
Unit 4: Electronic Spreadsheet Using LibreOffice Calc 

Chapter 1: Create a Spreadsheet 
 

1. Introduction to Spreadsheet Application 

A spreadsheet is application software used to store, organize, and analyze data in tabular form. 

Each file in a spreadsheet is called a Workbook. It contains worksheets (sheets) with rows and columns. 

Common Uses: 
 Budgeting 

 Timetables 

 Attendance records 

 Marksheets 

 Calculations 

 

 
 

 
 

 



2. Features of LibreOffice Calc Spreadsheet 

 Free and open-source 

 Compatible with Microsoft Excel 

 Allows formulas and functions 

 Charts and graphs creation 

 Conditional formatting 
 Data sorting and filtering 

 Pivot tables 

 
 

3. Starting LibreOffice Calc 

Steps to Open LibreOffice Calc: 

1. Click on Start Menu. 

2. Search for LibreOffice Calc. 

3. Click to open it. 

 

4. Parts of LibreOffice Calc Window 

4.1 Toolbar 

a. Standard Toolbar 

Contains basic functions like New, Open, Save, Print, Cut, Copy, Paste, Undo, Redo. 

b. Formatting Toolbar 

Used to format text, numbers, alignment, bold, italic, underline, etc 

c. Formula Bar 

 Located below the toolbar. 

 Shows the content of the selected cell. 

 Used to enter/edit formulas. 

d. Spreadsheet and Sheet Tabs 

 A workbook can have multiple sheets. 

 Sheet tabs are at the bottom (Sheet1, Sheet2...). 

 

5. Range of Cells 

A range is a group of selected cells. 

 It is written as: StartCell:EndCell 



 Example: A1:B3 means all cells from A1 to B3. 

 

6. Creating a Spreadsheet 

Steps: 

1. Open LibreOffice Calc. 

2. Enter data into cells. 

3. Use Tab or arrow keys to move between cells. 

4. Apply formatting as needed. 

5. Use formulas for calculations. 

 

7. Moving in a Sheet 

Using Mouse: 

 Click on any cell to move the cursor. 

 Scroll using the scroll bar or mouse wheel. 

Using Keyboard: 

 Arrow keys: move one cell at a time. 

 Tab: move right. 

 Shift + Tab: move left. 

 Enter: move down. 

 Shift + Enter: move up. 

 

8. Shortcut Keys 

Function Shortcut Key 

New spreadsheet Ctrl + N 

Open file Ctrl + O 

Save file Ctrl + S 

Print Ctrl + P 

Copy Ctrl + C 

Paste Ctrl + V 

Cut Ctrl + X 

Undo Ctrl + Z 

Redo Ctrl + Y 

Find Ctrl + F 

 

9. Working with Spreadsheet 

a. Adding Sheet 

 Right-click on the sheet tab → Click Insert Sheet. 

b. Deleting Sheet 

 Right-click on the sheet tab → Click Delete Sheet. 

c. Renaming Sheet 

 Double-click the sheet tab or right-click → Rename Sheet. 

d. Moving Sheet 

 Drag the sheet tab to a new position. 

e. Hide/Unhide Sheet 

 Right-click on sheet tab → Hide Sheet. 

 To unhide: Go to Format → Sheet → Show Sheet. 

 

10. Navigation in Spreadsheet 

 Use arrow keys, Tab, and mouse to navigate. 

 Use Ctrl + arrow key to move to the edge of the data. 

 Use Ctrl + Home to go to the first cell (A1). 



 Use Ctrl + End to go to the last filled cell. 

 

11. Saving a Spreadsheet 

Steps: 

1. Click on File → Save or press Ctrl + S. 

2. Choose location and file name. 

3. Click Save. 

4. Default format is .ods (OpenDocument Spreadsheet). 

 

12. Opening an Existing Spreadsheet 

Steps: 

1. Click on File → Open or press Ctrl + O. 

2. Browse and select the spreadsheet. 

3. Click Open. 

 

13. Printing a Spreadsheet 

Steps: 

1. Click on File → Print or press Ctrl + P. 

2. Preview the spreadsheet before printing. 

3. Select: 

o Printer 

o Pages (all, current, range) 

o Orientation (portrait/landscape) 

4. Click Print. 

 


