the
ascending order.

Click on the Next button to move to the next step of the wizard.
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LReport Wizard *
Steps
Which fields do you want to sort the data by?
1. Field selection Sort by
2. Labelling fields (® Ascending
X Publ sher |
3. Grouping O Descending
4. 5ort options
5. Choose layout (® Ascending
6. Create report . O Descending
Then by
(® Ascending
|- undefined - v|
O Descending
Then by
Ascending
|- undefined - |
Descending
Helo < Back Next > |

Step 8: Choose layout: This step allows you to choose layout for report data as well as header and footer.
Select the layout of the report data in the Layout of data list box as Tabular.
Select the layout of the report header and footer in the Layout of headers and footers list box as Default.
Select the orientation either Landscape or Portrait as Landscape.

Click on the Next button to move to the next step of the wizard.

LReport Wizard *
Steps

How do you want your report to look?

1. Field selection Layout of data Layout of headers and footers
2 Labelling fields Default

Columnar, single-column
Columnar, two columns
4. Sort options Columnar, three columns
In blocks, labels above

In blocks, labels left

3. Grouping

Orientation
@ Landscape

O Portrait D
Help < Back Finish Cancel

Step 9: Create report: This final step allows you to give the title to report, specify the type of report, as well as specify
the way we want to proceed after the wizard finishes.

Reports can be static or dynamic. Static reports contain the data in the selected fields at the time the report
was created. Dynamic reports (default) contain data which will be updated as soon as changes are made in
the table. So, it shows the latest data.

Enter the name of the report in the Title of Report as Publisher-wise Report.

Select the desired radio button in the What kind of report do you want to create? (Section to specify whether
you would like to modify the report after creating it or not.) as Dynamic.

Select the desired radio button to specify how do you want to proceed after creating the report? as Create
report now.
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If you wish to modify the report after the wizard finishes, select the Modify report layout radio button.

Click on the Finish button to create a report.

Report Wizard X
fSteps
Decide how you want to proceed

1. Field selection Title of report
2. Labelling fields | Publisher-wise Report
3. Grouping

What kind of report do you want to create?
4. Sort options -

O Static report
5.Choose layout .

® Dynamic report

6. Create report
How do you want to proceed after creating the report?

O Modify report layout
@® Create report now

Help < Back : Next > ii_nis Cancel

The report is created and displays in the LibreOffice Writer document.

B publisher-wise Report.odk (read-only] — LibreOffice Writer = m] x

File Edikt View |Ins=rt Format Siyler Table Form  Tocls Window Help
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Book ID Book Name Authar ID Book lssue Date
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105 Trackpad 468 30712722 00:00
108 Python 258 21/01/23 00:00
v
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|E Page 10f 1| 68 words, 333 characters Default Page Style _|I Group_Header Al . DD [D = ——f—t | 80%

Inserting Controls in the Report

LibreOffice Base allows user to enhance a report’s appearance and functionality by inserting different controls. These
controls help to add different elements such as titles, author name, and date of report generation that makes the
report more informative and visually appealing.

You can insert control in the report by right-clicking the report in the Reports pane and then select the Edit option
from the context menu. This will open the Report Builder window. This window contains the Report Controls toolbar
that contains the various controls.
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IG5 School.osdb; Publisher-wise Report — LibreOffice Base Report Builder - o =

File Edit Mow Incort Forsat ook Window  Help
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Inserting Titles and Headings
You can insert title and heading in a report by adding labels in it.
Follow the given steps to insert title and headings in a report:
Step 1: Right-click the report in the Reports pane
Step 2: Select the Edit option from the context menu.
The Report Builder window.
Step 3: Select on the Label tool available on the Report Controls toolbar.
Step 4: Click and drag the mouse-pointer to insert the label in the report.
I 5chosl.odb ; Pubdisher-wi - o H
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Step 5: Double-click on the Label box to open the Properties panel.
Step 6: Enter the desired title in the Label text box as Publisher-wise Book Issue Report.
Step 7: Click on the " | button in beside the Font text box in Properties panel.
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The Character Settings dialog box opens.
Step 8: Change the font type, style and size in the Character Settings dialog box.
Step 9: Click on the OK button.

Character Settings X

Font  FontEffects Position Background  Alignment

Font: Lucida Calligraphy

Liberation Serif ~
Linux Biclinum G

Linux Libertine Display G

Linux Libertine G

Lucida Bright

Lucida Calligraphy

Lucida Console v
Style:  [halic v

Size: |16 pt 9

Language: |English (India) o Features.., |

The same font will be used on both your printer and your screen.

Lucida Calligraphy ‘

s ]
Help L Reset | oK Cancel

The Label is modified according to specified font settings.
Step 10: Click the Properties button in the Report Controls toolbar to hide or show the Properties panel.
The label is displayed in the Report Builder window.
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The report will be displayed with the formatted effects.
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Inserting Date and Time

After creating the report, we can add different types of fields from the Insert menu in the report. Let us add date and
time in the report. Perform the following steps to add date and time in a report:

Step 1: Open the report in the Report Builder window.
Step 2: Click in the Page Footer area to make it active.

Step 3: Click the Insert - Date and Time option in the menu bar.

[ schacl.ccky: Bublisher-ise Report — LibreOffice Base: Repart Builder - o x
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The Date and Time dialog box opens.

Step 4: Select the Include Date check box and select the desired format for date.
Step 5: Select the Include Time check box and select the desired format for time.
Step 6: Click on the OK button.
Date and Time x
E!ncludeDate
Format  |Thursday 13 June 2024 El
[ Include Time
Format [16:29 v]




The date and time will be inserted on the left corner of the Page Footer area.
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Step 7: Click and drag the date and time to reposition it in any place in the Page Footer area.
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The report will be displayed with the data and time.
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REVISIT

A database is an organised collection of structured information or data, typically stored in tabular format.
Data is a collection of values in the form of text, numbers, dates, images, audios, videos, etc
Flat file stores data in a plain text format.

Relational file stores data of different data types like text, number, date in the form of rows and columns to form
a table.

» Information is processed, organised, and meaningful data that provides context, relevance, and value.

» To store and manage the data in a database electronically we use a Database Management System software.

» A data model in Database Management Systems (DBMS) is a conceptual representation of how data is

Yy ¥y vy vy vy VY Y

organised and structured within the database.

The relational database model is a conceptual framework used to organise and structure data in a tabular
format, consisting of rows and columns.

Tables are the basic structure of a database where data is stored.

Fields or columns are the individual pieces of data stored within a table.

Key is a field or combination of fields that uniquely identify a record (row) in a table.
Relationships define how tables within a database are related to each other.
Constraints are rules that enforce data integrity within a database.

A primary key uniquely identifies each record (row) in a table.

In a Relational Database Management System (RDBMS), objects are fundamental entities used to store,
represent, or manipulate data within the database.

» Data types help you define the type of the data that can be stored in a field/ column.

» A wizard is a step by step process of doing a specific task through a set of dialog boxes.

» Referential integrity is a fundamental rule in relational databases that ensures the consistency and validity of

relationships between tables.

» Query is a set of commands that generates a request to access or manipulate data in a table.

» Filtering can be defined as the process of using a query to filter the records based on the criteria so that only the

records matching the criteria will be available to the user thus hiding the data which is not needed.

» Wildcard characters are used to retrieve a set of records from a table that contains some specified character.

» Structured Query Language (SQL) is the standard language for managing relational databases and performing

various operations on the data in the tables.

» Form is a database object which is used to create an interactive user interface by connecting it with a table.

» Tooltips are a great way to provide additional information about the Form controls. This information will

be displayed when you place the mouse pointer over the Form control and it is called the tool-tip text or
help text.

A report displays the retrieved data in an appealing and customised format.
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Exercise {==!

8 Solved

SECTION A (Objective Type Questions)

A. Choose the correct option.

1.

10.

11.

ez =
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Which of the following is not an example of a database?

a. MySql b. MongoDB

c. LibreOffice Base d. FileMaker Pro

e 15 @ COllection of related data stored in the form of rows and columns.

a. Rows b. Column

c. Database d. Table

Name the relationship in which one record of master table is related to only one record of transaction table.

a. One to One b. Many to One
c. One to Many d. Many to
data type takes the values in the form of 0 and 1 in the database. [CBSE Sample Paper 2021]
a. Integer b. Text
c. Boolean d. Memo
Database is made up of all the following components except.
a. tables b. queries
c. forms d. formula bar
Which of the following is not a database object?

a. Lists b. Queries

c. Reports d. Forms

Duplication of data is known as

a. data security b. data incomplete

c. data redundancy d. data inconsistency

For what memo data type is used?

a. To add table b. To store objects created in other programs
c. For long text entries d. For short text entries

Out of the following, which one is the most appropriate data field in context of employee table, if only one of these

is required?
a. Age_in_years b. Date_ of birth
c. Age_in_days d. Age_in_months

Aadya wants to create a connection between two or more tables. Suggest her the option to accomplish the task.
[CBSE Sample Paper 2021]

a. Table b. Form

c. Relationships d. Sorting

Rudraksh wants that the name column of a table must not be left blank. Help him to identify the field property for
this purpose. [CBSE Sample Paper 2021]
a. Length b. Default

c. Entry required d. Format




12. are a great way to provide additional information about the Form controls.

a. Tooltips b. Label
c. Format d. Text
13. It enables users to view, enter, and change data directly in database objects. [CBSE Sample Paper 2023]
a. Report b. Query
c. Form d. Database

14. Surajwants to create a database for his clients. For this purpose, she needs to store the Email IDs of his clients. Which data

type should he use to accomplish this purpose? [CBSE Sample Paper 2023]
a. Numeric b. Varchar
c. Binary d. Boolean
15. is used with WHERE clause to search for a specific pattern in a column.
a. ORDER BY clause b. LIKE operator
c. INSERT command d. GROUP BY clause
16. are used to retrieve a particular record from a table that contains a specified character.
a. Relationship b. Tuple
c. LIKE operator d. Wildcard characters

Ans. 1.d 2.d 3.a 4c 5d 6.a 7.¢c 8c 9b 10.c 11.d 12.a 13.c 14.b

15.b  16.d

B. Fill in the blanks.

The collection of related arranged in the form of rows and columns will form structured data.
is an attribute or a set of attributes whose values match the primary key of another table.

is the extension of a database in LibreOffice base.

1

2

3

4, stores data in a plain text format.

5. Data means that the data is accurate and consistent in the database.
6. A row that forms complete information is known as a

7

gives you a window where you enter the names, data types and the description of the fields you wish to
create in a table.

8. The data type stores integer range between 0 to 255.
9. The —toolbar contains various controls that can be added to the form.
10. A — is a step-by-step process of doing a specific task through a set of dialog boxes.
1. A - is a piece of text that represents the field on the form.
12. —  characters are used to retrieve a particular record from a table that contains a specified character.
13. Atable can have only — primary key in a database.
14. A Relational database uses commands which is a standard user application that provides an easy
programming interface for database interaction.
15. A view helps you design a query by specifying the tables and the criteria.
16. —— is the standard language for managing relational databases and performing various operations on the
data in the tables.
Ans. 1.data 2. Foreign Key 3..odb 4. Flat File 5. Integrity
6. Tuple 7. Design View 8. TINYINT 9. Forms Control 10. Wizard
11. label 12. Wildcard 13. One 14. sQL 15. Design

16. Structured Query Language
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C. Match the following:

ViAcwNe

Ans.

Flat File a. Ascending
Record b. One to one
Attribute c. Spreadsheet
Relationships d. Row

Sort e. Column

1.c 2.d 3.e 4.b 5.a

D. State whether these statements are true or false:

1.

VA wN

L e N

10.

Ans.

In the database, all the data is stored at a centralised location. —
Table is also known as tuple. A
Field contains a set of characters.

% with like in SQL replaces only one character. v
Relational File stores data of different data types like text, number, date in the form of rows and columns to

form a table.

MySql is not an example of relational database management system.

A column that stores similar data is known as an Attribute.

Length property defines the maximum length a field can have to hold a value.

The field with Entry Required as “No” means that the field cannot be left blank.

The Field Properties do not allow the user to change properties of the field.

1. True 2. False 3. True 4. False 5. True 6. False 7. True 8. True 9. False 10. False

SECTION B (Subjective Type Questions)

A. Short answer type questions:

1.
Ans.

Ans.

Ans.

Ans.

5.
Ans.
6.
Ans.
7.

Ans.

8.
Ans.

What is RDBMS?

RDBMS is an advanced form of Database Management System and is based on a Relational Model. In this model, a
relational database has a set of related tables that are interlinked to each other on the basis of a common field. It is a very
efficient way of representing data and allows data in a table to be represented in a two-dimensional form and is known as
a Relation.

Write the relationship between a database and a table.
A database is like a container which stores all the related tables together. A table cannot be created outside a database.

What is a primary key in a database? Write any one advantage of a primary key in a table.

A field which uniquely identifies each record in a table is known as the primary key. e.g. Empld is the primary key of the
Employee table. Admno is the primary key in a Student table. The advantage of a primary key is that it distinguishes one
record from another and maintains unique records in a table.

What is the difference between ‘Rows’ and ‘Columns’ in a table?

In a table, rows are called records and columns are termed as fields. A row stores complete information of a record
whereas a column stores only similar data values for all records.

How does a relationship occur between two tables?

A relationship between two tables occurs through a primary key and a foreign key.

Mention the names of any three field properties for numeric data types.

AutoValue, Length, Default Value, Decimal Places.

What is the use of the Entry Required field property?

The Entry Required field property ensures that the field cannot be left blank. The user needs to enter data in this field.

What do you mean by a Query?
A Query is a set of commands that generates a request to access or manipulate data in a table. A query is of great help
when information is required to be extracted from different tables.
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9. What are Constraints?
Ans. Constraints are rules that enforce data integrity within a database. They define the conditions that must be met for data
to be inserted, updated, or deleted in a table. Common types of constraints include primary key constraints, foreign key

constraints, unique constraints, and check constraints.

10. WhatisSQL?

Ans. Structured Query Language (SQL) is the standard language for managing relational databases and performing various
operations on the data in the tables. It would enable us to store, retrieve, and manipulate data in the tables.

B. Long answer type questions:

1. Identify the data type of a given column in table: Airlines.

Columns

Flight No

Data Type

No.of Passengers

Airlines

Arrival Time

Departure Time

Fares

Ans.

Columns

Data Type

Flight No

Text

No.of Passengers

Integer

Airlines

Text

Arrival Time

Date/Time

Date/Time
Float

Departure Time

Fares

2. Define the following:

a. Data Model b. Database c. Tables
Ans. a. Data Model: A data model in database management systems (DBMS) is a conceptual representation of how data is
organised and structured within the database. It defines the relationships between different types of data, the constraints
that apply to the data, and the operations that can be performed on the data.

b. Database: A database is a collection of logically related data items stored in an organised manner. The information
being stored in a database can be added, modified, deleted or displayed according to the requirements of the user. We
are using a database in almost every field. It is used by the school to store information about students and books in the
library. When we go shopping then the shopping complex uses a database to maintain the details of stock and customers.
Companies use databases to keep track of their employees' information.

c. Tables: Tables are the basic structure of a database where data is stored. A table is a collection of logically related records.
It is organised as a set of columns, and can have any number of rows. Each row represents a record, while each column
represents a field or attribute of that record.

3. The structure of a table “ITEM” is given below. Suggest suitable data type and size of each column. Also Identify Primary
Key in this table.

NAME
ITEMNO
NAME
PRICE
QUANTITY
AMOUNT

DATA TYPE SIZE

w W
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Ans.

NAME DATA TYPE SIZE

ITEMNO NUMERIC 5

NAME VARCHAR 35
PRICE DECIMAL 5
QUANTITY NUMERIC 5
AMOUNT NUMERIC 5

4. Consider the following table:

Emp No Emp No Designation
111 Sahil Executive
222 Anup Manager
333 Mansi Head
444 Pooja Executive

Ans.

Ans.

Ans.

Ans.

Using the above table answer the given questions:

e Identify the Primary key.

e EmpName has all the unique names. Can it work as a primary key? Justify your answer
Primary Key — EmpNo

No, Empname cannot work as a Primary key because presently it may have unique values but there are chances that a new
employee with the same name can join the company then the field will have duplicate values and so cannot be used as a
primary key.

Find out which of the following fields of table Bank can be selected as primary key, candidate key and alternate key?
Account No, Customer Name, Date of Birth, PAN Number, Opening Balance.

Primary key - AccountNo
Candidate key - AccountNo and PAN Number
Alternate key - PAN Number

Differentiate between a Primary key and Foreign key. Explain with the help of an example.

Primary Key: value can be the value of a single column or of multiple columns. The column or combinations of columns
that form the primary key have unique values. At any time, no two rows in the table can neither have same values for the

primary key nor can data value for such field be left blank.

Foreign key: It is an attribute or a set of attributes whose values match the primary key of another table. A relationship

between two tables matches the primary key of one table with the foreign key of another table.

List Numeric and Alphanumeric Datatypes in LibreOffice Base.

The numeric data types are used to store data in the form of numbers which can be integers or real numbers with decimals.

Arithmetic operations can be performed on numeric data.

Data Type Name Signed Description
Tiny Integer TINYINT No Store integer range between 0 to 255
Small Integer SMALLINT Yes Store integer range between -21° to + 21°-1
Integer INTEGER Yes Store integer range between -23! to + 2311
Big Integer BIGINT Yes Range between -2 to + 2531
Number NUMERIC Yes Unlimited
Decimal DECIMAL Yes Unlimited
Real REAL Yes 5xe-324 to 1.79%x10308
Float FLOAT Yes 5xe-324 to 1.79%x10308
Double DOUBLE Yes 5xe-324 to 1.79%x10308
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Alphanumeric/Text Data Type

It stores a set of numbers, alphabets or other characters. No arithmetic calculations can be performed on text data. We can
use this data type for creating name, address, city, customer name, product name, product description, etc.

The list of available Alphanumeric/ Text Data type is:

Data Type Name Description

Memo LONGVARCHAR | Store up to the max length or number indicated by user. It is
used to store some descriptive data having more than 255
characters. Memo data type allows to store text data up to 64000
characters. For example: Medical description of a patient, Student
achievement details in student table.

Text (fix) CHAR Store exactly the length specified by user. It is used to store fixed
number of characters. For example: Mobile number, Pincode,
License Number, Passport Number, etc.

Text VARCHAR Store up to the specified length. The number of bytes allocated
depends on the number of characters. For example if Name in
student table is VARCHAR(20) and you save name as “Vedika”
which has 7 characters then only 7 bytes out of 20 will be used.

Text VARCHAR _ Store up the specified length. Comparisons are not case sensitive
IGNORECASE but stores capitals as you type them.

8. List down the objects of a database.
Ans. Some common objects in a database include:

e Tables: Tables are structured collections of data organised into rows and columns, forming a grid-like structure. Each
row represents a single record or entry in the database, while each column represents a specific attribute or field
pertaining to that record. Tables provide a logical and efficient way to organise data, enabling users to store, retrieve,
and manipulate information with ease. They serve as the primary building blocks upon which the entire database is
constructed.

* Queries: Queries are powerful tools within an RDBMS that allow users to extract, manipulate, and analyse data stored in
the database. Queries allow users to obtain the precise information they need for various purposes, such as reporting,
analysis, or application development.

e Forms: Forms serve as user interfaces that facilitate the input, editing, and viewing of data within an RDBMS. They
provide a user-friendly way to interact with the database, allowing users to input data through graphical elements such
as text boxes, drop-down menus, checkboxes, and buttons.

* Reports: Reports are formatted presentations of data generated from the database, typically in the form of structured
documents or visual representations. They provide a concise and meaningful summary of information derived from the

underlying data, often organised into tables, charts, graphs, or narratives.
W
\/ 21# | #Communication

C. Competency-based/Application-based questions: i #Leadership & Responsibility

1. Arestaurant wants to maintain the list of their customers in a RDBMS.
a. Suggest him a few RDBMS software.
b. Name a few columns that can be created for storing customer information.
c. Which column can be created as a Primary key?

d. What is another name for a row and a column in RDBMS?
Ans. a. Oracle, IBM DB2, LibreOffice Base, Microsoft SQL Server, Microsoft Access, PostgreSQL, MySQL, FoxPro, and SQLite.
b. Few columns can be Customer Code, Customer Name, Address, Phone number, City.
c. Customer code can be created as a Primary Key.
d. Another name for row is Tuple and for column is Attribute.
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2. Your friend owns a chemist shop, he needs to keep records of the medicines with their id’s, date of purchase, expiry date,
price, etc. in a database program. But he does not have any knowledge about the database. Explain to him the following
to get a better understanding of the DBMS concepts.

a. Whatis DBMS? Explain in brief.
b. Name any two database programs which can be used to create a table and store the data as per the requirement.
c. Which field can be set as a Primary Key?
d. Is it possible to make more than one field as a primary key in your table? (Yes/No). Justify your answer.
Ans. a. Adatabase management systemis a software package with computer programs that controls the creation, maintenance,
and use of a database. It allows organisations to conveniently develop databases for various applications.
. Two databases are: i. Microsoft Access ii. MySQL iii. LibreOffice Base.

j=

c. Id field will be suitable for Primary Key.
d. No, we cannot make more than one column as a primary key in a table because it is uniquely identify a record in the
table.

3. A teacher has created a list of students' details and marks in a database. She is not very familiar with the use of the
database. Help her in setting a few field properties and where are these field properties available:
a. Generate the roll numbers automatically.
b. The name field should have a maximum of 20 characters.
c. Marks should store value upto 1 decimal place.
d. Display the date of birth in dd-month-yyyy format.
e. Wanted to keep the place as default ‘Delhi’.
Ans. The field properties are available in the Design view of the table.
a. Autovalue
. Length
Decimal Value
. Format
Default

m a0 o

Assertion and Reasoning Questions:

Direction: Questions 4-5, consist of two statements — Assertion (A) and Reasoning (R). Answer these questions selecting the
appropriate option given be-low:

a. Both A and R are true and R is the correct explanation of A.

b. Both A and R are true but R is not the correct explanation of A.

c. Aistrue butRis false.

d. Ais false but Ris true.
4. Assertion (A): The TINYINT data type can store values from -128 to 127.

Reasoning (R): TINYINT is an unsigned data type that can store integer values ranging from 0 to 255.

Ans. d
5. Assertion (A): A primary key is a column or set of columns that uniquely identifies each row in a table.

Reasoning (R): A primary key can contain duplicate values to ensure data integrity.

Ans. d
Statement Based Questions:

Two statements are given. Statement 1 and Statement 2. Examine the statements and answer the question according to the
instruction given below.

a. Statement 1 is TRUE, Statement 2 is TRUE
b. Statement 1 is FALSE, Statement 2 is False
c. Statement 1 is TRUE, Statement 2 is False

d. Statement 1 is FALSE, Statement 2 is TRUE
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6.

Ans.

Statement 1: The TINYINT data type is always signed and can store values between -128 and 127.
Statement 2: The NUMERIC data type is designed to store floating-point numbers with variable precision.

8 Unsolved

SECTION A (Objective Type Questions)

b

A. Choose the correct option.

1.

10.

The intersection point between a row and column is called

a. Row b. Column

c. Table d. Cell

In database helps us to retrieve the filtered data based upon some conditions.

a. Forms b. Reports

c. Queries d. Table

A table is a set of data elements that is organized using a model of vertical — — and horizontal
a. Rows, Tables b. Columns, Rows

c. Rows, Columns d. Forms, Reports

Vinay wants to store a huge amount of information about his firm in a database. Which type of table organization would
be most suitable for this purpose?

a. Relational b. Flat File

c. Either Relational or Flat file d. Hierarchical

The user cannot enter data in the field that is assigned as .
a. AutoValue b. Default Value
c. Format value d. Entry required

Which of the following is not an example of Numeric data type?

a. DateofBirth b. Rollno

c. Price d. Marks
Identify the mode, where we can modify in the structure of table?

a. Datasheet view b. Design view
c. Structure view d. All of these

Identify the property which help to set the number of characters in text/ varchar type field of a table in DBMS.

a. Entry Required b. Size

c. Default Value d. Length

Reports are formatted presentations of data generated from a database.

a. Query b. Table

c. Reports d. RDBMS

The Data Model has multiple records linked to same master file.
a. Network b. Hierarchical

c. Relational d. Database

B. Fill in the blanks.

LA TS

To create a form you need to select option available under Database section.

A foreign key is a reference of the key in another table.

A is helps to collect specific information from the pool of data in the database. [CBSE Handbook]
The candidate key, which is not used as the primary key is called key.

The data values for all the fields related to a person or object is called a
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10.

All the field values that are eligible to be the primary key are the keys for that table.

A refers to the type of data that will be stored in that particular field.
The data can be entered in a table only in view.
The data type is used to store digitized images.

means rearrangement of the data either in the ascending order or in the descending order.

C. State whether these statements are true or false:

1.
2.

v L N A

10.

LibreOffice base is an open source RDBMS.
In a table, a record for a particular entity should not be repeated. -

In one-to-many relationship, one specific record of the master table has more than one corresponding
records in the related transaction table. &

The records once entered can be edited anytime in a table. A
The properties of a field change according to the data type selected. A

A data type refers to the type of data that will be stored in that particular field. —

Views are virtual tables that are created based on the result of a table.

A table is a collection of logically related records.

In Hierarchical Data Model, the data is organised into a file like structure.

A form is a feature of a database using which we can enter data in a table in an easy and user friendly manner.

D. Match the following:

S o o

Row a. True/False
Integer b. No data entry
AutoValue c. RDBMS
Boolean d. Data Type
Constraint e. Tuple

MY sQL e. Primary Key

SECTION B (Subjective Type Questions)

A. Short answer type questions:

1.

10.

w QoN A WwN

How Entry Required and Default Value properties of a table field in a database are different from each other?
[CBSE Sample Paper 2022]
Explain the term Data Redundancy.
What is Referential Integrity? Explain its two (any) purposes. [CBSE Sample Paper 2022]
What are Reports in a database?
What is a data model?
Explain Memo data type in database.
What is the purpose of using queries?
What is DBMS? Explain any two advantages of DBMS.
What is the significance of Default Value in field properties window?

Differentiate between Design View and Datasheet view.

B. Long answer type questions:

o v oA W

Give any four advantages of a DBMS.

How many types of relationships can be created in Base? Explain each of them. [CBSE Handbook]
List different ways of creating tables in a database.

What do you mean by Sorting? In how many ways can it be done? [CBSE Handbook]
How to open an existing table in a database? Give two ways to do this.

Differentiate between Forms and Reports.
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7. Write the function of Forms Controls toolbar and Records toolbar.
8. Write the function of Forms Controls toolbar and Records toolbar.

[/ .
21 | #Communication
Centu

C. Competency-based/Application-based questions: skiiz | #Leadership & Responsibility
1. Ananya wants to use a database in her bookshop. Suggest a database object to do the following:
a. To store the information of the total stock in the tabular form.
b. Design an interactive screen to enter and display the information.
c. Create a report of stock available in her bookshop.
d. Wanted to create a query based on a criteria.

2. Amit is new to the concepts of a database. He opened the LibreOffice Base in his laptop to create a table in a database.
Help him understand the following concepts.

a. What are the advantages of creating a table in a database?

b. Why do we need a primary key in a table?

c. How many ways are there to create a table in a database?

d. What is the extension of a database created in an LibreOffice Base?

3. Ridhi wants to create multiple tables in a database and manage her data in her company. She wants to do a lot of other
things using the tables. Help her to do the following:

a. Name two different ways of creating a formin a table.
b. How can she create a Relationship between two tables?
c. Explain any two types of relationships.

d. What are reports in a database?
e

. Name any one way of creating a report.

Assertion and Reasoning Questions:
Direction: Questions 4-5, consist of two statements — Assertion (A) and Reasoning (R). Answer these questions selecting the
appropriate option given be-low:

a. Both A and R are true and R is the correct explanation of A.

b. Both A and R are true but R is not the correct explanation of A.

c. Aistrue butRis false.

d. Ais false but Ris true.
4. Assertion (A): A primary key uniquely identifies each record (row) in a table.

Reasoning (R): Referential integrity is a fundamental rule in relational databases that ensures the consistency and validity
of relationships between tables.

5. Assertion (A): Relational databases are the most widely used database model.

Reasoning (R): Relational databases organise data into tables consisting of rows and columns, and use SQL for managing
and querying data.

Statement Based Questions:

Two statements are given . Statement 1 and Statement 2 . Examine the statements and answer the question according to the
instruction given below.

a. Statement 1is TRUE, Statement 2 is TRUE
b. Statement 1 is FALSE, Statement 2 is False
c. Statement 1 is TRUE, Statement 2 is False
d. Statement 1 is FALSE, Statement 2 is TRUE
6. Statement 1: The VARCHAR data type can store a variable length of characters up to a specified limit.
Statement 2: The CHAR data type is used to store variable length characters.
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1. Create a database Examination in LibreOffice Base and perform the following operations:
» Create a table Marks having the following structure:

\/ 21

Century | #Problem Solving & Logical Reasoning

£z

Skills

Field Name Data Type Length
Stud_No Integer 4
Stud_Name Text 40
RollNo Integer 5
Sub_1_Marks Decimal 3,2
Sub_2_Marks Decimal 3,2
Sub_3_Marks Decimal 322
¢ Add the following records:

Stud_No Stud_Name RollNo Sub_1 Marks | Sub_2_Marks | Sub_3_Marks
D101 Amit Kumar A2342 78 88 98
D102 Soniya Sharma A2343 98 78 78
D103 Ankit Kaushal A2344 99 89 94
D104 Anil Thapar A2345 88 98 91
D105 Kusum Agarwal A2346 89 92 88

* Create a form to update the above records.

2. Create a database School and create a table Students in it. The structure of the Students table is as

follows:

After creating the table, perform the following operations:

Field Name Data Type Length
RollNo Integer 4
Name Text 30
Class Text 3
Section Text 1

e Apply the primary key on the RollNo field.

¢ Create a query in Design view to display all the records from the table.

e Write a query in SQL View to display the total number of records in the table.

* (Create a report for the Students table.
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