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Who is this book for?

This book is for beginners to advanced user of Calc, the spreadsheet component of LibreOffice.
You may be new to spreadsheet software, or you may be familiar with another program. If you
have never used LibreOffice before, or you want an introduction to all of its components, you might
like to read Getting Started with LibreOffice first. If you have never used spreadsheets before, you
might also like to read a book or find some tutorials about the use of spreadsheets.

What's in this book?

This book introduces the features and functions of LibreOffice Calc. It is not a tutorial on using
spreadsheets. Some chapters assume familiarity with basic spreadsheet usage when describing
how to use Calc.

You can enter data (usually numerical) in a spreadsheet and then manipulate this data to produce
certain results. Alternatively, you can enter data and then use Calc in a ‘What if...” manner by
changing some of the data and observing the results without having to retype all of the data.
Functions can be used to create formulas to perform complex calculations on data.

Some of the other features provided by Calc include:
¢ Database functions, to arrange, store, and filter data.
* Dynamic charts: a wide range of 2D and 3D charts.

* Macros, for recording and executing repetitive tasks; scripting languages supported include
LibreOffice Basic, Python, BeanShell, and JavaScript.

¢ Ability to open, edit, and save Microsoft® Excel® and other spreadsheets.
* Import of spreadsheets from multiple formats, including HTML, CSV, and PostScript.
* Export of spreadsheets into multiple formats, including HTML, CSV, and PDF.

Where to get more help

This guide, the other LibreOffice user guides, the built-in Help system, and user support systems
assume that you are familiar with your computer and basic functions such as starting a program,
opening and saving files.

Help system

LibreOffice comes with an extensive Help system. This is your first line of support for using
LibreOffice Calc.

To display the full Help system, press F1 or go to Help > LibreOffice Help on the main menu bar.
In addition, you can choose whether to activate Tips, Extended tips, and the Help Agent by going
to Tools > Options > LibreOffice > General on the main menu bar.

If Tips are enabled, place the mouse pointer over any of the icons to see a small box (tooltip) with
a brief explanation of the icon function. For a more detailed explanation, select Help > What's
This? On the main menu bar and hold the pointer over the icon.

Free online support

The LibreOffice community not only develops software, but provides free, volunteer-based support.
See Table 1 and this web page: http://www.libreoffice.org/get-help/
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Users can get comprehensive online support from the community through mailing lists and the Ask
LibreOffice website, http://ask.libreoffice.org/en/questions/. Other websites run by users also offer
free tips and tutorials.

This forum provides community support for LibreOffice: http://en.libreofficeforum.org/
This site provides support for LibreOffice, among other programs:
http://forum.openoffice.org/en/forum/

Table 1: Free support for LibreOffice users

Free LibreOffice support

Questions and answers from the LibreOffice community

Ask LibreQfice http://ask.libreoffice.org/en/questions/

User guides, how-tos, and other documentation
Documentation http://www.libreoffice.org/get-help/documentation/
https://wiki.documentfoundation.org/Documentation/Publications

Answers to frequently asked questions

FAQs http://wiki.documentfoundation.org/Faq

Free community support is provided by a network of experienced users

Mailing lists http://lwww.libreoffice.org/get-help/mailing-lists/

The LibreOffice website in your language
http://www.libreoffice.org/international-sites/

International mailing lists
http://wiki.documentfoundation.org/Local_Mailing_Lists

International support

Information about available accessibility options

Accessibility options http://www.libreoffice.org/get-help/accessibility/

Paid support and training

Alternatively, you can pay for support services. Service contracts can be purchased from a vendor
or consulting firm specializing in LibreOffice.

What you see may be different

lllustrations

LibreOffice runs on Windows, Linux, and Mac OS X operating systems, each of which has several
versions and can be customized by users (fonts, colors, themes, window managers). The
illustrations in this guide were taken from a variety of computers and operating systems. Therefore,
some illustrations will not look exactly like what you see on your computer display.

Also, some of the dialogs may be different because of the settings selected in LibreOffice. You can
either use dialogs from your computer system (default) or dialogs provided by LibreOffice. To
change to using LibreOffice dialogs:

1) On Linux and Windows operating systems, go to Tools > Options > LibreOffice >
General on the main menu bar to open the dialog for general options.

On a Mac operating system, go to LibreOffice > Preferences > General on the main
menu bar to open the dialog for general options.
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2) Select Use LibreOffice dialogs in Open/Save dialogs and, in Linux and Mac OS X operating
systems only, in Print dialogs to display the LibreOffice dialogs on your computer display.

3) Click OK to save your settings and close the dialog.

Icons

The icons used to illustrate some of the many tools available in LibreOffice may differ from the
ones used in this guide. The icons in this guide have been taken from a LibreOffice installation that
has been set to display the Galaxy set of icons.

If you wish, you can change your LibreOffice software package to display Galaxy icons as follows:

1) On Linux and Windows operating systems, go to Tools > Options > LibreOffice > View on
the main menu bar to open the dialog for view options.
On a Mac operating system, go to LibreOffice > Preferences > View on the main menu
bar to open the dialog for view options.

2) In User interface > Icon size and style select Galaxy from the options available in the drop-
down list.

3) Click OK to save your settings and close the dialog.

Some Linux operating systems, for example Ubuntu, include LibreOffice as part of
the installation and may not include the Galaxy set of icons. You should be able to
download the Galaxy icon set from the software repository for your Linux operating
system.

Note

Using LibreOffice on a Mac

Some keystrokes and menu items are different on a Mac from those used in Windows and Linux.
The table below gives some common substitutions for the instructions in this chapter. For a more
detailed list, see the application Help.

Windows or Linux  Mac equivalent Effect
Tools > Options LibreOffice > Preferences Access setup options
menu selection
Right-click Control+click or right-click Open a context menu
depending on computer setup
Ctrl (Control) 3 (Command) Used with other keys
F5 Shift+$8+F5 Open the Navigator
F11 B+T Open the Styles and Formatting window

What are all these things called?

The terms used in LibreOffice for most parts of the user interface (the parts of the program you see
and use, in contrast to the behind-the-scenes code that actually makes it work) are the same as for
most other programs.

A dialog is a special type of window. Its purpose is to inform you of something, or request input
from you, or both. It provides controls for you to use to specify how to carry out an action. The
technical names for common controls are shown in Figure 1. In most cases we do not use the
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technical terms in this book, but it is useful to know them because the Help and other sources of
information often use them.

Page Style: Default
| Organizer | Page Borders  Background Header | Footer|Sheet| 1
Page order
@® Top to bottom, then righti
2 O Lefttoright, then down 4 5
First page number E%
Print
[ Column and row headers Charts
O Grid Drawing objects
3 O Comments O Formulas
Objects/graphics Zero values
Scale
Scaling mode 6
Reduce/enlarge printout ¢|  Scaling factor 100% |2
7 l oK l [ Cancel ] Help l [ Reset ]

Figure 1: Dialog showing common controls

1) Tabbed page (not strictly speaking a control).
2) Radio buttons (only one can be selected at a time).
3) Checkbox (more than one can be selected at a time).

4) Spin box (click the up and down arrows to change the number shown in the text box next to
it, or type in the text box).

5) Thumbnail or preview.
6) Drop-down list from which to select an item.
7) Push buttons.
In most cases, you can interact only with the dialog (not the document itself) as long as the dialog

remains open. When you close the dialog after use (usually, clicking OK or another button saves
your changes and closes the dialog), then you can again work with your document.

Some dialogs can be left open as you work, so you can switch back and forth between the dialog
and your document. An example of this type is the Find & Replace dialog.

Who wrote this book?

This book was written by volunteers from the LibreOffice community. Profits from sales of the
printed edition will be used to benefit the community.
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Frequently asked questions

How is LibreOffice licensed?
LibreOffice is distributed under the Open Source Initiative (OSI) approved Lesser General
Public License (LGPL). The LGPL license is available from the LibreOffice website:
http://www.libreoffice.org/download/license/

May | distribute LibreOffice to anyone?
Yes.

How many computers may | install it on?
As many as you like.

May | sell it?
Yes.

May | use LibreOffice in my business?
Yes.

Is LibreOffice available in my language?
LibreOffice has been translated (localized) into over 40 languages, so your language probably
is supported. Additionally, there are over 70 spelling, hyphenation, and thesaurus dictionaries
available for languages and dialects that do not have a localized program interface. The
dictionaries are available from the LibreOffice website at www.libreoffice.org.

How can I contribute to LibreOffice?
You can help with the development and user support of LibreOffice in many ways, and you do
not need to be a programmer. For example, you can help with producing and maintaining
written user documentation, producing video tutorials, and other user support services. To start,
see http://www.documentfoundation.org/contribution/

You can also contribute by donating money, either when downloading the program or at any
other time. See http://donate.libreoffice.org/
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May | distribute the PDF of this book, or print and sell copies?
Yes, as long as you meet the requirements of one of the licenses in the copyright statement at
the beginning of this book. You do not have to request special permission. In addition, we
request that you share with the project some of the profits you make from sales of books, in
consideration of all the work we have put into producing them.

What's new in LibreOffice Calc 4.0?

General

Improved performance of ODS (OpenDocument Spreadsheet) document import.

When opening ODS and XLSX files, the values of formulas can optionally be shown as
they were saved in the files without recalculating the formula. This option is found in Tools
> Options > LibreOffice Calc > Formula > Recalculation on file load. This makes
opening of larger files faster, and showing the values as they were last edited may be an
advantage when opening spreadsheets saved in Excel.

Automatically rotate chart axis labels if they are overlapping. This fix also improves
detection of overlap while rotating labels

Save settings of Text Import Dialog for Text to Columns and Paste Unformatted Text from
Clipboard (in addition to Text File Import).

Export color scales and data bars to XLSX (also supports Excel 2010+ extensions for
databars).

Increased size limit on (uncompressed) ODF documents from 2Gb to 4Gb.

Support "type-ahead" search in the autofilter popup. It is now possible to search for specific
entry using key input.

Enhanced chart visualisation: better quality rendering for printing and PDF export of charts.
New conditional formats: date formats, top/bottom rules, string rules.

Improved conditional format dialogs.

Overlapping conditional formats.

Exporting a single chart as an image (PNG, JPG).

XML Source dialog to quickly import arbitrary XML content.

Formula engine

New configuration option to toggle handling of empty strings when used in arithmetic
expressions.

New pricing add-In containing spreadsheet functions for option pricing, in particular barrier
(OPT_BARRIER(...)) and touch (OPT_TOUCH(...)) options.

New spreadsheet functions XOR, AVERAGEIF, SUMIFS, AVERAGEIFS and COUNTIFS as
defined in ODF OpenFormula.

Re-implemented RAND() function with better random number generation algorithm.
New spreadsheet functions IFERROR and IFNA as defined in ODF OpenFormula.

Pivot table

Support for multiple selections in the page field of a pivot table.
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What's new in LibreOffice Calc 4.1?

General

* Embedding fonts in a Calc spreadsheet.
* Added a stepped lines type to Line and XY (Scatter) graphs.
¢ Counting the number of selected cells.

Formula engine

* New spreadsheet function NUMBERVALUE as defined in ODF OpenFormula.
* New spreadsheet function SKEWP as defined in ODF OpenFormula.
* Import/export functions new in Excel 2013 for ODF OpenFormula compatibility.

* The following functions are handled, name specialties are given as (in parentheses the
Calc en-US Ul name) [in brackets the ODFF name]

ACOT, ACOTH, ARABIC, BASE, BINOM.DIST.RANGE (B) [BINOM.DIST.RANGE],
BITAND, BITLSHIFT, BITOR, BITRSHIFT, BITXOR, COMBINA, COT, COTH, CSC, CSCH,
DAYS, DECIMAL, FORMULATEXT (FORMULA) [FORMULA], GAMMA, GAUSS, IFNA,
IMCOSH, IMCOT, IMCSC, IMCSCH, IMSEC, IMSECH, IMSINH, IMTAN, ISFORMULA,
MUNIT, NUMBERVALUE, PDURATION (DURATION) [PDURATION], PERMUTATIONA,
PHI, RRI, SEC, SECH, SHEET, SHEETS, SKEW.P (SKEWP) [SKEWP], UNICHAR,
UNICODE, XOR
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What is Calc?

Calc is the spreadsheet component of LibreOffice. You can enter data (usually numerical) in a
spreadsheet and then manipulate this data to produce certain results.

Alternatively, you can enter data and then use Calc in a ‘What if...” manner by changing some of
the data and observing the results without having to retype the entire spreadsheet or sheet.

Other features provided by Calc include:
* Functions, which can be used to create formulas to perform complex calculations on data.
* Database functions to arrange, store, and filter data.
* Dynamic charts giving a wide range of 2D and 3D charts.

* Macros for recording and executing repetitive tasks; scripting languages supported include
LibreOffice Basic, Python, BeanShell, and JavaScript.

* Ability to open, edit, and save Microsoft Excel spreadsheets.

* Import and export of spreadsheets in multiple formats, including HTML, CSV, PDF, and
PostScript.

If you want to use macros written in Microsoft Excel using the VBA macro code in
LibreOffice, you must first edit the code in the LibreOffice Basic IDE editor. For
more information, see Chapter 12 Calc Macros in this guide or Getting Started
Guide Chapter 13 Getting Started with Macros.

Note

Spreadsheets, sheets, and cells

Calc works with elements called spreadsheets. Spreadsheets consist of a number of individual
sheets, each sheet containing cells arranged in rows and columns. A particular cell is identified by
its row number and column letter.

Cells hold the individual elements — text, numbers, formulas, and so on — that make up the data to
display and manipulate.

Each spreadsheet can have many sheets, and each sheet can have many individual cells. In Calc,
each sheet can have a maximum of 1,048,576 rows and a maximum of 1024 columns.

Calc main dialog

When Calc is started, the main window opens and the various parts of this dialog are explained
below (Figure 2).

If any part of the Calc window in Figure 2 is not shown, you can display it using the
View menu. For example, View > Status Bar on the main menu bar will toggle (show
or hide) the Status Bar. It is not always necessary to display all the parts, as shown;
you can show or hide any of them as desired.

Note

Title bar

The Title bar, located at the top, shows the name of the current spreadsheet. When the
spreadsheet is newly created, its name is Untitled X, where X is a number. When you save a
spreadsheet for the first time, you are prompted to enter a name of your choice.
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Figure 2: Calc main dialog

Menu bar

Under the Title bar is the Menu bar. When you choose one of the menus, a sub-menu appears with
other options. You can also modify Menu bar, see Chapter 14 Setting Up and Customizing Calc in
this guide and Getting Started Guide Chapter 14 Customizing LibreOffice for more information.

* File — contains commands that apply to the entire document; for example Open, Save,
Wizards, Export as PDF, Print, Digital Signatures and so on.

¢ Edit — contains commands for editing the document; for example Undo, Copy, Changes,
Fill, Plug-in and so on.

* View - contains commands for modifying how the Calc user interface looks; for example
Toolbars, Column & Row Headers, Full Screen, Zoom and so on.

* Insert — contains commands for inserting elements into a spreadsheet; for example Cells,
Rows, Columns, Sheets, Picture and so on.

* Format — contains commands for modifying the layout of a spreadsheet; for example Cells,
Page, Styles and Formatting, Alignment and so on.

* Tools — contains various functions to help you check and customize your spreadsheet, for
example Spelling, Share Document, Gallery, Macros and so on.

e Data — contains commands for manipulating data in your spreadsheet; for example Define
Range, Sort, Consolidate and so on.

*  Window — contains commands for the display window; for example New Window, Split and
So on.

* Help - contains links to the help system included with the software and other
miscellaneous functions; for example Help, License Information, Check for Updates and so
on.
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Toolbars

The default setting when Calc opens is for the Standard and Formatting toolbars to be docked at
the top of the workspace (Figure 2).

Calc toolbars can be either docked and fixed in place, or floating allowing you to move a toolbar
into a more convenient position on your workspace. Docked toolbars can be undocked and moved
to different docked position on the workspace or undocked to become a floating toolbar. Toolbars
that are floating when opened can be docked into a fixed position on your workspace.

To display, hide, move, create floating toolbars and for more information on toolbars, see the
Getting Started Guide Chapter 1 Introducing LibreOffice.

The default set of icons (sometimes called buttons) on toolbars provide a wide range of common
commands and functions. You can also remove or add icons to toolbars, see the Chapter 14,
Setting Up and Customizing Calc in this guide and the Getting Started Guide Chapter 14
Customizing LibreOffice for more information.

Placing the mouse cursor over any of the icons displays a small box called a tooltip. It gives a brief
explanation of the icon function. For a more detailed explanation, go to Help > What’s This? on
the main menu bar and hover the mouse pointer over the icon. To close a tooltip, click once away
from the icon or press the Esc key. Tips and extended tips can be turned on or off from Tools >
Options > LibreOffice > General on the main menu bar.

Formula Bar

The Formula Bar is located at the top of the sheet in your Calc workspace. The Formula Bar is
permanently docked in this position and cannot be used as a floating toolbar. If the Formula Bar is
not visible, go to View > Formula Bar on the main menu bar.

(A1 v A B = | 15

Figure 3: Formula Bar

Going from left to right and referring to Figure 3, the Formula Bar consists of the following:

* Name Box — gives the cell reference using a combination of a letter and number, for
example Al. The letter indicates the column and the number indicates the row of the
selected cell.

* Function Wizard ﬁ‘: — opens a dialog from which you can search through a list of
available functions. This can be very useful because it also shows how the functions are
formatted.

* Sum E — clicking on the Sum icon totals the numbers in the cells above the selected cell
and then places the total in the selected cell. If there are no numbers above the selected
cell, then the cells to the left are totaled.

* Function = — clicking on the Function icon inserts an equals (=) sign into the selected cell
and the Input line allowing a formula to be entered.

* Input line — displays the contents of the selected cell (data, formula, or function) and
allows you to edit the cell contents. To edit inside the Input line area, click in the area, then
type your changes. To edit within the current cell, just double-click in the cell.

* You can also edit the contents of a cell directly in the cell itself by double-clicking on the
cell. When you enter new data into a cell, the Sum and Function icons change to Cancel

and Accept icons . ‘t’ﬁ}.
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In a spreadsheet the term function covers much more than just mathematical
Note functions. See Chapter 7 Using Formulas and Functions in this guide for more
information.

Spreadsheet layout

Individual cells
The main section of the screen displays the cells in the form of a grid, with each cell being at the
intersection of a column and a row.

At the top of the columns and the left end of the rows are a series of header boxes containing
letters and numbers. The column headers use an alpha character starting at A and go on to the
right. The row headers use a numerical character starting at 1 and go down.

These column and row headers form the cell references that appear in the Name Box on the
Formula Bar (Figure 3). If the headers are not visible on your spreadsheet, go to View > Column &
Row Headers on the main menu bar.

Sheet tabs

In Calc you can have more than one sheet in a spreadsheet. At the bottom of the grid of cells in a
spreadsheet are sheet tabs indicating how many sheets there are in your spreadsheet. Clicking on
a tab enables access to each individual sheet and displays that sheet. An active sheet is indicated
with a white tab (default Calc setup). You can also select multiple sheet by holding down the Cirl
key while you click on the sheet tabs.

To change the default name for a sheet (Sheetl, Sheet2, and so on):

1) Right-click on the sheet tab and select Rename Sheet from the context menu. A dialog
opens allowing you to type in a new name for the sheet.

2) Click OK when finished to close the dialog.

To change the color of a sheet tab:

1) Right-click on the sheet tab and select Tab Color from the context menu to open the Tab
Color dialog (Figure 4).

2) Select your color and click OK when finished to close the dialog.

& Tab color
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Default

\telp | (0K ance

Figure 4: Tab Color dialog
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3) To add new colors to this color palette, see the Getting Started Guide Chapter 14
Customizing LibreOffice for more information.

Status bar

The Calc status bar (Figure 5) provides information about the spreadsheet and convenient ways to
quickly change some of its features. Most of the fields are similar to those in other components of
LibreOffice; see Chapter 1 Introducing LibreOffice in this guide and the Calc Guide Chapter 1
Introducing Calc for more information.

Selection Digital Cell or object Zoom
mode signature information percentage
Sheet 1/1 Default Overwrite =] | [J Sum=0 - + + | 100%
Sheet Page Insert Unsaved Zoom
number style mode changes slider

Figure 5: Calc status bar

The various fields on the Status Bar, from left to right, are as follows.

Sheet sequence humber
Shows the sequence number of the current sheet and the total number of sheets in the
spreadsheet. The sequence number may not be the same as the name on the sheet tab if
sheets have been moved. Double-click on this zone to open the Navigator.

Page style
Shows the page style of the current sheet. To edit the page style, double-click on this field and
the Page Style dialog opens.

Insert mode
Shows the type of insert mode the program is in. Press the Ins key to change modes. This field
is blank if the program is in insert mode and Overwrite shows when in overwrite mode.

Selection mode
Click to open a context menu and toggle between Standard selection, Extended selection,
Adding selection or Block selection. The icon does not change when different selection modes
are selected, but the tooltip shows the current status.

* Standard selection — click in text or cell where you want to position the cursor and make the
cell active. Any other selection is then deselected.

* Extend selection — clicking in the text either extends or crops the current selection.

* Adding selection — a new selection is added to an existing selection. The result is a multiple
selection.

* Block selection — a block of text can be selected.

Unsaved changes
This icon indicates if there are any unsaved changes that have not been saved. Double-click
this icon or use File > Save to save the spreadsheet.

Digital signature
If the document has been digitally signed, an icon shows here. You can double-click the icon to
view the certificate. See Chapter 6 Printing, Exporting, and E-mailing in this guide for more
information about digital signatures. A document can only be digitally signed after it has been
saved.
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Cell or object information
Displays information relevant to the position of the cursor or the selected element of the
spreadsheet. When a group of cells is selected, the sum of the contents is displayed by default.
Right-click on this field and select other functions, such as the average value, maximum value,
minimum value, or count (number of items selected).

Zoom slider
Drag the zoom slider, or click the + and - signs to change the view magnification.

Zoom percentage
Indicates the magnification level of the document. Right-click on the percentage figure to open
a list of magnification values from which to choose. Double-clicking on this percentage figure
opens the Zoom & View Layout dialog.

Creating, opening and saving spreadsheets

Creating and opening

Creating and opening spreadsheets is identical to creating and opening documents to the other
modules within LibreOffice. For more information on creating and opening spreadsheets, see the
Getting Started Guide Chapter 1 Introducing LibreOffice.

Using templates

Calc documents can also be created from templates. For information on how to create and use
templates, see the Getting Started Guide Chapter 3 Using Styles and Templates and Chapter 4
Using Styles and Templates in Calc in this guide.

Opening CSV files

Comma-separated-values (CSV) files are spreadsheet files in a text format where cell contents are
separated by a character, for example comma, semi-colon, and so on. Each line in a CSV text file
represents a row in a spreadsheet. Text is entered between quotation marks; numbers are entered
without quotation marks.
To open a CSV file in Calc:

1) Choose File > Open on the main menu bar and locate the CSV file that you want to open.

2) Select the file and click Open. By default, a CSV file has the extension . csv. However,
some CSV files may have a . txt extension.

3) The Text Import dialog (Figure 6) opens allowing you to select the various options
available when importing a CSV file into a Calc spreadsheet.

4) Click OK to open and import the file.
The various options for importing CSV files into a Calc spreadsheet are as follows:
* Import
- Character Set — specifies the character set to be used in the imported file.

- Language — determines how the number strings are imported. If Language is set to
Default for CSV import, Calc will use the globally set language. If Language is setto a
specific language, that language will be used when importing numbers.

- From Row - specifies the row where you want to start the import. The rows are visible
in the preview window at the bottom of the dialog.

Chapter 1 Introducing Calc 21



@ o Text Import

Import
(o FIrTe = #1= 4l Unicode (UTF-8) I

Language |Default- English (USA) )

From row |_1 =

Separator options

() Fixed width @® Separated by
& 1ab & Comma & semicolon [] Space [ other
[] Merge delimiters Text delimiter | = v |

Other options
["] Quoted Field as text ["] Detectspecialnumbers

Fields
Column type
|standard |standard

1 Jean Weber Team Leader
2 Peter Schofield Technical Writer

)

| Help || cancel |[L oK |

Figure 6: Text Import dialog

e Separator Options — specifies whether your data uses separators or fixed widths as
delimiters.

- Fixed width — separates fixed-width data (equal number of characters) into columns.
Click on the ruler in the preview window to set the width.

- Separated by — select the separator used in your data to delimit the data into columns.
When you select Other, you specify the character used to separate data into columns.
This custom separator must also be contained in your data.

- Merge delimiters — combines consecutive delimiters and removes blank data fields.
- Text delimiter — select a character to delimit text data.

¢ Other options

- Quoted fields as text — when this option is enabled, fields or cells whose values are

guoted in their entirety (the first and last characters of the value equal the text delimiter)
are imported as text.

- Detect special numbers — when this option is enabled, Calc will automatically detect all

number formats, including special number formats such as dates, time, and scientific
notation.

The selected language also influences how such special numbers are detected, since

different languages and regions many have different conventions for such special
numbers.

When this option is disabled, Calc will detect and convert only decimal numbers. The
rest, including numbers formatted in scientific notation, will be imported as text. A
decimal number string can have digits 0-9, thousands separators, and a decimal
separator. Thousands separators and decimal separators may vary with the selected
language and region.
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* Fields — shows how your data will look when it is separated into columns.

- Column type — select a column in the preview window and select the data type to be
applied to the imported data.

- Standard — Calc determines the type of data.
- Text — imported data are treated as text.

- US English — numbers formatted in US English are searched for and included
regardless of the system language. A number format is not applied. If there are no US
English entries, the Standard format is applied.

- Hide - the data in the column are not imported.

Saving spreadsheets

For information on how to save files manually or automatically, see the Getting Started Guide
Chapter 1 Introducing LibreOffice. Calc can save spreadsheets in a range of formats and also
export spreadsheets to PDF, HTML and XHTML file formats; see Chapter 6 Printing, Exporting,
and E-mailing in this guide for more information.

Saving in other formats

If you need to exchange files with users who are unable to receive spreadsheet files in Open
Document Format (ODF) (* . ods), which Calc uses as default format, you can save a spreadsheet
in another format.

1) Save your spreadsheet in Calc spreadsheet file format (* . ods).

[ @ o save
Name: [Untitled 1 ]
Save in folder: b“ peewee “ Dropbox ” LO36 Calc Guide Create Folder
Places Name v Size Modified
Q| search [ calc 3.4 03/10/2013
@ Recently Used Chap00 ! 03/10/2013
[ peewee Chapo1 _ 03/10/2013
Desktop Chapo2 _ 03/10/2013
E2 File System [ Chapo3 . 03/10/2013
[ vista Chapo4 : 03/10/2013
[ Documents [ chapos _ 03/10/2013
il Music [ chapos _ 03/10/2013
[ Pictures | chapo7 _ 03/10/2013
@ Videos Chapos | 03/10/2013
& Downloads Chap09 _ 03/10/2013
chap10 _ 03/10/2013
[ chap11 03/10/2013
Chap12 03/10/2013
Chap13 03/10/2013
[ chap14 03/10/2013 ||
[ chap1s _ 03/10/2013 ||
[ rhan1A | nz/in/2n132 "
) Microsoft Excel 2007/2010 XML (.xlsx) = ‘
> File type
] Edit Filter settings
[ save with password
. cancel | ﬁ

Figure 7. Save dialog
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2) Select File > Save As on the main menu bar to open the Save dialog (Figure 7).

3) In Name, if you wish, enter a new file name for the spreadsheet and select the folder where
you want to save the file.

4) In drop-down menu below the file browser window, select the type of spreadsheet format
you want to use and click Save.

5) Each time you click Save when you are saving in a format other than ODF format, the
Confirm File Format dialog opens (Figure 8). Click Use [xxx] Format to continue saving
in your selected spreadsheet format or click Use ODF Format to save the spreadsheet in
Calc ODS format.

6) If you select Text CSV format (* . csv) for your spreadsheet, the Export Text File dialog
(Figure 9) opens allowing you to select the character set, field delimiter, text delimiter and
So on to be used for your CSV file.

Once you have saved a spreadsheet in another format, all changes you make to the
spreadsheet will now occur only in the format you are using because you have
changed the name and file type of your document. If you want to go back to working
with an *.ods version, you must open the spreadsheet again.

Note

@ Confirm File Format

This document may contain Formatting or content that cannot be saved
0 in the currently selected file format "Microsoft Excel 5.0".

Use the default ODF file format to be sure that the document is saved
correctly.

—

B Ask when not saving in ODF format

Figure 8. Confirm File Format dialog

®@ Export Text File

Field options
Character set lUnicode (UTF-8) ™ -
Field delimiter |- [*] [ gancel ]
Text delimiter [ " K2 [ Help ]

[ save cell content as shown

[] save cell formulae instead of calculated values
[) Quote all text cells

[7] Fixed column width

Figure 9. Export Text File dialog

To have Calc save documents by default in a Microsoft Excel file format, go to
Tools > Options > Load/Save > General. In the section named Default file format
and ODF settings, under Document type, select Spreadsheet, then under Always
save as, select your preferred file format.

Tip
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Password protection

To protect a spreadsheet and restrict who can open, read, and make changes to a spreadsheet,

you have to use password protection. Password protection is common to all modules within

LibreOffice and more information can be found in the Getting Started Guide Chapter 1 Introducing

LibreOffice.

Navigating within spreadsheets

Calc provides many ways to navigate within a spreadsheet from cell to cell and sheet to sheet. You

can generally use the method you prefer.

Cell navigation

When a cell is selected or in focus, the cell borders are emphasized. When a group of cells is

selected, the cell area is colored. The color of the cell border emphasis and the color of a group of
selected cells depends on the operating system being used and how you have set up LibreOffice.

* Using the mouse — place the mouse pointer over the cell and click the left mouse button.
To move the focus to another cell using the mouse, simply move the mouse pointer to the

cell where you want the focus to be and click the left mouse button.

* Using a cell reference — highlight or delete the existing cell reference in the Name Box on
the Formula Bar (Figure 3 on page 18). Type the new cell reference of the cell you want to

move to and press Enter key. Cell references are case insensitive: for example, typing a3

or A3 will move the focus to cell A3.

* Using the Navigator — click on the Navigator icon @ on the Standard toolbar or press
the F5 key to open the Navigator dialog (Figure 10). Type the cell reference into the

Column and Row fields and press the Enter key.

| @ Navigator

|
| Column A

3

B B
EEws -

Row i1

¥ 5 sheets
=
EH Range names
& Database ranges
P Linked areas
B Graphics
lilh OLE objects
Z] Comments
B Drawing objects

4k

' [Untitled1 (active) 2

Figure 10: Navigator dialog in Calc

* Using the Enter key — pressing Enter moves the cell focus down in a column to the next

row. Pressing Shift+Enter moves the focus up in a column to the next row.

* Using the Tab key — pressing Tab moves the cell focus right in a row to the next column.

Pressing Shift+Tab moves the focus to the left in a row to the next column.
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Using the arrow keys — pressing the arrow keys on the keyboard moves the cell focus in
the direction of the arrow pressed.

Using Home, End, Page Up and Page Down

- Home moves the cell focus to the start of a row.

- End moves the cell focus to the last cell on the right in the row that contains data.
- Page Down moves the cell focus down one complete screen display.

- Page Up moves the cell focus up one complete screen display.

Sheet navigation

Each sheet in a spreadsheet is independent of the other sheets, though references can be linked
from one sheet to another. There are three ways to navigate between different sheets in a
spreadsheet.

Using the Navigator — when the Navigator is open (Figure 10), double-clicking on any of
the listed sheets selects the sheet.

Using the keyboard — using key combinations Ctrl+Page Down moves one sheet to the
right and Ctrl+Page Up moves one sheet to the left.

Using the mouse — clicking on one of the sheet tabs at the bottom of the spreadsheet
selects that sheet.

If there are a lot of sheets in your spreadsheet, then some of the sheet tabs may be hidden behind
the horizontal scroll bar at the bottom of the screen. If this is the case, using the four buttons to the
left of the sheet tabs can move the tabs into view (Figure 11).

Move to the first sheet
Move to the next sheet on the left
Move to the next sheet on the right

/ Move to the last sheet

W@ m
Sheet 2 / 6 Default

Sheet tabs
Figure 11. Navigating sheet tabs

The sheet tab arrows that appear in Figure 11 are only active if there are sheet

Note tabs that cannot be seen.

When you insert a new sheet into your spreadsheet, Calc automatically uses the
next number in the numeric sequence as a name. Depending on which sheet is

Note open when you insert a new sheet, your new sheet may not be in numerical order.
It is recommended to rename sheets in your spreadsheet to make them more
recognizable.
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Keyboard navigation

Pressing a key or a combination of keys allows you to navigate a spreadsheet using the keyboard.
A key combination is where you press more than one key together, for example Ctrl+Home key
combination to move to cell Al. Table 2 lists the keys and key combinations you can use for
spreadsheet navigation in Calc.

Table 2: Keyboard cell navigation

Keyboard
shortcut

—

«—

1

!
Ctrl+—

Ctri+«—

Ctri+1

Ctri+]

Ctrl+Home

Ctrl+End

Alt+Page Down

Alt+Page Up
Ctrl+Page Down

Cell navigation

Moves cell focus right one cell

Moves cell focus left one cell

Moves cell focus up one cell

Moves cell focus down one cell

Moves cell focus to the first column on the right containing data in that row if

cell focus is on a blank cell.

Moves cell focus to the last column on the right containing data in that row if
cell focus is on a cell containing data.

Moves cell focus to the last column on the right in the spreadsheet if there are
no more cells containing data.

Moves cell focus to the last column on the left containing data in that row if
cell focus is on a blank cell.

Moves cell focus to the first column on the left containing data in the
spreadsheet if cell focus is on a cell containing data.

Moves cell focus to the first column in that row if there are no more cells
containing data.

Moves cell focus from a blank cell to the first cell above containing data in the
same column.

Moves cell focus from a cell containing data to the cell in Row 1 in the same
column.

Moves cell focus from a blank cell to the first cell below containing data in the
same column.

Moves cell focus from a cell containing data to the last cell containing data in
the same column.

Moves cell focus from the last cell containing data to the cell in the same
column in the last row of the spreadsheet.

Moves cell focus from anywhere on the spreadsheet to Cell A1 on the same
sheet.

Moves cell focus from anywhere on the spreadsheet to the last cell in the
lower right-hand corner of the rectangular area of cells containing data on the
same sheet.

Moves cell focus one screen to the right (if possible).
Moves cell focus one screen to the left (if possible).

Moves cell focus to the same cell on the next sheet to the right in sheet tabs if
the spreadsheet has more than on sheet.
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Keyboard

shortcut Cell navigation

Ctrl+Page Up Moves cell focus to the same cell on the next sheet to the left in sheet tabs if
the spreadsheet has more than on sheet.

Tab Moves cell focus to the next cell on the right

Shift+Tab Moves cell focus to the next cell on the left

Enter Down one cell (unless changed by user)

Shift+Enter Up one cell (unless changed by user)

Customizing the Enter key

You can choose the direction in which the Enter key moves the cell focus by going to Tools >
Options > LibreOffice Calc > General. Select the direction cell focus moves from the drop-down
list. Depending on the file being used or the type of data being entered, setting a different direction
can be useful. The Enter key can also be used to switch into and out of editing mode. Use the first
two options under Input settings in Figure 12 to change the Enter key settings.

Input settings

® Press Enter to move selection =

Down
["] Press Enter to switch to edit mode Right
[] Expand formatting Up
["] Expand references when new columns/rows are inserted
[ Highlight selection in column/row headers b

[} Use printer metrics For text Formatting
[ show overwrite warning when pasting data

Figure 12: Customizing the Enter key

Selecting items in a sheet or spreadsheet

Selecting cells

Single cell

Left-click in the cell. You can verify your selection by looking in the Name Box on the Formula Bar
(Figure 3 on page 18).

Range of contiguous cells
A range of cells can be selected using the keyboard or the mouse.

To select a range of cells by dragging the mouse cursor:
1) Clickin acell.
2) Press and hold down the left mouse button.
3) Move the mouse around the screen.
4) Once the desired block of cells is highlighted, release the left mouse button.
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To select a range of cells without dragging the mouse:
1) Click in the cell which is to be one corner of the range of cells.
2) Move the mouse to the opposite corner of the range of cells.
3) Hold down the Shift key and click.

You can also select a contiguous range of cells by first clicking in the Selection
mode field on the Status Bar (Figure 5 on page 20) and selecting Extending

Tip selection before clicking in the opposite corner of the range of cells. Make sure to
change back to Standard selection or you may find yourself extending a cell
selection unintentionally.

To select a range of cells without using the mouse:
1) Select the cell that will be one of the corners in the range of cells.
2) While holding down the Shift key, use the cursor arrows to select the rest of the range.

You can also directly select a range of cells using the Name Box. Click into the
Name Box on the Formula Bar (Figure 3 on page 18). To select a range of cells,

Tip enter the cell reference for the upper left-hand cell, followed by a colon (:), and
then the lower right-hand cell reference. For example, to select the range that
would go from A3 to C6, you would enter A3:C6.

Range of non-contiguous cells
1) Select the cell or range of cells using one of the methods above.
2) Move the mouse pointer to the start of the next range or single cell.

3) Hold down the Ctrl key and click or click-and-drag to select another range of cells to add to
the first range.

4) Repeat as necessary.
Selecting columns and rows

Single column or row
To select a single column, click on the column header (Figure 2 on page 17).

To select a single row, click on the row header.

Multiple columns or rows
To select multiple columns or rows that are contiguous:
1) Click on the first column or row in the group.
2) Hold down the Shift key.
3) Click the last column or row in the group.
To select multiple columns or rows that are not contiguous:
1) Click on the first column or row in the group.
2) Hold down the Ctrl key.
3) Click on all of the subsequent columns or rows while holding down the Ctrl key.
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Entire sheet

To select the entire sheet, click on the small box between the column headers and the row headers
(Figure 13), or use the key combination Ctr/+A to select the entire sheet, or go to Edit on the main
menu bar and select Select All.

——2_| \ S
Select all box

Figure 13. Select All box

Selecting sheets

You can select either one or multiple sheets in Calc. It can be advantageous to select multiple
sheets, especially when you want to make changes to many sheets at once.

Single sheet

Click on the sheet tab for the sheet you want to select. The tab for the selected sheet becomes
white (default Calc setup).

Multiple contiguous sheets

To select multiple contiguous sheets:
1) Click on the sheet tab for the first desired sheet.
2) Move the mouse pointer over the sheet tab for the last desired sheet.
3) Hold down the Shift key and click on the sheet tab.

4) All tabs between these two selections will turn white (default Calc setup). Any actions that
you perform will now affect all highlighted sheets.

Multiple non-contiguous sheets
To select multiple non-contiguous sheets:
1) Click on the sheet tab for the first desired sheet.
2) Move the mouse pointer over the sheet tab for the second desired sheet.
3) Hold down the Ctrl key and click on the sheet tab.
4) Repeat as necessary.

5) The selected tabs will turn white (default Calc setup). Any actions that you perform will now
affect all highlighted sheets.

All sheets
Right-click a sheet tab and choose Select All Sheets from the context menu.
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Working with columns and rows

Inserting columns and rows

When you insert a column, it is inserted to the left of the highlighted column. When

you insert a row, it is inserted above the highlighted row.

etk When you insert columns or rows, the cells take the formatting of the

corresponding cells in the next column to left or the row above.

Single column or row
Using the Insert menu:
1) Select a cell, column, or row where you want the new column or row inserted.
2) Go to Insert on the main menu bar and select either Insert > Columns or Insert > Rows.

Using the mouse:
1) Select a column or row where you want the new column or row inserted.
2) Right-click the column or row header.
3) Select Insert Columns Left or Insert Rows Above from the context menu.

Multiple columns or rows
Multiple columns or rows can be inserted at once rather than inserting them one at a time.

1) Highlight the required number of columns or rows by holding down the left mouse button on
the first one and then dragging across the required number of identifiers.

2) Proceed as for inserting a single column or row above.

Deleting columns and rows

Single column or row
To delete a single column or row:
1) Select a cell in the column or row you want to delete,.

2) Go to Edit on the main menu bar and select Delete Cells or right-click and select Delete
from the context menu.

3) Select the option you require from the Delete Cells dialog (Figure 14).

@ Delete Cells

selection [ ]
) shift cells up

| cancel |

() Delete entire row(s) { Help J

() Delete entire column(s)

Figure 14: Delete Cells dialog

Alternatively:
1) Click in the column or header to select the column or row.

2) Go to Edit on the main menu bar and select Delete Cells or right-click and select Delete
Selected Columns or Delete Selected Rows from the context menu.
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Multiple columns or rows
To delete multiple columns or rows:

1) Select the columns or rows, see “Multiple columns or rows” on page 29 for more
information.

2) Go to Edit on the main menu bar and select Delete Cells, or right-click and select Delete
from the context menu, or right-click in the column or row header and select Delete
Selected Columns or Delete Selected Rows from the context menu.

Working with sheets

Inserting new sheets

Click on the Add Sheet icon 5. This inserts a new sheet after the last sheet in the spreadsheet
without opening the Insert Sheet dialog. The following methods open the Insert Sheet dialog
(Figure 15) where you can position the new sheet, create more than one sheet, name the new
sheet, or select a sheet from a file.

* Select the sheet where you want to insert a new sheet, then go to Insert > Sheet on the
main menu bar.

* Right-click on the sheet tab where you want to insert a new sheet and select Insert Sheet
from the context menu.

* Click in the empty space at the end of the sheet tabs.

* Right-click in the empty space at the end of the sheet tabs and select Insert Sheet from
the context menu.

@ Insert Sheet

Position

@® Before current sheet:

() After current sheet Cancel
Sheet _Hielp ]

@® Newsheet

No. of sheets 1 =

Name [Sheetﬁ ]
() From File

Browse...

| Link

Figure 15: Insert Sheet dialog

Moving and copying sheets

You can move or copy sheets within the same spreadsheet by dragging and dropping or using the
MovelCopy Sheet dialog (Figure 16). To move or copy a sheet into a different spreadsheet; you
have to use the Movel/Copy Sheet dialog.
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Dragging and dropping

To move a sheet to a different position within the same spreadsheet, click on the sheet tab and

drag it to its new position before releasing the mouse button.

To copy a sheet within the same spreadsheet, hold down the Ctrl key (Option key on Mac) then

click on the sheet tab and drag it to its new position before releasing the mouse button. The mouse

pointer may change to include a plus sign depending on the setup of your operating system.

& Move/Copy Sheet

Action

) Copy

Location
To document

[SampleSpreadsheet {current document) = ]

Insert before

Sheet1

Sheet2
Sheet3
-move ko end position -

Name
New name
Sheet3 |

help R | ol |

Figure 16: Move/Copy Sheet dialog

Using Move/Copy Sheet dialog

The MovelCopy Sheet dialog allows you to specify exactly whether you want the sheet in the
same or a different spreadsheet, its position within the spreadsheet, the sheet name when you

move or copy the sheet.

1) Inthe current document, right-click on the sheet tab you wish to move or copy and select

Movel/Copy Sheet from the context menu or go to Edit > Sheet > Move/Copy on the main

menu bar.
2) Select Move to move the sheet or Copy to copy the sheet.

3) Select the spreadsheet where you want the sheet to be placed from the drop-down list in
To document. This can be the same spreadsheet, another spreadsheet already open, or

you can create a new spreadsheet.
4) Select the position in Insert before where you want to place the sheet.

5) Type a name in the New name text box if you want to rename the sheet when it is moved
or copied. If you do not enter a name, Calc creates a default name (Sheet 1, Sheet 2, and

S0 on).
6) Click OK to confirm the move or copy and close the dialog.

Note may occur with formulas linked to other sheets in the previous location.

When you move or copy to another spreadsheet or a new spreadsheet, a conflict
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Deleting sheets

To delete a single sheet, right-click on the sheet tab you want to delete and select Delete Sheet
from the context menu, or go to Edit > Sheet > Delete on the main menu bar. Click Yes to confirm
the deletion.

To delete multiple sheets, select the sheets (see “Selecting sheets” on page 30), then right-click
one of the sheet tabs and select Delete Sheet from the context menu, or go to Edit > Sheet >
Delete on the main menu bar. Click Yes to confirm the deletion.

Renaming sheets

By default, the name for each new sheet added is SheetX, where X is the number of the next sheet
to be added. While this works for a small spreadsheet with only a few sheets, it can become
difficult to identify sheets when a spreadsheet contains many sheets..

You can rename a sheet using one of the following methods:
* Enter the name in the Name text box when you create the sheet using the Insert Sheet
dialog (Figure 15 on page 32).
* Right-click on a sheet tab and select Rename Sheet from the context menu to replace the
existing name with a different one.

* Double-click on a sheet tab to open the Rename Sheet dialog.

Sheet names must start with either a letter or a number; other characters including
spaces are not allowed. Apart from the first character of the sheet name, permitted
characters are letters, numbers, spaces, and the underscore character. Attempting
to rename a sheet with an invalid name will produce an error message.

Note

Viewing Calc

Changing document view

Use the zoom function to show more or fewer cells in the window when you are working on a
spreadsheet. For more about zoom, see the Getting Started Guide Chapter 1 Introducing
LibreOffice.

Freezing rows and columns

Freezing locks a number of rows at the top of a spreadsheet or a number of columns on the left of
a spreadsheet or both rows and columns. Then, when moving around within a sheet, the cells in
frozen rows and columns always remain in view.

Figure 17 shows some frozen rows and columns. The heavier horizontal line between rows 3 and
23 and the heavier vertical line between columns F and Q indicate that rows 1 to 3 and columns A
to F are frozen. The rows between 3 and 23 and the columns between F and Q have been scrolled
off the page.

1) Click on the row header below the rows you want the freeze or click on the column header
to the right of the columns where you want the freeze.

2) Go to Window on the main menu bar and select Freeze. A heavier line appears between
the rows or columns indicating where the freeze has been placed.

Chapter 1 Introducing Calc 34



A B C D E F Q | R
1 Surmame |First Name |Address City Country
2 Weber Jean PO Box 640  |Airlie Beach |Australia
3 Schofield Peter Jankowskiego |[Opole Poland
23
24 |

Figure 17. Frozen rows and columns

Unfreezing

To unfreeze rows or columns, go to Window on the main menu bar and uncheck Freeze. The
heavier lines indicating freezing will disappear.

Splitting the screen

Another way to change the view is by splitting the screen your spreadsheet is displayed in (also
known as splitting the window). The screen can be split horizontally, vertically, or both, giving you
up to four portions of the spreadsheet in view at any one time. An example of splitting the screen is
shown in Figure 18 where a split is indicated by a black line.

Why would you want to do this? For example, a large spreadsheet in which one cell has a number
in it that is used by three formulas in other cells. Using the split-screen technique, you can position
the cell containing the number in one section and each of the cells with formulas in the other
sections. This allows you to change the number in one cell and watch how it affects each of the
formulas.

A | B | c |
1 Beta= 3.2000
2 AD= 0.1000
_ 5 |
_6 |
7 Al=| Beta*A0*(1-AD) 0.2880
8 A2=| Beta*Al*(1-Al) 0.6562
g A3=| Beta*A3*(1-A2) 0.7219
10 Ad=| Beta*A4*(1-A3) 0.6424
1 A5=| Beta*A5*(1-Ad) 0.7351

Figure 18. Split screen example

Splitting horizontally or vertically

1) Click on the row header below the rows where you want to split the screen horizontally or
click on the column header to the right of the columns where you want to split the screen
vertically.

2) Go to Window on the main menu bar and select Split. A thick line appears between the
rows or columns indicating where the split has been placed. An example of a split line is
shown below Row 2 in Figure 18.

3) Alternatively for a horizontal split, click on the thick black line at the top of the vertical scroll
bar (Figure 19) and drag the split line below the row where you want the horizontal split
positioned.

4) Alternatively for a vertical split, click on the thick black line at the right of the horizontal
scroll bar (Figure 19) and drag the split line to the right of the column where you want the
vertical split positioned.
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Horizontal screen Vertical screen
split bar split bar

Figure 19. Split screen bars

Splitting horizontally and vertically

1) Click into the cell that is immediately below the rows where you want to split the screen
horizontally and immediately to the right of the columns where you want to split the screen
vertically.

2) Go to Window on the main menu bar and select Split. A thick line appears between the
rows or columns indicating where the split has been placed. An example of a split line is
shown below Row 2 in Figure 18.

Removing split views

To remove a split view, do any of the following:
* Double-click on each split line.
* Click on and drag the split lines back to their places at the ends of the scroll bars.
¢ Go to Window on the main menu bar and uncheck Split.

Using the Navigator

The Navigator (Figure 20), that is available in all LibreOffice modules, provides tools and methods
to move quickly through a spreadsheet and find specific items. The Navigator categorizes and
groups spreadsheet objects which you can click on to move quickly to that object. If an indicator
(plus sign or triangle, dependent on computer setup) appears next to a category, at least one
object in this category exists. To open a category and see the list of items, click on the indicator.

& Navigator

Column [ - EHEE
Row h = = by -
¥ B Sheets

B Range names

& Database ranges

P Linked areas

B Graphics

lh OLE objects

Z] Comments |
B Drawing objects

Untitled1 (active) )

Figure 20: Navigator dialog in Calc
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When a category is showing the list of objects in it, double-click on an object to jump
directly to that object location in the spreadsheet.

Objects are much easier to find if you have given them recognizable names when creating
them, instead of using the LibreOffice default names, such as Sheetl, Tablel, Table2, and
so on. Note that the default names may not correspond to the actual position of the object
in the spreadsheet.

The Navigator in each of the individual LibreOffice modules has a different range of
functions and these functions are further explained in the appropriate user guides for each
LibreOffice module.

To open the Navigator, do one of the following:

Click the Navigator icon @ on the Standard toolbar.

Press the F5 key.

Go to View > Navigator on the main menu bar.

Double-click the sheet number at the left end of the Status Bar.

You can dock the Navigator into the main Calc window or leave it as a floating dialog. To dock or
float the Navigator, hold down the Ctrl key and double-click in an empty area near the icons at the
top of the dialog.

The controls and tools available in the Navigator are as follows:

Column — enter the column letter and press the Enter key to reposition the cell cursor to
the specified column in the same row.

Row — enter a row number and press the Enter key to reposition the cell cursor to the
specified row in the same column.

Data Range E — specifies the current data range denoted by the position of the cell
cursor.

start B3 _ moves to the cell at the beginning of the current data range, which you can
highlight using the Data Range icon.

End — moves to the cell at the end of the current data range, which you can highlight
using the Data Range icon.

Contents — allows you to show or hide the contents.

—
Toggle — toggles the content view. Only the selected Navigator element and its
subelements are displayed. Click the icon again to restore all elements for viewing.

Scenarios % — displays all available scenarios. Double-click a name to apply that
scenario and the result is shown in the sheet. If the Navigator displays scenarios, you can
access the following commands when you right-click a scenario entry:

- Delete — deletes the selected scenario.
- Properties — opens the Edit scenario dialog, where you can edit the scenario properties.

Drag Mode &2 _ opens a submenu for selecting the drag mode. You decide which action
is performed when dragging and dropping an object from the Navigator into a document.
Depending on the mode you select, the icon indicates whether a hyperlink, link or a copy is
created.

- Insert as Hyperlink — inserts a hyperlink when you drag-and-drop an object from the
Navigator into a document. You can later click the created hyperlink to set the cursor
and the view to the respective object. If you insert a hyperlink that links to an open
document, you need to save the document before you can use the hyperlink.
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- Insert as Link — creates a link when you drag-and-drop an object from the Navigator into
a document.

- Insert as Copy — generates a copy when you drag-and-drop an object from the
Navigator into a document.

Ranges, scenarios, pictures, and other objects are much easier to find if you have
given them informative names when creating them, instead of keeping the default
Calc names, for example Graphics 1, Graphics 2, Object 1, and so on. These default
names may not correspond to the position of the object in the document.

Tip

Using document properties

To open the Properties dialog for a document, go to File > Properties on the main menu bar. The
Properties dialog allows you to set some of the properties of a spreadsheet and the dialog has six
tabs and these are described as follows.

General
Contains basic information about the current file.

* The text box at the top of the dialog displays the file name.

* Change Password — opens a dialog where you can change the password and is only
active if a password has been set for the file.

* Type — displays the file type for the current document.

* Location — displays the path and the name of the directory where the file is stored.
* Size - displays the size of the current document in bytes.

* Created — displays the date and time and author when the file was first saved.

* Modified — displays the date and time and author when the file was last saved in a
LibreOffice file format.

* Digitally signed — displays the date and the time when the file was last signed as well as
the name of the author who signed the document.

* Digital Signhature — opens the Digital Signatures dialog where you can manage digital
signatures for the current document.

* Last printed — displays the date and time and user name when the file was last printed.

* Total editing time — displays the amount of time that the file has been open for editing
since the file was created. The editing time is updated when you save the file.

* Revision number — displays the number of times that the file has been saved.

* Apply user data — saves the full name of the user with the file. You can edit the name by
going to Tools > Options > LibreOffice > User Data on the main menu bar.

* Reset — resets the editing time to zero, the creation date to the current date and time, and
the version number to 1. The modification and printing dates are also deleted.

¢ Template — displays the template that was used to create the file.
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Description
Contains descriptive information about the spreadsheet.

* Title — enter a title for the document.

* Subject — enter a subject for the document. You can use a subject to group documents
with similar contents.

* Keywords — enter the words that you want to use to index the content of your document.
Keywords must be separated by commas. A keyword can contain white space characters
or semicolons.

* Comments — enter comments to help identify the document.

Custom Properties

Allows you to assign custom information fields to your document. You can change the name type
and contents of each row. The information in the fields will exported as metadata to other file
formats.

Click Add to add a new now to the custom properties. Click Reset to delete any additional rows
and reset the default rows.

Security

Sets the password options for the current document.

* Open file read-only — select to allow this document to be opened in read-only mode only.
This file sharing option protects the document against accidental changes. It is still possible
to edit a copy of the document and save that copy with the same name as the original.

* Record changes — select to enable recording changes. This is the same as Edit >
Changes > Record on the main menu bar. To protect the recording state with a password,
click Protect and enter a password. Other users of this document can apply their changes,
but they cannot disable change recording without knowing the password.

* Protect or Unprotect — protects the change recording state with a password. If change
recording is protected for the current document, the button is named Unprotect. Click
Unprotect and type the correct password to disable the protection.

Font

When Embed fonts in the document is selected, any fonts used in the document will be
embedded into the document. This maybe useful if you are creating a PDF of your spreadsheet
and want to control how your spreadsheet will look on other computer systems.

Statistics
Displays statistics for the current file.

* Number of sheets — number of sheets in the file. This statistic does not include tables that
were inserted as OLE objects.

*  Number of cells — number of cells with content in the file.
* Number of pages — number of pages in the file.
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Introduction

You can enter data into Calc in several ways: using the keyboard, dragging and dropping using the
mouse, the Fill tool, and selection lists. Calc also provides the ability to enter information into
multiple sheets of the same spreadsheet at the same time. After entering data, you can format and
display it in various ways.

Using the keyboard

Most data entry in Calc can be accomplished using the keyboard.

Numbers

Click in the cell and type the number using the number keys on either the main keyboard or the
numeric keypad.

Negative numbers

To enter a negative number, either type a minus (=) sign in front of the number or enclose the
number in parentheses (), for example (1234). The result for both methods of entry will be the
same, for example -1234.

Leading zeroes
To retain a minimum number of characters in a cell when entering numbers and retain the number
format, for example 1234 and 0012, leading zeroes have to be added as follows:
1) With the cell selected, right-click on the cell and select Format Cells from the context
menu, or go to Format > Cells on the menu bar, or use the keyboard shortcut Ctrl+1 to
open the Format Cells dialog (Figure 21).

® Format cells
‘Numher5| Font Font Effects Alignment| Asian Typography Borders Background  Cell Protection

Category Format Language
_ - [EECEE  Default-English (UsA) 12 |
Percent [-1234
Currency -1234.12
Date -1,234
Time -1,234.12
Scientific -1,234.12
Fraction (1,234)
1234.56789

Boolean Value (1.234.12)

Options

Decimal places

Leading zeroes

Format code

| Negative numbers red

[_] Thousands separator

General

AN

[ Cancel H Help

/| Beser |

Figure 21: Format Cells dialog — Numbers page

2) Make sure the Numbers page is selected, then select Number in the Category list.

Chapter 2 Entering, Editing, and Formatting Data 42



3) In Options > Leading Zeroes, enter the minimum number of characters required. For
example, for four characters, enter 4. Any number less than four characters will have
leading zeroes added, for example 12 becomes 0012.

4) Click OK. The number entered retains its number format and any formula used in the
spreadsheet will treat the entry as a number in formula functions.

If a number is entered with leading zeroes, for example 01481, by default Calc will automatically
drop the leading 0. To preserve leading zeroes in a number:

1) Type an apostrophe (') before the number, for example '01481.

2) Move the cell focus to another cell. The apostrophe is automatically removed, the leading
zeroes are retained and the number is converted to left-aligned text.

Numbers as text
Numbers can also be converted to text as follows:

1) With the cell selected, right-click on the cell and select Format Cells from the context
menu, or go to Format > Cells on the menu bar, or use the keyboard shortcut Ctr/+1 to
open the Format Cells dialog (Figure 21).

2) Make sure the Numbers page is selected, then select Text from the Category list.

3) Click OK. The number is converted to text and, by default, is left-aligned. You can change
the formatting and alignment of any text numbers just as you would with normal text.

Any numbers that have been formatted as text in a spreadsheet will be treated as
Note a zero by any formulas used in the spreadsheet. Formula functions will ignore text
entries.

Text

Click in a cell and type the text. The text is left-aligned by default. Cells can contain several lines of
text. If you want to use paragraphs, press Ctrl+Enter to create another paragraph.

On the Formula Bar, you can extend the Input Line if you are entering several lines of text. Click on

the Extend Formula Bar icon ™/ located on the right of the Formula Bar and the Input Line
becomes multi-line, as shown in Figure 22. Click the Extend Formula Bar icon again to return to a
single input line.

Al (v| # % « |Lorem ipsum dolor sit amet, consectetur adipiscing elit, set eiusmod tempor 12
incidunt et labore et dolore magna aliquam. Ut enim ad minim veniam, quis nostrud |-
exerc. Irure dolorin reprehend incididunt ut labore et dolore magna aliqua. Ut enim || |
ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea
commodo consequat. Duis aute irure dolor in reprehenderit in voluptate velit esse
molestaie cillum.

Pl e b e e e

hﬁ B | c¢ | o | e | F | 6 | H |
Lorem ipsum dolor sit amet gg@gm:tetur M elit, set eiusmod te L“Em |n¢:|dunt et Iabore etdclore ,mm all
ui

4 (aliquip ex eaggmmgggconse uat. Dujs aute irure dolor in reprehenderit in volu tat vellt esse molestale cﬂlum

Figure 22: Extended input line on Formula Bar

Date and time

Select the cell and type the date or time. You can separate the date elements with a slash (/) or a
hyphen (=) or use text, for example 10 Oct 2012. The date format automatically changes to the
selected format used by Calc.
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When you enter a time, separate time elements with colons, for example 10:43:45. The time format
automatically changes to the selected format used by Calc.
To change the date or time format used by Calc:

1) With the cell selected, right-click on the cell select Format Cells from the context menu or
go to Format > Cells on the menu bar or use the keyboard shortcut Ctr/+1 to open the
Format Cells dialog (Figure 21).

2) Make sure the Numbers page is selected, then select Date or Time from the Category list.
3) Select the date or time format you want to use from the Format list.
4) Click OK to save the changes and close the dialog.

Special characters
A special character is a character not normally found on a standard keyboard, for example, © % e
¢ A 6 g C. To insert a special character:

1) Place the cursor in the cell where you want the character to appear.

2) Go to Insert > Special Character... on the menu bar to open the Special Characters
dialog (Figure 23).

3) Select in order the special characters you want to insert into the cell. The special
characters selected will appear at the bottom left of the Special Characters dialog. The last
character selected is shown on the right of the Special Characters dialog along with its
numerical code.

4) Click OK to close the dialog and the special characters are inserted into the selected cell.

Different fonts include different special characters. If you do not find a particular

Note special character you want, try changing the Font and Subset selection.

& o Special Characters

Font |Liberation Sans = | Subset |Latin-1 =3
Fl"(# ]S |% | & " | () |*|+].,]- / |;|
ol1]|2|3]a|s|e6|7|8]a|:];:]|<|=|>|2F
@Q|A|B|C|D|E|F|G|H|I |J|K|[L|M|N|O
PIQIR|S|T|U|VIW|X|Y|Z|[[\]] N
al/b|c|d|e|f|lg|h|i|]j|k|]l|m|n|o
plglr|is|tju|lv|iw|x|ylz|{|I]||}|-
il C|E|[m|¥|] |8 Al || -|®| |°
|23 VR | o 2 || |%n|e A yoases)
Characters: @
[ OK ]| Cancel _|I Help ][ Delete |

Figure 23: Special Characters dialog

Autocorrection options

Calc automatically applies many changes during data input using autocorrection, unless you have
deactivated any autocorrect changes. You can also undo any autocorrection changes by using the
keyboard shortcut Ctrl+Z or manually by going back to the change and replacing the autocorrection
with what you want to actually see.
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To change the autocorrect options, go to Tools > AutoCorrect Options on the menu bar to open
the AutoCorrect dialog (Figure 24).

#@ AutoCorrect
Replacements and exceptions for language: [English (Usa) = ]
JReplace|Exceptinns Options Localized Options
Replace with: [7 Textonly
|—= =
-» -
(@) ©
(R) ®
(tm) 1L
<- -
== -
<= =
<> ©
[1/2 Y
1/4 Ya
3/4 %
abotu about
abouta about a
aboutit about it
|abscence absence A
larrecnrias arraccnarias =4

MUSKI| concel | elp | meser

Figure 24: AutoCorrect dialog

* Replace — edits the replacement table for automatically correcting or replacing words or

abbreviations in your document.

* Exceptions — specify the abbreviations or letter combinations that you do not want

LibreOffice to correct automatically.

* Options — select the options for automatically correcting errors as you type and then click

OK.

* Localized Options — specify the AutoCorrect options for quotation marks and for options
that are specific to the language of the text.

* Reset — resets modified values back to the LibreOffice default values.

Inserting dashes

Calc provides text shortcuts so that you can quickly insert dashes into a cell and these shortcuts

are shown in Table 3.

Table 3: Inserting dashes

Text that you type

Result

A- B (A, space, hyphen, space, B)

A-- B (A, space, hyphen, hyphen, space, B)
A--B (A, hyphen, hyphen, B)

A-B (A, hyphen, B)

A-B (A, space, hyphen, B)

A--B (A, space, hyphen, hyphen, B)

A-B (A, space, en-dash, space, B)
A—B (A, space, en-dash, space, B)
A—B (A, em-dash, B)

A-B (unchanged)

A -B (unchanged)

A -B (A, space, en-dash, B)
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Speeding up data entry

Entering data into a spreadsheet can be very labor-intensive, but Calc provides tools for removing
some of the drudgery from input. These tools include drag and drop to move or copy contents of
one cell to another using a mouse, an Autolnput tool, the Fill tool, and selection lists.

The Fill tool and selection lists automate input of repetitive material into cells. Calc also has the
ability to input information into multiple sheets of the same spreadsheet at the same time.

Autolnput tool

The Autolnput function in Calc automatically completes entries, based on other entries in the
same column. The column is scanned up to a maximum of 2000 cells or 200 different strings.

When text is highlighted in a cell, Autolnput can be used as follows:

1) To accept the completion, press Enter or F2 or the mouse button.

2) To view more completions, use the key combinations Citrl/+Tab to scroll forward, or
Ctrl+Shift+Tab to scroll backward.

3) To see a list of all available Autolnput text items for the current column, use the keyboard
combination Alt+Down Arrow.

When typing formulas using characters that match previous entries, a Help tip will appear listing
the last ten functions used in the Function Wizard from all defined range names and from the
content of all label ranges.

Autolnput ignores the case sensitivity of any data you enter. If, for example, you have written
"Total" in a cell, you cannot then enter "total" in another cell of the same column without first
deactivating Autolnput.

By default, Autolnput is activated in Calc. To turn off Autolnput, go to Tools > Cell Contents on
the main menu bar and deselect Autolnput.

[A1:A8 [v| & E[A1A8 v & E

Duplicate fill Series fill

Figure 25: Examples of using the Fill tool

Fill tool
You can use the Fill tool in Calc to duplicate existing content or create a series in a range of cells
in your spreadsheet as shown by the examples in Figure 25.

1) Select the cell containing the contents you want to copy or start the series from.

2) Drag the cursor in any direction or hold down the Shift key and click in the last cell you
want to fill.
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3) Go to Edit > Fill on the main menu bar and select the direction in which you want to copy
or create data (Up, Down, Left Right, Sheet or Series). A menu option will be grayed out if
it is not available.

Alternatively, you can use a shortcut to fill cells:

1) Select the cell containing the contents you want to copy or start the series from.

2) Move the cursor over the small selection handle in the bottom right corner of the selected
cell. The cursor will change shape.
3) Click and drag in the direction you want the cells to be filled, vertical or horizontal. If the

original cell contained text, then the text will automatically be copied. If the original cell
contained a number, a series will be created.

When you are selecting cells so you can use the Fill tool, make sure that none of
Note the cells contain data, except for the cell data you want to use. When you use the
Fill tool, any data contained in selected cells is overwritten.

Using a fill series

When you select a series fill from Edit > Fill > Series on the menu bar, the Fill Series dialog
(Figure 26) opens. Here you can select the type of series you want or create your own list.

@ Fill series
Direction Series type Time unit
@® Down @® Linear ) Day '

©) Right ) Growth ) Weekday [L‘:EI]
O wp O pate > Month | Hep |

Left ) AutofFill ) Year

Start value [ l

End value [ l

Increment [1 l

Figure 26: Fill Series dialog

* Direction — determines the direction of series creation.

- Down — creates a downward series in the selected cell range for the column using the
defined increment to the end value.

- Right — creates a series running from left to right within the selected cell range using the
defined increment to the end value.

- Up - creates an upward series in the cell range of the column using the defined
increment to the end value.

- Left — creates a series running from right to left in the selected cell range using the
defined increment to the end value.

* Series Type — defines the series type.
- Linear — creates a linear number series using the defined increment and end value.

- Growth — creates a growth series using the defined increment and end value.
- Date — creates a date series using the defined increment and end date.

- AutoFill — forms a series directly in the sheet. The AutoFill function takes account of
customized lists. For example, by entering January in the first cell, the series is
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completed using the list defined in LibreOffice > Tools > Options > LibreOffice Calc
> Sort Lists. AutoFill tries to complete a value series by using a defined pattern. For
example, a numerical series using 1,3,5 is automatically completed with 7,9,11,13; a
date and time series using 01.01.99 and 15.01.99, an interval of fourteen days is used.

Unit of Time — in this area you specify the desired unit of time. This area is only active if
the Date option has been selected in Series Type.

- Day — use the Date series type and this option to create a series using seven days.
- Weekday — use the Date series type and this option to create a series of five day sets.

- Month — use the Date series type and this option to form a series from the names or
abbreviations of the months.

- Year — use the Date series type and this option to create a series of years.
Start Value — determines the start value for the series. Use numbers, dates or times.
End Value — determines the end value for the series. Use numbers, dates or times.

Increment — determines the value by which the series of the selected type increases by
each step. Entries can only be made if the linear, growth or date series types have been
selected.

v

> LibreOffice Base
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Accessibility August
Advanced September
Online Update October
* Load/Save November
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Figure 27: Sort Lists dialog

Defining a fill series
To define your own fill series:

1)

2)
3)
4)
5)

Go to Tools > Options > LibreOffice Calc > Sort Lists to open the Sort Lists dialog
(Figure 27). This dialog shows any previously defined series in the Lists box on the left and
the contents of the highlighted list in the Entries box.

Click New and the Entries box is cleared.

Type the series for the new list in the Entries box (one entry per line) (Figure 28).
Click Add and the new list will now appear in the Lists box.

Click OK to save the new list and close the dialog.

Chapter 2 Entering, Editing, and Formatting Data 48




Lists Entries
Sun,Mon,Tue,Wed,Thu,Fri,Sat ACT [ Discard
Sunday,Monday,Tuesday,Wednesds NSW —
Jan,Feb,Mar,Apr,May,Jun,Jul,Aug,y NT f
January,February,March,April,May,| QLD Add
sunday,Monday,Tuesday,Wednesdy SA

TAS Delete

VIC

WA

Figure 28: Creating new sort list

Selection lists
Selection lists are available only for text and are limited to using only text that has already been
entered in the same column.

1) Select a blank cell in a column that contains cells with text entries.

2) Right-click and select Selection Lists from the context menu, or use the keyboard shortcut
Alt+1. A drop-down list appears listing any cell in the same column that either has at least
one text character or whose format is defined as text.

3) Click on the text entry you require and it is entered into the selected cell.

Merging and splitting cells

Merging
You can select contiguous cells and merge them into one as follows:

1) Select the range of contiguous cells you want merge.

2) Right click on the selected cells and select Merge Cells from the context menu, or go to
Format > Merge cells > Merge cells or Merge and Center Cells on the menu bar, or click

on the Merge and Center Cells icon % on the Formatting toolbar. Using Merge and
Center Cells will center align any contents in the cells.

3) If the cells contain any data, click Yes on the confirmation dialog that opens to move the
data in the hidden cells into the first cell.

Merging cells can lead to calculation errors if formulas have used in the

Note spreadsheet.

Splitting
You can reverse or split only a cell that was created from several cells by merging.

1) Select a merged cell.
2) Go to Format > Merge cells > Split cells on the menu bar, or right-click and select Split

Cells from the context menu, or click on the Merge and Center Cells icon % on the
Formatting toolbar.

3) Any data in the cell will remain in the first cell. If the hidden cells did have any contents,
before the cells were merged, then you have to manually move the contents in to the
correct cell.
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Sharing content between sheets

You might want to enter the same information in the same cell on multiple sheets, for example to
set up standard listings for a group of individuals or organizations. Instead of entering the list on
each sheet individually, you can enter the information in several sheets at the same time.

@ select Sheets

i s | s O |

Sheet2 l Cancel ]
Sheet3 i
'Sheeta [ Help |

Figure 29: Select Sheets dialog

1) Go to Edit > Sheet > Select on the menu bar to open the Select Sheets dialog (Figure
29).

2) Select the individual sheets where you want the information to be repeated.
3) Click OK to select the sheets and the sheet tabs will change color.

4) Enter the information in the cells on the sheet where you want the information to first
appear and the information will repeated in the selected sheets.

5) Deselect the sheets when you have finished entering the information that you want
repeated in the sheets.

This technique automatically overwrites, without any warning, any information that
is already in the cells on the selected sheets. Make sure you deselect the
additional sheets when you have finished entering the information to be repeated
before continuing to enter data into your spreadsheet.

Note

Validating cell contents

When creating spreadsheets for other people to use, you may want to make sure they enter data
that is valid or appropriate for the cell. You can also use validation in your own work as a guide to
entering data that is either complex or rarely used.

Fill series and selection lists can handle some types of data, but are limited to predefined
information. For example, a cell may require a date or a whole number with no alphabetic
characters or decimal points, or a cell may not be left empty.

Depending on how validation is set up, it can also define the range of contents that can be entered,
provide help messages explaining the content rules set up for the cell and what users should do
when they enter invalid content. You can also set the cell to refuse invalid content, accept it with a
warning, or start a macro when an error is entered.

Defining validation

To validate any new data entered into a cell:
1) Select a cell and go to Data > Validity on the menu bar to open the Validity dialog.
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Figure 30: Validity dialog — Criteria page

2) Define the type of contents that can be entered in that cell using the options given on the
tabbed pages for Criteria, Input Help and Error Alert. The options available are explained
below.

Criteria options

Specify the validation rules for the selected cells using the Criteria page in the Validity dialog as
shown in Figure 30. For example, you can define criteria such as: Numbers between 1 and 10 or
Texts that are no more than 20 characters.

The options available on the Criteria page will depend on what has been selected in the Allow
drop-down list.

* Allow - select a validation option for the selected cells from the drop-down list.
- All values — no limitation.
- Whole number — only whole numbers allowed.
- Decimal — all numbers correspond to decimal format.

- Date — all numbers correspond to date format. The entered values are formatted the
next time the dialog is called up.

- Time — all numbers correspond to time format. The entered values are formatted the
next time the dialog is called up.

- Cell range — allow only values that are given in a cell range. The cell range can be
specified explicitly, or as a named database range, or as a named range. The range
may consist of one column or one row of cells. If you specify a range of columns and
rows, only the first column is used.

- List— allow only values or strings specified in a list. Strings and values can be mixed.
Numbers evaluate to their value, so if you enter the number 1 in the list, the entry 100%
is also valid.

- Text length — entries whose length corresponds to the number of characters that have
been set.

¢ Allow blank cells — in conjunction with Tools > Detective > Mark invalid Data, this
defines that blank cells are shown as invalid data (disabled) or not shown (enabled).

* Show selection list — shows a list of all valid strings or values to select from. The list can
also be opened by selecting the cell and pressing Ctr/+D.

* Sort entries ascending — sorts the selection list in ascending order and filters duplicates
from the list. If not checked, the order from the data source is taken.
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Source — enter the cell range that contains the valid values or text.
Entries — enter the entries that will be valid values or text strings.

Data — select the comparative operator that you want to use from the drop-down list. The
available operators depend on what you have selected in the Allow drop-down list. For
example, if you select valid range, the Minimum and Maximum input boxes replace the
Value box.

Value — enter the value for the data validation option that you selected in the Allow drop-
down list.

Minimum — enter the minimum value for the data validation option that you selected in the
Allow drop-down list.

Maximum — enter the maximum value for the data validation option that you selected in the
Allow drop-down list.

Input Help options

Enter the message to be displayed when the cell or cell range is selected in the spreadsheet
(Figure 31).

Show input help when cell is selected — displays the message that you enter in the Title
and Contents boxes when the cell or cell range is selected in the sheet. If you enter text in
the Title and Contents boxes and then deselect this option, the text will be lost.

Title — enter the title to be displayed when the cell or cell range is selected.
Input help — enter the message to be displayed when the cell or cell range is selected.

-

@ validity

_Criteria|lnput Help | Error Alert

& Show input help when cell is selected:

Contents
Title

Input help

Figure 31: Validity dialog — Input Help page

& Vvalidity
Criteria| Input Help Error Alert|

& show error message when invalid values are entered:

Contents

Action |Stop i Browse...

Title | |

Error message H

Figure 32: Validity dialog — Error Alert page
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Error Alert options

Define the error message that is displayed when invalid data is entered in a cell (Figure 32).

* Show error message when invalid values are entered — when selected, displays the
error message that you enter in the Contents area when invalid data is entered in a cell.

* Action - select the action that you want to occur when invalid data is entered in a cell.

- Stop - rejects the invalid entry and displays a dialog that you have to close by clicking
OK.

- Warning and Information — displays a dialog that can be closed by clicking OK or
Cancel. The invalid entry is only rejected when you click Cancel.

- Macro — activates the Browse button to open the Macro dialog where you can select a
macro that is executed when invalid data is entered in a cell. The macro is executed
after the error message is displayed.

¢ Title — enter the title of the macro or the error message that you want to display when
invalid data is entered in a cell.

* Error message — enter the message that you want to display when invalid data is entered
in a cell.

Calc detective

The Detective is a tool within Calc that you can use to locate any cells in a spreadsheet that
contain invalid data if the cells are set to accept invalid data with a warning.

1) Go to Tools > Detective > Mark Invalid Data on the menu bar to locate any cells
containing invalid data. The Detective function marks any cells containing invalid data.

2) Correct the data so that it becomes valid.

3) Go to Tools > Detective > Mark Invalid Data on the menu bar again and any cells that
were previously marked as containing invalid data have the invalid data mark removed.

A validity rule is considered part of the format for a cell. If you select Delete All from
the Delete Contents dialog (Figure 33), then it is removed. If you want to copy a
validity rule with the rest of the cell, use Edit > Paste Special > Paste Formats or
Paste All.

Note

Editing data

Deleting data

Deleting data only

Data can be deleted from a cell without deleting any of the cell formatting. Click in the cell to select
it and then press the Delete key.

Deleting data and formatting
Data and cell formatting can be deleted from a cell at the same time.
1) Click in the cell to select it.

2) Press the Backspace key, or right-click in the cell and select Delete Contents from the
context menu, or go to Edit > Delete Contents) on the menu bar to open the Delete
Contents dialog (Figure 33). Here you can choose to delete the different aspects of the
data in the cell or delete everything in the cell.
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Figure 33: Delete Contents dialog

3) Select the delete options.
4) Click OK to delete the contents and close the dialog.

Replacing data

To completely replace data in a cell and insert new data, select the cell and type in the new data.
The new data will replace the data already contained in the cell and will retain the original
formatting used in the cell.

Alternatively, click in the Input Line on the Formula Bar then double-click on the data to highlight it
completely and type the new data.

Editing data

Sometimes it is necessary to edit the contents of cell without removing all of the data from the cell.
For example, changing the phrase “Sales in Qtr. 2” to “Sales rose in Qtr” can be done as follows.

Using the keyboard
1) Click in the cell to select it.
2) Press the F2 key and the cursor is placed at the end of the cell.

3) Press the Backspace key to delete any data up to the point where you want to enter new
data.

4) Alternatively, use the keyboard arrow keys to reposition the cursor where you want to start
entering the new data in the cell, then press the Delete key or Backspace key to delete any
unwanted data before typing the new data.

5) When you have finished editing, press the Enter key to save the changes.

Each time you select a cell, the contents are displayed in the Input Line on the

Note Formula Bar. Using the Input Line maybe easier to carry out editing data.

Using the mouse
1) Double-click on the cell to select it and place the cursor in the cell for editing.
2) Reposition the cursor to where you want to start editing the data in the cell.

3) Alternatively, single-click to select the cell, then move the cursor to the Input Line on the
Formula Bar and click at the position where you want to start editing the data in the cell.

4) When you have finished, click away from the cell to deselect it and your editing changes
are saved.
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Paste Special function

You can use the Paste Special function to paste into another cell selected parts of the data in the
original cell or cell range, for example its format or the result of its formula.

Paste Special dialog

1) Select a cell or a cell range.

2) Go to Edit > Copy on the menu bar, right-click and select Copy from the context menu.

3) Select the target cell or cell range.

4) Go to Edit > Paste Special from the menu bar, or use the keyboard shortcut Ctr/+Shift+V,
or right-click and select Paste Special from the context menu to open the Paste Special
dialog (Figure 34).

5) Select the options for Selection, Operations, Options and Shift cells. The Paste Special
options are explained below.

6) Click OK to paste the data into to the target cell or range of cells and close the dialog.

-

# Paste Special

Selection Operations -
[] Pasteall @® Nong
Cancel
& Text () Add = l

[] Numbers () Subtract l Help l
& Date&time () Multiply
& Formulas () Divide

[ Comments

& Formats

Options shift cells
[] skip empty cells @ Don'tshift
[] Transpose ) Down
[] Link () Right

Figure 34: Paste Special dialog

Paste Special options

Selection — select a format for the clipboard contents that you want to paste.

- Paste all — pastes all cell contents, comments, formats, and objects into the current
document.

- Text — pastes cells containing text.

- Numbers — pastes cells containing numbers.

- Date & Time — pastes cells containing date and time values.
- Formulas — pastes cells containing formulas.

- Comments — pastes comments that are attached to cells. If you want to add the
comments to the existing cell content, select the Add operation.

- Formats — pastes cell format attributes.
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Objects — pastes objects contained within the selected cell range. These can be OLE
objects, chart objects, or drawing objects.

* Operations — select the operation to apply when you paste cells into your sheet.

None — does not apply an operation when you insert the cell range from the clipboard.
The contents of the clipboard will replace existing cell contents.

Add - adds the values in the clipboard cells to the values in the target cells. Also, if the
clipboard only contains comments, adds the comments to the target cells.

Subtract — subtracts the values in the clipboard cells from the values in the target cells.
Multiply — multiplies the values in the clipboard cells with the values in the target cells.
Divide — divides the values in the target cells by the values in the clipboard cells.

* Options — sets the paste options for the clipboard contents.

Skip empty cells — empty cells from the clipboard do not replace target cells. If you use
this option in conjunction with the Multiply or the Divide operation, the operation is not
applied to the target cell of an empty cell in the clipboard. If you select a mathematical
operation and deselect the Skip empty cells, empty cells in the clipboard are treated as
zeroes. For example, if you apply the Multiply operation, the target cells are filled with
zeroes.

Transpose — the rows of the range in the clipboard are pasted to become columns of the
output range. The columns of the range in the clipboard are pasted to become rows.

Link — inserts the cell range as a link, so that changes made to the cells in the source
file are updated in the target file. To ensure that changes made to empty cells in the
source file are updated in the target file, ensure that the Paste All is also selected. You
can also link sheets within the same spreadsheet. When you link to other files, a DDE
link is automatically created. A DDE link is inserted as a matrix formula and can only be
modified as a whole.

* Shift cells — set the shift options for the target cells when the clipboard content is inserted.

Don't shift — inserted cells replace the target cells.
Down — target cells are shifted downward when you insert cells from the clipboard.
Right — target cells are shifted to the right when you insert cells from the clipboard.

Paste Only options

If you only want to copy text, numbers or formulas to your target cell or cell range:
1) Select the cell or cell range and copy the data.
2) Select the target cell or cell range.

3) Right-click on the target cell or cell range and select Paste Only from the context menu,
then select Text, Number or Formula.

Insert cell fields

You can insert a field linked to the date, sheet name, or document name in a cell.
1) Select a cell and double-click to activate edit mode.
2) Right-click and select Insert Fields > Date or Sheet Name or Title from the context menu.

Note

The Insert Fields > Title command inserts the name of the spreadsheet and not
the title defined in the Description page in the Properties dialog for the file.
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Ti The fields are refreshed when the spreadsheet is saved or recalculated when
P using the Ctrl+Shift+F9 shortcut.

Formatting data

All the settings discussed in this section can also be set as a part of the cell style.

Note See Chapter 4 Using Styles and Templates in Calc for more information.

The data in Calc can be formatted in several ways. Formatting can either be defined as part of a
cell style so that it is automatically applied, or it can be applied manually to the cell. For more
control and extra options, select a cell or cell range and use the Format Cells dialog. All of the
format options are discussed below.

Multiple lines of text

Multiple lines of text can be entered into a single cell using automatic wrapping or manual line
breaks. Each method is useful for different situations.

Automatic wrapping
To automatically wrap multiple lines of text in a cell:
1) Select a cell or cell range.

2) Right-click on the selection and select Format Cells from the context menu, or go to
Format > Cells on the menu bar, or press Ctrl+1 to open the Format Cells dialog.

3) Click on the Alignment tab (Figure 35).
4) Under Properties, select Wrap text automatically and click OK.

[ ® Format Cells
|Numbers| Font Font Effects|Alignment|A§ian Typugraphy Bnrderﬁ_Backgrnund:Cell Protection

Text alignment
Horizontal Indenk Vertical

Default 2] opt :| |Default )

Text orienkation

o e, Degrees [ Vertically stacked
- - =
& i1 C - [[] Asian layout mode
ABCD [
& Reference edge
N =1 =] [m]
Properties

[] Wrap text automatically
[] Hyphenation active

[] shrink to fit cell size

Text direction |use superordinate object settings )

QBRI | concel || melp | meser

Figure 35: Format Cells dialog — Alignment page
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Manual line breaks

To insert a manual line break while typing in a cell, press Ctrl+Enter. This method does not work
with the cursor in the input line. When editing text, double-click the cell, then reposition the cursor
to where you want the line break.

When a manual line break is entered, the cell width does not change and your text may still overlap
the end of the cell. You have to change the cell width manually or reposition your line break so that
your text does not overlap the end of the cell.

Shrinking text to fit a cell

The font size of the data in a cell can automatically adjust to fit inside cell borders.

1)
2)

3)
4)

Select a cell or cell range.

Right-click on the selection and select Format Cells from the context menu, or go to
Format > Cells on the menu bar, or press Ctr/+1 to open the Format Cells dialog.

Click on the Alignment tab (Figure 35).
Under Properties, select Shrink to fit cell size and click OK.

Formatting numbers
Several different number formats can be applied to cells by using icons on the Formatting toolbar
(highlighted in Figure 36). Select the cell, then click the relevant icon to change the number format.

For more control or to select other number formats, use the Numbers page of the Format Cells
dialog (Figure 21 on page 42 and “Numbers” on page 42):

Formatting X
@) |Liberationsans |~/ 10 ~x B S U = :

Apply any of the data types in the Category list to the data.
Control the number of decimal places and leading zeros in Options.
Enter a custom format code.

The Language setting controls the local settings for the different formats such as the date
format and currency symbol.

B

Figure 36: Number icons on Formatting toolbar

Formatting fonts

To select a font and format it for use in a cell:

1)
2)

3)

4)
5)

Select a cell or cell range.

Click the small triangle on the right of the Font Name box on the Formatting toolbar
(highlighted in Figure 37) and select a font from the drop-down list. The font can also be
changed using the Font page on the Format Cells dialog.

Click on the small triangle on the right of the Font Size box on the Formatting toolbar and
select a font size from the drop-down list. The font size can also be changed using the Font
page on the Format Cells dialog.

To change the character format, click on the Bold, Italic, or Underline icons.

To change the paragraph alignment of the font, click on one of the four alignment icons

(Left, Centre, Right, Justified) &= = =
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Figure 37: Font Name and Size on Formatting toolbar

To specify the language used in the cell, open the Font page on the Format Cells
dialog. Changing language in a cell allows different languages to exist within the

Note same document. For more changes to font characteristics, see “Font effects”
below for more information.
To choose whether to show the font names in their font or in plain text, go to Tools
Tip > Options > LibreOffice > View and select or deselect the Show preview of fonts

option in the Font Lists section. For more information, see Chapter 14 Setting Up
and Customizing Calc.

Font effects

1) Select a cell or cell range.

2) Right-click on the selection and select Format Cells from the context menu, or go to
Format > Cells on the menu bar, or press Ctrl+1 to open the Format Cells dialog.

3) Click on the Font Effects tab (Figure 38).

4) Select the font effect you want to use from the options available. The options available are
described below.

5) Click OK to apply the font effects and close the dialog.

? . Format Cells

Numbers| Font Font Effects | Alignment Asian Typography Borders Background Cell Protection
Options
Font color __ Overlining _ Overline color
[ ] Automatic 2 | |{withouk) : | ] Automatic
Strikethrough -
|(without) S
Relief _ Underlining __ Underline Coler
|{without) 2 | |(without) : | [[] Automatic
[] Outline Individual words
[] shadow
Emphasis mark Position
[_(-‘:\.;IiEhnut) :_] Above text
Preview
01/01/2008 Kurt 11:15 14:00 2.75

(oK) [ concel | [ melp || Reser |
Figure 38: Format Cells dialog — Font Effects page

Any font effect changes are applied to the current selection, or to the entire word that contains the
cursor, or to any new text that you type.

* Font Color — sets the color for the selected text. If you select Automatic, the text color is
set to black for light backgrounds and to white for dark backgrounds. Also yo can change
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the font color by clicking on the triangle to right of the Font Color icon & to display the
color palette, then select the desired color.

Relief — select a relief effect to apply to the selected text. The embossed relief makes the
characters appear as if they are raised above the page. The engraved relief makes the
characters appear as if they are pressed into the page.

Outline — displays the outline of the selected characters. This effect does not work with
every font.

Shadow — adds a shadow that casts below and to the right of the selected characters.

Overlining — select the overlining style that you want to apply. To apply overlining to words
only, select Individual Words.

Overline color — select the color for the overlining.

Strikethrough — select a strikethrough style for the selected text. If you save your
document in MS Word format, all of the strikethrough styles are converted to the single line
style.

Underlining — select the underlining style that you want to apply. To apply the underlining
to words only, select Individual Words. If you apply underlining to a superscript text, the
underlining is raised to the level of the superscript. If the superscript is contained in a word
with normal text, the underlining is not raised.

Underline color — select the color for the underlining.
Individual words — applies the selected font effect only to words and ignores spaces.

Emphasis mark — select a character to display over or below the entire length of the
selected text.

Position — specify where to display the emphasis marks.
Preview — displays a preview of the current selection.

Text direction

To change the text direction within a cell, you can use the Alignment page on the Format Cells
dialog (Figure 35 on page 57) or the icons on the Formatting toolbar.

1)

2)

3)
4)

5)

On the Alignment page of the Format Cells dialog, select the Reference edge from which
to rotate the text as follows:

e Text Extension From Lower Cell Border — writes the rotated text from the bottom cell
edge outwards.

* Text Extension From Upper Cell Border — writes the rotated text from the top cell edge
outwards.

* Text Extension Inside Cells — writes the rotated text only within the cell.

Click on the small indicator at the edge of the Text orientation dial and rotate it until you
reach the required degrees.

Alternatively, enter the number of degrees to rotate the text in the Degrees box.

Select Vertically stacked to make the text appear vertically in the cell. Only select Asian
layout mode if you are using an Asian language in the cell.

The icons on the Formatting toolbar can be used as follows after the cell has been
selected:

* To change the text direction from horizontal (default direction) to vertical, click on the

A
Text direction from top to bottom icon HH.
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Note

* To change text direction from vertical to horizontal (default), click on the Text direction

—

A=
from left to right icon =

* To change text direction from left to right, which is the default direction for Western

fonts, to a right to left direction used in some fonts, for example Arabic, the click on the

Right-To-Left icon 1 This only works if a font has been used that requires a right to

left direction.

* To change text direction back to the default left to right direction used for Western fonts,

click on the Left-To-Right icon =ﬁ

If the text direction icons are not available on the Formatting toolbar, then right-
click in an empty area on the toolbar and select Visible Buttons from the context
menu. Click on the icon you require and it will be placed on the Formatting toolbar.

Formatting cell borders

To format the borders of a cell or a group of selected cells (see Chapter 4 Using Styles and
Templates in Calc for more information). The border icons on the Formatting toolbar only apply the
default styles to borders, but the Format Cells dialog provides greater control over of how the cell
borders will look.

1)
2)

3)
4)
5)

& Format cells

|Numbers| Font Font Effects Alignment| Asian Typngraphy|Bnrders!Backgruund Cell Protection

=

Line arrangement Line
Default Style
LI 1015 i
User-defined width
i i [o.05pt
Color
(I Black
Sshadow style
Position Distance
(@/[=]=) =] =} 5.0pt

Spacing to contents

Left 1opt |2
Right 1opt |2
Top fopt |3
Boktom E =

& synchronize

Color

I Gray 5,

QORI | concel i

|| Reset

Figure 39: Format Cells dialog — Borders page

Select a cell or a range of cells.

Right-click on the selection and select Format Cells from the context menu, or go to
Format > Cells on the menu bar, or press Ctrl+1 to open the Format Cells dialog.

Click on the Borders tab (Figure 39).

Select the options from the Borders page. The options available are given below.
Click OK to close the dialog and save your changes.
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6) Alternatively, use the icons on the Formatting to apply default styles to borders.
a) Click on the Borders icon [] and select one of the border options displayed in the Borders
palette.
b) Click on the Border Style icon — and select one of the line styles from the Border Style
palette.
c) Click on the Line Color icon I-_Il and select a color from Border Color palette.
Cell border properties apply only to the selected cells and can only be changed if
Not you are editing those cells. For example, if cell C3 has a top border, that border
ate can only be removed by selecting C3. It cannot be removed in C2 it appears to be
the bottom border for cell C2.
When entering borders with the Border icons on the Formatting toolbar, you have
Note two choices: click the required icon to add a border to the present borders or shift-

click to add a border and remove the present borders.

The border options available in the Format Cells dialog are as follows.

Line arrangement — select the style of cell borders.

- Default — select a predefined border style to apply.

- User defined — click on the diagram to apply a border to one of the edges or diagonal
lines across the cell.

Line — select the line style for the cell borders.

- Style — select the line style to be used for the border.

- Width — enter a width to be used for the border line.

- Color — select a color to be used for the border line.

Spacing to contents — specify the amount of space that you want to leave between the

border and the contents of the selection.

- Left — enter the distance between the left border and the contents of the selection.

- Right — enter the distance between the right border and the contents of the selection.

- Top — enter the distance between the top border and the contents of the selection.

- Bottom — enter the distance between the bottom border and the contents of the
selection.

- Synchronize — applies the same spacing to contents setting to all four borders when
you enter a new distance.

Shadow style — applies a shadow effect to borders. For the best results, only apply this

effect when all four borders are visible.

- Position — select a shadow style for the selected borders.

- Distance — enter the width of the shadow.

- Color — select a color for the shadow.
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Formatting cell backgrounds
To format the background color for a cell or a group of cells (see Chapter 4 Using Styles and
Templates in Calc for more information):

1) Select a cell or a range of cells.

2) Right-click on the selection and select Format Cells from the context menu, or go to
Format > Cells on the menu bar, or press Ctrl+1 to open the Format Cells dialog.

3) Click on the Background tab.
4) Select a color from the color palette.
5) Click OK to save your changes and close the dialog.

N

6) Alternatively, click on the Background Color icon
a color from the Background color palette.

on the Formatting toolbar and select

AutoFormat of cells and sheets

Using AutoFormat

You can use AutoFormat to format a group of cells.

1) Select the cells in at least three columns and rows, including column and row headers, that
you want to format.

2) Go to Format > AutoFormat on the menu bar to open the AutoFormat dialog (Figure 40).
3) Select the type of format and format color from the list

4) If necessary, click More to open Formatting if it is not visible.

5) Select the formatting properties to be included in the AutoFormat function.

6) Click OK to apply the changes and close the dialog.

@ AutoFormat

Format
3-D
Black 1
Black 2
Blue
Brown

S L= = = [N

Currency 3-D Add...
Currency Grey '

Currency Lavender Delete
Currency Turquoise

Default
Green

1|

|

Formatting

& Number Format & Font & Alignment

Rename

[ Borders B Pattern B AutoFit width and heighl

Figure 40: AutoFormat dialog

Defining a new AutoFormat

You can define a new AutoFormat so that it becomes available for use in all spreadsheets.

1) Format the data type, font, font size, cell borders, cell background, and so on for a group of
cells.
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2)
3)

4)
5)

6)

Go to Edit > Select All on the menu bar to select the whole spreadsheet.

Go to Format > AutoFormat to open the AutoFormat dialog and the Add button is now
active.

Click Add.

In the Name box of the Add AutoFormat dialog that opens, type a meaningful name for the
new format and click OK.

Click OK to close the dialog. The new AutoFormat is now available in the Format list in the
AutoFormat dialog.

Using themes

Calc comes with a predefined set of formatting themes that you can apply to spreadsheets. It is not
possible to add themes to Calc and they cannot be modified. You can modify their styles after you
apply them to a spreadsheet, but the modified styles are only available for use for that spreadsheet
when you save the spreadsheet.

@ Theme Selection

(standard)
Autumn Leaves
Be

Black and White
Blackberry Bush
Blue Jeans
Fifties Diner
Glacier

Green Grapes
Marine
Millennium
Nature

Neon I~
Night

PC Nostalgia
Packal

G o)

Figure 41: Theme Selection dialog

-

To apply a theme to a spreadsheet:

1)

2)

3)
4)

Click the Choose Themes icon % in the Tools toolbar to open the Theme Selection
dialog (Figure 41). If the Tools toolbar is not visible, go to View > Toolbars on the menu bar
and select Tools. The Theme Selection dialog lists the available themes for the whole
spreadsheet.

Select the theme that you want to apply. As soon as you select a theme, the theme styles
are applied to the spreadsheet and are immediately visible.

Click OK.

If you wish, you can now open the Styles and Formatting window to modify specific styles.
These modifications do not modify the theme; they only change the appearance of the style
in the specific spreadsheet you are creating. For more about modifying styles, see Chapter
4 Using Styles and Templates in Calc.
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Value highlighting

The value highlighting function displays cell contents in different colors, depending on the type of
content. An example of value highlighting is shown in Figure 42.

e Textis shown in black.
* Formulas are shown in green.
* Numbers are shown in blue.

15 01/0372008 Kurt £:30 17:45 9.50
16 01/03r2008 Ute 8:30 18:30f 9.25
17 01/06/2008 Brigitte 9:300 17:30f /.25
18 01/06/2008 Fritz 11:00 14:300 3.50

Figure 42: Example of value highlighting

The value highlighting colors override any colors used in formatting. This color change applies only

to the colors seen on a display. When a spreadsheet is printed, the original colors used for
formatting are printed.

Go to View > Value Highlighting on the menu bar, or use the keyboard shortcut Ctr[+F8 to turn
the function on or off. When value highlighting is switched off, the original formatting colors are
used for display.

You can make value highlighting the default when opening a spreadsheet in Calc, by selecting
Tools > Options > LibreOffice Calc > View > Value Highlighting. This default mode for value
highlighting may not be what you want if you are going to format the cells for printing.

Using conditional formatting

You can set up cell formats to change depending on conditions that you specify. Conditional
formatting is used to highlight data that is outside the specifications that you have set. It is
recommended not to overuse conditional formatting as this could reduce the impact of data that
falls outside the specifications that you have set.

See “Conditional formatting example” on page 68 for an example on how to use conditional
formatting.

Conditional formatting depends upon the use of styles and the AutoCalculate
Note feature must be enabled. If you are not familiar with styles, see Chapter 4 Using
Styles and Templates in Calc for more information.

Setting up conditional formatting

1) Ensure that AutoCalculate is enabled: Tools > Cell Contents > AutoCalculate.
2) Select the cells where you want to apply conditional formatting.

L @& conditional Formatting for A1:F9

Condition 1
[cellvalue is |2 | [equalto ™
Apply Style |2011/2012 2] 11/1130914.9631829.92 30000107:

Figure 43: Conditional Formatting dialog — Condition
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3) Go to Format > Conditional Formatting > Condition (Figure 43), Color scale (Figure 44)
or Data Bar (Figure 45) on the menu bar to open the Conditional Formatting dialog. Any
conditions already defined are displayed.

4) Click Add to create and define a new condition. Repeat this step as necessary.

5) Select a style from the styles already defined in the Apply Style drop-down list. Repeat this
step as necessary.

6) Alternatively, select New Style to open the Cell Style dialog (Figure 46) and create a new
cell style. Repeat this step as necessary.

7) Click OK to save the conditions and close the dialog. The selected cells are now set to
apply a result using conditional formatting.

U. Cnndﬂ:innal Formatting For A1:F9

| Condition 1
‘ |All cells ) |color Scale (3 Entries) ™
[Min o) |Percentile | |Max N
[so |
(I Light red S '] ! Green :“] g Light blue :-J

Figure 44: Conditional Formatting dialog — Color Scale

[ @ Conditional Formatting for A1:F9

Condition 1

All ells :  |pataBar i)

|Automatic e |Automatic iSe)

[ More options ... l

Figure 45: Conditional Formatting dialog — Data Bar

#® cellstyle
I'Organizer]Numhers' Font | Font Effects Alignment:Asian Typography Borders Background Cell Protection

Name [Untitled1 l
Linked with [DeFault Iz l
Category [Cusl:omsl:yies 1= ]
Contains

Figure 46: Cell Style dialog
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Types of conditional formatting

Condition

Condition is the starting point when using conditional formatting. Here you can define what formats
to use to highlight any data in your spreadsheet that falls outside the specifications that you have
defined.

Color scale

Use Color scale to set the background color of cells depending on the value of the data in a
spreadsheet cell. Color scale can only be used when All Cells has been selected for the condition.
You can use either two or three colors for your color scale.

Data bars

Data bars provide a graphical representation of data in your spreadsheet. The graphical
representation is based on the values of data in a selected range. Click on More Options in the
Conditional Formatting dialog to define how your data bars will look. Data bars can only be used
when All Cells has been selected for the condition.

Icon sets

Icon sets display an icon next to your data in each selected cell to give a visual representation of
where the cell data falls within the defined range that you set. The icons sets available are colored
arrows, gray arrows, colored flags, colored signs, symbols, bar ratings and quarters. Icon sets can
only be accessed when the Conditional Formatting dialog has been opened and All Cells has
been selected for the condition.

Conditional formatting management

To see all the conditional formatting defined in your spreadsheet and any styles used:

1) Go to Format > Conditional Formatting > Manage on the menu bar to open the Manage
Conditional Formatting dialog (Figure 47).

2) Select a range from the Range list and click Edit to redefine the conditional formatting.

3) Select a range from the Range list and click Remove to delete the conditional formatting.
The deletion is immediate with no confirmation.

4) Select Add to create a hew definition of conditional formatting.
5) Click OK to save your changes and close the dialog.

& Manage Conditional Formatting
Range First Condition
B2 Formula is C2>DATE(2013,6,30)
B3:B7 Formula is C3>DATE(2013,6,30)
B8 Formula is C8>DATE(2013,6,30)
B9 Formula is C9>DATE(2013,6,30)
B10:B11 Formula is C10>DATE(2013,6,30)
D2:D8 Colorscale
EZ:E8 DataBar
F2:F8 IconSet
F3:F8 DataBar

Figure 47: Manage Conditional Formatting dialog
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Copying cell styles

To apply the style used for conditional formatting to other cells later:

1) Click one of the cells that has been assigned conditional formatting and copy the cell to the
clipboard.

2) Select the cells that are to receive the same formatting as the copied cell.

3) Go to Edit > Paste Special on the menu bar to open the Paste Special dialog (Figure 34
on page 55).

4) Make sure that only Formats is selected and click OK to paste the conditional formatting
into the cell.

Conditional formatting example

With conditional formatting, you can, for example, highlight the totals that exceed the average
value of all totals. If the totals change, the formatting changes correspondingly, without having to
apply other styles manually. It is recommended that the Styles and Formatting dialog is open and
visible before proceeding.

Defining conditions
1) Select the cells where you want to apply a conditional style.

2) Go to Format > Conditional Formatting > Condition, Color scale or Data bar from the
menu bar to open the Conditional Formatting dialog.

3) Enter the conditions you want to use for conditional formatting.

Generating number values

You may want to give certain values in your tables particular emphasis. For example, in a table of
turnovers, you can show all the values above the average in green and all those below the average
in red. This is possible with conditional formatting.

1) Create a table in which a few different values occur. For your test you can create tables
with any random numbers. In one of the cells enter the formula =RAND(), and you will
obtain a random number between 0 and 1. If you want integers of between 0 and 50, enter
the formula =INT(RAND()*50).

2) Copy the formula to create a row of random numbers.

3) Click the bottom right corner of the selected cell, and drag to the right and downward until
the desired cell range is selected.

Defining cell styles
The next step is to apply a cell style to all values that represent above-average turnover and one to
cells that are below the average.
1) Right-click in a blank cell and select Format Cells in the context menu to open the Format
Cells dialog.
2) Click the Background tab and select a background color, then click OK.
3) In the Conditional Formatting dialog, select New Style from the Apply Style drop-down list
to open the Cell Style dialog.
4) Enter a name of the new style. For this example, name the style Above.
5) Define a second style, click again in a blank cell and proceed as described above. Assign a
different background color to the cell and assign a name. For this example, name the style
Below.
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Calculating average

In our particular example, we are calculating the average of the random values. The result is
placed in a cell:

1) Click in a blank cell, for example, J14, and go to Insert > Function on the menu bar, or
click the Function Wizard icon on the Formula bar to open the Function Wizard dialog.

2) Select AVERAGE from the Function list.
3) Use the cursor to select all your random numbers.
4) Click OK to the Function Wizard.

Applying cell styles
Now you can apply the conditional formatting to the sheet:
1) Select all cells containing the random numbers.

2) Go to the Format > Conditional Formatting on the menu bar to open the Conditional
Formatting dialog.

3) Define the condition for each cell as follows: if cell value is less than J14, format with cell
style Below OR if cell value is greater than or equal to J14, format with cell style Above.

Hiding and showing data

In Calc you can hide elements so that they are neither visible on a computer display nor printed
when a spreadsheet is printed. However, hidden elements can still be selected for copying if you
select the elements around them; for example, if column B is hidden, it is copied when you select
columns A and C. When you require a hidden element again, you can reverse the process and
show the element.

Hiding data

Sheets, rows, and columns
1) Select the sheet, row, or column you want to hide.
2) Go to Format on the main menu bar and select Sheet, Row or Column.

3) Select Hide from the menu and the sheet, row, or column can no longer viewed or printed.
Alternatively, right-click on the sheet tab, row header, or column header and select Hide
from the context menu.

Cells

1) Go to Tools > Protect Document > Sheet on the menu bar to open the Protect Sheet
dialog dialog (Figure 48).

2) Select Protect this sheet and the contents of protected cells.

3) Create a password and then confirm the password.

4) Select or deselect the options for Allow all users of this sheet to: so users can select
protected or unprotected cells.

5) Click OK to save the changes and close the dialog.
6) Select the cells you want to hide.

7) Go to Format > Cells on the menu bar, or right-click and select Format Cells from the
context menu, or use the keyboard shortcut Ctr/+1 to open the Format Cells dialog (Figure
49).

8) Click the Cell Protection tab and select an option for hiding and printing the cells.

9) Click OK to save the changes and close the dialog.
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@ o Protect Sheet

B Protect this sheet and the contents of protected cells

Password [
Confirm [ l

Hel
Options .

Allow all users of this sheet to:

[ f@iselect protected cells
B select unprotected cells

Figure 48: Protect Sheet dialog

@ Format Cells
|Numbers| Font Font Effects| Alignment| Asian Typography Borders|Background)Cell Protection

Protection

Cell protection is only effective after the current
sheet has been protected.
& Protected

. Select 'Protect Document' from the 'Tools' menu,
() Hide formula and specify ‘Sheet'.

Prinkt
(] Hide when printing The cells selected will be omitted when printing.

Figure 49: Format Cells dialog — Cell Protection page

When data in cells are hidden, it is only the data contained in the cells that are
Note hidden and the protected cells cannot be modified. The blank cells remain visible
in the spreadsheet.

When data in cells are hidden, it is only the data contained in the cells that are
Note hidden and the protected cells cannot be modified. The blank cells remain visible
in the spreadsheet.

Showing data

Sheets, rows, and columns
1) Select the sheets, rows or columns each side of the hidden sheet, row or column.

2) Go to Format on the menu bar and select Sheet, Row or Column.

3) Select Show from the context menu and the sheet, row or column will be displayed and
can be printed.

4) Alternatively, right-click on the sheet tabs, row headers or column headers and select
Show from the context menu.

Cells
1) Go to Tools > Protect Document > Sheet on the menu bar to open the Protect Sheet
dialog dialog (Figure 48).
2) Enter the password to unprotect the sheet and click OK.
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3) Go to Format > Cells on the menu bar, or right-click and select Format Cells from the

context menu, or use the keyboard shortcut Ctr/+1 to open the Format Cells dialog (Figure
49).

4) Click the Cell Protection tab and deselect the hide options for the cells.
5) Click OK.

Group and outline

If you are continually hiding and showing the same cells, you can create an outline of your data
and group rows or columns together so that you can collapse a group to hide it or expand a group
to show it using a single click.

The basic controls for grouping and outlining show plus (+) or minus (-) signs on the group
indicator to show or hide rows or columns. However, if there are groups nested within each other,
the basic controls have numbered buttons so you can hide the different levels of nested groups.

Grouping
To group rows or columns:
1) Select the cells you want to group in your spreadsheet.
2) Go to Data > Group and Outline > Group on the menu bar, or press the F12 key.

3) Inthe Group dialog that opens, select either Rows or Columns and click OK. A group
indicator appears to the left of any rows grouped or above any columns grouped. Figure 50
shows a group indicator on the left of the first two rows of the spreadsheet have been

grouped.
File Edit View Insert Format Tools Data Window Help
B-EH= B Bam Y X & B -
i__Arial T |10 T B/ U ===¢=s
(A2E3 [+] & = = [01/01/2008 )
e
1 |date name arrives leaves hours
= , 0L/0L BErigitte 10:15 16:15 6.00
. 01/01/2008|Fritz 11:00 18:45 7.00
4 01/01/2008 Hans 8:15 19:00 10.00

Figure 50: Group indicator

Hiding details
To hide the details of any group of rows or columns:
1) Click on the minus (-) sign on the group indicator.

2) Alternatively, select a cell within the group and go to Data > Group and Outline > Hide
Details on the menu bar.

3) The rows or columns are hidden and the minus (-) sign becomes a plus (+) sign on the
group indicator.

Showing details
To show the details of any hidden groups or rows or columns:
1) Click on the plus (+) sign on the group indicator.

2) Alternatively, select a cell on each side of the hidden group and go to Data > Group and
Outline > Show Details on the menu bar.
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3) The hidden rows or columns are displayed and the plus (+) sign becomes a minus (-) sign
on the group indicator.

Ungrouping
To ungroup any groups of rows or columns:
1) Make sure the grouped rows or columns are displayed.

2) Go to Data > Group and Outline > Ungroup on the menu bar, or use the keyboard
combination Ctrl+F12.

3) Select either Rows or Columns to ungroup and click OK.

N Any hidden groups of rows or columns must be displayed. If they are hidden, then
ote the grouped rows or columns are deleted from your spreadsheet.

Not If there are nested groups, only the last group of rows or columns created is
ote ungrouped.

AutoOutline

If a selected cell range contains formulas or references, Calc automatically outlines the selection.
For example, in Figure 51 the cells for the 1st and 2nd quarters each contain a sum formula for the

three cells to their left. If you apply the AutoOutline command, the columns are grouped into two
quarters.

To apply the AutoOutline function, go to Data > Group and Outline > AutoOutline on the menu

bar. Calc will then check for cells that contain formulas or references and automatically group the
cells as necessary.

File Edit View Insert Format Tools Data Window

Help

E-BH= BER Y K& & B - &N by @
Liberationsans |~ | [10 [«] B F U|l==== @ﬁ. @lﬂ B %
B6 (v K E =
:“ = 1 = v
2

A c | o | E F G | H |
1 |Jan Feb Mar 1% Quarter  |Apr May Jun 2™ Quarter
2 100 120 130 350 100 100 200 400

Figure 51: Example of AutoOutline

Removing

To remove any cell groups of rows or columns, go to Data > Group and Outline > Remove on the
menu bar and any groups are removed.

Any cell group of rows or columns that are hidden, the grouping is removed from the cells and the
cells are displayed in your spreadsheet.

Filtering

Afilter is a list of conditions that each entry has to meet to be displayed. Calc provides three types
of filter:

Standard — specifies the logical conditions to filter your data.
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AutoFilter — filters data according to a specific value or string. Automatically filters the
selected cell range and creates one-row list boxes where you can choose the items that
you want to display.

Advanced — uses filter criteria from specified cells.

Applying a standard filter

A standard filter is more complex than AutoFilter. You can set as many as eight conditions as a
filter, combining them with the operators AND or OR. Standard filters are mostly useful for
numbers, although a few of the conditional operators can also be used for text.

1)
2)

3)
4)

Select a cell range in your spreadsheet.

Go to Data > Filter > Standard Filter on the menu bar to open the Standard Filter dialog
(Figure 52).

Specify the filter criteria and filtering options that you want to use.

Click OK to carry out standard filtering and close the dialog. Any records that match the
filter criteria and options that you specified are shown.

[ @ standard Filter

Filter criteria

Operator Field name Condition

|-none- g = 8 |

-none- - =

-none - . = 2 hd

-none- z = 3 i

eisioptionga | | e

[C] casesensitive

[C] Regular expression

[ Range contains column labels [] No duplication

[] Copyresultsto... | Keep filter criteria

-undefined -

=>]

Figure 52: Standard Filter dialog

The filter criteria used in standard filtering defines a filter by indicating the type of line, the name of
the field, a logical condition and a value or a combination of arguments.

Operator — for the following arguments, you can choose between the logical operators
AND / OR.

Field name — specifies the field names from the current table to set them in the argument.
You will see the column identifiers if no text is available for the field names.

Condition — specifies the comparative operators through which the entries in the Field
name and Value fields can be linked.

Value — specifies a value to filter the field. The Value list box contains all possible values
for the specified Field name. Select a value to be used in the filter, including Empty and
Not Empty entries.

Case sensitive — distinguishes between uppercase and lowercase letters when filtering the
data.
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¢ Range contains column labels — includes the column labels in the first row of a cell
range.

* Copy results to — select the check box and then select the cell range where you want to
display the filter results. You can also select a named range from the list.

* Regular expression — select to use wildcards in the filter definition. See LibreOffice Help
for a list of the regular expressions that LibreOffice supports. If selected, you can use
regular expressions in the Value field if the Condition list box is set to '=" EQUAL or '<>'
UNEQUAL. This also applies to the respective cells that you reference for an advanced
filter.

* No duplication — excludes duplicate rows from the list of filtered data.

* Keep filter criteria — select Copy results to and then specify the destination range where
you want to display the filtered data. If this box is checked, the destination range remains
linked to the source range. You must have defined the source range under Data > Define
range as a database range. You can also reapply the defined filter at any time by clicking
into the source range and then go to Data > Refresh Range.

File Edit View Insert Format Tools Data Window

B-EHs & ae% Y8 Xad- ¢

B2 [Arial [Zli[10 [zl B f U|l==
C3 v| & E = [11:00:00 AM
A | B H D | E
1 |date E| name arrives leaves E| hours E|
2_| 0UO0L2008] oo accending |16:15 6.00
= owvouz008 ; 18:45 7.00
3 01/01/2008| Sort Descending ' 19:00 10.00
5 | owov2008 1.0 | 14:00 2.75
6 | 01012008 13:45 2.75
7 | owuozsz008 EMPY |18:45 6.00
8 | 01/02/2008 Mot Empty ' 13:45 6.00
9 01/02/2008| : 17:30 8.25
“10 | owozzo008 Standard Filter... 18:30 7.00
11 | 01/02/2008| | 16:00 6.00
12 | owo32008|| g A |18:30 8.75
13 | 0w03/2008 . |14:30 5.50
14 | owoazoos|| © Friz 118:00 9.75
15 | 01/03/2008| |17:45 9.50
16 | 010312008 |18:30 9.25
17_| 01/06/2008 117:30 7.25
18 | 01/06/2008 |14:30 3.50
19 | 01/06/2008 |16:15 6.00
20 | 01/06/2008 | 15:45 5.00
21 | 0W06/2008 | 15:00 4.50
22 | 01/07/2008] — | 15:15 475
23 | ovo7/2008 | [ Al 8 (88 |[27:30 9.00
24 | 0w07/2008| | 15:45 6.00
25 | 01/07/2008| cummmrmms 13:45 5.75
26 | ovo7i2008) MO | Cncel | 114:30 5.75
27 | 01/08/2008 Brigite ' BI00| 16:00 7.25

Figure 53: AutoFilter example

Applying an AutoFilter

An AutoFilter adds a drop-down list to the top row of one or more data columns which lets you
select the rows to be displayed. The list includes every unique entry in the selected cells sorted
into lexical order (see http://sheepsystems.com/bookdog/HelpBook/LexicalOrder.html for an
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explanation of lexical order). AutoFilter can be used on multiple sheets without first defining a
database range.

1)

2)
3)

4)

Click in a cell range on your spreadsheet. If you want to apply multiple AutoFilters to the
same sheet, you must first define database ranges, then apply the AutoFilters to the
database ranges.

Go to Data > Filter > AutoFilter on the menu bar. An arrow button is added to the head of
each column in the database range.

Click the arrow or small triangle in the column that contains the value or string that you
want to set as the filter criteria (shown in Figure 53).

Select the value or string that you want to use as the filter criteria. The records that match
the filter criteria that you selected are then shown.

Applying an advanced filter

An advanced filter has a structure similar to a standard filter. The difference is that the Advanced
Filter arguments are not entered in a dialog. Instead, filters can be entered in a blank area of a
spreadsheet, then referenced by the filter dialog to apply the filters.

1) Select a cell range in your spreadsheet.
2) Go to Data > Filter > Advanced Filter on the menu bar to open the Advanced Filter dialog
(Figure 54).
3) In Read filter criteria from, select the named range, or enter the cell range that contains the
filter criteria that you want to use
4) Click OK to carry out advanced filtering and close the dialog. Any records that match the
filter criteria and options that you specified are shown.
#® Advanced Filter
Read filter criteria from
L undefined - B [ ] [g]
. Cancel
Options
[] Casesensitive [] Regular expressions
[+ Range contains column labels [] Noduplication
. S Less &
[] Copyresults to [« Keep fFilter criteria -
-undefined - 5 &=
Figure 54: Advanced Filter dialog
Note The options for advanced filtering are the same as those used for standard

filtering, see “Applying a standard filter” on page 73 for more information.

Sorting records

Sorting within Calc arranges the cells in a sheet using the sort criteria that you specify. Several
criteria can be used and a sort applies each criteria consecutively. Sorts are useful when you are

searching for a particular item and become even more useful after you have filtered data.

Also, sorting is useful when you add new information to a spreadsheet. When a spreadsheet is

long, it is usually easier to add new information at the bottom of the sheet, rather than adding rows

in their correct place. After you have added information, you can then sort the records to update

the spreadsheet.

Chapter 2 Entering, Editing, and Formatting Data

75



Sort dialog

To sort cells in a spreadsheet using the Sort dialog (Figure 55):
1) Select the cells to be sorted.

2) Go to Data > Sort on the menu bar to open the Sort dialog. Make sure the Sort Criteria

page is open.

3) Select the sort criteria from the drop-down lists. The selected lists are populated from the

selected cells.

4) Select either ascending order (A-Z, 1-9) or descending order (Z-A, 9-1).

5) Click OK and the sort is carried out on your spreadsheet.

[ @ sort

[50rt Criteria | Options|

Sort key 1

Ed ate =

Sort key 2

[- undefined -

sort key 3

- |

|-undefined - 2

Figure 55: Sort dialog — Sort Criteria page

@® Ascending

() Descending

@® Ascending
~ (O Descending

(& Ascending

(0 Descending

D]

'@ sort

Optinns.

sort criteria|

B Range contains column labels
B Include Formats
[] Enable natural sort

[] Copysortresults to:

|- undefined - = |

[Tl Custom sortorder

|Sun,Mon, Tue,Wed, Thu,Fri,Sat
Language Options

Default - English (USA) e |

Direction
@® Top to bottom (sort rows)

() Left toright (sort columns)

|
-

Lok | cancel |[ Help

|| Reset

Figure 56: Sort dialog — Options page

Sort options

On the Options page of the Sort dialog (Figure 56), you can set additional options:
* Case Sensitivity — sorts first by uppercase letters and then by lowercase letters. For Asian

languages, special handling applies.
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For Asian languages, select Case Sensitivity to apply multi-level collation. With
multi-level collation, entries are first compared in their primitive forms with their
cases and diacritics ignored. If they evaluate as the same, their diacritics are taken
into account for the second-level comparison. If they still evaluate as the same,
their cases, character widths, and Japanese Kana difference are considered for
the third-level comparison.

Note

* Range contains columni/row labels — omits the first row or the first column in the
selection from the sort. The Direction setting at the bottom of the dialog defines the name
and function of this check box.

* Include formats — preserves the current cell formatting.

* Enable natural sort — natural sorting is a sort algorithm that sorts string-prefixed numbers
based on the value of the numerical element in each sorted number, instead of the
traditional way of sorting them as ordinary strings. For instance, assume you have a series
of values such as, Al, A2, A3, A4, A5, A6, ..., A19, A20, A21. When you put these values
into a range of cells and run the sort, it will become A1, All, A12, A13, ..., A19, A2, A20,
A21, A3, A4, A5, ..., A9. While this sorting behavior may make sense to those who
understand the underlying sorting mechanism, to the rest of the population it seems
completely bizarre, if not outright inconvenient. With natural sorting selected, values such
as the ones in the above example are sorted correctly, which improves the convenience of
sorting operations in general.

* Copy sort results to — copies the sorted list to the cell range that you specify. Select a
named cell range where you want to display the sorted list, or enter a cell range in the input
box.

* Custom sort order — select this option and then select the custom sort order that you want
to apply. To define a custom sort order, go to LibreOffice > Preferences > LibreOffice
Calc > Sort Lists.

* Language — select the language for the sorting rules.

* Options — select a sorting option for the language. For example, select the "phonebook"
option for German to include the umlaut special character in the sorting.

* Top to Bottom (Sort Rows) — sorts rows by the values in the active columns of the
selected range.

* Left to Right (Sort Columns) — sorts columns by the values in the active rows of the
selected range.

Quick sort
If the columns in your spreadsheet have a header with a text format, you can use a quick sort.

1) Select a cell or a cell range to be sorted.

i i
2) Click the Sort Ascending t‘g’ or Sort Descending ﬂé’ icons on the Standard toolbar.

Find and replace

Calc has two ways to find text within a document: the Find toolbar and the Find & Replace dialog.

Find v X
# |Find - [] Makch case @

Figure 57: Find toolbar
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Find toolbar

1) Go to View > Toolbars > Find on the menu bar, or go to Edit > Find on the menu bar, or
use the keyboard shortcut Ctrl+F to open the Find toolbar (Figure 57). By default the Find
toolbar is docked in the lower left-corner of the Calc window. You can undock the toolbar
and move it to where you choose.

2) Type a search term in the Find box.

3) Select Match Case to refine your search. For example, Owner is your search term and
selecting Match Case will only find Owner and will not find owner.

4) Click the Find Next '"\119 or Find Previous ‘ﬂh icons. To find other occurrences of the same
term, continue clicking the icon.

Find & Replace dialog

@ o Find & Replace

Search for
Find

[ |+

Find All

Replace with

[ o)

Replace

Replace all

Matkch case
Entire cells

|
]
uéothergptiuns

| Current selection only

[] Backwards

®

Regular expressions

] search For Cell Skyles

8

Match character width

[] sounds like (Japanese)

] similarity search

Search direction @& Rows
() Columns

[7] searchin all sheets

ey || come

Figure 58: Find & Replace dialog
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Finding

1) Go to Edit > Find & Replace on the menu bar, or use the keyboard shortcut Ctrl+H, or
select the Find & Replace ﬁ icon on the Find toolbar to open the Find & Replace dialog
(Figure 58).

2) Enter or select the search criteria in the Search for box.

3) If necessary, click on Other Options so that you can increase the number of search filters
that you can apply to your search.

4) Click Find to locate the first instance of the search criteria you entered.

5) Click Find again to locate the next instance of your search criteria.

6) Click Find All to locate all instances of your search criteria. The instances of your search
criteria will be highlighted in the spreadsheet.

Replacing

1) Go to Edit > Find & Replace on the menu bar, or use the keyboard shortcut Ctrl+H, or
select the Find & Replace H icon on the Find toolbar to open the Find & Replace dialog
(Figure 58).

2) Enter or select the search criteria in the Search for box.

3) Enter or select the replace criteria in the Replace with box.

4) If necessary, click on Other Options so that you can increase the number of search filters
that you can apply to your find and replace.

5) Click Replace to locate and replace the first instance of the search criteria you entered with
your replacement criteria.

6) Click Replace again to locate and replace the next instance of the search criteria you
entered with your replacement criteria.

7) Click Replace All to locate and replace all instances of the search criteria you entered with
your replacement criteria.

Use Replace All with caution; otherwise, you may end up with some highly
Note embarrassing mistakes. A mistake with Replace All might require a manual, word-

by-word search to fix, if it is not discovered in time to undo it.

Find & Replace options
The options available to refine your find and replace are as follows:

Search for — enter the text that you want to search for, or select a previous search from the
list.

Replace with — enter the replacement text, or select a recent replacement text or style
from the list.

Match case — distinguishes between uppercase and lowercase characters.
Entire Cells — searches for whole words or cells that are identical to the search text.
Current selection only — searches only the selected text or cells.

Backwards — search starts at the current cursor position and goes backwards to the
beginning of the file.

Regular expressions — select to use wildcards in your search. See LibreOffice Help for
more information on the use of regular expressions.

Similarity Search — find terms that are similar to the Search for text. Select this checkbox,
and then click the ... button to define the similarity options.
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Search for Styles — searches for text formatted with the style that you specify. Select this
option and then select a style from the Search for list. To specify a replacement style,
select a style from the Replace with list.

Match character width — distinguishes between half-width and full-width character forms;
only available if Asian languages are enabled.

Sounds like (Japanese) — specify the search options for similar notation used in Japanese
text. Select this option, and then click the ... button to specify the search options. This
option is only available if Asian languages are enabled.

Search in — select either Formulas, Values, or Notes to search for the characters that you
specify in values, in the results of formulas, or in notes.

Search direction — determines the order for searching the cells.
Search in all sheets — searches through all of the sheets in the current spreadsheet file.
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Introduction

Charts and graphs can be powerful ways to convey information to the reader. LibreOffice Calc
offers a variety of different chart and graph formats for your data.

Using Calc, you can customize charts and graphs to a considerable extent. Many of these options

enable you to present your information in the best and clearest manner.

For readers who are interested in effective ways to present information graphically, two excellent
introductions to the topic are William S. Cleveland’s The elements of graphing data, 2nd edition,
Hobart Press (1994) and Edward R. Tufte’'s The Visual Display of Quantitative Information, 2nd
edition, Graphics Press (2001).

Chart Wizard

Calc uses a Chart Wizard to create charts or graphs from your spreadsheet data. After the chart
has been created as an object in your spreadsheet, you can then change the chart type, adjust

data ranges and the edit the chart using the functions available in the Chart Wizard. Each change
you make using is automatically reflected in the chart object placed onto your spreadsheet. This is

described in the following sections.

Creating charts and graphs

To demonstrate the process of creating charts and graphs in Calc, we will use example data as
shown in Figure 59 to create a chart.

File Edit View Insert Format Tools Data Wi
B-ZH= - BE&R Yk X8
@7 i__l_iberation sans T i-_10 _T' B /7 U

| A2:D8 (| B = |
1 Equipment Rentals
: Canoes Boats Motors
12 23 47
9| 31 54
14 27 56
17 28 48
13 19 39
g 27| 52

Figure 59: Example data for creating a chart

1) Select the cells containing the data to be included in the chart by highlighting (Figure 59).

The selection does not need to be in a single block as in Figure 59; you can also choose
individual cells or groups of cells (columns or rows). See Chapter 1 Introducing Calc for
more information about selecting cells and ranges of cells.

2) Go to Insert > Chart on the main menu bar, or click the Chart icon |_ on the Standard
toolbar to open the Chart Wizard dialog (Figure 60). A sample chart is created using the
selected data and is placed onto the spreadsheet as an object (Figure 61).
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#® Chart Wizard

Steps Choose a chart type
1. Chart Type |E= Bar |
2.Data Range a Pie
: k= Area
3.Data Series 2% Line
4. Chart Elements | XY (Scatter) MNormal
|[*# Bubble S .
B Net [ 3DLook |Realistic s
|ii Stock
|l Column and Line Shape
Cylinder
Cone ‘
Pyramid

o [ onees (SR ore

Figure 60: Chart Wizard dialog — selecting chart type
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Figure 61: Example chart automatically created using Chart Wizard

If you want to plot any unconnected rows or columns of data, select the first data
series, then hold down the Ctrl key and select the next series. The two data series
you are selecting must be in separate columns or rows. Otherwise Calc will assume
that you are adding to the same data series.

Before opening the Chart Wizard, place the cursor or select a cell anywhere in the
area of the data. The Chart Wizard will then guess the range of the data to create a
sample chart. Just be careful that you have not included the title of your chart when
you make your selection.

Tip
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Selecting chart type

Calc offers a choice of ten basic chart types and the options available vary according to the type of
chart you select.

The initial chart created using the Chart Wizard is a normal column chart and by default it is a 2D
chart. This is highlighted with a surrounding border in the preview box in Figure 60 and the chart
name is shown below the preview.

To change the chart type:

1) Select the type of chart from the list in Choose a chart type (Figure 60).

2) Select a chart icon in the preview box and check to see if it is the chart type you require.
For more information on chart types, see “Gallery of chart types” on page 108.

3) For Column, Bar, Pie or Area chart types only and if you want to use a 3D chart, select the
checkbox 3D Look and select the type of 3D view for your chart (Realistic or Simple).

4) Select the options you want to use for your chart. The options available are dependent of
the type of chart selected.

5) Click Next>> to move onto the next step in creating an example chart and make changes
to the data range and axes labels (Figure 62).

6) If you are satisfied with your chart, click Finish to close the Chart Wizard and create an
example chart object on your spreadsheet.

To demonstrate the process of creating charts using the following sections, please

Note leave the chart type as 2D column normal.

@& Cchart Wizard

Steps Choose a data range

Dat
1. Chart Type sl —_—

Sheet1.5A52:5D58 lg |
2.Data Range [S EctL 5852 D5 HLJ
3.Data Series

4. Chart Elements

() Data series in rows

® Data series in columns

& Firstrow as label

®& First column as label

Help [ << Back ‘ l Next>> I “ Cancel |

Figure 62: Chart Wizard dialog — selecting data range

Data range and axes labels

In the Data Range step of the Chart Wizard (Figure 62), you can manually correct any mistakes
you have made in selecting the data for your chart, how your chart is plotted and how to label your
chart.

1) If necessary, change the rows and columns used as data for your chart by editing the cell
references in the Data range text box.
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2) Select whether to plot chart data by using either rows or columns as the data series. This is
useful if you use a chart type such as Donut or Pie to display your data.

3) Select whether to use the first row, or first column, or both, as labels for the axes of the
chart.

4) Click Next>> to move onto the next step in creating an example chart and make changes
to the data series (Figure 63).

5) If you are satisfied with your chart, click Finish to close the Chart Wizard and create an
example chart object on your spreadsheet.

A data range may consist of more than one region in a spreadsheet, for example
"$Sheetl.A1:A5;$Sheetl.D1:D5" is also a valid data range.

Note If you want a data range of multiple cell areas that are not next to each other, enter
the first range, then manually add a semicolon at the end of the text box, then enter
the other ranges. Use a semicolon as delimiter between ranges.

@ chart wizard )
Steps Customize data ranges for individual data series
1 chiart Tioa Data series Data ranges

) " Canoes Name $Sheet1.5B52

2.Data Range Boats Y-Values $Sheet1.SBS3:5BS8
3. Data Series Motors

4.Chart Elements

Range for Name

ssheet1.5852 | @
[ Add l A | categories .
| Remove | E] $Sheet1.5A$3:5A58 ) 5

T [ << Back ‘ I Next >> ] w . Cancel |

Figure 63: Chart Wizard dialog — selecting data series

Data series

On the Data Series page of the Chart Wizard (Figure 63) you can change the source range of all
data series separately, including their labels. You can also change the range of the categories and
remove unnecessary data series or add data series from other cells.

Each named data series has its ranges and its individual Y-values listed. This is useful if you have
very specific requirements for data in your chart, as you can include or leave out these ranges.

In the Data series list box you see a list of all data series in the current chart.

1) To organize the data series, select an entry in the Data series list.

2) Click Add to add another data series below the selected entry. The new data series has the
same type as the selected entry.

3) Click Remove to remove the selected entry from the Data series list.

4) Use the Up and Down buttons to move the selected entry in the list up or down. This does

not change the order in the data source table, but changes only the arrangement in the
chart.
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5)
6)
7

8)

Chart tite — 4 —————*

and subtitle

Axis name | -

To change the cell reference that is used to name a data series, select an entry in the Data
series list and edit the cell reference in the Range for Name text box.

To change the cell reference that is to give a category in a data series, select an entry in
the Data series list and edit the cell reference in the Categories text box.

Click Next>> to move onto the next step in creating an example chart and make changes
to the chart elements (Figure 65).

If you are satisfied with your chart, click Finish to close the Chart Wizard and create an
example chart object on your spreadsheet.
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First Half 2012

Chart legend

S
| L L

60 /
’
- 50 / ! .W7
40 / \ H Boats )
30
20

Motors

gy

P ™~ Chart wall

Ll 1 |

Thousands

] 0 B
. /’/' Jan Feb Mar Apr May Jun \ B

. - Ghart floor &
; . i . , 1 ’ art floor for
Axes Iaﬁ 3D charts only

Figure 64: Chart elements

Chart elements

The chart elements for 2D and 3D charts are shown in Figure 64.

The chart wall contains the graphic of the chart displaying the data.
The chart area is the area surrounding the chart graphic.
The chart floor is only available for 3D charts.

The chart title and subtitle, chart legend, axes labels and axes names are in the chart area
and can be added when using the Chart Wizard to create a chart.

On the Chart Elements page (Figure 65), you can add or change the titles, axes names and grids.
Use a title that draws the attention of viewers to the purpose of the chart and what you want them
to see. Figure 64 shows the various chart elements that can be placed onto a chart.

1)

2)
3)

4)

Enter a title and subtitle you want to use in the Title and Subtitle text boxes. For example,
a better title for this example chart might be The Performance of Motor and Other Rental
Boats.

Enter a name you want to use in the X axis and Y axis text boxes, for example,
Thousands for the Y axis. The Z axis text box is only active if you are creating a 3D chart.
Select the Display legend checkbox and where you want the legend displayed on your
chart — Left, Right, Top or Bottom.

In Display grids, select the X axis or Y axis checkboxes to display a grid on your chart. The
Z axis checkbox is only active if you are creating a 3D chart. Grid lines are not available for
pie charts.
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5) Click Finish to close the Chart Wizard and create an example chart object on your
spreadsheet.

#® Chart Wizard

Steps Choose titles, legend, and grid settings
1. Chart Type Title | | & Display legend
2.Data Range subtitle | | O Left
3.Data Series @ Right
X axis [ l ) Top

Y axis [ l () Bottom

Z axis

Display grids

[[] Xaxis & Y axis @ zaxis

Figure 65: Chart Wizard dialog — selecting and changing chart elements

Clicking Finish closes the Chart Wizard, but the chart is still in edit mode and you
Note can still modify it. Click outside the chart in any cell or a data series to complete the
chart creation.

Editing charts and graphs

After you have created a chart, you may find that data has changed or you would like to improve
the look of the chart. Calc provides tools for changing the chart type, chart elements, data ranges,
fonts, colors, and many other options, and this is described in the following sections.

Changing chart type

You can change the chart type at any time.

1) Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.

2) Go to Format > Chart Type on the main menu bar, or click the Chart Type icon on the
Formatting toolbar, or right-click on the chart and select Chart Type from the context menu
to open the Chart Type dialog. This is similar to the Chart Wizard dialog shown in Figure 60
on page 84.

3) Select a replacement chart type you want to use. For more information, see “Selecting
chart type” on page 84.

4) Click OK to close the dialog.
5) Click outside the chart to leave edit mode.
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Editing data ranges or data series

If the data range or data series has changed in your spreadsheet, you can edit them in your chart.

1)

2)

3)
4)

5)
6)

Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.

Go to Format > Data Ranges on the main menu bar, or right-click on the chart and select
Data Ranges from the context menu to open the Data Ranges dialog. This dialog has
similar pages to the Chart Wizard dialogs shown in Figure 62 on page 84 and Figure 63 on
page 85.

To edit the data range used for the chart, click on the Data Range tab. For more
information, see “Data range and axes labels” on page 84.

To edit the data series used for the chart, click on the Data Series tab. For more
information, see “Data series” on page 85.

Click OK to close the dialog.
Click outside the chart to leave edit mode.

Basic editing of chart elements

Basic editing of the title, subtitle and axes names in your chart is as follows. For more advanced
editing, see the following sections.

1)
2)
3)

4)
5)

Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.

Go to Insert > Titles on the main menu bar, or right-click in the chart area and select Insert
Titles from the context menu to open the Titles dialog. This dialog is similar to the Chart
Wizard dialog shown in Figure 65 on page 87.

Edit the text shown in the various text boxes.
Click OK to close the dialog.
Click outside the chart to leave edit mode.

Adding or removing chart elements

Titles, subtitles and axes names

Adding a title, subtitle or axes names to your chart is the same procedure as given in “Basic editing
of chart elements” above. To remove a title, subtitle or axes names from your chart:

1) Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.
2) Open the Titles dialog as above and delete the text from the various text boxes.
3) Click OK to close the dialog.
4) Click outside the chart to leave edit mode.
Legends
To add a legend to your chart:
1) Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.
2) GotoInsert > Legend on the main menu bar to open the Legend dialog. This dialog is
similar to the Display legend section on the Chart Wizard dialog shown in Figure 65 on
page 87.
3) Select the Display legend checkbox and where you want the legend displayed on your

chart — Left, Right, Top or Bottom.
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4)

Click OK to close the dialog.

5) Alternatively, right-click in the chart area and select Insert Legend from the context menu

6)

to insert a legend in the default position on the right side of the chart.
Click outside the chart to leave edit mode.

To remove a legend from your chart:

1)

2)
3)
4)
5)
6)

Axes

Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.

Go to Insert > Legend on the main menu bar to open the Legend dialog.
Deselect the Display legend checkbox.
Click OK to close the dialog.

Alternatively, right-click in the chart area and select Delete Legend from the context menu.

Click outside the chart to leave edit mode.

To add an axis to your chart:

1)
2)
3)

4)
5)

Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.

Go to Insert > Axes on the main menu bar, or right-click on the chart and select
Insert/Delete Axes from the context menu to open the Axes dialog (Figure 66).

Select the axes checkboxes that you want to use on your chart. The Z axis checkbox is
only active if you are creating a 3D chatrt.

Click OK to close the dialog.
Click outside the chart to leave edit mode.

To remove an axis from your chart:

1)
2)

3)
4)

Grids

Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.

Open the Axes dialog as above and deselect the checkboxes for the axes you want to
remove.

Click OK to close the dialog.
Click outside the chart to leave edit mode.

[ @ Axes
Axes [ ]
& ¥ axis l Cancel l
Z axis l Help l
Secondary axes
[] Xaxis
[] ¥ axis

Figure 66: Axes dialog

The visible grid lines can help to estimate the data values in the chart. The distance of the grid
lines corresponds to the interval settings in the Scale tab of the axis properties.
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Grid lines are not available for pie charts.

To add a grid to your chart:

1)
2)
3)

4)
5)

Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.

Go to Insert > Grids on the main menu bar to open the Grids dialog. This is the same
dialog as the Axes dialog (Figure 66), but it is titled Grids.

Select the grid checkboxes that you want to use on your chart. The Z axis checkbox is only
active if you are creating a 3D chart.

Click OK to close the dialog.
Click outside the chart to leave edit mode.

To remove a grid from your chart:

1)
2)

3)
4)

Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.

Open the Grids dialog as above and deselect the checkboxes for the grids you want to
remove.

Click OK to close the dialog.
Click outside the chart to leave edit mode.

Data labels

Data labels put information about each data point on the chart. They can be very useful for
presenting detailed information, but you need to be careful not to create a chart that is too cluttered
to read.

[ @ Data Labels for all Data Series

& show value as number [ Number format... l

& Show value as percentage l Percentage format... l

& show category

Separator |Space =

Placement |Above &

Rotate Text
e \ : l § //

-  ABCD

0 _- - | Degrees

f et

¥

- B
/l"|\\

Text direction [Use superordinate object settings & ]

Figure 67: Data Labels dialog

The text for data labels is taken from the spreadsheet data and it cannot be changed

Note here. If the text needs to be abbreviated, or if it did not label your graph as you were

expecting, you need to change it in the original data table.

To add data labels to your chart:

1) Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.
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2)

3)
4)

5)
6)

7

Select the data series on your chart that you want to label. If you do not select a data
series, then all data series on your chart will be labelled.

Go to Insert > Data Labels on the menu bar to open the Data Labels dialog (Figure 67).

Select the options that you want to use for data labels. The options available for data labels
are explained below.

Click OK to close the dialog.

Alternatively, right-click on the selected data series and select Insert Data Labels from the
context menu. This method uses the default setting for the data labels.

Click outside the chart to leave edit mode.

To remove data labels from you chart:

1)

2)
3)

4)

5)
6)

7

8)

Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.

Select the data labels on your chart that you want to remove.

Go to Insert > Data Labels on the menu bar, or right-click on the data labels and select
Format Data Labels from the context menu to open the Data Labels dialog (Figure 67).

Make sure Data Labels page is selected in the dialog and deselect all the options for the
data labels that you want to remove.

Click OK to close the dialog and remove the data labels.

Alternatively, right-click on the data series and select Delete Data Labels from the context
menu.

Repeat the above steps to remove more data labels because you can only remove one
data series at a time.

Click outside the chart to leave edit mode.

The options available for data labels in the Data Labels dialog are as follows.

Show value as humber — displays the numeric values of the data points. When selected,
this option activates the Number format button.

Number format — opens the Number Format dialog, where you can select the number
format. This dialog is very similar to the one for formatting numbers in cells, see Chapter 2
Entering, Editing, and Formatting Data for more information.

Show value as percentage — displays the percentage value of the data points in each
column. When selected, this option activates the Percentage format button.

Percentage format — opens the Number Format dialog, where you can select the
percentage format. This dialog is very similar to the one for formatting numbers in cells, see
Chapter 2 Entering, Editing, and Formatting Data for more information.

Show category — shows the data point text labels.
Show legend key — displays the legend icons next to each data point label.

Separator — selects the separator between multiple text strings for the same object (if at
least two options above are selected).

Placement — selects the placement of data labels relative to the objects.

Rotate Text — click in the dial to set the text orientation for the data labels or enter the
rotation angle for the data labels.

Text Direction — specify the text direction for a paragraph that uses Complex Text Layout
(CTL). This feature is only available if CTL support is enabled.

Trend lines

When you have a scattered grouping of points in a graph, you may want to show the relationship of
the points by using a trend line. Calc has a good selection of regression types you can use for
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trend lines: linear, logarithm, exponential, and power. Choose the type that comes closest to

passing through all of the points.

Trend lines can be added to all 2D chart types except for pie and stock charts. If a data series is

selected, a trend line is inserted for that data series only. If no data series are selected, trend lines

are inserted for all data series.

When inserted, trend lines are automatically shown in the chart legend.

@ Trend Lines for all Data Series

Regression Type

O None
[ O Linear
®L
O Exponential
O Power

Equation

[] Show equation

[_] show coefficient of determination (R?)

Cancel
Help

Figure 68: Trend Lines dialog

To insert trend lines to your chart:

1) Select the chart by double-clicking on it to enter edit mode. The chart should now be

surrounded by a gray border.

2) Select the data series on your chart that you want to use to insert trend lines. If you do not

select a data series, then trend lines for all data series on your chart will be inserted.

3) Toinsert trend lines for all data series, go to Insert > Trend Lines on the main menu bar to

open the Trend Lines dialog (Figure 68).

4) Toinsert a trend line for a single data series, select a data series then go to Insert > Trend
Lines on the main menu bar, or right-click on the data series and select Insert Trend Line

from the context menu to open the Trend Lines dialog for the selected data series.

The dialog to insert a trend line for a single data series is similar to the dialog for all
Note data series (Figure 68), but has a second page called Line where you can select the
formatting for the trend line (style, color, width, and transparency).

5) Select the type of trend line that you want to insert — Linear, Logarithmic, Exponential, or

Power.

6) To show the equation or coefficient of determination used to calculate the trend lines, select

the options Show equation and/or Show coefficient of determination (R?).
7) Click OK to close the dialog and the trend lines are placed onto your chart.

8) Click outside the chart to leave edit mode.
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When inserted, a trend line has the same color as the corresponding data series. To
Note change the trend line properties, right-click on the trend line and select Format
Trend Line on the context menu to open the Line page of the Trend Lines dialog.

To show the equation or the coefficient of determination and the equation after a trend line has
been inserted, right-click on the trend line and select Insert Trend Line Equation or Insert R? and
Trend Line Equation from the context menu. For more information on the equations, see the topic
Trend Lines in the LibreOffice Calc Help.

When you select a trend line, the information for the trend line is shown in the Status Bar, which is
normally located at the bottom of the spreadsheet.
To delete trend lines from your chart:

1) Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.

2) To delete all trend lines, go to Insert > Trend Lines on the main menu bar to open the
Trend Lines dialog and select None then click OK.

3) To delete a single trend line, right-click on the data series and select Delete Trend line
from the context menu.

Mean value lines

Mean value lines are special trend lines that show the mean value and can only be used in 2D
charts. If a data series is selected, a mean value line is inserted for that data series only. If no data
series are selected, mean value lines are inserted for all data series.

When you insert mean value lines into your chart, Calc calculates the average of each selected
data series and places a colored line at the correct level in the chart. The colored line uses the
same color as that used for the data series.

To insert mean value lines on your chart:

1) Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.

2) Select the data series on your chart that you want to use to insert mean value lines. If you
do not select a data series, then mean value lines for all data series on your chart will be
inserted.

3) To insert mean value lines for all data series, go to Insert > Mean Value Lines on the main
menu bar.

4) To insert a mean value line for a single data series, select a data series then go to Insert >
Mean Value Lines on the main menu bar, or right-click on the data series and select Insert
Mean Value Line from the context menu.

5) Click outside the chart to leave edit mode.

To delete mean value lines from your chart:

1) Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.

2) Select the mean value line you want to delete and press the Delete key, or right-click on the
data series and select Delete Mean Value Line from the context menu.

3) Click outside the chart to leave edit mode.

X or Y error bars

Use the X and Y error bars to display error bars for 2D charts only. If a data series is selected, an X
or Y error bar is inserted for that data series only. If no data series are selected, X or Y error bars
are inserted for all data series.
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If you are presenting data that has a known possibility of error, such as social surveys using a
particular sampling method, or you want to show the measuring accuracy of the tool you used, you
may want to show error bars on the chart.

To insert error bars to your chart:

1)

Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.

# X Error Bars for all Data Series

Error Category Error Indicator
® None @® Positive and Negative cancel
() ConstantValue

E' ) Positive Help
(C) Percentage
() |standard Deviation = E' O) Negative

() cell Range

Parameters

Paositive (+) 0.0 =
Negative (-) 0.0 =

[7] same value for both

Figure 69: Error Bars dialog

2)
3)

4)

5)

6)
7

Select the data series on your chart that you want to use to insert error bars. If you do not
select a data series, then error bars for all data series on your chart will be inserted.

To insert error bars for all data series, go to Insert > X Error Bars or Insert > Y Error Bars
on the main menu bar to open the Error Bars dialog (Figure 69).

To insert error bars for a single data series, select a data series then go to Insert > X Error
Bars or Insert > Y Error Bars on the main menu batr, or right-click on the data series and
select Insert X Error Bars or Insert Y Error Bars from the context menu to open the Error
Bars dialog.

Select the required options in Error Category, Error Indicator or Parameters to use for the
error bars. More information on the options for error bars is given below.

Click OK to close the dialog and insert the error bars onto your chart.
Click outside the chart to leave edit mode.

To delete error bars from your chart:

1)
2)
3)
4)

5)

Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.

To delete error bars for all data series, go to Insert > X Error Bars or Insert > Y Error
Bars on the main menu bar to open the Error Bars dialog (Figure 69) and select None in
Error Category.

Click OK to close the dialog and delete the error bars from your chart.

To delete error bars from a single data series, right-click on the data series and select
Delete X Error Bars or Delete Y Error Bars from the context menu.

Click outside the chart to leave edit mode.

Several options are provided on the X or Y Error Bars dialog. You can select only one error
category at a time. You can also select whether the error indicator shows both positive and
negative errors, or only positive or only negative.
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Constant value — you can have separate positive and negative values.
Percentage — choose the error as a percentage of the data points.

The drop-down list has four options as follows:

- Standard error

- Variance — shows error calculated on variance

- Standard deviation — shows error calculated on standard deviation
- Error margin — you designate the error

Cell Range — calculates the error based on cell ranges you select. The Parameters section
at the bottom of the dialog changes to allow selection of the cell ranges.

Formatting charts and graphs

Calc provides many options for formatting and fine-tuning the appearance of your charts. To enter
formatting mode for your chart:

Selecting chart elements

Depending on the purpose of your document, for example a screen presentation or a printed
document for a black and white publication, you might wish to have more detailed control over the
different chart elements to give you what you need.

To select a chart element:

1)

2)

3)

Note

Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.

Select the chart element that you want to format and the chart element will be highlighted
with selection squares or a border of square selection handles. Each chart element has its
own formatting options and these are explained below.

Go to Format on the main menu bar and select the relevant option, or right-click to display
a context menu relevant to the selected element to open the relevant formatting dialog.

If your chart has many elements, it is recommended to turn on tooltips in Tools >
Options > LibreOffice > General. When you hover a cursor over an element, Calc
will display the element name which will making it easier in selecting the correct
element. The name of the selected element also appears in the Status Bar.

Formatting options

Format Selection — opens a dialog where you can specify the area fill, borders,
transparency, characters, fonts, and other attributes of the selected element on the chart.

Position and Size — opens the Position and Size dialog (see “Position and Size dialog” on
page 106).

Arrangement — provides two options: Bring Forward and Send Backward, of which only
one may be active for some items. Use these options to arrange overlapping data series.

Title — formats the titles for the chart and chart axes.
Legend — formats how the legend appears and positioned on the chart

Axis — formats the lines that create the chart as well as the font of the text that appears on
both the X and Y axes.
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* Grid — formats the lines that create a grid for the chart.
¢ Chart Wall, Chart Floor, or Chart Area — formats how the chart wall, chart floor and chart
area appear on your chart. Note that the chart floor is available for 3D charts.

* Chart Type — changes what type of chart is displayed and whether it is 2D or 3D chatrt.
Note that only column, bar, pie and area charts can be displayed as a 3D chart.

¢ Data Ranges — explained in “Data range and axes labels” on page 84 and “Editing data
ranges or data series” on page 88.

* 3D View — formats 3D charts and is only available for 3D charts (see page 97).

Moving chart elements

You may wish to move or resize individual elements of a chart, independent of other chart
elements. For example, you may wish to reposition the legend from its default position on the right
of the chart to below the chart. Pie charts also allow moving of individual wedges of the pie as well
as exploding the entire pie. However, you cannot move an individual point or data series.

1) Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.

2) Move the cursor over the chart element you want to move, then click and drag to move the
element. If the element is already selected, then the cursor changes to the move icon
(normally a small hand), then click and drag to move the element.

3) Release the mouse button when the element is in the desired position.

If your chart is a 3D chart, then round selection handles appear when a 3D chart
element is selected. These round selection handles control the 3D angle of the

Note element. You cannot resize or reposition the element while the round selection
handles are showing. Use Shift+Click to get the square selection handles and you
can now resize and reposition your 3D chart graphic.

Changing chart area background
The chart area is the area surrounding the chart graphic, including the main title, subtitle and
legend.

1) Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.

2) Go to Format > Chart Area on the main menu bar or right-click in the chart area and select
Format Chart Area from the context menu to open the Chart Area dialog (Figure 70).

3) Select the desired formatting from the Borders, Area and Transparency pages.
4) Click OK to close the dialog and save your changes.

Changing chart graphic background

The Chart Wall is the area that contains the chart graphic.

1) Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.

2) Go to Format > Chart Wall on the main menu bar or right-click in the chart area and select
Format Chart Area from the context menu to open the Chart Wall dialog. This dialog is
similar to the Chart Area dialog in Figure 70.

3) Select the desired formatting from the Borders, Area and Transparency pages.
4) Click OK to close the dialog and save your changes.
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Figure 70: Chart Area dialog

Changing colors

If you want to modify the color scheme from the default, or you want to add extra chart colors for
charts in all your documents, go to Tools > Options > Charts > Default Colors top make the
changes. Changes made in this dialog affect the default chart colors for any chart you make in the
future. See the Getting Started Guide for more information on changing colors.

3D charts

The 3D View dialog (Figure 71) has three pages:

* Perspective — where you can change the perspective of the chart.

* Appearance — Select whether to use a simple or realistic scheme for your 3D chart.
* lllumination — controls the light source that illuminates your 3D chart and where the

shadows wiill fall.

[ & 3D View

X rotation
Y rotation

Z rotation

B Perspective

lPerspectivE|Appearance Illumination|

11degrees :

20% &l

BBk [ conel | 1ieb

Figure 71: 3D View dialog — Perspective page
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Rotation and perspective
To rotate a 3D chart or change its perspective view:

1)
2)
3)

4)
5)

Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.

Go to Format > 3D View on the main menu bar or right-click in the chart area and select
3D View from the context menu to open the 3D View dialog (Figure 71).

Click on the Perspective tab to open the page.
Enter the required settings for Right angled axes and Perspective.
Click OK to close the dialog and save your changes.

Some hints for using the Perspective page:

Set all angles to 0 for a front view of the chart. Pie charts and donut charts are shown as
circles.

With Right-angled axes enabled, you can rotate the chart contents only in the X and Y
direction; that is, parallel to the chart borders.

An X value of 90, with Y and Z set to 0, provides a view from the top of the chart. With X set
to =90, the view is from the bottom of the chart.

Rotation is applied in the following order: X-axis first, then Y-axis, and Z-axis last.

When shading is enabled and you rotate a chart, the lights are rotated as if they are fixed to
the chart.

The rotation axes always relate to the page, not to the axes of the chart. This is different
from some other chart programs.

Select the Perspective option to view the chart in central perspective as through a camera
lens instead of using a parallel projection. Set the focus length with the spin button or type
a number in the box. 100% gives a perspective view where a far edge in the chart looks
approximately half as big as a near edge.

Rotating 3D charts interactively

In addition to using the Perspective page of the 3D View dialog to rotate 3D charts, you can also
rotate 3D charts interactively.

1) Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.
2) Select the Chart Wall and round selection handles appear.
3) Hover the mouse cursor over a corner handle and the cursor changes to a rotation icon.
4) Press and hold the left mouse button and drag the direction you want. A dashed outline of
the chart is visible while you drag to help you see how the result will look.
5) Release the mouse button when satisfied.
Appearance
Use the Appearance page to modify some aspects of the appearance of a 3D chart.
1) Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.
2) Go to Format > 3D View on the main menu bar or right-click in the chart area and select
3D View from the context menu to open the 3D View dialog (Figure 72).
3) Click on the Appearance tab to open the page.
4) Select a scheme from the Scheme drop down list box — Realistic (default) or Simple. When

you select a scheme, the options and the light sources are set accordingly.
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Figure 72: 3D View dialog — Appearance page

5) If necessary, select or deselect a combination of Shading, Object borders, or Rounded
edges that is not given by the Realistic or Simple schemes to create a Custom scheme.

6) Click OK to close the dialog and save your changes.

Some hints for the Appearance page. Depending on the scheme selected, not all options are
available.

* Select Shading to use the Gouraud method for rendering the surface. Otherwise, a flat
method is used. The flat method sets a single color and brightness for each polygon. The
edges are visible, soft gradients and spot lights are not possible. The Gouraud method
applies gradients for a smoother, more realistic look. See the Draw Guide for more
information on the use of shading.

* Select Object borders to draw lines along the edges.
* Select Rounded edges to smooth the edges of box shapes.

Illumination

Use the lllumination page (Figure 73) to set the light sources for the 3D view. See the Draw
Guide for more information on setting the illumination.

'@ 3D View

|Perspective Appearancelllluminatiun

Light source

BEee
leJ (e
Ambient light

e
—

[ OK Hgancel” Help ]

Figure 73: 3D View dialog — lllumination page

1) Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.

2) Go to Format > 3D View on the main menu bar or right-click in the chart area and select
3D View from the context menu to open the 3D View dialog (Figure 73).

3) Click on the lllumination tab to open the page.
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4) Click any of the eight buttons to switch a directed light source on or off. By default, the
second light source is switched on. It is the first of seven normal, uniform light sources. The
first light source projects a specular light with highlights.

5) For the selected light source, select a color from the drop down list just below the eight light
source buttons. Note that the brightness values of all lights are added together, so use dark
colors when you enable multiple lights.

6) Each light source always points at the middle of the object initially. If necessary, change the
position of the light source by moving the vertical and/or horizontal sliders to set position of
the selected light source.

7) Check the small preview on the dialog to see the effect of repositioning the light source.

8) Click the button in the bottom right corner of the preview to switch the internal illumination
model between a sphere and a cube.

9) Select the ambient light using the Ambient light drop down list to define the ambient light
which shines with a uniform intensity from all directions.

10) Click OK to close the dialog and save your changes.

Grids

You can divide the axes into sections by assigning gridlines to them. This allows you to get a better
overview of the chart, especially if you are working with large charts. The Y axis major grid is
activated by default.

Use the Grid dialog to set the formatting options for the lines used as grids in your chart by
selecting line style, color, width and transparency. The dialog is similar to the Line page in the
Chart Area dialog shown in Figure 70 on page 97.

AXxes

Sometimes you need to have a special scale for one of the axes of your chart, or you need smaller
grid intervals, or you want to change the formatting of the labels on the axis. After highlighting the
axis you wish to change, right-click and choose one of the items from the context menu.

1) Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.

2) Goto Format > Y Axis or X Axis on the main menu bar and select the axis you want to
format, or right-click in on the chart the axis you want to format and select Format Axis
from the context menu to open the Axis dialog (Figure 74). The options available in the
dialog depend on which axis was selected, type of axis used, type of chart and whether the
chartis 2D or 3D.

@ Y Axis

1SC t_ﬁ|P05itinning Line|Label Numbers| Font Font Effects Asian Typography

Scale

[C] Reverse direction

[] Logarithmicscale

Minimum 0 & Automatic
Maximum 60 & Automatic
Major interval 10 & Automatic
Minor interval count 2 - & Automatic

Figure 74: Y Axis dialog — Scale page
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3) Click on the tab of the page where you to make changes using the available options. The

options for each page are explained below.

4) Click OK to close the dialog and save your changes.

Scale

You can enter values for subdividing axes on the Scale page (Figure 74).

Reverse direction — defines where the lower and the higher values are displayed at the
axis. Deselect this option to use a mathematical direction. That means for Cartesian
coordinate systems that the X-axis shows the lower values on the left and the Y-axis shows
the lower values at the bottom. For polar coordinate systems, the mathematical angle axis
direction is counterclockwise and the radial axis is from inner to outer.

Logarithmic scale — specifies that you want the axis to be subdivided logarithmically. Use
this option if you are working with values that differ sharply from each other. You can use
logarithmic scaling to make the grid lines of the axis equidistant but have values that may
increase or decrease.

Minimum — defines the minimum value for the beginning of the axis. Automatic must be
deselected to set this option manually.

Maximum — defines the maximum value for the end of the axis. Automatic must be
deselected to set this option manually.

Major interval — defines the interval for the main division of the axes. The main interval
cannot be larger than the value area. Automatic must be deselected to set this option
manually.

Minor interval count — defines the interval for the subdivision of the axes. Automatic must
be deselected to set this option manually.

Automatic — you must first deselect this option to modify the values. Disable this option if
you are working with fixed values, as it does not permit automatic scaling.

Type — for some types of axes, you can select to format an axis as text or date, or to detect
the type automatically. For a data axis type, you can set the following options.

- Minimum and maximum value to be shown on the ends of the scale.

Resolution can be set to show days, months, or years as interval steps.
Major interval can be set to show a certain number of days, months, or years.
Minor interval can be set to show a certain number of days, months, or years.

'@ Yaxis
|Scale | Line|Label Numbers| Font Font Effects Asian Typography
Axis line
Cross other axisat  |Category i ] [Jan E2
Labels

Place labels |Near axis )

Interval marks

Major: ] Inner & Outer

Minor: (] Inner [ Outer

Place marks |Ataxisand labels

Figure 75: Y Axis dialog — Positioning page
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Positioning
The Positioning page (Figure 75) controls the positioning of the axis.

* Axis line — select where Cross other axis at from the drop down list — Start, End, or at a

specified Value.

* Labels — select where Place labels: is set from the drop down list — Near axis, Near axis

(other side), Outside start, or Outside end.
* Interval marks

- Major — specifies whether the marks are to be on the inner or outer side of the axis. It is
possible to combine both: you will then see marks on both sides. Inner — specifies that
marks are placed on the inner side of the axis. Outer — specifies that marks are placed

on the outer side of the axis.

- Minor — defines the marking dashes between the axis marks. It is possible to activate

both fields. This will result in a marking line running from the outside to the inside.
- Inner — specifies that minor interval marks are placed on the inner side of the axis.
- Outer — specifies that minor interval marks are placed on the outer side of the axis.

- Place marks — select where to place the marks from the drop down list — At labels, At

axis, or At axis and labels.

Line

Use the Line page to set the formatting options for the axis line by selecting line style, color, width,

and transparency. The dialog is similar to the Chart Area dialog shown in Figure 70 on page 97.

'® YaAxis
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l_: BABCD ¢ [0 | Degrees
VJ/ +
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Text direction [Llse superordinate object settings i

ESK | concel | e

|| Reset

Figure 76: Y Axis dialog — Label page

Label

On the Label page (Figure 76), you can decide whether to show or hide the labels, how to handle

them when they will not all fit neatly into one row (for example, if the words are too long), and

whether to have them at an angle to the axis.
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* Show labels — specifies whether to show or hide the axis labels.

* Order — the options on this page are only available for a 2D chart. In this area, you can
define the alignment of the number labels on the X or Y axis.

- Tile — arranges numbers on the axis side by side.

- Stagger odd — staggers numbers on the axis, even numbers lower than odd numbers.
- Stagger even — stagger numbers on the axes, odd numbers lower than even numbers.
- Automatic — automatically arranges numbers on the axis.

Not Problems may arise in displaying labels if the size of your chart is too small. You can
= avoid this by either enlarging the view or decreasing the font size.

* Text flow — determines the text flow of the axis label.

- Overlap — specifies that text in axis labels may overlap other axis labels. This can be
especially useful if there is a lack of space.

- Break — allows a text break.

¢ Text direction — defines the text direction of labels.

- ABCD wheel — click and drag the indicator on the wheel defines the variable text
orientation. The characters "ABCD" on the wheel correspond to the new setting.

- Vertically stacked — assigns vertical text orientation for labels. If you define a vertical
X-axis label, the text may be cut off by the line of the x-axis.

- Degrees — manually enter the orientation angle for the labels.
- Text direction — specify the text direction for any text that uses complex text layout

(CTL) and is only available if Enhanced language support is enabled In Tools >
Options > Language Settings.

Numbers

Use the Numbers page to set the attributes for any numbers used on the axis. This page is very
similar to the one for formatting numbers in cells; see Chapter 2 Entering, Editing, and Formatting
Data for more information.

Font and Font Effects

Use the Font and Font Effects pages to set the attributes for fonts and the type of font effects used
for axis labels. These pages are very similar to the ones for fonts and font effects in cells; see
Chapter 2 Entering, Editing, and Formatting Data for more information.

Asian Typography
Sets the Asian typographic options for axis labels and is only available if Enhanced language
support is enabled In Tools > Options > Language Settings.

* Apply list of forbidden characters to the beginning and end of line — prevents the
characters in the list from starting or ending a line. The characters are relocated to either
the previous or the next line. To edit the list of restricted characters, go to Tools > Options
> Language Settings > Asian Layout.

¢ Allow hanging punctuation — prevents commas and periods from breaking the line.
Instead, these characters are added to the end of the line, even in the page margin.

* Apply spacing between Asian, Latin and Complex text — inserts a space between
Asian, Latin and complex characters.
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Hierarchical axis labels

Multiple columns of categories can be displayed in a hierarchical manner at the axis on your chart.
Hierarchical axes labels are created automatically if the first columns (or rows) contain data that is
text. An example of hierarchical labels is shown in Figure 77 where the first column indicates the
quarters and the second column shows the months.
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Figure 77: Example of hierarchical axes labels
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Figure 78: Data Series dialog — Line page
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Selecting and formatting symbols

In line and scatter charts the symbols representing the points can be changed to a different symbol
or color through the object properties dialog.

1)

2)
3)

4)
5)

6)
7

Select the chart by double-clicking on it to enter edit mode. The chart should now be
surrounded by a gray border.

Select the data series you want to change.

Go to Format > Format Selection on the main menu bar or right-click and select Format
Data Series from the context menu to open the Data Series dialog (Figure 78).

Open the Line page of the Data Series dialog by clicking on its tab.

In the Icon section, open the drop-down list and select an option for your symbol from No
symbol, Automatic, From file, Gallery or Symbols. A preview of your selection is shown in
the preview box at the bottom of the dialog.

- From file opens a file browser so you can select a file to use for your symbol.
- Gallery opens a list showing the available graphics you can select for your symbol.
- Symbols opens a list showing the available symbols you can select.

Enter the Width and the Height you want to use for your new symbol.
Select Keep ratio if you want the width and height of your symbol to maintain its ratio.

Adding drawing objects to charts

As in the other LibreOffice components, you can use the Drawing toolbar to add shapes such as
lines, rectangles, circles, text objects, or more complex shapes such as symbols or block arrows.
Use these additional shapes to add explanatory notes and highlight points on your chart, for

example. For more information on using the Drawing toolbar and drawing shapes, see the Draw

Guide.

Resizing and moving the chart

You can resize or move all elements of a chart at the same time, in two ways: interactively, or by
using the Position and Size dialog. You can use a combination of both methods: interactive for a
quick and easy change, then the Position and Size dialog for precise sizing and positioning.

Interactively
To resize a chart interactively:

1)

2)

Click once on the chart to select it and square selection handles appear around the border
of the chart.

To increase or decrease the size of the chart, click and drag one of the markers. The cursor
indicates the direction in which you can increase or decrease the chart size.

To move a chart interactively:

1)
2)

3)
4)

Click once on the chart to select it and square selection handles appear around the border
of the chart.

Hover the cursor anywhere over the chart until it changes to a move cursor (shape
depends on computer setup).

Click and drag the chart to its new location.
Release the mouse button when the chart is in the required position.
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Position and Size dialog

To resize or move a chart using the Position and Size dialog:

1) Click once on the chart to select it and square selection handles appear around the border
of the chart.

2) Right-click and select Position and Size from the context menu to open the Position and
Size dialog (Figure 79).

3) Select the options you want to use ion the Position and Size, Rotation and Slant & corner
Radius pages on this dialog.

4) Click OK to close the dialog and save your changes.

Position and size of a chart are coordinated relative to a fixed point (the base point) and, by
default, this base point is located at the upper left of a chart. You can temporarily change this base
point to make positioning or sizing of a chart simpler. Click one of the points in Base point
corresponding to the location you want to use for either Position or Size. When you click OK and
close this dialog, Calc resets the base point to the default position.

® Position and Size
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[] Position [ Fitwidth to kext
[] size [«f Fitheight to text
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Figure 79: Position and Size dialog

Position and Size
The options available on the Position and Size page (Figure 79) are as follows:
* Position — specify the location of the selected object on the page.

- Position X — enter the horizontal distance that you want to move the object relative to
the base point selected in the grid.

- Position Y — enter the vertical distance that you want to move the object relative to the
base point selected in the grid.

- Base point — select a base point in the grid, and then enter the amount that you want to
shift the object relative to the base point that you selected in the Position Y and Position
X boxes. The base points correspond to the selection handles on an object.

* Size - specify the amount by which you want to resize the selected object with respect to
the selected base point.

- Width — enter a width for the selected object.
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Height — enter a height for the selected object.

Keep ratio — maintains proportions between width and height when you resize the
selected object.

Base point — select a base point in the grid and then enter the new size dimensions for
the selected object in the Width and Height boxes.

* Protect — prevents changes to the position or the size of the selected object.

Position — prevents you from moving the object.
Size — prevents you from resizing the object.

* Adapt - specifies if the size should be adjusted to fit the size of entered text.

Rotation

Fit width to text — expands the width of the object to the width of the text, if the object is
smaller than the text.

Fit height to text — expands the height of the object to the height of the text, if the object
is smaller than the text.

The options for the Rotation page (Figure 80) are as follows:

* Pivot point — the selected object is rotated around a pivot point that you specify. The
default pivot point is at the center of the object. If you set a pivot point too far outside of the
object boundaries, the object could be rotated off of the page.

Position X — enter the horizontal distance from the left edge of the page to the pivot
point.
Position Y — enter the vertical distance from the top edge of the page to the pivot point.

Default settings — select where you want to place the pivot point on the object. The
default setting is the center of the object.

* Rotation angle — specify the number of degrees that you want to rotate the selected
object, or click in the rotation wheel.

Angle — enter the number of degrees that you want to rotate the selected object.

Default settings — click and drag the indicator to specify the rotation angle in degrees.
The number of degrees rotated is shown in the Angle box.

@ Position and Size

|Position and Size|Rntati0n | Slant & Corner Radius
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I
Angle ] = \‘\ x,/

Figure 80: Position and Size dialog — Rotation page
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Slant & Corner Radius
The options for the Slant & Corner Radius page (Figure 81) are as follows:
* Corner Radius — you can only round the corners of a rectangular object.
- Radius — enter the radius of the circle that you want to use to round the corners.

¢ Slant - slants the selected object along an axis that you specify.
- Angle — enter the angle of the slant axis.

@ Position and Size

|Position and Size Rotation Slant & Corner Radius |
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Figure 81: Position and Size dialog — Slant & Corner Radius page

Exporting charts

You can export a chart as a graphic that you can use in other documents.

1) Click once on the chart to select it. Square selection handles appear around the border of
the chart.

2) Right-click on the selected chart and select Export as graphic from the context menu.

3) In the Graphics Export dialog that opens, type a name for the graphic file, select the
location where you want to save the file, and select the graphic format you want to use.

4) Click Save and your chart will be exported as a graphic to the location you specified and
the format you specified.

Gallery of chart types

It is important to remember that while your data can be presented with a number of different charts,
the message you want to convey to your audience should determine what type of chart you use.
The following sections present examples of the chart types that Calc provides, with some notes on
the purpose of each chart type.

Column charts

Column charts are commonly used for data that shows trends over time. They are best for charts
that have a relatively small number of data points. It is the default chart type provided by Calc, as it
is one of the most useful charts and the easiest to understand. If you have a large time series, a
line chart would be better suited.

A column chart shows vertical bars, with the height of each bar being proportional to its value. The
X-axis shows categories and the Y-axis shows the value for each category.

* Normal — this subtype shows all data values belonging to a category next to each other.
The main focus is on the individual absolute values, compared to every other value.

* Stacked - this subtype shows the data values of each category on top of each other. The
main focus is the overall category value and the individual contribution of each value within
its category.
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* Percent — this subtype shows the relative percentage of each data value with regard to the
total of its category. The main focus is the relative contribution of each value to the category
total.

You can enable a 3D view of the data values. A realistic 3D chart tries to give the best 3D look
while a simple 3D chart tries to mimic the chart view of other products.

For 3D charts, you can select the shape of each data value from Box, Cylinder, Cone, and
Pyramid.

Bar charts

A bar chart shows horizontal bars. The length of each bar is proportional to its value. The Y-axis
shows categories and the X-axis shows the value for each category. The subtypes for bar charts
are the same as for column charts, given above.

Bar charts are excellent for giving an immediate visual impact for data comparison in cases when
time is not an important factor, for example, when comparing the popularity of a few products in a
marketplace. In the examples below:

* The first chart is achieved by using the chart wizard with Insert > Grids, deselecting y-axis,
and using Insert > Mean Value Lines.

* The second chart is a 3D chart created with a simple border and the 3D chart area twisted
around.

* The third chart is an attempt to get rid of the legend and put labels showing the names of
the companies on the axis instead. We also changed the colors to a hatch pattern.
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Figure 82: Bar chart examples

Pie charts

A pie chart shows values as circular sectors of the total circle. The length of the arc, or the area of
each sector, is proportional to its value.

* Pie — this subtype shows sectors as colored areas of the total pie, for one data column
only. In the created chart, you can click and drag any sector to separate that sector from
the remaining pie or to join it back.

¢ Exploded pie — this subtype shows the sectors already separated from each other. You
can click and drag any sector to move it along a radial from the pie center.

* Donut — this subtype can show multiple data columns. Each data column is shown as one
donut shape with a hole inside, where the next data column can be shown. You can click
and drag an outer sector to move it along a radial from the donut center.
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* Exploded donut — this subtype shows the outer sectors already separated from the
remaining donut. You can click and drag an outer sector to move it along a radial from the
donut's center.

Pie charts are excellent when you need to compare proportions. For example, comparisons of
departmental spending: what the department spent on different items or what different departments
spent. They work best with smaller numbers of values, about half a dozen; more than this and the
visual impact begins to fade.

As the Chart Wizard guesses the series that you wish to include in your pie chart, you might need
to adjust this initially on the Data Ranges page of the Wizard if you know you want a pie chart, or
by using the Format > Data Ranges > Data Series dialog.

You can do some interesting things with a pie chart, especially if you make it into a 3D chart. It can
then be tilted, given shadows, and generally turned into a work of art. Just do not clutter it so much
that your message is lost, and be careful that tilting does not distort the relative size of the
segments.

You can choose in the Chart Wizard to explode the pie chart, but this is an all or nothing option. If
your aim is to accentuate one piece of the pie, you can separate out one piece by carefully
highlighting it after you have finished with the Chart Wizard, and dragging it out of the group. When
you do this you might need to enlarge the chart area again to regain the original size of the pieces.
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Figure 83: Pie chart examples

The effects achieved in Figure 83 are explained below.

* 2D pie chart with one part of the pie exploded: Select Insert > Legend and deselect the
Display legend box. Select Insert > Data Labels and select Show value as number. Then
carefully select the piece you wish to highlight, move the cursor to the edge of the piece
and click (the piece will have highlight squares to mark it), and then drag it out from the rest
of the pieces. The pieces will decrease in size, so you need to highlight the chart wall and
drag it at a corner to increase the size.

¢ 3D pie chart with realistic schema and illumination: Select Format > 3D view >
Illumination where you can change the direction of the light, the color of the ambient light,
and the depth of the shade. Also adjusted is the 3D angle of the disc in the Perspective
dialog on the same set of tabs.

The chart updates as you make changes, so you can immediately see the effects.

If you want to separate out one of the pieces, click on it carefully; you should see a wire
frame highlight. Drag it out with the mouse and then, if necessary, increase the size of the
chart wall.

e 3D pie chart with different fill effects in each portion of the pie: Select Insert > Data labels
and select Show value as percentage. Then carefully select each of the pieces so that it
has a wire frame highlight and right-click to get the object properties dialog; choose the
Area tab. For one we selected a bitmap, for another a gradient and for the third we used
the Transparency tab and adjusted the transparency to 50%.
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¢ Donut charts shown in Figure 84 are subtypes of the pie chart. To create one, select Pie in
the Chart Wizard dialog, and select the third or fourth type of pie chart. For more variety,
use a 3D Look.
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Area charts

An area chart shows values as points on the Y-axis and the X-axis shows categories. The Y values
of each data series are connected by a line and the area between lines is filled with a color. The
focus of an area chart is to emphasize the changes from one category to the next.

* Normal — this subtype plots all values as absolute Y values. It first plots the area of the last
column in the data range, then the next to last, and so on, and finally the first column of
data is drawn. Thus, if the values in the first column are higher than other values, the last
drawn area will hide the other areas.

* Stacked - this subtypes plots values cumulatively stacked on each other. It ensures that all
values are visible, and no data set is hidden by others. However, the Y values no longer
represent absolute values, except for the last column which is drawn at the bottom of the
stacked areas.

* Percent — this subtype plots values cumulatively stacked on each other and scaled as
percentage of the category total.

An area chart is a version of a line or column graph. It may be useful where you wish to emphasize
volume of change. Area charts have a greater visual impact than a line chart, but the data you use
will make a difference.
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Figure 85: Area chart examples — the good, the bad, and the ugly
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As shown in Figure 85, an area chart is sometimes tricky to use. This may be one good reason to
use transparency values in an area chart. After setting up the basic chart using the Chart Wizard,
do this:

1) Right-click on the Y axis and select Delete Major Grid from the context menu. As the data
overlaps, some of it is missing behind the first data series, as shown in the example on the
left. This is not what you want. A better solution is shown in the center example.

2) After deselecting the Y axis grid, right-click on each data series in turn and select Format
Data Series. On the Transparency tab, set Transparency to 50%. The transparency makes
it easy to see the data hidden behind the first data series. Now, right-click on the X axis and
select Format Axis. On the Label tab, select Tile in the Order section and set the Text
orientation to 55 degrees. This places the long labels at an angle.

3) To create the example on the right, after doing the steps above, right-click and select Chart
Type. Select the 3D Look option and select Realistic from the drop-down list. We also
twisted the chart area around and gave the chart wall a picture of the sky. As you can see,
the legend turns into labels on the z-axis. Overall, although it is visually more appealing, it
is more difficult to see the point you are trying to make with the data.

Other ways of visualizing the same data series are represented by the stacked area chart or the
percentage stacked area chart (Figure 86). In the first, each number of each series is added to the
others so that it shows an overall volume, but not a comparison of the data. The percentage
stacked chart shows each value in the series as a part of the whole. For example in June all three
values are added together and that number represents 100%. The individual values are a
percentage of that. Many charts have varieties which have this option.
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Figure 86: Examples of stacked and percentage stacked area charts

Line charts

Aline chart is a time series with a progression. It is ideal for raw data and useful for charts with
plentiful data that show trends or changes over time where you want to emphasize continuity. On
line charts, the X-axis is ideal to represent time series data.

Aline chart shows values as points on the Y-axis and the X-axis shows categories. The Y values of
each data series can be connected by a line.
* Points only - this subtype plots only points.

* Points and lines — this subtype plots points and connects points of the same data series
by a line.

* Lines only — this subtype plots only lines.
* 3D lines - this subtype connects points of the same data series by a 3D line.
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Select Stack series to arrange the points for Y values cumulative above each other. The Y values
no longer represent absolute values, except for the first column which is drawn at the bottom of the
stacked points. If you select Percent, the Y values are scaled as percentage of the category total.

Select Smooth lines to draw curves through the points instead of straight lines. Click Properties
for a dialog to change the curve properties.

Things to do with lines: thicken them, make them 3D, smooth the contours, just use points.
However, 3D lines can confuse the viewer, so just using a thicker line often works better.
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Figure 87: Line chart examples

Scatter or XY charts

XY (Scatter)

An XY chart in its basic form is based on one data series consisting of a name, a list of X-values,
and a list of Y-values. Each value pair (X & Y) is shown as a point in a coordinate system. The
name of the data series is associated with the Y-values and shown in the legend.

When creating an XY chart refer to the following example tasks. Your XY chart may have more
than one data series.

* Scale the X-axis.

* Generate a parameter curve, for example a spiral.

* Draw the graph of a function.

* Explore the statistical association of quantitative variables

XY chart variants

You can select an XY chart variant on the first page of the Chart Wizard, or by choosing Format >
Chart Type for a chart in edit mode.

The chart is created with default settings. After the chart is finished, you can edit its properties to
change the appearance. Line styles and icons can be changed on the Line page of the data series
properties dialog.

Double-click any data point to open the Data Series dialog. In this dialog, you can change many
properties of the data series.

For 2D charts, you can select Insert > Y Error Bars to enable the display of error bars.

You can enable the display of mean value lines and trend lines using commands on the Insert
menu.
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Points only — each data point is shown by an icon. Calc uses default icons with different
forms and colors for each data series. The default colors are set in Tools > Options >
Charts > Default Colors.

Lines Only — this variant draws straight lines from one data point to the next. The data
points are not shown by icons. The drawing order is the same as the order in the data
series. Mark Sort by X Values to draw the lines in the order of the X values. This sorting
applies only to the chart, not to the data in the table.

Points and Lines — this variant shows points and lines at the same time.

3D Lines — the lines are shown like tapes. The data points are not shown by icons. In the
finished chart select 3D View to set properties like illumination and angle of view.

Smooth Lines
- Mark Smooth Lines to draw curves instead of straight line segments.
- Click Properties to set details for the curves.

- Cubic Spline interpolates your data points with polynomials of degree 3. The
transitions between the polynomial pieces are smooth, having the same slope and
curvature.

- The Resolution determines how many line segments are calculated to draw a piece of
polynomial between two data points. You can see the intermediate points if you click
any data point.

- B-Spline uses a parametric, interpolating B-spline curve. Those curves are built
piecewise from polynomials. The Degree of polynomials sets the degree of these
polynomials.

Example of XY chart

Scatter charts are great for visualizing data that you have not had time to analyze and they may be
the best for data when you have a constant value against which to compare the data; for example,

weather data, reactions under different acidity levels, conditions at altitude, or any data which

matches two series of numeric data. In contrast to line charts, the X-axis are the left to right labels,

which usually indicate a time series.
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Figure 88: XY (Scatter) chart example
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Scatter charts may surprise those unfamiliar with how they work. While constructing the
chart, if you choose Data Range > Data series in rows, the first row of data represents
the X-axis. The rest of the rows of data are then compared against the first row data.
Figure 88 shows a comparison of three currencies with the Japanese Yen. Even though
the table presents the monthly series, the chart does not. In fact the Japanese Yen does
not appear; it is merely used as the constant series that all the other data series are
compared against.

Bubble charts

A bubble chart is a specific variation of a scatter chart in which the data points are replaced with
bubbles showing the relations of three variables. Bubble charts are often used to present financial
data or social/demographic data. It shows the relations of three variables in two dimensions. Two
variables are used for the position on the X-axis and Y-axis, while the third is shown as the relative
size of each bubble. One or more data series can be included in a single chart.

The data series dialog for a bubble chart has an entry to define the data range for the bubbles and
their sizes.

It is sometimes easier to build a bubble chart manually in the data range entry section of the chart
wizard. In the example chart shown in Figure 89, the range including the dates and the three series
was highlighted before starting the chart wizard. If you do not include the top row with the dates,
there is no way to include this data as a category later.

The names of the series were added manually, as were the ranges for the second and third series.

Each data series was highlighted and the data points added and formatted to be in the center of
the data point. In this case the number (which is the “dimension”) was deselected and category
(the year) selected. The data points are formatted using the transparency tab with a radial gradient.
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Figure 89: Bubble chart example

If the data series for X-axis contains text, an order number will be displayed in the
Note labels of this axis. Otherwise, the data of the series will be used for the X-axis, which
can lead to irregularly arranged bubbles.
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Net charts

A net chart is similar to a polar or radar chart and displays data values as points connected by
some lines in a grid net that resembles a spider net or a radar tube display.

For each row of chart data, a radial is shown on which the data is plotted. All data values are
shown with the same scale, so all data values should have about the same magnitude.

A net chart is useful for comparing data that are not time series, but show different circumstances,
such as variables in a scientific experiment or direction. The poles of the net chart are equivalent to
the Y-axes of other charts. Generally, between three and eight axes are best; any more and this
type of chart becomes confusing. Before and after values can be plotted on the same chart, or
perhaps expected and real results, so that differences can be compared.
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Figure 90: Net chart examples
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Figure 91: Example of filled net or radar chart

Figure 90 shows example of two types of net charts:
* The left example is a plain net chart without grids and with just points, no lines.
* The right example is a net chart with lines, points and grid. Axes colors and labels changed.
Chart area color = gradient. Points changed to 3D ones.

Other varieties of net chart show the data series as stacked numbers or stacked percentages. The
series can also be filled with a color as shown in Figure 91. Partial transparency is often best for
showing all the series.

Chapter 3 Creating Charts and Graphs 116



Stock charts

A stock chart illustrates the market trend for stock and shares by giving opening price, bottom
price, top price and closing price. The transaction volume can also be shown and the X-axis can
represent a time series.

When you set up a stock chart in the Chart Wizard, the Data Series dialog is very important. The
data should be arranged as shown in the example table below because you need to tell it which
series is for the opening price, closing price, high and low price of the stock, and so on.

Tr:\;llglsuan(;t(ieon Opening price Lov;fikéc;t)tom High (top price) | Closing price
Monday 2500 20 15 25 17
Tuesday 3500 32 22 37 30
Wednesday 1000 15 15 17 17
Thursday 2200 40 30 47 35
Friday 4600 27 20 32 31

The open, low, high, and closing values of a row build together one data unit in the chart. A stock
price data series consists of several rows containing such data units. The column containing the
transaction volume builds an optional second data series.

Depending on the chosen variant, you may not need all columns.

Stock chart variants

Select a stock chart type on the first page of the Chart wizard and then select one of the four
variants.

* Type 1 - based on low and high column, Type 1 shows the distance between bottom price
(low) and top price (high) by a vertical line. Based on the low, high, and close columns,
Type 1 shows an additional horizontal mark for the closing price.

* Type 2 — based on the open, low, high, and close columns, Type 2 generates the traditional
candle stick chart. Type 2 draws the vertical line between the bottom and top price and
adds a rectangle in front, which visualizes the range between the opening and closing
price. If you click on the rectangle, you see more information in the status bar. Calc uses
different fill colors for rising values (the opening price is lower than the closing price) and
falling values.

* Type 3 — based on the volume, low, high, and close columns, Type 3 draws a chart like
Type 1 with additional columns for the transaction volume.

* Type 4 — based on all five data columns (volume, open, low, high, and close), Type 4
combines a chart of Type 2 with a column chart for the transaction volume.

If measurement for transaction volume is in units, a second Y axis is introduced in
Note chart Type 3 and Type 4. The price axis is shown on the right side and the volume
axis on the left side.

Setting data source

You can select or alter a data range on the second page of the Chart wizard or in the Data Range
dialog. For fine tuning use the Data Series dialog.
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To specify a data range do one of the following:
* Enter the data range in the text box.

An example data range would be "$Sheet1.$B$3:$B$14". Note that a data range may
consist of more than one region in a spreadsheet, for example
"$Sheetl.A1:A5;$Sheetl.D1:D5" is also a valid data range.

If the syntax is not correct, Calc shows the text in red.

* Click Select data range to minimize the dialog, then drag to select the data range. When
you release the mouse, the data are entered. Click Select data range again to add a data
range. In the input field of the minimized dialog, click after the entry and type a semicolon.
Then drag to select the next range.

* Click one of the options for data series in rows or in columns.

Your stock chart data are in columns, if the information in a row belongs to the same candle stick.

Organize data series

In the data series area on the left side of the dialog, you can organize the data series of the actual
chart. A stock chart has at least one data series containing the prices. It might have a second data
series for transaction volume.

If you have more than one price data series, use the Up and Down arrow buttons to order them.
The order determines the arrangement in the chart. Do the same for volume data series. You
cannot switch price and volume data series.

To remove a data series, select the data series in the list and click Remove.

To add a data series, select one of the existing data series and click Add. You get an empty entry
below the selected one, which has the same type. If you have no price data series or no volume
data series, you must first select a range for these series in the Data Range dialog.

Setting data ranges

In the Data Ranges dialog you can set or change the data range of each component of the
selected data series.

The upper list shows the role name of the components and the current values. When you have
selected a role, you can change the value in the text box below the list. The label shows the
selected role.

Enter the range into the text box or click on Select data range to minimize the dialog and select
the range with the mouse.

Select Open Values, Close Values, High Values, and Low Values in any order. Specify only the
ranges for those roles which you need for the chosen variant of the stock chart. The ranges need
not be next to each other in the table.

Legend

The legend displays the labels from the first row or column or from the special range that you have
set in the Data Series dialog. If your chart does not contain labels, the legend displays text like
"Row 1, Row 2, ...", or "Column A, Column B, ..." according to the row number or column letter of
the chart data.

The legend shows the value from the range, which you entered in the Range for Name field in the
Data Range dialog. The default entry is the column header of the closing price column.

Select one of the position options. When the chart is finished, you can specify other positions using
the Format menu.
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Column and line charts

A column and line chart is a combination of two other chart types. It is useful for combining two
distinct but related data series, for example sales over time (column) and the profit margin trends
(line).

* Columns and Lines — the rectangles of the column data series are drawn side by side so
that you can easily compare their values.

¢ Stacked Columns and Lines — the rectangles of the column data series are drawn
stacked above each other, so that the height of a column visualizes the sum of the data
values.

The example chart in Figure 92 has manufacturing cost and profit data for two products over a
period of time (six months in 2007). To create this chart, first highlight the table of data and start the
Chart Wizard. Choose the Column and Line chart type with two lines and the data series in rows.
Then give it a title to highlight the aspect you want to show. The lines are different colors at this
stage and do not reflect the product relationships. When you finish with the Chart Wizard, highlight
the chart, click on the line, right-click and select Format Data Series.

There are a few things to change: The colors should match the products. So both Ark
Manufacturing and profit are blue and Prall is red. The lines need to be more noticeable, so make
the lines thicker by increasing the width to 0.08.

For the background, highlight the chart wall, right-click and select Format Wall. On the Area page,
change the drop-down box to show Gradient. Choose one of the preset gradient patterns and
make it lighter by going to the Transparency tab and making the gradient 50% transparent.

To make the chart look cleaner without the grid, go to Insert > Grids and deselect the X-axis
option.
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Figure 92: Column and line chart example
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What is a template?

A template is a model that you use to create other documents in a standard format. For example,
you can create a template for invoices that has your company logo and address at the top of the

page. This means that any new spreadsheets (invoices) created from this template will then have
your company logo and address on the first page of the spreadsheet.

Templates can contain anything that regular documents can contain, such as text, graphics, styles,
and user-specific setup information such as measurement units, language, default printer, and
toolbar and menu customization.

All documents in LibreOffice are based on templates. You can create, or download and install, as
many templates as you wish. If you do not specify a template when you start a new spreadsheet,
any new spreadsheet is then based on the default template for spreadsheets that is included with
LibreOffice Calc. This default template consists of a blank spreadsheet which you can customize to
your needs and then, if you wish, use as a basis to create a custom default template. See “Setting
default template” on page 138.

What are styles?

A style is a set or group of formats that you can apply to selected elements in a document to
quickly change their appearance. When you apply a style, you apply a whole group of formats at
the same time.

Many people manually format spreadsheet cells and pages without paying any attention to styles
and are used to formatting documents according to physical attributes. For example, for the
contents of a cell you might specify the font family, font size, and any character formatting such as
bold or italic.

Styles are logical attributes. Using styles means that you stop applying attributes and
characteristics individually (for example, font size 14pt, Times New Roman, bold, centered) and
start using a style, for example Title. Applying attributes and characteristics is time consuming and
prone to errors. In contrast, using a style, which has been defined to include the attributes and
characteristics you want to use, will save you time and give greater consistency in formatting.

Styles also make major formatting changes easy. For example, you may decide to change the
appearance of all subtotals in your spreadsheet to be 10 pt Arial instead of 8 pt Times New Roman
after you have created a 15-page spreadsheet. You can change all of the subtotals in the
document by simply changing the properties for the subtotal style.

Another type of style is a page style. Page styles allow you to define page margins, headers and
footers, and other printing attributes giving you consistency each time you print a spreadsheet.

Styles

Calc style types

While some components of LibreOffice offer many style types, Calc offers only two: cell styles and
page styles. These style types are explained in the following sections.

Cell styles

Cell styles are similar to paragraph styles used in LibreOffice Writer and are the most basic type of
style in Calc. Cell styles are used for applying fonts, alignment, borders, background, number
formats (for example, currency, date, number), and cell protection to format the data contained
within the cells.
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A basic range of cell styles is supplied with LibreOffice. These styles are shown in Figure 93.

Initially, the basic styles are configured so that if you change the font family of Default, then all of
the other styles will change to match. Creating, modifying, and accessing styles is explained in the
following sections.

| A6 =/ B = 1|
_4“#
1 QD
, Default style E
| 7]
Heading style ‘;
3 S
Result style .E
®
4 I
Result 2 style

Figure 93: Examples of basic cell styles

Page styles

Page styles in Calc are applied to sheets. Although one sheet may print on several pages, only one
page style can be applied to a sheet. If a spreadsheet file contains more than one sheet, then a
different page style can be applied to each sheet. For example, a spreadsheet might contain one
sheet to be printed in landscape orientation and the other sheets in the spreadsheet are printed in
portrait orientation.

Two page styles are supplied with Calc: Default and Report. You can adjust many settings using
page styles and you can also define as many page styles as you require.

Spreadsheets are primarily used onscreen and not printed, therefore Calc does not display the
page style on the screen. If you want a spreadsheet to fit on a certain page size, you have to
carefully control the column width and row height using File > Page Preview and View > Page
breaks preview on the main menu bar to guide you.

Despite this limitation, it is recommended to define page styles for any spreadsheets that you are
likely to print. This will help prevent any lost time or paper wastage due to trial and error.

Page styles allow you to set page size and orientation, page margins, headers and footers, borders
and backgrounds, and the sequence for printing sheets.

Applying cell styles

To apply cell styles in Calc, you can use the Styles and Formatting dialog, Fill Format mode, the
Apply Style list, or assign styles to shortcut keys.

Styles and Formatting dialog
1) Go to Format > Styles and Formatting on the main menu bar, or press the F11 key, or

click the Styles and Formatting icon on the Formatting toolbar to open the Styles and
Formatting dialog (Figure 94).
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Figure 94: Styles and Formatting dialog

2) Click on the Cell Styles icon in the Styles and Formatting dialog to open the list of cell
styles.

3) Highlight the cell or group of cells where you want to apply a cell style.

4) Double-click on the cell style name in the Styles and Formatting dialog and the formatting
attributes for that style are applied to the data contained in the cell or group of cells.

The Styles and Formatting dialog can be docked into the main Calc workspace. To
dock or undock the window, hold down the Ctrl key and double-click on the icon bar
at the top of the dialog, or click anywhere in the dialog and use the keyboard
combination Ctrl+Shift+F10.

Note

Fill Format mode
The Fill Format mode is useful when you want to apply the same style to many scattered cells.
1) Go to Format > Styles and Formatting on the main menu bar, or press the F11 key, or

click the Styles and Formatting icon @ on the Formatting toolbar to open the Styles and
Formatting dialog (Figure 94).

2) Select the style you want to apply.

3) Click on the Fill Format mode icon % in the Styles and Formatting dialog and the cursor
changes to a similar shape as the Fill Format Mode icon.

4) Click in each cell where you want to apply the formatting attributes.

5) When you have finished formatting cells, click the Fill Format Mode icon again or close the
Styles and Formatting dialog.

When this mode is active, a right-click anywhere in the document cancels the last
Note Fill Format action. Be careful not to accidentally right-click and thus cancel any
formatting actions you want to keep.

Apply Style list
The Apply Style drop-down list used to select a style for selected cells is not normally included on
the Formatting toolbar in Calc and has to be added as follows:

1) Right-click in a blank space on the Formatting toolbar and select Visible Buttons from the
context menu (Figure 95).

2) Click on Apply Style and the context menus close. The Apply Style list now appears at the
left end of the Formatting toolbar.
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Figure 95: Adding an Apply Style list to the Formatting toolbar

Apply a style using the Apply Styles drop-down list as follows:
1) Select a cell or a group of cells in your spreadsheet.
2) Click the small triangle to open the drop-down list for Apply Styles.
3) Select the style you require and the formatting attributes of the selected style are applied to
the selected cells.

4) Each style in the drop-down menu is displayed with its preview, but only few styles are
available. Click on More to go to the Styles and Formatting dialog where all cell styles are

available.

Assigning shortcut keys
You can create keyboard shortcuts to apply commonly-used cell or page styles, including any
custom styles that you have created. See Chapter 14 Setting up and Customizing Calc for more

information.

Applying page styles
When a page style has been applied to a sheet within a spreadsheet, the page style being used is
indicated on the Status Bar as shown in Figure 96.
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Figure 96: Page style indicated on Status Bar

1) Select the sheet to be styled by clicking on its sheet tab at the bottom of the displayed

spreadsheet.
2) Go to Format > Styles and Formatting on the main menu bar, or press the F11 key, or

click the Styles and Formatting icon on the Formatting toolbar to open the Styles and
Formatting dialog (Figure 94).

3) In the Styles and Formatting dialog, click on the Page Styles icon .

4) Double-click on the required page style.
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Creating new or custom styles

You can create new or custom styles using the Styles and Formatting dialog or creating a new

style from a selection.

Note

Any new or custom styles apply only to your spreadsheet and are not saved in the

information.

New style from styles and Formatting dialog

1) Go to Format > Styles and Formatting on the main menu bar, or press the F11 key, or

2)

3)
4)

5)

6)

template. To save new styles in a template, see “Templates” on page 137 for more

click the Styles and Formatting icon on the Formatting toolbar to open the Styles and

Formatting dialog (Figure 94).

To create a new cell style, click on the Cell Styles icon in the Styles and Formatting

dialog to open the list of cell styles.

To create a new page style, click on the Page Styles icon in the Styles and Formatting

dialog to open the list of page styles.

Right-click in the Styles and Formatting dialog and select New from the context menu to

open either the Cell Style dialog (Figure 97) or the Page Style dialog (Figure 98).

Use the various tabbed pages in the dialogs to set the attributes for your new style. See
“Cell style attributes” on page 127 and “Page style attributes” on page 131 for more

information.
Click OK to close the dialog and save your new style.
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Figure 97: Cell Style dialog — Organizer page
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Figure 98: Page Style dialog — Organizer page
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New style from a selection
1) Go to Format > Styles and Formatting on the main menu bar, or press the F11 key, or

click the Styles and Formatting icon on the Formatting toolbar to open the Styles and
Formatting dialog (Figure 94).

2) To create a new cell style, click on the Cell Styles icon in the Styles and Formatting
dialog to open the list of cell styles.

3) To create a new page style, click on the Page Styles icon in the Styles and Formatting
dialog to open the list of page styles.

4) Select the style you want to use as a base for your new style.

+
5) Click the New Style from Selection icon to open the Create Style dialog (Figure 99).

6) Type a name for the new style. The list box displays the hames of any existing custom
styles used in the spreadsheet.

7) Click OK to save the new style.

8) Right-click on the new style and select Modify from the context menu to open a dialog
where you can change the style attributes. See “Cell style attributes” on page 127 and
“Page style attributes” on page 131 for more information.

@& Create Style
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Cancel |

Figure 99: Create Style dialog

Style names are case sensitive. You can define, for example, a style called red
Note and another style called Red. Make sure all style names are sufficiently different
to prevent any confusion.

Cell style attributes
The following attributes are available on the tabbed pages of the Cell Style dialog (Figure 97).

Organizer

* Name — displays the name of the selected style. If you are creating or modifying a custom
style, enter a name for the style. You cannot change the name of a predefined style.

* Linked with — select an existing style that you want to base the new style on, or select
none to define your own style.

* Category — displays the category for the current style. If you are creating or modifying a
new style, select Custom Style from the list. You cannot change the category for a
predefined style.

* Contains — describes the relevant formatting used in the current style.

Numbers
e Category — select a category from the list and then select a formatting style in the Format
box.

* Format — select how you want the contents of the selected cell(s) to be displayed. The
code for the selected option is displayed in the Format Code box.
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When you select Currency as a category, you have to select a currency from the drop-down
list and then select the format to use from the available options for that currency.

The format code for currencies uses the form [$xxx-nnn], where xxx is the currency symbol,
and nnn the country code. Special banking symbols, such as EUR (for Euro), do not
require the country code. The currency format is not dependent on the language that you
select in the Language box.

The default currency format for a cell is determined by the regional settings of your
operating system.

* Language — specifies the language setting for the selected cells. With the language set to
Automatic, LibreOffice automatically applies the number formats associated with the
system default language. Select any language to fix the settings for the selected cells. The
language setting ensures that date and currency formats are preserved even when the
document is opened in an operating system that uses a different default language setting.

* Options — specify the options for the selected format.
- Decimal places — enter the number of decimal places that you want to display.

- Leading zeroes — enter the maximum number of zeroes to display in front of the
decimal point.

- Negative numbers in red — changes the font color of negative numbers to red.
- Use thousands separator — inserts a separator between thousands. The type of
separator that is used depends on your language settings.

* Format code — displays the number format code for the selected format. You can also
enter a custom format. The following options are only available for user-defined number
formats.

* Preview Field — displays a preview of the current selection.

Font

The changes are applied to the current selection, to the entire word that contains the cursor, or to
the new text that you type. Depending on your language settings, you can change the formatting
for the following font types:

* Western text font — Latin character sets
* Asian text font — Chinese, Japanese, or Korean character sets
e Complex text layout font — right-to-left text direction

To enable support for complex text layout and Asian character sets, go to Tools >

Note Options > Language Settings > Languages and select Enabled.

* Font — enter the name of an installed font family that you want to use, or select a font from
the list.

* Style — select the formatting you want to apply: Bold or /talic.

* Size — enter or select the font size that you want to apply. For scalable fonts, you can also
enter decimal values. If you are creating a style that is based on another style, you can
enter a percentage value or a point value (for example, —2pt or +5pt).

* Language — sets the language that the spelling checker uses for the selected text or the
text that you type. The spelling checker for the selected language only functions when you
have installed the corresponding language module. A language entry has a check mark in
front of it if the spelling checker is activated for that language.

* Preview — displays a preview of the current selection.
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Font Effects

The changes are applied to the current selection, to the entire word that contains the cursor, or to
the new text that you type.

Note

Font Color — sets the color for the selected text. If you select Automatic, the text color is
set to black for light backgrounds and to white for dark backgrounds.

Relief — select a relief effect to apply to the selected text. The Embossed relief makes the
characters appear as if they are raised above the page. The Engraved relief makes the
characters appear as if they are pressed into the page.

Outline — displays the outline of the selected characters. This effect does not work with
every font.

Shadow — adds a shadow that casts below and to the right of the selected characters.

Overlining — select the overlining style that you want to apply. To apply the overlining to
words only, select Individual words.

Overline color — select the color for the overlining.
Strikethrough — select a strikethrough style for the selected text.

If you save your document in MS Word format, all of the strikethrough styles are
converted to the single line style.

Underlining — select the underlining style that you want to apply. To apply the underlining
to words only, select Individual words.

If you apply underlining to a superscript text, the underlining is raised to the level of the
superscript. If the superscript is contained in a word with normal text, the underlining is not
raised.

Underline color — select the color for the underlining.
Individual words — applies the selected effect only to words and ignores spaces.
Preview — displays a preview of the current selection.

Alignment

Text alignment — sets the alignment options for the contents of the current cell, or the
selected cells.

- Horizontal — select the horizontal alignment option that you want to apply to the cell
contents.

- Default — aligns numbers to the right and text to the left.

- Left — aligns the contents of the cell to the left.

- Right — aligns the contents of the cell to the right.

- Center — horizontally centers the contents of the cell.

- Justified — aligns the contents of the cell to the left and to the right cell borders.

- Filled — repeats the cell contents (number and text) until the visible area of the cell is
filled. This feature does not work on text that contains line breaks.

- Distributed — aligns contents evenly across the whole cell. Unlike Justified, it also
justifies the very last line of text.

- Indent — indents from the left edge of the cell by the amount that you enter.
- Vertical — select the vertical alignment option that you want to apply to the cell contents.
- Default — aligns the cell contents to the bottom of the cell.
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Borders

Top — aligns the contents of the cell to the upper edge of the cell.

Bottom — aligns the contents of the cell to the lower edge of the cell.

Middle — vertically centers the contents of the cell.

Justified — aligns the contents of the cell to the top and to the bottom cell borders.

Distributed — aligns contents evenly across the whole cell. Unlike Justified, it also
justifies the very last line of text.

Text orientation — defines the text direction of cell contents.

ABCD wheel — click anywhere in the wheel to define the text orientation. The characters
"ABCD" on the wheel correspond to the new setting.

Vertically stacked — assigns vertical text orientation for cell contents.

Degrees — allows you to manually enter the orientation angle. A positive number rotates
the text to the left and a negative number rotates the text to the right.

Reference edge — specify the cell edge from which to write the rotated text.

Text Extension From Lower Cell Border — writes the rotated text from the bottom cell
edge outwards.

Text Extension From Upper Cell Border — writes the rotated text from the top cell edge
outwards.

Text Extension Inside Cells — writes the rotated text only within the cell.

Properties — determine the text flow in a cell.

Wrap text automatically — wraps text onto another line at the cell border. The number of
lines depends on the width of the cell. To enter a manual line break, press Ctrl+Enter in
the cell.

Hyphenation active — enables word hyphenation for text wrapping to the next line.

Shrink to fit cell size — reduces the apparent size of the font so that the contents of the
cell fit into the current cell width. You cannot apply this command to a cell that contains
line breaks.

Sets the border attributes for the selected cells.

Line arrangement — select a predefined border style to apply. In a spreadsheet, you can
also add or remove predefined borders with the Borders icon on the Table toolbar.

Line — select the border style, width, and color that you want to apply. The style is applied
to the borders selected in the preview.

Spacing to contents — specify the amount of space that you want to leave between the
border and the contents of the selection.

Left — enter the distance between the left border and the contents of the selection.
Right — enter the distance between the right border and the contents of the selection.
Top — enter the distance between the top border and the contents of the selection.

Bottom — enter the distance that between the bottom border and the contents of the
selection.

Synchronize — applies the same spacing to contents setting to all four borders when
you enter a new distance.

Shadow style — applies a shadow effect to borders. For the best results, only apply this
effect when all four borders are visible. Graphics or objects that are anchored to a frame in
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the document cannot exceed the size of the frame. If you apply a shadow to the borders of
an object that fills an entire frame, the size of the object is reduced to display the shadows.

- Position — select a shadow style for the selected borders.
- Distance — enter the distance the shadow extends from the object.
- Color — select a color for the shadow.

Background

Select a color that you want to use as a background for your selected cells. To remove a
background color, select No Fill.

Cell protection
¢ Hide all — hides formulas and contents of the selected cells.

* Protected — prevents the selected cells from being modified. This cell protection only takes
effect if you also protect the sheet.

¢ Hide formula — hides formulas in the selected cells.
* Hide when printing — prevents the selected cells from being printed.

Page style attributes

The following attributes are available on the various tabbed pages of the Pages Style dialog
(Figure 98).

Organizer

* Name - displays the name of the selected style. If you are creating or modifying a custom
style, enter a name for the style. You cannot change the name of a predefined style.

* Linked with — select an existing style that you want to base the new style on, or select
none to define your own style.

* Category — displays the category for the current style. If you are creating or modifying a
new style, select Custom Style from the list. You cannot change the category for a
predefined style.

* Contains — describes the relevant formatting used in the current style.

Page
You can define page layouts for single and multiple-page documents, as well as page humbering
and paper formats.

* Paper format — select from a list of predefined paper sizes, or define a custom paper
format.

- Format — select a predefined paper size, or create a custom format by entering the
dimensions for the paper in the Height and Width boxes.

- Width — displays the width of the selected paper format. To define a custom format,
enter a width here.

- Height — displays the height of the selected paper format. To define a custom format,
enter a height here.

- Orientation: Portrait — displays and prints the current document with the paper oriented
vertically.
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Orientation: Landscape — displays and prints the current document with the paper
oriented horizontally.

Paper tray — select the paper source for your printer. If you want, you can assign
different paper trays to different page styles. For example, you can assign a different
tray for the first page style in your spreadsheet and load the tray with your company
letterhead paper.

* Margins — specify the amount of space to leave between the edges of the page and the
document text.

Left/Inner — enter the amount of space to leave between the left edge of the page and
the document text. If you are using Mirrored page layout, enter the amount of space to
leave between the inner text margin and the inner edge of the page.

Right/Outer — enter the amount of space to leave between the right edge of the page
and the document text. If you are using Mirrored page layout, enter the amount of
space to leave between the outer text margin and the outer edge of the page.

Top — enter the amount of space to leave between the upper edge of the page and the
document text.

Bottom — enter the amount of space to leave between the lower edge of the page and
the document text.

* Layout settings — select the page layout style to use in the current document.

Page layout: Right and left — shows both odd and even pages with left and right
margins as specified.

Page layout: Mirrored — shows both odd and even pages with inner and outer margins
as specified. Use this layout if you want to bind the printed pages like a book. Enter the
binding space as the Inner margin.

Page layout: Only right — shows only odd (right) pages. Even pages are shown as blank
pages.

Page layout: Only left — shows only even (left) pages. Odd pages are shown as blank
pages.

Format — select the page numbering format to use for the page style.
Table alignment: Horizontal — centers the cells horizontally on the printed page.
Table alignment: Vertical — centers the cells vertically on the printed page.

Borders and Background

See “Borders” and “Background” in “Cell style attributes” above for information on how to set the
borders and background for page styles.

Header

Adds a header to the page style. A header is an area in the top page margin where you can add
text or graphics.

* Header on — adds a header to the page style.

* Same content left/right — even and odd pages share the same content. To assign a
different header to even and odd pages, deselect this option and then select Edit.

* Left margin — enter the amount of space to leave between the left edge of the page and
the left edge of the header.

* Right margin — enter the amount of space to leave between the right edge of the page and
the right edge of the header.
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Spacing — enter the amount of space to maintain between the bottom edge of the header
and the top edge of the document text.

Height — enter the height that you want for the header.

AutoFit height — automatically adjusts the height of the header to fit the content.
Preview — displays a preview of the current selection.

More — defines a border, background color, or background pattern for the header.
Edit — allows you to add or edit header text.

Footer

Adds a footer to the page style. A footer is an area in the bottom page margin where you can add
text or graphics. See “Header” above for information on the available options you can use for a

footer.

Sheet

Specifies the elements to be included in the printout of all sheets with the page style. Additionally,
you can set the print order, the first page number, and the page scale.

Page Order — defines the order in which data in a sheet is numbered and printed when it
does not fit on one printed page.

- Top to bottom, then right — prints vertically from the left column to the bottom of the
sheet.

- Left to right, then down — prints horizontally from the top row of the sheet to the right
column.

- First page number — select this option if you want the first page to start with a number
other than 1.
Print — defines which elements of the spreadsheet are to be printed.

- Column and row headers — specifies whether you want the column and row headers to
be printed.

- Grid — prints the borders of the individual cells as a grid. For the view on screen, make
your selection in Tools > Options ->LibreOffice Calc ->View > Grid lines.

- Comments — prints the comments defined in your spreadsheet. They will be printed on
a separate page along with the corresponding cell reference.

- Objects/graphics — includes all inserted objects (if printable) and graphics with the
printed document.

- Charts — prints the charts that have been inserted into your spreadsheet.

- Drawing objects — includes all drawing objects in the printed document.

- Formulas — prints the formulas contained in the cells, instead of the results.
- Zero values — specifies that cells with a zero value are printed.

Scale — defines a page scale for the printed spreadsheet.

- Scaling mode — select a scaling mode from the drop-down list. Appropriate controls will
be shown below this option.

- Reduce/enlarge printout — specifies a scaling factor to scale all printed pages.

- Scaling factor — enter a percentage figure for scaling your spreadsheet for printing. The
default setting is 100%.

Chapter 4 Using Styles and Templates in Calc 133



- Fit print range(s) to width/height — specifies the maximum number of pages horizontally

(width) and vertically (height) on which every sheet with the same page style is to be
printed.

The print ranges are always scaled proportionally, so the resulting number of pages
may be less than specified.

You may deselect one of the options, then the unspecified dimension will use as many
pages as necessary.

If you deselect both options, this will result in a scaling factor of 100%.

- Width in pages — enter the maximum number of pages to be printed horizontally across.
- Height in pages — enter the maximum number of pages to be printed vertically stacked.
- Fit print range(s) on number of pages — specifies the maximum number of pages on

which every sheet with the same page style is to be printed. The scale will be reduced
as necessary to fit the defined number of pages.

- Number of pages — enter the maximum number of pages to be printed.

Modifying and updating styles

Modifying styles

1)

Go to Format > Styles and Formatting on the main menu batr, or press the F11 key, or

click the Styles and Formatting icon on the Formatting toolbar to open the Styles and
Formatting dialog (Figure 94).

To modify a cell style, click on the Cell Styles icon in the Styles and Formatting dialog

2)
to open the list of cell styles.

3) To modify a page style, click on the Page Styles icon in the Styles and Formatting
dialog to open the list of page styles.

4) Right-click on the style name you want to modify and select Modify from the context menu
to open either the Cell Style dialog (Figure 97) or the Page Style dialog (Figure 98).

5) Make the necessary changes to the style attributes. For more information on style
attributes, see “Cell style attributes” on page 127 and “Page style attributes” on page 131.

6) Click OK to save the changes and close the dialog.

N The Modify command is unavailable if one or more sheets are protected, even if
ote the style to be modified is being used in an unprotected sheet.
Updating styles
Updating styles can only be carried out on cell styles as follows:

1) Go to Format > Styles and Formatting on the main menu bar, or press the F11 key, or
click the Styles and Formatting icon @ on the Formatting toolbar to open the Styles and
Formatting dialog (Figure 94).

2) Click on the Cell Styles icon in the Styles and Formatting dialog to open the list of cell
styles.

3) Select a cell on the spreadsheet that is using the cell style you want to update and highlight
the data in the cell. The cell style name will be highlighted in the Styles and Formatting
dialog.

4) Make the necessary format changes to the data.
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5) Click on the Update Style icon EJ and the cell style attributes will be updated with your
changes. Any other cells using the same cell style will also be updated to with your
changes.

Hiding, showing and displaying styles

Hiding styles
Hiding styles can only be carried out on cell styles as follows. Only styles that are not being used in
the spreadsheet can be hidden.

1) Go to Format > Styles and Formatting on the main menu bar, or press the F11 key, or

click the Styles and Formatting icon on the Formatting toolbar to open the Styles and
Formatting dialog (Figure 94).

2) Click on the Cell Styles icon in the Styles and Formatting dialog to open the list of cell
styles.

3) Right click on an unused cell style and select Hide from the context menu. The style is then
moved to the Hidden Styles category in the Styles and Formatting dialog.

Showing styles
1) Go to Format > Styles and Formatting on the main menu bar, or press the F11 key, or

click the Styles and Formatting icon on the Formatting toolbar to open the Styles and
Formatting dialog (Figure 94).

2) Click on the drop-down list at the bottom of the Styles and Formatting dialog and select
Hidden Styles from the list.

3) Right click on the hidden style you want to show and select Show from the context menu.
The style will then be displayed in the Styles and Formatting dialog.

Displaying styles
The Styles and Formatting dialog can display different categories of styles as follows:
1) Go to Format > Styles and Formatting on the main menu bar, or press the F11 key, or

click the Styles and Formatting icon @ on the Formatting toolbar to open the Styles and
Formatting dialog (Figure 94).

2) Click on the drop-down list at the bottom of the Styles and Formatting dialog.

3) Select the style category you want displayed in the Styles and Formatting dialog. The
categories are as follows:

- Hierarchical — lists the styles used in an outline and normally only applies to documents
that use a hierarchical outline.

- All Styles — lists all the styles that are available in Calc and in your spreadsheet, except
for Hidden Styles.

- Hidden Styles — lists all the styles that have been hidden in a spreadsheet.
- Applied Styles — lists only the styles that have been applied to the spreadsheet.

- Custom Styles — lists only the styles that you have created for use in a spreadsheet or a
template.
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Copying cell styles

To copy a cell style already in use to another cell in your spreadsheet or into a cell in another
spreadsheet:

1)

2)
3)
4)

Click one of the cells that has been assigned the style you want to copy, and then copy the
cell to the clipboard.

Select the cells that are to receive the same formatting as the copied cell.
Go to Edit > Paste Special on the menu bar to open the Paste Special dialog (Figure 100).
Make sure that only Formats is selected and click OK to paste the style formatting

attributes into the cell.

@ Paste Special
selection Operations
@® None —
O add [ Gancel
() Subtract [I]
) Multiply
() Divide
Options shift cells
[] skip empty cells @® Don'tshift
[] Transpose () Down
[] Link () Righkt

Figure 100: Paste Special dialog

Deleting styles

You can only delete styles that you have created. The styles that are included with LibreOffice as
part of the software installation cannot be deleted.

1)

2)

3)

4)
5)

Go to Format > Styles and Formatting on the main menu batr, or press the F11 key, or

click the Styles and Formatting icon on the Formatting toolbar to open the Styles and
Formatting dialog (Figure 94).

To delete a cell style, click on the Cell Styles icon in the Styles and Formatting dialog
to open the list of cell styles.

To delete a page style, click on the Page Styles icon in the Styles and Formatting
dialog to open the list of page styles.

Right-click on the style you want to delete and select Delete from the context menu.
Select Yes on the warning message that opens to delete the style. Any data in a cell or a

sheet in the spreadsheet that used the deleted style will revert to the Default style included
with Calc.
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Templates

Creating templates

Templates are created from a new or existing spreadsheet as follows:

1) Open a new or existing spreadsheet that you want to use as a base for a template.

2) Add any necessary pre-defined content that you want to appear in a spreadsheet each time
you use the new template. For example, company logo and name, company information,
page numbers, and so on.

3) Create all the cell and page styles that you want to use in your new template.

4) Go to File > Save as Template on the main menu bar, or use the keyboard combination
Shift+F11 to open the Template Manager dialog (Figure 101).

5) Double-click to open the folder where you want to save your template or create a new
folder for spreadsheet templates. It is recommended to use the My Templates folder for all
your LibreOffice templates.

6) Click the Save icon llEl] and type a memorable name for your template.

7) Click OK to save the new template.

& - o0 Template Manager
'u%ni Save @Newfolder Q {L} -
My Templates Mediawiki Presentation
Backgrounds
Figure 101: Template Manager dialog
Note When you create and save a spreadsheet template, it will be automatically saved in

the Spreadsheets section in the Template Manager.

Editing templates

1)

2)

3)

4)
5)

6)

Go to File > New > Templates on the main menu bar, or click on the Templates button on
the LibreOffice opening dialog to open the Template Manager dialog. By default, the
Template Manager opens in the My Templates folder.

Click on the Spreadsheets tab or navigate to the folder where you have saved your
spreadsheet templates.

Select the template that you want to edit. When you do this, a row of icons appears above
the templates (see Figure 102).

Click the Edit icon E and the spreadsheet template opens in Calc.
Make all necessary to the template content, cell styles, and page styles just as you would
with a spreadsheet.

Go to File > Save on the menu bar to save your changes, or go to File > Save As
Template on the main menu bar to save the edited template as a new template.
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Documents | Spreadsheets | Presentations Drawings

E[)pen @Eﬁit OProperties @Setasdefault aMwetoFolder 52 BExport ®Delebe Q @ -

AllTemplates My Templates

Figure 102: Template Manager dialog — Editing templates

Creating spreadsheets from templates

To create a spreadsheet from a template:

1) Goto File > New > Templates on the main menu bar to open the Template Manager dialog
(Figure 102).

2) Select the Spreadsheets tab and navigate to the folder where the template is located. The
default folder for templates is My Templates.

3) Select the template you want to use and click on the Open icon E’ or double-click on the
template to open it. The Template Manager closes and a new spreadsheet opens in Calc.

4) Go to File > Save As on the main menu bar, or use the keyboard combination Ctrl+Shift+S
and save your new spreadsheet with the filename you want to use.

Updating styles from a changed template

If you make any changes to a template and its styles, the next time you open a spreadsheet that
was created before you changed the template, a confirmation message is displayed.
1) Click Update Styles to apply the changed styles in the template to the spreadsheet.

2) Click Keep Old Styles if you do not want to apply the changed styles in the template to the
spreadsheet.

If you select Keep Old Styles, the confirmation message will not appear again the

Note next time you open the spreadsheet using the same changed template.

Setting default template

If you create a new spreadsheet using File > New > Spreadsheet on the main menu bar, Calc
creates the document from the default template for spreadsheets. You can, however, set any
template as the default template. You can also reset the default template to the Calc default
template at a later date if you want to.
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Setting a template as default

You can set any template to be the default, but the template must be located in one of the folders
displayed in the Template Manager dialog.

1)

2)
3)

4)

Go to File > New > Templates on the main menu bar to open the Template Manager dialog
(Figure 102).

Navigate to the folder containing the template that you want to set as the default.
Select the template.

Click on the Set As Default icon @ The next time that you create a new spreadsheet, it
will be created from this template.

Resetting default template
To set the default spreadsheet template back to the default template supplied with Calc:

1) Goto File > New > Templates on the main menu bar to open the Template Manager dialog
(Figure 102).

2) Click on the Action Menu icon.

3) Select Reset Default Template > Spreadsheet from the context menu. The next time that
you create a new spreadsheet, it will be created using the Calc default template.

Note Resetting the default template back to the Calc default template is only available if the

default has been changed previously.

Associating spreadsheets with a different template

At times you might want to use or associate a spreadsheet with a different template. The main
advantage of associating a spreadsheet with a different template is that it makes it easier to update
the styles if the requirement arises.

For best results when associating spreadsheets with another template is to make sure that the
style names in the spreadsheet and in the template are the same. If the names are not the same,
you will need to use Search and Replace function in Calc to replace the old styles with new ones.
See Chapter 2 Entering, Editing, and Formatting Data for more information about finding and
replacing styles.

1)
2)
3)
4)
5)
6)

7)
8)

9)

10)

Go to File > New > Templates on the main menu bar to open the Template Manager dialog
(Figure 102).

Navigate to the folder containing the template that you want to use.
Double click on the template and a new blank spreadsheet is created.
Open the spreadsheet you want to associate with the template.

Go to Edit > Select All on the main menu bar, or use the keyboard combination Ctr/+A to
select everything in the spreadsheet you want to change.

Go to Edit > Copy on the main menu bar, or use the keyboard combination Ctr/+C to copy
the spreadsheet data to the clipboard.

Close the old spreadsheet without saving.

In the new blank spreadsheet, go to Edit > Paste on the main menu bar, or use the
keyboard combination Ctrl+V to paste the data into the spreadsheet.

Go to File > Save As on the main menu bar, or use the keyboard combination Ctr/+Shift+S
to save this new spreadsheet with the filename as the old spreadsheet.

When asked, confirm that you want to overwrite the old file.

Chapter 4 Using Styles and Templates in Calc 139



Organizing templates

LibreOffice can only use templates that are in its template folders. You can create hew template
folders and use them to organize your templates and import templates into these folders. For
example, you might have one template folder for sales templates and another for invoice
templates. You can also export templates.

The location of template folders in LibreOffice depends on the operating system of
Tip your computer. If you want to know where the template folders are located, go to
Tools > Options > LibreOffice > Paths.

Creating template folders

1) Go to File > New > Templates on the main menu bar to open the Template Manager
dialog. If necessary, click on All Templates to display the view shown in Figure 101.

- -
2) Click the New Folder icon .

3) In the pop-up dialog, type a name for the new folder and click OK. The new folder now
appears in the list of folders.

Deleting template folders

You cannot delete template folders supplied with LibreOffice. You can only delete template folders
that you have created.

1) Go to File > New > Templates on the main menu bar to open the Template Manager dialog
(Figure 102).

2) Select the folder that you want to delete.

3) Click the Delete icon @
4) Click Yes to confirm the deletion and the folder and templates inside the folder are deleted.

Moving templates
To move a template from one template folder to another template folder:

1) Go to File > New > Templates on the main menu bar to open the Template Manager dialog
(Figure 102).

2) Navigate to the folder containing the template that you want to move to another folder.
3) Select the template you want to move.

4) Click the Move to folder icon a’ and select the folder you want to use from the context
menu. The selected template is moved to the folder.

Deleting templates

You cannot delete templates supplied with LibreOffice. You can only delete templates that you
have created or imported.

1) Go to File > New > Templates on the main menu bar to open the Template Manager dialog
(Figure 102).

2) Select the folder that you want to delete.

3) Click the Delete icon ®
4) Click Yes to confirm the deletion and the folder and templates inside the folder are deleted.
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Importing templates
You can import and add templates to your collection as follows:

1) Open your browser software and locate the web page where the template is located. It is
recommended to use the link http://templates.libreoffice.org/template-center which will take
you to the LibreOffice Template Center where you will find several templates that are fully
compatible with LibreOffice.

2) Download the template you want to use.
3) In Calc, go to File > New > Templates to open the Template Manager dialog (Figure 103).

4) Click on the Import icon El and navigate to the folder where the downloaded template is
located on your computer.

5) Select the template and click Open. After import, the template becomes available in the
Template Manager.

| @ - o Template Manager
Documents Spreadsheets | Presentations | Drawings
| Import Q {\;} -

All Templates My Templates

account_id_manager test template
3-0

Figure 103: Template Manager dialog — Importing templates

Not It is recommended to import templates using the above procedure as this places
ote the templates into the correct location for LibreOffice to locate the templates.

Exporting templates
To export a template from a template folder to another location:
1) Go to File > New > Templates on the main menu bar to open the Template Manager dialog
(Figure 102).
2) Navigate to the folder containing the template that you want to export.
3) Select the template that you want to export.
4) Click the Export icon and the Save As dialog opens.

Navigate to the location where you want to export the template and click Save. If necessary, you
can also rename the template.
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Graphics in Calc

Calc is often used to present data, and to make forecasts and predictions. Graphics can turn an
average spreadsheet into a more professional and memorable spreadsheet. Calc can import
various vector (line drawing) and raster (bitmap) file formats. The most commonly used graphic
formats are GIF, JPG, PNG, and BMP. See LibreOffice Help for a full list of the formats that Calc
can import.

Graphics in Calc are of three basic types:
* Image files, such as photographs, drawings, and scanned images
* Diagrams created using LibreOffice drawing tools

e Charts and graphs created using LibreOffice Chart facility, see Chapter 3 Creating Charts
and Graphs for more information

Although using graphics in Calc is very similar to using graphics in any other component of
LibreOffice, this chapter explains some of the differences in their use. It also covers some of the
more advanced graphics functions and how they can further enhance your spreadsheet.

The term graphics refers to both pictures and drawing objects. Often the word
Note images is used when referring to pictures and other graphics that are not drawing
objects.

Adding graphics (images)

Graphics or images (sometimes called pictures in LibreOffice), such as corporate logos and
photographs, are probably the most common types of graphics added to a Calc spreadsheet. They
may be, for example, downloaded from the Internet, scanned, created with a graphics program; or
photographs taken with a digital camera.

Images can be inserted in three ways:
* Using the Insert Picture dialog
* From the gallery
* From the clipboard by copying and pasting

Inserting image files

The most common source of graphics is existing files and to insert an image from a file as follows:

1) Click in the cell in the spreadsheet where you want the image to appear. Do not worry too
much about the position of the file as positioning can be changed, see “Positioning, resizing
and arranging images” on page 155 for more information.

2) Go to Insert > Picture > From File on the main menu bar, or click the From File icon @
on the Insert toolbar to open the Insert Picture dialog (Figure 104). If the Insert toolbar is
not open, go to View > Toolbars > Insert on the main menu bar.

3) On the Insert Picture dialog, navigate to the file to be inserted and select it.

4) If required, select Preview to view a thumbnail of the selected image on the right of the
dialog so you can verify that you have the correct file.

5) Click Insert as Link or Link (depending on computer setup) if you want to link the file to
the original file (see “Linking files” below for more information). If you do not select Insert
as Link or Link, the file is embedded into the spreadsheet (see “Embedding image files”
below for more information).
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Figure 104: Insert Picture dialog

6) Click Open and the file is inserted into the spreadsheet as a floating image and is anchored
to the cell in which the cursor was placed.

The Insert Picture dialog may look different from the one shown in Figure 104,
depending on your operating system and whether you have selected to use the
LibreOffice Open/Save dialogs in Tools > Options > LibreOffice > General.

Note

Linking files

To create a link to a file containing an image instead of embedding the image into a spreadsheet,
use the Insert picture dialog and select the Insert as Link or Link option. When you click Open, a
warning dialog (Figure 105) opens informing you of the hazards of linking a file and asks you to
confirm whether you want to Keep Link or change to Embed Graphic.

@ LibreOffice 4.1.2.3
The file file:///home/peewee/Dropbox/LO41%20Calc
%20Guide/Pictures/NatGeo01.jpg will not be stored along with your

document, but only referenced as a link. This is dangerous if you move
and/or rename the files. Do you want to embed the graphicinstead?

Keep Link

& Askwhen linking a graphic

Figure 105: Linking warning dialog
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Click Keep Link and the image is displayed in the document, but when the document is saved, it
contains only a reference to the image file and not the image itself. The document and the image
remain as two separate files, which are temporarily merged only when you open the spreadsheet
again.

Click Embed Graphic and the image is displayed in the spreadsheet. The image file is embedded
into the spreadsheet and the two files become one file. See “Embedding image files” below for
more information.

* Advantage — you can modify the image file separately without changing the spreadsheet
because the link to the file remains valid and the modified image will appear when you next
open the spreadsheet. This can be a big advantage if you (or someone else, perhaps a
graphic artist) is updating images.

* Advantage — linking can reduce the file size of the spreadsheet when it is saved, because
the image file itself is not included. However, file size is usually not a problem on modern
computers with a reasonable amount of memory, unless the spreadsheet includes many
large graphics files. Calc can easily handle large files.

* Disadvantage — if you send the document to someone else, or move it to a different
computer, you must also send the image files and keep the same file structure. This
prevents the link from being broken and blank areas appearing in the spreadsheet because
Calc cannot find the linked file. For example, you might keep image files in a subfolder
named Images inside the same folder containing the Calc document. Any recipient of the
Calc spreadsheet needs to put the image files in a subfolder with the same name in the
same named folder as the Calc spreadsheet.

When inserting the same image several times in the document, it might appear
beneficial to create links. However, this is not necessary, as LibreOffice embeds
only one copy of the image file in the document. Deleting one or more of the
copies does not affect the other copies of the same file.

Note

Embedding image files

Embedding a image into your spreadsheet makes the image a permanent part of your
spreadsheet. Any changes you make to an embedded image will only appear in your spreadsheet
and the original image file will not affected.

Embedding happens when you insert an image into your spreadsheet using copying and pasting,
or clicking Embed Graphic when inserting files with the Insert Picture dialog.

* Advantage — embedding graphics into your spreadsheet is that the graphic is always
available no matter what computer is used to open the spreadsheet.

* Disadvantage — embedding graphics is that it creates large file sizes, which may not be
desirable if you have limited capacity for storing computer files. Also, if the original graphic
is altered, then your drawing will not have an up to date version each time you open your
drawing.

When a raster graphic is embedded into a LibreOffice spreadsheet, the format of that

Note graphic is automatically changed to PNG format.
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Embedding linked image files

If you originally linked the image files, you can easily embed and save in a Calc spreadsheet at a
later time if you so wish.

1) Open the spreadsheet in Calc.
2) Go to Edit > Links on the main menu bar to open the Edit Links dialog (Figure 106) shows
all the linked files.
& Edit Links
Source file Element: Type Status l close
file:///h.../NatGeo02.jp JPEG - Joint Photograph Graphic
file:///h.../NatGeo01.jpg JPEG - Joint Photograph Graphic Manual | Help |
File:///h.../NatGeo03.jpg JPEG - Joint Photograph Graphic Manual
l Update
l Modify... |
l Break Link
Source file file:///home/peewee/Dropbox/LO41 Calc Guide/Pictures/MatGeo02.jpg
Element: JPEG - Joint Photographic Experts Group
Type: Graphic
Update: Automatic Manual

Figure 106: Edit Links dialog

3)
4)

Select the files you want to change from linked to embedded.

Click Break Link and confirm you want to remove the selected link. The file then becomes
embedded into the spreadsheet.

Going from embedded to linked files is not so easy. You must delete each

Note embedded file and, one at a time, selecting the Insert as Link or Link option when

you reinsert each file.

Copying and pasting

Using the clipboard, you can copy and paste images from one Calc spreadsheet into another Calc
spreadsheet, or from another component of LibreOffice (Writer, Draw, and so on) into a
spreadsheet, or from other programs into a Calc spreadsheet. Copying and pasting embeds the
image file

1)
2)
3)
4)
5)

Open both the source document and the Calc spreadsheet into which you want to copy the
image.
In the source document, select the image to be copied.

Go to Edit > Copy on the main menu bar, or click the Copy icon EE' on the Standard
toolbar, or use the keyboard shortcut Ctr/+C to copy the image to the clipboard.

Switch to the Calc spreadsheet and click in the cell where the image is to be inserted.

Go to Edit > Paste on the main menu bar, or click the Paste icon [ﬁl on the Standard
toolbar, or use the keyboard shortcut Ctrl+V to paste the image into the spreadsheet.
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You can also right-click and select Copy from the context menu to copy the image
to the clipboard. You then right-click in the cell you want to use for an anchor and

Note select Paste from the context menu to embed the image into your spreadsheet.
However, this method only works for image files when you are copying and pasting
between modules of LibreOffice.

Using the Gallery

The Gallery (Figure 107) provides a convenient way to make available reusable objects such as
images and sounds that you can insert into your documents. The Gallery is available in all
components of LibreOffice and has several images grouped together in collections or themes, for
example Finance, Computer, People and so on. However, you can add your own images by using
My Theme or creating a theme. The Gallery is explained in more detail in the Getting Started
Guide Chapter 11 Graphics, the Gallery, and FontworKk.

[l
[l
1]
&g
A
llim

@/ |Liberationsans |+ [10 |v| B 7 U =

New Theme... EZ = Finance - Agreement (fopt/libreoffice4.1/program/../sha
B Homepage
B My Theme
B People
B School & University
B Sounds
B Symbols
B Text Shapes -
B Transportation v

K24 ) K B =
Figure 107: Gallery dialog

1) Click on the Gallery icon rﬁl on the Standard toolbar or go to Tools > Gallery on the main
menu bar to open the Gallery.

2) Navigate through the Gallery to find the required image.

3) Right-click on the required image and select Insert > Copy from the context menu or click
and drag the image from the Gallery into the Calc spreadsheet.

By default, the Gallery is docked above the Calc spreadsheet. To expand the Gallery, position the
cursor over the line that divides it from the top of the spreadsheet. When the cursor changes to
parallel lines with arrows, click and drag downward. The spreadsheet automatically re-sizes in
response.

To expand the Gallery without affecting the workspace, undock it so it floats over the workspace.
Hold down the Ctrl key and double-click on the Gallery title bar, or use the keyboard shortcut
Ctrl+Shift+F10. The Gallery then becomes a floating dialog on top of the spreadsheet.

To dock the Gallery in its default position above the spreadsheet, hold down the Ctrl key and
double-click on the Gallery title bar.

When the Gallery is docked, you can hide it and view the full Calc spreadsheet. Click the
Hide/Show button (highlighted in Figure 107) in the bar separating the Gallery from the
spreadsheet. To show the Gallery again, click the Hide/Show button again. To close the Gallery, go
to Tools > Gallery on the main menu bar and uncheck Gallery, or click on the Gallery icon again.
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Modifying images

When you insert a new image, you may need to modify it to suit the document. This section
describes how to resize, crop, rotate and adjust an image in Calc. Any changes made in Calc do
not affect the original image, whether it is an embedded or linked image file.

Calc provides several tools for working with images and these tools are sufficient for most
requirements. However, for professional results it is generally better to use a software designed to
modify image files, for example GIMP, and then insert the result into Calc. GIMP is an open-source
graphics program that can be downloaded from http://www.gimp.org/downloads/.

Picture - X

v Default : | B0l Po% : L m B & & E B H b -

[ Filter
EE Graphics mode
[El Color
|| Iransparency

(&) Line
& Area
& Shadow

& crop Picture

&/ change Anchor

L] Bring to Front

5% sendtoBack

[Z}| To Foreground

[E] ToBackground

Display Grid

Snap to Grid

Helplines While Moving

[re] Alignment

Figure 108: Picture toolbar and available tools

Using the Picture toolbar

When you insert an image or select one already present in your spreadsheet, the Picture toolbar
opens (Figure 108). If it does not open, go to View > Toolbars > Picture on the main menu bar.
The tools available from left to right on the Picture toolbar are as follows:

* Filter — opens the Graphic Filter toolbar, which is described in “Using graphic filters” on
page 151.

* Graphics mode — changes the display of the graphic from color to grayscale, black and
white, or a watermark. This setting affects only the display and printing of the picture; the
original picture file remains unchanged.

- Default — the graphic is displayed unaltered in color.
- Grayscale — the graphic is displayed in 256 shades of gray.
- Black/White — the graphic is displayed in black and white.

- Watermark — the brightness and contrast of the graphic are reduced to the extent that
the graphic can be used as a watermark (background).
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* Color — opens the Color toolbar (Figure 109) to adjust the values of the RGB colors,
brightness, contrast and Gamma. These adjustments do not affect the original picture, but
the values are stored in LibreOffice as a separate formatting set.

- Red, Green, Blue — select values between -100% (no color) to +100% (full intensity);
0% represents the original color value of the graphic.

- Brightness — select a value between —100% (totally black) and +100% (totally white).

- Contrast — select a value between —100% (minimum) and +100% (maximum).

- Gamma — this affects the brightness of the middle color tones. Select a value between

0.10 (minimum) to 10 (maximum) Try adjusting this value if changing brightness or
contrast does not give you the required result.

Color v

®ow : ™ow |/ ®px 3 0% :@pb%x :EFHhoo 3
Figure 109: Color toolbar

* Transparency — adjust the degree of transparency of the picture between 0% (opaque)
and 100% (fully transparent).

* Line — opens the Line dialog so you can adjust the border style of the selected image. See
the Draw Guide for more information on how to modify lines.

* Area— opens the Area dialog allowing you to edit color, gradient, hatching and fills of the
background area that contains the image — not the image itself. To see the background,
you must set the transparency of the image to a suitably high value. See the Draw Guide
for more information on how to modify areas.

* Shadow - sets the default shadow effect around the image. To adjust the shadow effect,
open the Area dialog and click on the Shadow tab. See the Draw Guide for more
information on how to modify shadows.

* Crop Picture — opens the Crop dialog and allows you to crops or trims the selected image.
For more information, see “Cropping images” on page 152.

* Anchor - allows you to toggle between anchoring the image to a cell or to a page. For
more information, see “Anchoring images” on page 158.

* Bring to Front — brings the selected image to the front of the stack when there is more
than one image in the spreadsheet. For more information, see “Arranging images” on page
158.

¢ Send to Back — sends the selected image to the rear of the stack when there is more than
one image in the spreadsheet. For more information, see “Arranging images” on page 158.

* To Foreground — allows the image to float in front of the spreadsheet cells. For more
information, see “Arranging images” on page 158.

* To Background — moves the selected image into the background so that appears behind
the spreadsheet cells. For more information, see “Arranging images” on page 158.

* Display Grid — displays or hides grid lines that you can use to align images on a page.

* Snhap to Grid — automatically aligns images to vertical and horizontal grid lines. To override
this feature, hold down the Alt key when you drag an object.

* Helplines While Moving — displays guides or helplines when dragging an image to a new
position.

* Alignment — if two or more images are selected, adjusts the horizontal and vertical
alignment of the images in relation to each other. For more information, see “Aligning
images” on page 159.
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Using graphic filters

Applying graphic filters to any image consecutively will progressively degrade the
quality of the image. The graphic filters used in Calc utilize what is known as a
destructive editing algorithm, whereby each filter is applied to the image
immediately, changing the original data of the image. Successive transformations
result in less and less original data remaining, thus compromising the quality of the
inserted picture. While this might be acceptable for use in simple documents, it is
still recommended that dedicated photo or image editing software be used to
perform anything but the simplest of manipulations.

Note

Graphic Filter v X
HoAadaEEnR &8 H

Invert

Smooth
Sharpen
Remove Noise
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Solarization
Aging
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Pop Art

EN FXIE

Charcoal sketch
Relief
Mosaic

2

Figure 110: Graphic Filter toolbar and tools

After selecting an image and the Picture toolbar (Figure 108) has opened, click on the Filter icon

B to open the Graphic Filter toolbar (Figure 110). Filters work on the current view of a graphic
and they can be combined. Filters always apply to the entire graphic and it is not possible to use
filters to edit only a part of the object.

* Invert — inverts or reverses the color values of a color image (similar to a color negative),
or the brightness values of a grayscale image. Apply the filter again to revert to the original
image.

* Smooth — softens or blurs the image by applying a low pass filter reducing the contrast
between neighboring pixels and produces a slight lack of sharpness. Also opens the
Smooth dialog where you can set the Smooth Radius parameter used for the Smooth filter
when you click OK.

* Sharpen — sharpens the image by applying a high pass filter increasing the contrast
between neighboring pixels emphasizing the difference in brightness. This will accentuate
the outlines and the effect will be strengthened if you apply the filter several times.

* Remove Noise — removes noise by applying a median filter by comparing every pixel with
its neighbors. It then replaces extreme values of those pixels that deviate in color by a large
amount from a mean value by a pixel with a mean color value. The amount of picture
information does not increase, but because there are fewer contrast changes resulting in a
graphic that looks smoother.
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Solarization — solarization is a phenomenon in photography in which the image recorded
on a negative or on a photographic print is wholly or partially reversed in tone. Dark areas
appear light or light areas appear dark. Solarization was originally a photochemical effect
used during photographic film development and is now used in the digital world of
computing to create a change or reversal of color.

Clicking Solarization opens the Solarization dialog allowing you to define the threshold
value for solarization. Entering a Threshold value above 70% reverses the color values.
Selecting the Invert option, all the colors are inverted.

Aging — aging creates a look that resembles photographs developed in the early days of
photography. All pixels are set to their gray values and then the green and blue color
channels are reduced by the amount specified in the Aging dialog while the red color
channel is not changed. Clicking Aging opens the Aging dialog allowing you to define the
Aging degree and create an old look for your graphic.

Posterize — posterizing reduces the number of colors in a graphic making it look flatter.
When used on a photograph, posterizing can make the photograph look like a painting.
Clicking Posterize opens the Posterize dialog allowing you to define the number of Poster
colors to produce the effect you want.

Pop Art — changes the colors of an image to a pop-art format.

Charcoal Sketch — displays the image as a charcoal sketch. The contours of the graphic
are drawn in black and the original colors are suppressed.

Relief — this filter calculates the edges of an image in relief as if the image is illuminated by
a light source. Clicking Relief opens the Relief dialog where you can select the position of
the Light source producing shadows that differ in direction and magnitude.

Mosaic — this filter joins groups of pixels and converts them into a rectangular tile in a
single color creating an image that appears to be a mosaic. The larger the individual
rectangles created, the fewer details the mosaic graphic has.

Clicking Mosaic opens the Mosaic dialog allowing you to set the number of pixels used to
create the Width and Height of each tile created. Selecting Enhanced edges will enhance
the edges of each tile to create a sharper definition.

Cropping images

When you only want to display a section of an image in your spreadsheet, you may can crop or
hide parts of an image. If you want to remove or delete areas of an image then it is recommended
to use LibreOffice Draw or another graphics package before inserting the image into your
spreadsheet.

1)

2)
3)

4)

Select the image in your spreadsheet.

Click the Crop Picture icon % on the Picture toolbar to open the Crop dialog (Figure 111).

Using the options available in the Crop dialog and described below, specify how the image
is cropped. It is not possible to use the mouse for cropping an image in Calc. The thumbnail
shown in the dialog preview displays the image area that will remain after cropping with an
inner rectangle.

Click OK to close the dialog and your cropped image is displayed in your spreadsheet.

If you crop an image in Calc, the original image file is not affected. However, if you

Note export the spreadsheet to HTML format, the full original image is exported, not the

cropped image.
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Figure 111: Crop dialog

The cropped shape is always a rectangle. More complex cropped shapes are not
Note possible in Calc. To create more complex shapes when cropping, use a dedicated
photograph or image editing software, then import the resulting image into Calc.

The options available in the Crop dialog are as follows:

* Crop — allows you to trim or scale the selected image, or to add white space around the
image.

- Keep scale — maintains the original scale of the image when cropping so that only the
size of the image changes.

- Keep image size — maintains the original size of the image when you crop so that only
the scale of the image changes. To reduce the scale of the image, select this option and
enter negative values in the cropping boxes. To increase the scale of the image, enter
positive values in the cropping boxes.

- Left and Right — if Keep Scale is selected, enter a positive amount to trim the left or
right edge of the image, or a negative amount to add white space to the left or right of
the image. If Keep image size is selected, enter a positive amount to increase the
horizontal scale of the image, or a hegative amount to decrease the horizontal scale of
the image.

- Top and Bottom — if Keep Scale is selected, enter a positive amount to trim the top or
bottom of the image, or a negative amount to add white space above or below the
image. If Keep image size is selected, enter a positive amount to increase the vertical
scale of the image, or a negative amount to decrease the vertical scale of the image.

* Scale — allows you to change the scale of the selected image. In the Width and Height
fields enter a value for the width or height of the selected image as a percentage.

* Image size — allows you to change the size of the selected image. In the Width and Height
fields enter a value for the width or height of the selected image.

* Preview field — displays a preview of the selected image.

* Original Size — returns the selected image to its original image size which is indicated
above the Original Size button. The bitmap image density is shown alongside the original
size of the image.
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Adding text

To add text to an image you have inserted into your spreadsheet. Any text added to an image
becomes an integral part of that image and will move with the image when the image is
repositioned. For more information on adding text to images, see the Draw Guide.

1)
2)

3)

4)

5)

6)

Select the image you want to add text to.

Double-click on the image and the text cursor flashes in the center of the image. The Text
Formatting toolbar automatically opens at the top of the spreadsheet.

Enter your text and make any formatting adjustments to the text using the tools on the Text
Formatting toolbar.

When finished, click outside the image to cancel the text editing mode and your text will
appear in the default position at the center of the image.

® Text
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Figure 112: Text dialog

To adjust the position of the text or how it appears in the image, right-click on the image
and select Text from the context to open the Text dialog (Figure 112).

Make any necessary changes and click OK to close the dialog. The various options
available are described below. If an option is grayed out in the Text dialog, then it is not
available for use in Calc.

The options in the Text dialog are as follows:

Text — sets the layout and anchoring properties for text in the selected image. The text is
positioned relative to the edges of the image.

- Fit width to text — expands the width of the image to the width of the text, if the image is
smaller than the text.

- Fit height to text — expands the height of the object to the height of the text, if the object
is smaller than the text.

- Fit to frame — resizes the text to fit the entire area of the image.

- Adjust to contour — adapts the text flow so that it matches the contours of the selected
image.

- Word wrap text in shape — wraps the text that you add after double-clicking a custom
shape to fit inside the shape.
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- Resize shape to fit text — resizes a custom shape to fit the text that you enter after
double-clicking the shape.

* Spacing to borders — specify the amount of space to leave between the edges of the
image and the borders of the text.

- Left — enter the amount of space to leave between the left edge of the image and the
left border of the text.

- Right — enter the amount of space to leave between the right edge of the image and the
right border of the text.

- Top — enter the amount of space to leave between the top edge of the image and the
upper border of the text.

- Bottom — enter the amount of space to leave between the bottom edge of the image
and the lower border of the text.

* Text anchor — set the anchor position. Click where you want to place the anchor for the
text.

* Full width — anchors the text to the full width of the image.

Positioning, resizing and arranging images

Using the mouse

Positioning
To move an image to a new position in your spreadsheet, click on the image and drag it to a new

position. Release the mouse button when you are satisfied. The image will still be anchored to the
cell or page the image was originally anchored to.

Resizing
1) Click on the image to display the colored selection handles.

2) Position the cursor over one of the colored selection handles. The cursor changes shape
giving a graphical representation of the direction of the resizing. The corner handles resize
both the width and the height of the image simultaneously. The top, bottom, left and right
handles only resize one dimension at a time.

3) Click and drag to resize the image.
4) Release the mouse button when satisfied with the new size.

To retain the original proportions of the image, Shift+click one of the corner handles,

Tip then drag.

Position and Size dialog

If you want to accurately position and size an image in your spreadsheet, go to Format > Graphic
> Position and Size on the main menu bar, or right-click on an image and select Position and
Size from the context menu (Figure 113).

Position and Size

Open the Position and Size dialog and click on the Position and Size tab (Figure 113) to set the
appropriate values.
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* Position — specify the location of the selected image on the spreadsheet.

Position X — enter the horizontal distance that you want to move the object relative to
the base point selected in the grid.

Position Y — enter the vertical distance that you want to move the object relative to the
base point selected in the grid.

Base point — select a base point in the grid and then enter the amount that you want to
shift the image relative to the base point that you selected in the Position Y and
Position X boxes. The base points correspond to the selection handles on an image.

@ Position and Size
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Figure 113: Position and Size dialog

* Size - specify the amount by which you want to resize the selected image with respect to
the selected base point.

Width — enter a width for the selected image.
Height — enter a height for the selected image.
Keep ratio — maintains proportions when you resize the selected image.

Base point — select a base point in the grid, and then enter the new size dimensions for
the selected image in the Width and Height boxes.

* Protect

Position — prevents changes to the position or the size of the selected image.
Size — prevents you from resizing the image.

* Adapt - specifies, if the size of a drawing image should be adjusted to fit the size of
entered text.

Fit width to text — expands the width of the image to the width of the text, if the image is
smaller than the text.

Fit height to text — expands the height of the image to the height of the text, if the image
is smaller than the text.

The units of measurement used for X//Y coordinates and the width and height of the image are set
by going to Tools > Options > LibreOffice Draw > General.
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The default location of the base points for position and size is the upper left corner of the
spreadsheet. You can temporarily change this base point to make positioning or dimensioning
simpler by clicking on a position corresponding to the location of the base point you want to use.
This change in base point is only valid for single use and the base point is reset to the standard
position of top left corner when you close the Position and Size dialog.

Rotating images
To accurately rotate an image, click on the Rotation tab of the Position and Size dialog (Figure
114). Use this dialog to define the rotation angle and the location of the pivot point.
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Figure 114: Position and Size dialog — Rotation page

* Pivot point — the selected image is rotated around a pivot point that you specify. The
default pivot point is at the center of the image. If you set a pivot point too far outside of the
image boundaries, the image could be rotated off the page.

- Position X — enter the horizontal distance from the left edge of the page to the pivot
point.

- Position Y — enter the vertical distance from the top edge of the page to the pivot point.

- Default settings — select where you want to place the pivot point. Default position is the
center of the image. Changing the rotation pivot point is only valid for single use. The
pivot point is reset to default settings when you close the Position and Size dialog.

* Rotation angle — specify the number of degrees that you want to rotate the selected
image, or click in the rotation grid.

- Angle — enter the number of degrees that you want to rotate the selected image.

- Default settings — click on the indicator to rotate the image. The number of degrees is
shown in the Angle box as you rotate the indicator.

Slant and corner radius

To accurately set the corner radius or slant angle of an image, click on the Slant & Corner Radius
tab of the Position and Size dialog (Figure 115).
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Figure 115: Position and Size dialog — Slant & Corner Radius page

Corner Radius — you can only round the corners of a rectangular image. If this section is
grayed out, then you cannot set a corner radius.

- Radius — enter the radius of the circle that you want to use to round the corners. The
larger the value for corner radius set, the rounder the corners of an image become.

Slant — slants the selected image along the bottom edge of the image.

- Angle — enter the angle of the slant axis. The slant angle relates to how much an image
inclines or slants from its normal vertical position on a drawing.

Arranging images

Each image that you place in your spreadsheet is successively stacked on the preceding image.
Use the arrange commands to change the stacking order of images in your spreadsheet. You
cannot change the stacking order of text.

1)
2)

3)

Select the image you want to rearrange.

Go to Format > Arrange on the main menu bar, or right-click on the image and select one
of the arrange options described below.

Alternatively, click on the Bring to Front icon ﬂ or the Send to Back icon E on the
Picture toolbar to quickly move your image to the front or rear of the stack.

The options available for arranging images are as follows:

Bring to Front — moves the selected image to the top of the stacking order, so that it is in
front of other images.

Bring Forward — moves the selected image up one level, so that it is closer to top of the
stacking order. Not available on the Picture toolbar.

Send Backward — moves the selected image down one level, so that it is closer to the
bottom of the stacking order. Not available on the Picture toolbar.

Send to Back — moves the selected image to the bottom of the stacking order, so that it is
behind the other images.

To Foreground — moves the selected image in front of text.

To Background — moves the selected image behind text. To select a background image so

that you can modify or replace it, you have to use the Navigator. Other methods of
selection, such as clicking or double-clicking, do not work.

Anchoring images

To anchor an image or change the type of anchor used:
1) Go to Format > Anchor > To Page or To Cell on the main menu bar, or right click on the

image and select To Page or To Cell from the context menu.
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2) Alternatively, click on the Change Anchor icon &? on the Picture toolbar and the anchor
type will toggle between To Page or To Cell.

Anchors are used for images so that they stay in their position in relation to other items.

¢ To Page — anchoring an image to the page allows it to be positioned in a specific place on
the page. The image does not move when cells are added or deleted and is equivalent to
an absolute reference. The image will always stay in the same position on the page where
it is placed.

* To Cell — anchoring an image to a cell ensures that the graphic always stays with the
content it is originally anchored to. If an image is anchored to cell B10, and a new row is
inserted, the graphic will then be anchored to cell B11 and is equivalent to a relative
reference.

Aligning images
When you have more than one image in your spreadsheet, you can align these images to give
your spreadsheet a more professional look.

1) Select all of the graphics to be aligned.

2) Go to Format > Alignment on the main menu bar, or right click on the image and select
Alighment from the context menu, or click on the Alignment icon on the Picture toolbar.

3) Select one of the six options available for alignment and your images will be aligned.

The six options include three for aligning the images horizontally (left, centered, right) and three for
aligning the images vertically (top, center, bottom).

* Left — horizontally aligns the left edges of the selected images.

* Centered — horizontally centers the selected images.

* Right — horizontally aligns the right edges of the selected images.

* Top - vertically aligns the top edges of the selected images.

* Center — vertically centers the selected images.

e Bottom — vertically aligns the bottom edges of the selected images.

Grouping and ungrouping images

Grouping
You can group several images so that they become object in your spreadsheet.

1) Select the images you want to group.

2) Go to Format > Group > Group on the main menu bar, or right-click on the selected
images and select Group > Group from the context menu.

Ungrouping
1) Select the image group you want to ungroup.

2) Go to Format > Group > Ungroup on the main menu bar, or right-click on the selected
images and select Group > Ungroup from the context menu.

Editing grouped images
1) Select the image group where you want to edit an image within the group.

2) Go to Format > Group > Enter Group on the main menu bar, or right-click on the selected
images and select Group > Edit Group from the context menu.
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3) Select the image you want to make changes to and carry out those changes.

4) Go to Format > Group > Exit Group on the main menu bar, or right-click on the selected
images and select Group > Exit Group from the context menu.

Calc drawing tools

Calc, like all other components of LibreOffice, has a range of tools to create drawings and this
chapter covers the default options in Calc. For a more detailed explanation of the drawing tools
and their uses, see the Draw Guide. However, if you need to create complex drawings for your
spreadsheet, it is recommended to use LibreOffice Draw or another drawing program and then
insert the drawing into your spreadsheet.

Drawing toolbar

To begin using the drawing tools, go to View > Toolbars > Drawing to open the Drawing toolbar,
which appears in its default position at the bottom of the spreadsheet. You can make this toolbar a
floating toolbar and move it to a convenient position. When the Drawing toolbar opens, it opens
with a default set of tools as shown in Figure 116.

Drawing v x
h / EHeLTH-H® ¢ -@-» E P -%- & =
Figure 116: Drawing toolbar

The drawing tools available for use when the Drawing toolbar is opened are shown in and these
are indicated by a border around the tool icon. Any not on the Drawing toolbar does not have a
border around the tool icon. To add tools to the Drawing toolbar, right-click in an empty area on the
toolbar and select Visible Buttons from the context menu.

Drawing tools
Referring to Figure 117, the drawing tools are explained as follows:

* Selection — when selected, lets you select objects in the current document. To select more
than one object, drag a selection frame around the objects. To add an object to a selection,
press Shift and then click the object.

3| select &) callouts

; e [@  vertical Callouts
| B Rectangle @/ BasicShapes
'@ Ellipse @ symbolshapes
SX’. Polygon 4»| Block Arrows
4 Curve i@ Flowcharts

& Freeform lLine & callouts

< Arc \#/ Stars

@& Ellipse Pie < Points

@ CircleSegment

T Text IE] Fontwork Gallery
|§ Vertical Text & FromFile

o, TextAnimation [§§ Extrusion On/Off

Figure 117: Available drawing tools
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* Line — draws a straight line where you drag in the current spreadsheet. To constrain the
line to 45 degrees, hold down Shift while you drag.

To enter text on a line, double-click the line and type or paste your text. The text direction
corresponds to the direction you dragged to draw the line. To hide the line, select None
from the drop-down list for Line Style on the Drawing Object Properties toolbar (Figure 118
on page 163).

* Rectangle — draws a rectangle in the current spreadsheet. Click where you want to place a
corner of the rectangle, and drag to the size you want. To draw a square, hold down Shift
while you drag.

* Ellipse — draws an oval in the current spreadsheet. Click where you want to draw the oval,
and drag to the size you want. To draw a circle, hold down Shift while you drag.

* Polygon — draws a line composed of a series of straight line segments. Drag to draw a line
segment, click to define the endpoint of the line segment, and then drag to draw a new line
segment. Double-click to finish drawing the line. To create a closed shape, double-click the
starting point of the line. Hold the Shift key while drawing a polygon to position new points
at 45 degree angles.

The Edit Points mode enables you to interactively modify the individual points of the
polygon.

* Curve — draws a smooth Bezier curve. Click where you want the curve to start, drag,
release, and then move the pointer to where you want the curve to end and click. Move the
pointer and click again to add a straight line segment to the curve. Double-click to finish
drawing the curve. To create a closed shape, double click the starting point of the curve.
The arc of the curve is determined by the distance you drag.

* Freeform Line — draws a freeform line where you drag in the current spreadsheet. To end
the line, release the mouse button. To draw a closed shape, release the mouse button near
the starting point of the line.

* Arc —draws an arc in the current spreadsheet. To draw an arc, drag an oval to the size you
want, and then click to define the starting point of the arc. Move the cursor to where you
want to place the endpoint and click. You do not need to click on the oval. To draw an arc
that is based on a circle, hold down Shift while you drag.

* Ellipse Pie — draws a filled shape that is defined by the arc of an oval and two radius lines
in the current spreadsheet. To draw an ellipse pie, drag an oval to the size you want, and
then click to define the first radius line. Move the cursor to where you want to place the
second radius line and click. You do not need to click on the oval. To draw a circle pie, hold
down Shift while you drag.

* Circle Segment — draws a filled shape that is defined by the arc of a circle and a diameter
line in the current spreadsheet. To draw a circle segment, drag a circle to the size you want,
and then click to define the starting point of the diameter line. Move the cursor to where you
want to place the endpoint of the diameter line and click. You do not need to click on the
circle. To draw an ellipse segment, hold down Shift while you drag.

* Text — draws a text box with horizontal text direction where you drag in the current
spreadsheet. Drag a text box to the size you want anywhere in the spreadsheet and then
type or paste your text. Rotate the text box to get rotated text.

* Vertical Text — draws a text box with vertical text direction where you click or drag in the
current spreadsheet. Drag a text box to the size you want anywhere in the spreadsheet and
then type or paste your text. Only available when Asian language support is enabled in
Tools > Options > Language Settings > Languages.

* Text Animation — inserts animated text with horizontal text direction into the current
spreadsheet.
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Callouts — draws a line that ends in a rectangular callout with horizontal text direction from
where you drag in the current spreadsheet. Drag a handle of the callout to resize the
callout. To add text, click the edge of the callout and then type or paste your text. To change
a rectangular callout to a rounded callout, drag the largest corner handle when the cursor
changes shape.

Vertical Callouts — draws a line that ends in a rectangular callout with vertical text direction
from where you drag in the current spreadsheet. Drag a handle of the callout to resize the
callout. To add text, click the edge of the callout, and then type or paste your text. To
change a rectangular callout to a rounded callout, drag the largest corner handle when the
pointer changes shape. Only available when Asian language support is enabled in Tools >
Options > Language Settings > Languages.

Basic Shapes — opens the Basic Shapes toolbar which you can use to insert shapes into
your spreadsheet.

Symbol Shapes — opens the Symbol Shapes toolbar from which you can insert symbols
into your spreadsheet.

Block Arrows — opens the Block Arrows toolbar from which you can insert block arrows
into your spreadsheet.

Flowchart — opens the Flowchart toolbar from which you can insert flowchart symbols into
your spreadsheet.

Callouts — opens the Callouts toolbar from which you can insert callout shapes into your
spreadsheet.

Stars and Banners — opens the Stars and Banners toolbar from which you can insert star
and banner shapes into your spreadsheet.

Points — enables you to edit points on the drawing you are creating in your spreadsheet.

Fontwork Gallery — opens the Fontwork Gallery from which you can insert graphical text
art into your spreadsheet.

From File — inserts a picture or image into the current spreadsheet.
Extrusion On/Off — switches the 3D effects on and off for selected objects.

Using drawing tools

1)

2)
3)

4)

Click in the spreadsheet where you want the drawing to be anchored. You can change the
anchor type later, if necessary.

Select the tool from the Drawing toolbar (Figure 116 on page 160).

Move the cursor to where you want the graphic to appear, then click-and-drag to create the
drawing object. Some tools have other requirements; see the Help or the Draw Guide for
details. The selected drawing function remains active, so you can draw another object of
the same type.

To cancel the selected drawing function, press the Esc key or click on the Select icon on
the Drawing toolbar.

Drawing object properties

For more information on the properties of drawing objects, see the Draw Guide.
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Setting properties

You can set the default properties for a drawing object before you draw an object. These default
properties are applied only to the current spreadsheet and are are not retained when you close the
spreadsheet. The properties only apply to drawing objects.

1) Click Select on the Drawing toolbar (Figure 116 on page 160).

2) On the Drawing Object Properties toolbar (Figure 118), set the values or options you want
to use for each property. When you select area or line properties, dialogs open where you
can set the values used for area or line

Drawing Object Properties v
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Figure 118: Drawing Object Properties toolbar

Changing properties

You can change the properties of an existing drawing object (fill color, line type and weight,
anchoring, and so on) using either the Drawing Object Properties toolbar (Figure 118), or the
options available on the main menu bar or the context menu when you right-click on the drawing
object.

Resizing drawing objects

Select the object and click on one of the selection handles then drag the object to its new size. For
a scaled resizing, select one of the corner handles and keep the Shift key pressed while dragging
the handle. For more information, see “Positioning, resizing and arranging images” on page 155.

Grouping and ungrouping drawing objects

Grouping, ungrouping and editing grouped drawing objects, see “Grouping and ungrouping
images” on page 159 for more information.

Additional tools

Some additional tools are only available for images or graphics when the you right click on an
image or graphic and open the context menu.

Description

You can add metadata in the form of a title and description to an image. This information is used by
accessibility tools (such as screen reader software) and as ALT (alternative) attributes if you export
the document to HTML.

Name

You can add a custom name to be assigned to an image and this will make an image easier to find
in the Navigator. Also, assigning names to an image allows it to be easily identified when teams of
personnel are working on the same multi page spreadsheet.

Flip

Flips the image either harizontally or vertically. Any text added to the image also changes
orientation with the image, but only when the image is flipped vertically.
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Assignh Macro

Opens the Assign Macro dialog (Figure 119) so you can add programmable functionality to the

graphic. Calc has a very good macro functionality and more information on macros can be found in

Chapter 12 Calc Macros.

@ Assign Macro

Even.t Assigned macro

Macros

Mouse button pressed '

=]
= LibreOffice Macros
» [E untitled 1

Assign

Remove

Cancel
Help

Figure 119: Assign Macro dialog

Hyperlink

For images and graphics, you can define a hyperlink at another location in your spreadsheet,

another document or web page. To do this, select the graphic, right-click and select Hyperlink from
the context menu to open the Hyperlink dialog (Figure 120). See Chapter 10 Linking Calc Data for

more information on hyperlinks.
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Figure 120: Hyperlink dialog
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Compress graphic

You can compress a graphic to reduce the file size of your spreadsheet. To do this, select the
graphic, right-click and select Compress Graphic from the context menu to open a dialog (Figure
121) where you can set the compression options. The dialog shows the type, original size, view
size, rand image capacity of the graphic.

Use the dialog to select the type of compression and the resolution of the reduced image. When
you have made your changes, click Calculate and the size of the compressed graphic is displayed
in New Capacity. If you are satisfied with the new capacity, click OK and the graphic is
compressed.

@ o LibreOFfice 4.1

Jpegimage

Original Size: 33.33"x 20.83 " (3200 x 2000 px)
View Size: 3.00"x1.81"at 1066 DPI
Image Capacity: 2864 kiB
New Capacity: ?
| calculate |
@® JPEG Compression

Quality: 0 =

() Lossless Compression

o =]
3

Compression:

[ Reduce Image Resolution

Width: 288 | px
Height: 173 S| px
Resolution: 96 v | DPI
Interpolation: Lanczos |2

_— Cancel

Figure 121: Compress Graphic dialog

Edit with external tool

You can edit a graphic with an external tool to use more advanced tools. To do this, select the
graphic, right-click and select Edit with External Tool from the context menu. The dialog that
opens will depend on your computer setup.

Image maps

An image map is a reference-sensitive graphic or text frame. In Calc, you Ctrl+click on defined
areas (also known as hotspots) in the graphic or text frame to go to a target or linked reference
such as a URL. The reference areas, along with any linked URLs and corresponding text are
displayed when resting the cursor on these areas that have been defined in the ImageMap Editor.
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Image map types

There are two types of ImageMaps.

Server Side ImageMap — is evaluated on the server computer and appear for the reader
as a picture or frame on the page. Click on the ImageMap with the mouse, and the
coordinates of the relative position are sent to the server. The server then determines the
next step to take. There are several incompatible methods to define this process, the two
most common being W3C (CERN) HTTP Server (Format type: MAP — CERN) and NCSA
HTTP Server (Format type: MAP — NCSA)

LibreOffice creates ImageMaps for both methods. Select the format from the File type list in
the Save As dialog in the ImageMap Editor. Separate map files are created which you must
upload to the server. You will need to ask your provider or network administrator which type
of ImageMaps are supported by the server and how to access the evaluation program.

Client Side ImageMap — is evaluated on the client computer. The area of the picture or
frame where the reader can click is indicated by the appearance of a linked URL when the
cursor passes over the area. The ImageMap is stored in a layer below the picture and
contains information about the referenced regions. The only disadvantage of Client Side
ImageMaps is that older Web browsers cannot read them; a disadvantage that will,
however, resolve itself in time.

When saving the ImageMap, select the file type SIP — StarView ImageMap. This saves the
ImageMap directly in a format which can be applied to every active picture or frame in your
document. However, if you just want to use the ImageMap on the current picture or text
frame, you do not have to save it in any special format. After defining the regions, simply
click Apply. Client Side ImageMaps saved in HTML format are inserted directly into the
page in HTML code.

Creating image maps

1)
2)
3)
4)
5)
6)

7
8)

9)

10)

Position the cursor where you want the ImageMap in your spreadsheet.
Insert an image or graphic you want to use into your spreadsheet.

Make sure the image or graphic is selected and go to Edit-> ImageMap on the main menu
bar to open the ImageMap Editor (Figure 122). The ImageMap Editor displays the image or
graphic as a background.

Use the tools in the ImageMap Editor to draw a hotspot shape, for example a rectangle,
over the image at the background. A hotspot is highlighted in Figure 122.

Enter the URL in the Address text box that will open a web browser when the user clicks
the hotspot.

Optionally, enter text in the Text box that will show as a tip when the user hovers the cursor
over the hotspot.

Click the Apply icon to apply your changes to the hotspot.

If necessary, click the Save icon to save the image or graphic for future use in ImageMap
file format in the file location that you want to use.

To check if the hotspot works correctly, deselect the graphic or image in Calc and then
Ctrl+click on the hotspot to open your browser at the correct webpage or file location.

Save the spreadsheet before closing the spreadsheet and LibreOffice.

It is recommended not to use the whole image or graphic as a hotspot when defining

Notes a single link. If you have to use the whole image or graphic, then right-click on the

image or graphic and select Hyperlink from the context menu.
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Figure 122: ImageMap Editor dialog

ImageMap tools

The toolbar at the top of the ImageMap Editor dialog contains the following tools and boxes.
Depending on the type of hotspot being added to the image map, some tools will not become
active until you change the type of hotspot being added.

Apply — applies the changes that you made to the image map.

Open — loads and existing image map in the MAP-CERN, MAP-NCSA or SIP StarView file
format.

Save — saves the image map in the MAP-CERN, MAP-NCSA or SIP StarView file format.
Select — selects a hotspot in the image map so you can edit it.

Rectangle — draws a rectangular hotspot on the selected image or graphic. Hold the Shift
key down to draw a square hotspot.

Ellipse — draws an elliptical hotspot on the selected image or graphic. Hold the Shift key
down to draw a circular hotspot.

Polygon — draws a polygonal hotspot on the selected image or graphic. Click and drag in
the image or graphic and then click to define one side of the polygon. Move the cursor to
where you want to place the end of the next side of the polygon and then click. Repeat until
you have drawn all the sides of the polygon. When you are finished, double click to close
the polygon.

Freeform Polygon — draws a hotspot that is based on a freeform polygon. Select and
move the cursor to where you want to draw the hotspot. Drag a freeform line and release to
close the shape.

Edit Points — lets you change the shape of the selected hotspot by editing the anchor
points.

Move Points — lets you move individual anchor points of the selected hotspot.

Insert Points — inserts an anchor point where you click on the outline of the selected
hotspot.

Delete Points — deletes the selected anchor point from the outline of the selected hotspot
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Undo - reverses the last command or last entry you typed.
Redo - reverses the last Undo command.

Active — disable or enables the hyperlink for the selected hotspot. A disabled hotspot is
transparent.

Macro... — assigns a macro that runs when click the selected hotspot.
Properties... allows you to define the properties of the selected hotspot.

Address — enter the URL for the file that you want to open when you click the selected
hotspot.

Text — enter the text that you want to display when the cursor rests on the hotspot.

Frame — enter the name of the target frame that you want to open the URL in. You can also
select a standard frame name from the list. The value _self for the target frame will work in
the vast majority of occasions. It is not recommended to use the other types of frames
unless absolutely necessary.

_self —file opens in the current frame.
_blank — file opens in a hew page.

_parent — file opens in the parent frame of the current frame. If there is no parent frame,
the current frame is used.

_top — file opens in the topmost frame in the hierarchy.

Editing image maps

1)

2)
3)

4)

5)
6)

Select the image or graphic and go to Edit-> ImageMap on the main menu bar to open the
ImageMap Editor (Figure 122). The ImageMap Editor displays the image or graphic as a
background.

Select the hotspot you want to edit. A hotspot is highlighted in Figure 122.
Click on the Properties icon to open the Properties dialog (Figure 123).

@ Properties

URL
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Figure 123: Properties dialog for ImageMap Editor
Make the necessary changes in the text boxes for URL, Frame, Name, Alternative text and
Description.
Click OK to save the changes and close the dialog.
Click the Apply icon to apply your changes to the hotspot in the selected graphic or image.
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7) If necessary, click the Save icon to save the image or graphic for future use in ImageMap
file format in the file location that you want to use.

8) To check if the hotspot works correctly, deselect the graphic or image in Calc and then
Ctrl+click on the hotspot to open your browser at the correct webpage or file location.

9) Save the spreadsheet before closing the spreadsheet and LibreOffice.
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Quick printing

Click the Print File Directly icon to send the entire document to the default printer defined for your
computer.

You can change the action of the Print File Directly icon, to send the document to
the printer defined for the document, instead of the default printer for the computer.
Choose Tools > Options > Load/Save > General and select the Load printer
settings with the document option.

Controlling printing

For more control over printing, use the Print dialog (File > Print or Ctr/+P).
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Figure 124. The Print dialog

The Print dialog has four tabs, from which you can choose a range of options, as described in the
following sections.

The options selected on the Print dialog apply to this printing of this document only.

To specify default printing settings for LibreOffice, go to Tools > Options >
LibreOffice — Print and Tools > Options > LibreOffice Calc - Print. For details,
see Chapter 14 Setting Up and Customizing Calc.
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Selecting general printing options

On the General tab of the Print dialog (Figure 124), you can choose:
* The printer (from the printers available)

* Which sheets and pages to print, the number of copies to print, whether to print in reverse
page order and whether to collate multiple copies (Range and copies section)

Click the Properties button to display a printer-specific dialog where you can choose portrait or
landscape orientation, which paper tray to use, and the paper size to print on.

To print a range of pages, separate the range with a hyphen; for example, enter 3-6 to print pages
3 to 6. To print single pages, use a semi-colon to separate the pages; for example, enter 7;9;11 to
print pages 7, 9, and 11. You can also print a combination of page ranges and single pages by
combining these methods; for example, enter 3-6;8;10;12 to print pages 3, 4, 5, 6, 8, 10, and 12.

On the Options tab of the Print dialog (Figure 125), you can choose to print to a file (instead of to a
printer) and to create a single print job containing several copies of the document (instead of a
separate print job for each copy).

General | LibreOffice Calc | Page Layout Options

Options
[ Print to file
[ Create single print jobs for collated output

Figure 125: General print options

Printing multiple pages on a single sheet of paper

You can print multiple pages of a document on one sheet of paper. To do this:
1) Inthe Print dialog, select the Page Layout tab (Figure 126).

General ||LibreOffice Calc |Page Layout Options

Layout
Pages per sheet |4 il 1 2
Crder :ieFt to right, then down V" 3 4

left to right, then down
top to bottom, then right
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right to left, then down

[ ] oraw a bords

Figure 126: Printing multiple page per sheet of paper

2) Inthe Layout section, select the number of pages to print per sheet. The preview panel on
the left of the Print dialog shows how the printed document will look.

When printing more than 2 pages per sheet, you can choose the order in which they are
printed across and down the paper. The pictures above and below show the difference.

Layout

Pages per sheet |4 | vl 1 3 -
Order %op to bottom, then right v
[ ] Draw a border around each page 2 4
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3) You can choose to draw a border around each page.

4) In the From which print choices on the General tab (Figure 127), select whether to print all
pages or only some pages.

5) Click the OK button to print.

Selecting sheets to print

In addition to printing a full document, you can choose to print individual sheets, ranges of sheets,
or a selection of cells in a document.

Range and copies
,‘3 All sheets Number of copies |1 (o]
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(*) All pages

7
[ ]

() Pages |1

[]Print in reverse page order

Figure 127: Choosing what to print in Calc

Printing an individual sheet:
1) Inthe spreadsheet, click on the sheet tab to select the sheet you want to print.
2) Choose File > Print from the menu bar.
3) Inthe Ranges and copies section of the Print dialog, choose the Selected sheets option.
4) Click the OK button.

Printing a range of sheets:
1) Inthe spreadsheet, select the sheets to print.
a) Select the first sheet.
b) Hold down the Cirl key.
c) Click on the additional sheet tabs.
d) Release the Ctrl key when all required sheets are selected.
2) Choose File > Print from the menu bar.
3) Inthe Ranges and copies section of the Print dialog, choose the Selected sheets option.
4) Click the OK button.

Printing a selection of cells:
1) Inthe document, select the section of cells to print.
2) Choose File > Print from the menu.
3) Inthe Ranges and copies section of the Print dialog, select the Selected cells option.
4) Click the OK button.

The Print in reverse page order option can be selected with any of the above options.

Caution After printing, be sure to deselect the extra sheets. If you keep them selected, the
next time you enter data on one sheet, you enter data on all the selected sheets.
This might not be what you want.
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Using print ranges

Print ranges have several uses, including printing only a specific part of the data or printing
selected rows or columns on every page.

Defining a print range
To set a user-defined print range, which will replace any existing defined print range:

1) Highlight the range of cells that are to comprise the print range.
2) Choose Format > Print Ranges > Define from the menu bar.

The automatic page break lines are then displayed on the screen.

You can check the print range by using File > Page Preview in the menu bar, or
by clicking the Page Preview icon in the Standard toolbar. Calc will only display
Tip the cells in the print range.

You can also use the View > Page break preview mode to see the print range
without going to the page preview. See “Viewing print ranges” on page 176.

Adding to the print range
After defining a print range, you can add more cells to it. This allows multiple, separate areas of the
same sheet to be printed, while not printing the whole sheet. After you have defined a print range:
1) Highlight the range of cells to be added to the print range.
2) Choose Format > Print Ranges > Add from the menu bar. This adds the extra cells to the
print range.

The page break lines display on the screen around this new addition.

The additional print range will print as a separate page, even if both ranges are on

Note the same sheet.

Removing print ranges

It may become necessary to remove a user-defined print range, for example if the whole sheet
needs to be printed later, or you no longer wish to print some of the added ranges.

Choose Format > Print Ranges > Remove from the menu bar. This removes all defined print
ranges on the sheet, except those in named ranges. After the print range is removed, the default
page break lines will appear on the screen.

To remove only certain print ranges, see “Editing a print range” below.

Editing a print range

At any time, you can directly edit the print range, for example to add to, remove, or resize part of
the print range. Choose Format > Print Ranges > Edit from the menu bar. If you have already
selected a print range, the Edit Print Ranges dialog looks something like Figure 128.

In this example, three rectangles are selected, each separated by a comma. The first is bounded
by cell A3 ($A$3) in the top left and cell C9 ($C$9) in the bottom right corner. The others being
D12:F23 and H24:125.
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If only a single range is defined, then clicking anywhere in the text entry box shows the selected
print range on the screen, bounded in blue, as shown in Figure 129.
To directly add new cells to the print range:

1) Type a comma in the text box as the separator for the ranges.

2) Select the cell range using the mouse cursor, or directly type in the cell references using
the format of the selection already in the text box. Remember to separate the cell
references with a colon.

To remove a print range, select the range in the text box and delete it. Make sure the remaining
ranges only have a single comma as a separator and that there is not a comma at the end of the
sequence.

To resize a print range, edit the data in the text box for the range.

-~ 1
o =
Edit Print Ranges
Print range
. — Ok,
|—user defined - iv]| §AS3:8C50,8D812:6F 523, SHE24: 41625

e
Rows to repeat
rone- ~] El ——

Columns to repeat
|- none - [V“

Figure 128: Edit a print range

=]
i

A b ¢ | D | E F | 6 | H |

=
Edit Print Ranges

Print range
E:user defined - v ol | E
Rows to repeat @

-none - ) [z

Columns to repeat

|- none - v

diddoasastddnaddanunanaEaE

Figure 129: Print range marked by colored box; page break lines visible around the
selection

Viewing print ranges

Because defined print ranges are formatted with automatic page breaks, they can be viewed by
using the Page Break Preview screen, select View > Page Break Preview from the menu bar.
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Edit Print Ranges

Pririt range

S — v | SASZ:SCS10,8D$12:$FS14,$8816:8D519

igure 130: The defined print range
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18 11 9

19 234 7
20

igure 131: The preview screen for the defined print range.

The print ranges are outlined by default with a blue border, and contain a centered page number in
gray. The nonprinting area has a gray background.

To exit the Page Break Preview screen, select View > Normal from the menu bar.

Printing rows or columns on every page

If a sheet is printed on multiple pages, you can set up certain rows or columns to repeat on each
printed page.

For example, if the top two rows of the sheet as well as column A need to be printed on all pages,
do the following:

1) Choose Format > Print Ranges > Edit from the menu bar. On the Edit Print Ranges
dialog, type the rows in the text entry box under Rows to repeat. For example, to repeat
rows 1, 2 and 3, type $1:$3. This automatically changes Rows to repeat from - none - to
- user defined -.

2) To repeat columns, type the columns in the text entry box under Columns to repeat. For
example, to repeat column A, type $A. This automatically changes Columns to repeat from
- hone - to - user defined -.

3) Click OK.

You can also use the mouse to select the rows or columns to repeat. To do this,

Note click the corresponding text entry box ar_1d select the desired cell range in the
sheet. You do not need to select the entire range of the rows to be repeated;
simply select one cell in each row.
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Edit Print Ranges

Print range
- none - v
Rows to repeat
- uzer defined - v £1:83

Columns to repeat

-none - W

Figure 132: Specifying repeating rows

Rows to repeat and Columns to repeat can also be defined as named ranges using the method
described below, but by selecting Repeat column or Repeat row, instead of selecting Print range
(see Figure 133). These may then be selected from the list box entries in the Edit Print Ranges

dialog shown in Figure 132.

Defining a named print range

In addition to highlighting a print range for each print job, you can define a range of cells to be used
repeatedly. This may be useful if different areas of a large spreadsheet need to be printed for
different reports. Several named print ranges can be defined to meet this need.

1) To define a named print range, highlight the cells you want to define as a print range and
select Insert > Names > Define from the menu bar, to open the Define Names dialog
(Figure 133). Alternatively the cells can be highlighted after opening the Define Names

dialog.

2) Type a name for the range in the Name box. The name of the range cannot contain any

spaces.

3) Edit or set the cell selection range for the print range in the Range box if needed.

4) Ensure Document (Global) is selected in the Scope box.

Define Hame

Define the name and range or formula expression.

Mame MewPrintRange
Range £5heetl.5B52:5E514
Scope Document (Global)

= Range Options

(] rint range [ ] Repeat column
[ ] Eilter [ | Repeat row
[ Add ] [ Cancel

Figure 133: Define Names dialog

5) Click the plus symbol by Range Options to show more choices. Select the Print range
option to define the settings as a print range. Click the Add button to accept the data and

close the dialog.
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To select this range to print:

1) Choose Format > Print Ranges > Edit from the menu bar (Figure 128). The previously
defined name now appears in the Print range list box.

2) Select the defined print range and click OK.

This method can be useful to quickly change the print range without highlighting a large area of
cells every time.

Deleting a named print range

To delete a named print range if it is no longer required:
1) Select Insert > Names > Manage from the menu bar or use Ctrl+F3.
2) In the Manage Names dialog which opens, select the named range you want to delete.
3) Click the Delete button.
4) Click OK to close the dialog.

You can click the Range Options button in the Manage Names dialog to confirm that the selected
name is a print range before clicking Delete.

Page breaks

While defining a print range can be a powerful tool, it may sometimes be necessary to manually
adjust Calc’s printout. To do this, you can use a manual break. A manual break helps to ensure that
your data prints properly.

You can insert a horizontal page break above, or a vertical page break to the left of, the active cell.

Inserting a page break

To insert a page break:
1) Navigate to the cell where the page break will begin.
2) Select Insert > Page Break from the menu bar.
3) Select Row Break or Column Break depending on your need.

The break is now set.

Row break

Selecting Row Break creates a page break above the selected cell. For example, if the active cell
is H15, then the break is created between rows 14 and 15.

Column break

Selecting Column Break creates a page break to the left of the selected cell. For example, if the
active cell is H15, then the break is created between columns G and H.

To see page break lines more easily on screen, you can change their color.
Tip Choose Tools > Options > LibreOffice > Appearance and scroll down to the
Spreadsheet section.
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Deleting a page break

To remove a page break:
1) Navigate to a cell that is next to the break you want to remove.
2) Select Edit > Delete Manual Break.
3) Select Row Break or Column Break depending on your need.

The break is removed.

Removing multiple page breaks

Multiple manual row and column breaks can exist on the same page. When you want to remove all

of them, do as follows:
1) On the menu bar, select View > Page Break Preview.

2) Right-click in the document and select Delete All Manual Breaks from the context menu.

All manual breaks are removed.

3) Select View > Normal to return to the standard document view.

Printing options setup in page styles

Several printing options are set in the page style for sheets. These include the page order, details,
and scale to be printed, Because these options are set in the page style, different page styles can
be set up to quickly change the print properties of the sheets in the spreadsheet. See Chapter 4

Using Styles and Templates in Calc for more about page styles.

The Sheet tab of the Page Style dialog (Figure 134) provides the following options.

Page Style: Default

-,

Organizer || Page || Borders | Background | Header | Footer |Sheet

Page order

(%) Top ko bottom, then right

() Left ta right, then down

Figure 134. The Sheet tab of the Page Style dialog

First page number 1 ¢
Print
[ ] Column and row headers Charts
[ ]arid Drawing objects
[ ] Comments [ ] Formulas
Ohbjectsfgraphics Zero values
Scale
Scaling mode
Reduce/enlarge printout v Scaling Fackor 100%% ¢
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Page Order

You can set the order in which pages print. This is especially useful in a large document; for

example,

way.

controlling the print order can save time if you have to collate the document a certain

Where a sheet prints to more than one piece of paper, it can be printed either by column,
where the first column of pages prints, and then the second column and so on, or by row as
shown in the graphic on the top right of the dialog in Figure 134.

Print

You can specify which details to print. These details include:

Scale

Row and column headers
Sheet grid—prints the borders of the cells as a grid

Comments—prints the comments defined in your spreadsheet on a separate page,
along with the corresponding cell reference

Objects and graphics

Charts

Drawing objects

Formulas—yprints the formulas contained in the cells, instead of the results
Zero values—prints cells with a zero value

Use the scale features to control the number of pages the data will print on.

Reduce/Enlarge printout—scales the data in the printout either larger or smaller. For
example, if a sheet would normally print out as four pages (two high and two wide), a
scaling of 50% would print as one page (both width and height are halved).

Fit print range(s) on humber of pages—defines exactly how many pages the
printout will take up. This option will only reduce a printout; it will not enlarge it. To
enlarge a printout, the reduce/enlarge option must be used.

Fit print range(s) to width/height—defines how high and wide the printout will be, in
number of pages.

Headers and footers

Headers and footers are predefined pieces of text that are printed at the top or bottom of a sheet
outside of the sheet area. Headers are set the same way as footers.

You can choose to have different content on left and right pages of the same page style.

Headers and footers are assigned to a page style. You can define more than one page style for a
spreadsheet and assign different page styles to different sheets. For more about page styles, see

Chapter 4.

Setting a header or a footer

To set a header or footer:
1) Navigate to the sheet for which you want to set the header or footer. Select Format > Page

from

the menu bar.

2) Select the Header (or Footer) tab.
3) Select the Header on option.

4) Make other selections according to your requirements, using the More button to reveal
other options. Click OK.
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L o

Page Style: Default

Organizer | Page | Borders | Background |Header |Footer | Sheet

Header

Same content left/right

Left margin 0.00cm [
Right margin 0.00cm [
Spacing 0.25cm [
Height 0.50cm &
[¥] AutoFit height

Maore... l l Edit...

Figure 135: Header dialog

You can set the margins, the spacing, and height for the header or footer. To automatically adjust
the height of the header or footer, select the AutoFit height box. You can also select to have
different content for left and right pages.

Margin
Changing the size of the left or right margin adjusts how far the header or footer is from that
side of the page.

Spacing
Spacing affects how far above or below the sheet the header or footer will print. So, if spacing
is set to 1.00", then there will be 1 inch between the header or footer and the sheet.

Height
Height affects how big the header or footer will be.

Header or footer appearance

To change the appearance of the header or footer, click the More button in the dialog. This opens
the Border/Background dialog.

From this dialog you can set the background and border style of the header or footer. See
Chapter 4 Using Styles and Templates in Calc for more information.
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Borders | Background

Line arrangement

User-defined

Shadow style
Position

I_II_II_II_I

Line
Style
- Mone - ~
0.05pt | _
0.50 pt *
1.00 pt

—— 50 pt

I .00 pt

I 5.00 ot |
Color
I clack V

0.18cm

Figure 136: Header/Footer Border/Background dialog

Setting the contents of the header or footer
The header or footer of a Calc spreadsheet has three columns for text. Each column can be empty

or have

To set the contents of the header or footer, click the Edit button in the header or footer dialog
shown in Figure 135 to display the dialog shown in Figure 137.

different contents.

Spacing to contents

Left 0.00cm 3
Right 0.00cm 3
Top 0.00cm 3
Bottomn 0.00cm 3

Synchronize

M Gray

Header (Page Style: Default)

Left

ared

Test Left

Header

Custom header

Sheet1

Center area Right area

24/10/2008 08:59:55

Customized

CYRENEIREEINE1E]

Figure 137: Edit contents of header or footer

Areas

Each area in the header or footer is independent and can have different information in it.

Header

K

Cancel

Help

You can select from several preset choices in the Header drop-down list, or specify a custom
header using the buttons below the area boxes. (To format a footer, the choices are the same.)
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Custom header
Click in the area (Left, Center, Right) that you want to customize, then use the buttons to add
elements or change text attributes.

I Opens the Text Attributes dialog.

Inserts the File Name field.
|@ Inserts the Sheet Name field.

Inserts the current page number.
—

Inserts the total number of pages.
|E Inserts the Date field.

Inserts the Time field.

Exporting to PDF

Calc can export documents to PDF (Portable Document Format). This industry-standard file format
is ideal for sending the file to someone else to view using Adobe Reader or other PDF viewers.

Quick export to PDF

_=h
Click the Export Directly as PDF icon ™ to export the entire document using your default PDF
settings. You are asked to enter the file name and location for the PDF file, but you do not get a
chance to choose a page range, the image compression, or other options.

Controlling PDF content and quality

For more control over the content and quality of the resulting PDF, use File > Export as PDF from
the menu bar. The PDF Options dialog opens. This dialog has five pages (General, Initial View,
User Interface, Links, and Security). Select the appropriate settings on each page, and then click
Export. You are then asked to enter the location and file name of the PDF to be created. Click
Save to export the file.

General page of PDF Options dialog

On the General page, you can choose which pages to include in the PDF, the type of compression
to use for images (which affects the quality of images in the PDF), and other options.

Range section

¢ All: Exports the entire document if no print range has been defined or otherwise the print
range content.

* Pages: To export a range of pages, use the format 3-6 (pages 3 to 6). To export single
pages, use the format 7;9;11 (pages 7, 9, and 11). You can also export a combination of
page ranges and single pages, by using a format like 3-6;8;10;12.

Caution The numbers used above are related to the page numbers and not the sheet
numbers in your spreadsheet. To find these page numbers, select all the sheets in
your spreadsheet and click the Preview button.

* Selection: Exports whatever content is selected.
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800 PDF Options

enera Initial View User Interface Links Security Digital Signatures |
Range General
(s All || Embed OpenDocument file
] Makes this PDF easily editable in LibreOffice
() Pages
() Selection | PDF/A-1a
Images || Tagged PDF
() Lossless compression [+ Create PDF form
(+) JPEG compression Submit format (FDE s
Quality 90% E] [ Allow duplicate field names
|| Reduce image resolution 300 DP ™ Export bookmarks
Watermark || Export comments

| Sign with Watermark
Export automatically inserted blank pages

™ Embed standard fonts

Watermark Text

|| View PDF after Export

[ Export | | Cancel Help

Figure 138: General page of PDF Options dialog

Images section
* Lossless compression: Images are stored without any loss of quality. Tends to make
large files when used with photographs.

* JPEG compression: Allows for varying degrees of quality. A setting of 90% works well with
photographs (small file size, little perceptible loss).

* Reduce image resolution: Lower DPI (dots per inch) images have lower quality. Higher
DPI settings greatly increase the size of the exported file. The end-purpose of the file will
dictate the resolution you find acceptable.

EPS (Encapsulated PostScript) images with embedded previews are exported only
Note as previews. EPS images without embedded previews are exported as empty
placeholders.

Watermark section
* Sign with Watermark: When this option is selected, a transparent overlay of the text you
enter into the Watermark Text box will appear on each page of the PDF file.

General section
* Embed OpenDocument file: This setting enables you to export the document as a PDF
file containing two file formats: .pdf and .odf. In PDF viewers it behaves like a normal .pdf
file and it remains fully editable in LibreOffice. Selecting this option inhibits the use of the
Range options and grays them out.

* PDFI/A-1a: PDF/Ais an ISO standard for long-term preservation of documents, by
embedding all the information necessary for faithful reproduction (such as fonts) while
forbidding other elements (including forms, security, and encryption). PDF tags are written.
If you select PDF/A-1a, the forbidden elements are grayed-out (not available).

* Tagged PDF: Tagged PDF contains information about the structure of the document’s
contents. This can help to display the document on devices with different screens, and
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when using screen reader software. Some tags that are exported are table of contents,
hyperlinks, and controls. This option can increase file sizes significantly.

Create PDF form - Submit format: Choose the format for submitting forms from within the
PDF file. This setting overrides the control’'s URL property that you set in the document.
There is only one common setting valid for the whole PDF document: PDF (sends the
whole document), FDF (sends the control contents), HTML, and XML. Most often you will
choose the PDF format.

Export bookmarks: Exports sheet names in Calc documents as “bookmarks” (a table of
contents list displayed by most PDF readers, including Adobe Reader).

Export comments: Exports comments in Calc documents as PDF notes. You may not
want this.

Export automatically inserted blank pages: Not available in Calc.

Embed standard fonts: Enable this option to embed the standard fonts that are installed
on your system and that are used in the document. Use this option if you expect to have a
better looking or more useful standard font than the font that is available in the recipients'

PDF reader software.

View PDF after Export: When this option is selected, the exported PDF document will be
opened in a PDF viewer.

Initial View page of PDF Options dialog

On the Initial View page (Figure 139), you can choose how the PDF opens by default in a PDF
viewer. The selections are self-explanatory.

General | Initial View User Interface |Links |Security

Panes Page layout
© Bage oniy; @ Default
{_) Bookmarks and page () single page
{7 Thumbnails and page ) Continuous
Open an page 1 = {:} Continuous facing
Magnification
{*) Default
) Fitin window
(O Fit width
(O Fit visible
() Zoom factor

Figure 139: Initial View page of PDF Options dialog

User Interface page of PDF Options dialog

On the User Interface page (Figure 140), you can choose more settings to control how a PDF
viewer displays the file. Some of these choices are particularly useful when you are creating a PDF
to be used as a presentation or a kiosk-type display.

Window options section

Resize window to initial page: Causes the PDF viewer window to resize to fit the first
page of the PDF.

Center window on screen: Causes the PDF viewer window to be centered on the
computer screen.
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* Open in full screen mode: Causes the PDF viewer to open full-screen instead of in a
smaller window.

* Display document title: Causes the PDF viewer to display the document’s title in the title

bar.
General |Initial View |User Interface Links ||Security
Window options Iser interface options
[(]fesize window to initial page! [] Hide menubar
[] center window on screen [] Hide toolbar
[] open in full screen mode [] Hide window contrals
Display document title
Transitions Bookmarks
Use transition effects (*) all bookmark levels
() visible bookmark levels

Figure 140: User Interface page of PDF Options dialog
User interface options section

* Hide menubar: Causes the PDF viewer to hide the menu bar.

¢ Hide toolbar: Causes the PDF viewer to hide the toolbar.

¢ Hide window controls: Causes the PDF viewer to hide other window controls.
Transitions

* Not available in Calc.

Bookmarks
Only one bookmark level (sheet names) is available in Calc, regardless of the setting selected
here.

Links page of PDF Options dialog
On this page you can choose how links are exported to PDF.

General | Initial View | User Interface Links  Security

["] Convert document references to PDF targets
|:| Export URLs relative to file system

Cross-document links
(%) Default mode
(") Open with PDF reader application
(O Open with Internet browser

Figure 141: Links page of PDF Options dialog

Export bookmarks as named destinations
If you have defined Writer bookmarks, Impress or Draw slide names, or Calc sheet names, this
option exports them as “named destinations” to which Web pages and PDF documents can
link.

Convert document references to PDF targets
If you have defined links to other documents with OpenDocument extensions (for example,
.0dt, .ods, and .odp), this option converts the extensions of file names to .pdf in the exported
PDF document.
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Export URLSs relative to file system
If you have defined relative links in a document, this option exports those links to the PDF.

Cross-document links
Defines the behavior of links clicked in PDF files.

Security page of PDF Options dialog

PDF export includes options to encrypt the PDF (so it cannot be opened without a password) and
apply some digital rights management (DRM) features.

* With an open password set, the PDF can only be opened with the password. Once opened,
there are no restrictions on what the user can do with the document (for example, print,
copy, or change it).

* With a permissions password set, the PDF can be opened by anyone, but its permissions
can be restricted. See Figure 142. After you set a password for permissions, the other
choices on the Security page become available.

* With both the open password and permission password set, the PDF can only be opened
with the correct password, and its permissions can be restricted.

Permissions settings are effective only if the user’s PDF viewer respects the

Note settings.

Figure 143 shows the dialog displayed when you click the Set passwords button on the Security
page of the PDF Options dialog.

General | Initial View |[User Interface |Links |Security

File encryption and permission Printing
l - - ] ) Mot permitted
Sctpasseords. () Low resolution (150 dpi)
Cpen password set {*) High resclution
PDF document will be encrypted Changes
") Not permitted

Permission password set = ] -
PDF document will be restricted () Inserting, deleting, and rotating pages

() Filling in form fields
(") Commenting, filing in form fields
{E} Any except extracting pages
Enable copying of content
Enable text access for accessibility tools

Figure 142: Security page of PDF Options dialog
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800 Enter Password

Set open password

Password: |*****
Confirm: HEERRR

Set permission password
Password:

Confirm:

| Help | [ ok || Cancel |

Figure 143: Setting a password to encrypt a PDF

Exporting to other formats

LibreOffice uses the term “export” for some file operations involving a change of file type. Select
File > Save As from the menu bar, look in the File type list box in the Save As dialog for a wide
range of file types.

Exporting to XHTML

Calc can export spreadsheets to XHTML. Choose File > Export from the menu bar. On the Export
dialog, specify a file name for the exported document, then select the XHTML in the File format list
and click the Export button.

E-mailing spreadsheets

LibreOffice provides several quick and easy ways to send spreadsheets as an e-mail attachment in
one of three formats: OpenDocument Spreadsheet (LibreOffice’s default format), Microsoft Excel,
or PDF.

To send the current document in OpenDocument format:

1) Choose File > Send > Document as E-mail from the menu bar. LibreOffice opens your
default e-mail program with the spreadsheet (*.ods) document attached.

2) Inyour e-mail program, enter the recipient, subject, and any text you want to add, then
send the e-mail.

File > Send > E-mail as OpenDocument Spreadsheet has the same result.

If you choose E-mail as Microsoft Excel, LibreOffice first creates a file in Excel format and then
opens your e-mail program with the (*.xIs) file attached.

If you choose E-mail as PDF, LibreOffice opens the PDF Options dialog for you to select the
parameters you want, as previously described for exporting to PDF, clicking Send on the dialog
then opens your email program with the PDF file attached.

E-mailing a spreadsheet to several recipients

To e-mail a document to several recipients, you can use the features in your e-mail program or you
can use LibreOffice Writer's mail merge facilities to extract email addresses from an address book.

For details, see Chapter 10 Printing, Exporting, and E-mailing in the Getting Started guide.

Chapter 6 Printing, Exporting, and E-mailing 189



Digital signing of documents

To sign a document digitally, you need a personal key, also known as a certificate. A personal key
is stored on your computer as a combination of a private key, which must be kept secret, and a
public key, which you add to your documents when you sign them. You can get a certificate from a
certification authority, which may be a private company or a governmental institution.

When you apply a digital sighature to a document, a checksum is computed from the document'’s
content plus your personal key. The checksum and your public key are stored together with the
document.

When someone later opens the document on any computer with a recent version of LibreOffice,
the program will compute the checksum again and compare it with the stored checksum. If both
are the same, the program will signal that you see the original, unchanged document. In addition,
the program can show you the public key information from the certificate. You can compare this
key with the public key that is published on the web site of the certificate authority.

Whenever someone changes something in the document, this change breaks the digital signature.

On Windows operating systems, the Windows features of validating a signature are used. On Linux
systems, files that are supplied by Mozilla Thunderbird or Firefox are used. For a more detailed
description of how to get and manage a certificate, and signature validation, see “Using Digital
Signatures” in the LibreOffice Help.
To sign a document:

1) Choose File > Digital Signatures.

2) If the document contains comments, a warning dialog appears stating this and asking if you
wish to continue. Click Yes if you wish to continue, or click No to exit and take appropriate
action to remove them and restart this procedure from step 1.

3) If you have not saved the document since the last change, a message box appears. Click
Yes to save the file. If you click No, the procedure exits.

4) After saving, you see the Digital Signatures dialog. Click Add to add a public key to the
document.

5) In the Select Certificate dialog, select your certificate and click OK.

6) You see again the Digital Signatures dialog, where you can add more certificates if you
want. Click OK to add the public key to the saved file.

A signed document shows an icon | in the status bar. You can double-click the icon to view the
certificate.

Removing personal data

You may wish to ensure that personal data, versions, notes, hidden information, or recorded
changes are removed from files before you send them to other people or create PDFs from them.

In Tools > Options > LibreOffice > Security > Options, you can set Calc to remind (warn) you
when files contain certain information and remove personal information automatically on saving.

To remove personal and some other data from a file, go to File > Properties. On the General tab,
uncheck Apply user data and then click the Reset button. This removes any names in the created
and modified fields, deletes the modification and printing dates, and resets the editing time to zero,
the creation date to the current date and time, and the version number to 1.

To remove version information, either go to File > Versions, select the versions from the list and
click Delete, or use Save As and save the file with a different name.
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Introduction

In previous chapters, we have been entering one of two basic types of data into each cell: numbers
and text. However, we will not always know what the contents should be. Often the contents of one
cell depends on the contents of other cells. To handle this situation, we use a third type of data: the
formula. Formulas are equations using numbers and variables to get a result. In a spreadsheet, the
variables are cell locations that hold the data needed for the equation to be completed.

A function is a predefined calculation entered in a cell to help you analyze or manipulate data in a
spreadsheet. All you have to do is add the arguments, and the calculation is automatically made for
you. Functions help you create the formulas needed to get the results that you are looking for.

Setting up a spreadsheet

If you are setting up more than a simple one-worksheet system in Calc, it is worth planning ahead
a little. Avoid the following traps:

* Typing fixed values into formulas

* Not including notes and comments describing what the system does, including what input
is required and where the formulas come from (if not created from scratch)

* Not incorporating a system of checking to verify that the formulas do what is intended

The trap of fixed values
Many users set up long and complex formulas with fixed values typed directly into the formula.

For example, conversion from one currency to another requires knowledge of the current
conversion rate. If you input a formula in cell C1 of =0.75*B1 (for example to calculate the value
in Euros of the USD dollar amount in cell B1), you will have to edit the formula when the exchange
rate changes from 0.75 to some other value. It is much easier to set up an input cell with the
exchange rate and reference that cell in any formula needing the exchange rate. What-if type
calculations are also simplified: what if the exchange rate varies from 0.75 to 0.70 or 0.80? No
formula editing is needed and it is clear what rate is used in the calculations. Breaking complex
formulas down into more manageable parts, described below, also helps to minimize errors and aid
troubleshooting.

Lack of documentation

Lack of documentation is a very common failing. Many users prepare a simple worksheet which
then develops into something much more complicated over time. Without documentation, the
original purpose and methodology is often unclear and difficult to decipher. In this case it is usually
easier to start again from the beginning, wasting the work done previously. If you insert comments
in cells, and use labels and headings, a spreadsheet can later be modified by you or others and
much time and effort will be saved.

Error-checking formulas

Adding up columns of data or selections of cells from a worksheet often results in errors due to
omitting cells, wrongly specifying a range, or double-counting cells. It is useful to institute checks in
your spreadsheets. For example, set up a spreadsheet to calculate columns of figures, and use
SUM to calculate the individual column totals. You can check the result by including (in a non-
printing column) a set of row totals and adding these together. The two figures—row total and
column total—must agree. If they do not, you have an error somewhere.
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Error Checking Demonstration
Sum columns A, B and C
A B c Row Sums
0 0.64 0.02 0.66
0.43 0.23 0.73 1.41
0.91 0.57 0.59 2.07
0.07] 0.07 0.43 0.59
0.37] 0.33 0.04 0.74
0.34 0.06 0.98 1.38
0.95 0.34 0.65 1.94
0.93 0.08 0.63 1.64
0.67 0.82 017 1.6
Column Sums =5LI'M[EZZ:EZB}| 4.26
ERRORI!!

Figure 144: Error checking of formulas

You can even set up a formula to calculate the difference between the two totals and report an
error in case a non-zero result is returned (see Figure 144).

Creating formulas

You can enter formulas in two ways, either by using the Function Wizard, or by typing directly into
the cell or into the input line. A formula must begin with an = symbol, so when typing in directly, you
need to start a formula with one of the following symbols: =, + or —. Calc automatically adds the =
symbol for the formula, when starting with the + or _ character. Starting with anything else causes
the formula to be treated as if it were text.

Operators in formulas

Each cell on the worksheet can be used as a data holder or a place for data calculations. Entering
data is accomplished simply by typing in the cell and moving to the next cell or pressing Enter.
With formulas, the equals sign indicates that the cell will be used for a calculation. A mathematical
calculation like 15 + 46 can be accomplished as shown in Figure 145.

While the calculation on the left was accomplished in only one cell, the real power is shown on the
right where the data is placed in cells and the calculation is performed using references back to the
cells. In this case, cells B3 and B4 were the data holders, with B5 the cell where the calculation
was performed. Notice that the formula was shown as =B3+B4. The plus sign indicates that the
contents of cells B3 and B4 are to be added together and then have the result in the cell holding
the formula. All formulas build upon this concept. Other ways of using formulas are shown in Table
4,

These cell references allow formulas to use data from anywhere in the worksheet being worked on
or from any other worksheet in the workbook that is opened. If the data needed was in different
worksheets, they would be referenced by referring to the name of the worksheet, for example
=SUM(Sheet2.B12+Sheet3.A11).
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To enter the = symbol for a purpose other than creating a formula as described in this

Note

chapter, type an apostrophe or single quotation mark before the =. For example, in
the entry '= means different things to different people, Calc treats everything after the

single quotation mark—including the = sign—as text.

Simple Calculation in 1 Cell

Calculation by Reference

Figure 145: A simple calculation

A | B | c A | B | C
1 1
2 >
3 =15+46] 3 15
4 4 45
: & : —
& & [
4 B | C 4 | B | C
1 1
2 2
3 51 3 15
; —1 ; i
5 5 =)
6 6
A | B | C
1
2
3 15
4 4hF
5 =b3+h4
&

Table 4: Common ways to use formulas

Formula

=Al1+10

=A1*16%

=A1*A2
=ROUND(A1,1)
=EFFECTIVE(5%,12)

=B8-SUM(B10:B14)
=SUM(B8,SUM(B10:B14))
=SUM(B1:B1048576)

Description
Displays the contents of cell A1 plus 10.

Displays 16% of the contents of Al.
Displays the result of multiplying the contents of A1 and A2.

Displays the contents of cell A1 rounded to one decimal place.

Calculates the effective interest for 5% annual nominal interest with

12 payments a year.
Calculates B8 minus the sum of the cells B10 to B14.
Calculates the sum of cells B10 to B14 and adds the value to B8.

Sums all numbers in column B.
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Formula Description

=AVERAGE(BloodSugar) Displays the average of a named range defined under the name
BloodSugar.

=IF(C31>140, "HIGH", "OK") Displays the results of a conditional analysis of data from two
sources. If the contents of C31 is greater than 140, then HIGH is
displayed, otherwise OK is displayed.

Users of Lotus 1-2-3, Quattro Pro and other spreadsheet software may be familiar
with formulas that begin with +, -, =, (, @, ., $, or #. A mathematical formula would

Note look like +D2+C2 or +2*3. Functions begin with the @ symbol such as
@SUM(D2..D7), @COS(@DEGTORAD(30)) and @IRR(GUESS,CASHFLOWS).
Ranges are identified such as A1..D3.

Functions can be identified in Table 4 by a word, for example ROUND, followed by parentheses
enclosing references or numbers.

It is also possible to establish ranges for inclusion by naming them using Insert > Names, for
example BloodSugar representing a range such as B3:B10. Logical functions can also be

performed as represented by the IF statement which results in a conditional response based upon

the data in the identified cell, for example

=IF(A2>=0, "Positive", "Negative")
A value of 3 in cell A2 would return the result Positive, a value of —9 the result Negative.

Operator types

You can use the following operator types in LibreOffice Calc: arithmetic, comparative, text, and
reference.

Arithmetic operators

The addition, subtraction, multiplication and division operators return numerical results. The
Negation and Percent operators identify a characteristic of the number found in the cell, for

example -37. The example for Exponentiation illustrates how to enter a number that is being
multiplied by itself a certain number of times, for example 23 = 2*2*2.

Table 5: Arithmetical operators

Operator Name Example
+ (Plus) Addition =1+1

— (Minus) Subtraction =2-1

— (Minus) Negation -5

* (asterisk) Multiplication =2*2

/ (Slash) Division =10/5

% (Percent) Percent 15%

A (Caret) Exponentiation 2°3
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Comparative operators
Comparative operators are found in formulas that use the IF function and return either a true or
false answer; for example, =IF(B6>G12, 127, 0) which, loosely translated, means if the

contents of cell B6 are greater than the contents of cell G12, then return the number 127,
otherwise return the number O.

A direct answer of TRUE or FALSE can be obtained by entering a formula such as =B6>B12. If the
numbers found in the referenced cells are accurately represented, the answer TRUE is returned,
otherwise FALSE is returned.

Table 6: Comparative operators

Operator Name Example
= Equal Al=B1

> Greater than A1>B1

< Less than Al<B1
>= Greater than or equal to Al1>=B1
<= Less than or equal to Al<=B1
<> Inequality Al<>B1

If cell A1 contains the numerical value 4 and cell B1 the numerical value 5, the above examples
would yield results of FALSE, FALSE, TRUE, FALSE, TRUE, and TRUE.

Text operators

It is common for users to place text in spreadsheets. To provide for variability in what and how this
type of data is displayed, text can be joined together in pieces coming from different places on the
spreadsheet. Figure 146 shows an example.

B A ® < [=B2&""&C2&","&D2
A | B | ¢ | D | E F G
1
2 June 23 2010 =B2&""&C28&","&D2
3
4q
F2 B A E =[=B2&""&C2&","&D2
A ] B | ¢ | D | E F G
1
2 June 23 2010 June 23, 2010
3
4

Figure 146: Text concatenation

In this example, specific pieces of the text were found in three different cells. To join these
segments together, the formula also adds required spaces and punctuation enclosed within
guotation marks, resulting in a formulaof =B2 & " " & C2 & ", " & D2.The resultisthe
concatenation into a date formatted in a particular sequence.

Calc has a CONCATENATE function which performs the same operation.
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Taking this example further, if the result cell is defined as a hame, then text concatenation is
performed using this defined name. This process is demonstrated in Figures 147, 148, and 149

where the cell with the date is named “WizardDay” and subsequently used in a formula in another

cell.

ALE4

File Edit Wiew
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Insert Format Tools Data

Page Break
Cells... Ctrl++

Rows
Columns

Sheet...
Sheet From File...
Link to External Data...

Spedial Character...

Formatting Mark vl

Hyperlink

Function... Cirl+F2

Function List

Mames

Comment  Ctri+Alt+C

Picture

Movie and Sound. ..
Object

Chart...

Floating Frame. ..

Window Help

bl K ew- o
(v 0o [v] B 7 U

Define... %
Manage... Cirl4+F3
Insert...

Creats...

Labels. ..

Figure 147: Defining a name for a range of cells

Chapter 7 Using Formulas and Functions

197



A | B | ¢ D E F

1

2 |June 23 2007} Jun 23, 2007

3

f 1

% || Define Name

5
_ 6 ||| Define the name and range or formula expression.

7

3 Mame WizardDay

9

10 Range £Sheetl,8D52

11
= | Scope Document (Global) [V]
18 Range Options!

13

15 [ Add ] [ Cancel ]

16

Figure 148: Naming a cell or range of cells for inclusion in a formula

A lB| C D ___ The defined name WizardDay in D2.
1
2 June 23 EDD?EunE 23, 2007 I
3
4
A B ]| ¢ | D | Text entered into A4, the formula into A6.
1
2 |June 23 2007 June 23, 2007
3
4 | The Big Show will happen on
3
6 |=A4 & WizardDay
A e | c | D | The result displayed in A6.
1
2 [June 23| 2007|June 23, 2007
3
4 | The Big Show will happen on
5
6 [The Big Show will happen ondune 23, 2007

Figure 149: Using Names in a formula

Reference operators

An individual cell is identified by the column identifier (letter) located along the top of the columns
and a row identifier (number) found along the left-hand side of the spreadsheet. On spreadsheets
read from left to right, the reference for the upper left cell is AL.

Thus in its simplest form a reference refers to a single cell, but references can also refer to a
rectangle or cuboid range or a reference in a list of references. To build such references you need
reference operators.
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Range operator
The range operator is written as a colon. An expression using the range operator has the following
syntax:

reference upper left : reference lower right

The range operator builds a reference to the smallest range including both the cells referenced
with the left reference and the cells referenced with the right reference.

[A1:D12 AE =
B

| A C D E

W in&wWhN =

12 —1]

ac

Figure 150: Reference Operator for a range

In the upper left corner of Figure 150 the reference A1:D12 is shown, corresponding to the cells
included in the drag operation with the mouse to highlight the range.

Examples

A2:B4 Reference to a rectangle range with 6 cells, 2 column width x 3 row
height. When you click on the reference in the formula in the input
line, a border indicates the rectangle.

(A2:B4):C9 Reference to a rectangle range with cell A2 top left and cell C9

bottom right. So the range contains 24 cells, 3 column width x 8
row height. This method of addressing extends the initial range
from A2:B4 to A2:C9.

Sheetl.A3:Sheet3.D4 Reference to a cuboid range with 24 cells, 4 column width x 2 row
height x 3 sheets depth.

When you enter B4:A2 or A4:B2 directly, then Calc will turn it to A2:B4. So the left top cell of the
range is left of the colon and the bottom right cell is right of the colon. But if you hame the cell B4
for example with _start and A2 with _end, you can use _start:_end without any error.

Calc can not reference a whole column of unspecified length using A:A or a whole row using 1:1
which you might be familiar with in other spreadsheet programs.

Reference concatenation operator
The concatenation operator is written as a tilde. An expression using the concatenation operator
has the following syntax:

reference left ~ reference right

The result of such an expression is a reference list, which is an ordered list of references. Some
functions can take a reference list as an argument, SUM, MAX or INDEX for example.
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The reference concatenation is sometimes called 'union’. But it is not the union of the two sets
'reference left' and 'reference right' as normally understood in set theory. COUNT(A1:C3~B2:D2)
returns 12 (=9+3), but it has only 10 cells when considered as the union of the two sets of cells.

Notice that SUM(A1:C3,B2:D2) is different from SUM(A1:C3~B2:D2) although they give the same
result. The first is a function call with 2 parameters, each of them is reference to a range. The
second is a function call with 1 parameter, which is a reference list.

Intersection operator
The intersection operator is written as an exclamation mark. An expression using the intersection
operator has the following syntax:

reference left ! reference right

If the references refer to single ranges, the result is a reference to a single range, containing all
cells, which are both in the left reference and in the right reference.

If the references are reference lists, then each list item from the left is intersected with each one
from the right and these results are concatenated to a reference list. The order is to first intersect
the first item from the left with all items from the right, then intersect the second item from the left
with all items from the right, and so on.

Examples

A2:B4 ! B3:D6

This results in a reference to the range B3:B4, because these cells are inside A2:B4 and inside
B3:D4.

(A2:B4~B1:C2) ! (B2:C6~C1:D3)
First the intersections A2:B4!B2:C6, A2:B4!C1:D3, B1:C2!B2:C6 and B1:C2IC1:D3 are
calculated. This results in B2:B4, empty, B2:C2, and C1:C2. Then these results are

concatenated, dropping empty parts. So the final result is the reference list B2:B4 ~ B2:C2 ~
Cci1:c2.

You can use the intersection operator to refer a cell in a cross tabulation in an understandable way.
If you have columns labeled 'Temperature' and 'Precipitation' and the rows labeled 'January’,
'February', 'March', and so on, then the following expression

'February' ! 'Temperature'
will reference to the cell containing the temperature in February.

The intersection operator (!) has a higher precedence than the concatenation operator (~), but do
not rely on precedence.

Tip Always put in parentheses the part that is to be calculated first.

Relative and absolute references

References are the way that we refer to the location of a particular cell in Calc and can be either
relative (to the current cell) or absolute (a fixed amount).

Relative referencing

An example of a relative reference will illustrate the difference between a relative reference and
absolute reference using the spreadsheet from Figure 151.

1) Type the numbers 4 and 11 into cells C3 and C4 respectively of that spreadsheet.
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2) Copy the formula in cell B5 (=B3+B4) to cell C5. You can do this by using a simple copy
and paste or click and drag B5 to C5 as shown below. The formula in B5 calculates the
sum of values in the two cells B3 and B4.

3) Clickin cell C5. The formula bar shows =C3+C4 rather than =B3+B4 and the value in C5 is
15, the sum of 4 and 11 which are the values in C3 and C4.

In cell B5 the references to cells B3 and B4 are relative references. This means that Calc interprets
the formula in B5, applies it to the cells in the B column, and puts the result in the cell holding the
formula. When you copied the formula to another cell, the same procedure was used to calculate
the value to put in that cell. This time the formula in cell C5 referred to cells C3 and C4.

A B c | D |
1
2
3 15 4
4 46 11
5 | E1l |
| 6 |
A B C D
_1
_2
3 | 15 4
4 46 11
B 15,
&

Figure 151: Relative references

You can think of a relative address as a pair of offsets to the current cell. Cell B1 is 1 column to the
left of Cell C5 and 4 rows above. The address could be written as R[-1]C[-4]. In fact earlier
spreadsheets allowed this notation method to be used in formulas.

Whenever you copy this formula from cell B5 to another cell the result will always be the sum of the
two numbers taken from the two cells one and two rows above the cell containing the formula.

Relative addressing is the default method of referring to addresses in Calc.

Absolute referencing

You may want to multiply a column of numbers by a fixed amount. A column of figures might show
amounts in US Dollars. To convert these amounts to Euros it is necessary to multiply each dollar
amount by the exchange rate. $US10.00 would be multiplied by 0.75 to convert to Euros, in this
case Eur7.50. The following example shows how to input an exchange rate and use that rate to
convert amounts in a column form USD to Euros.

1) Input the exchange rate Eur:USD (0.75) in cell D1. Enter amounts (in USD) into cells D2,
D3 and D4, for example 10, 20, and 30.

2) In cell E2 type the formula =D2*D1. The result is 7.5, correctly shown.

3) Copy the formula in cell E2 to cell E3. The result is 200, clearly wrong! Calc has copied the
formula using relative addressing: the formula in E3 is =D3*D2 and not what we want,
which is =D3*D1.

4) In cell E2 edit the formula to be =D2*$D$1. Copy it to cells E3 and E4. The results are now
15 and 22.5 which are correct.

The $ signs before the D and the 1 convert the reference to cell D1 from relative to absolute or
fixed. If the formula is copied to another cell the second part will always show $D$1. The
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interpretation of this formula is “take the value in the cell one column to the left in the same row
and multiply it by the value in cell D1".

(21 E2 v| fx E = |=D2D1

E2 v Kk E =
D E F
1 : €075 : —r - €0.75
- 2 310 7.50
2 $1U 3 $2U
4 520 4 530
4 530

Entering the conversion formula into E2, correct result, then copying it to E3.

= o A E = |02 SUM v A ® v |orod
E

D E F
1 £0.75 D F
2 310 7.50 1 €0.75 —
3 320 200.00 2 $10=D2*30%1
4 330 3 520 200.00
4 330

E3 result is clearly wrong, change the formula in E2 to read absolute reference.

E2 ~ i B = |08t E3 ~| fx B = |-p3*¢0s1

D E F D E F
1 €0.75 1 €0.75
2 510 2 510 7.50
3 520 3 s2o 1500
4 530 EN $30

Applying the correct formula from E2 to E3 to get the correct answer.

Figure 152: Absolute references

Cell references can be shown in four ways.

Reference Explanation

D1 Relative, from cell E3 it is the cell one column to the left and two rows above
$D$1 Absolute, from cell E3 it is the cell D1

$D1 Partially absolute, from cell E3 it is the cell in column D and two rows above
D$1 Partially absolute, from cell E3 it is the cell one column to the left and in row 1

To change references in formulas, highlight the cell and press Shift-F4 to cycle
Tip through the four types of references. This method is of limited value in more
complicated formulas; it is usually quicker to edit the formula by hand.

Knowledge of the use of relative and absolute references is essential if you want to copy and paste
formulas and to link spreadsheets.
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Order of calculation

Order of calculation refers to the sequence in which numerical operations are performed. Division
and multiplication are performed before addition or subtraction. There is a common tendency to
expect calculations to be made from left to right as the equation would be read in English. Calc
evaluates the entire formula, then based upon programming precedence breaks the formula down
executing multiplication and division operations before other operations. Therefore, when creating
formulas you should test your formula to make sure that the correct result is being obtained.
Following is an example of the order of calculation in operation.

Table 7: Order of Calculation

Left To Right Calculation Ordered Calculation

1+3*2+3 =11 =1+3*2+3 result 10

1+3=4,then 4 X2 =8, then 8+3 =11 3*2 =6, then 1+6+3 =10

Another possible intention could be: The program resolves the multiplication of

14+3*2+3 = 20 3 X 2 before dealing with the numbers
being added.

1+3 =4, then 2+3 =5, then 4 X 5=20

If you intend for the result to be either of the two possible solutions on the left, the way to achieve
these results would be to order the formula as:

(1+3) *2)+3 =11 (1+3) * (2+3) = 20

Use parentheses to group operations in the order you intend; for example,
Note =B4+G12*C4/M12 might become =( (B4+G12)*C4)/M12.

Calculations linking sheets

Another powerful feature of Calc is the ability to link data through several worksheets. The naming
of worksheets can be helpful to identify where specific data may be found. A name such as Payroll
or Boise Sales is much more meaningful than Sheetl. The function named SHEET() returns the
sheet number (position) in the collection of worksheets. There may be several worksheets in each
book and they may be numbered from the left: Sheetl, Sheet2, and so forth. If you drag the
worksheets around to different locations among the tabs, the function returns the number referring
to the current position of this worksheet. In a new instance of Calc, the default is a single
worksheet.

For example, if the formula =SHEET() is put into A1 on Sheet 1 it returns the value 1. If you drag
Sheet 1 to be positioned between sheets 2 and 3 then the value changes to 2, it is now the second
sheet in the order.

An example of calculations obtaining data from other work can be seen in a business setting where
a business combines revenues and costs of each of its branch operations into a single combined
worksheet.
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i — K L M N | Sheet containing data for

, Flowing Abundantly, Branch 1.
Ltd.

3 |[Combined Sales ¥TD

4

5

& Oct [ Dec Y¥TD

7 |Rewvenue:

] Greenery Sales 3,288 52874 81,335 1,283,107

a | Ferilizer Sales 16,822 3825 3600 697,634

10 | Earth Sales 2018 4585 432 84,479

11 |Sub-Total 55,129 57,158 85,367 2,065,220

12

13 |Cost of Sales:

14 | Wholesaler Purchases 18,744 19 434 29 025 702,175

15 | Sales Tax 5,064 G287 9,390 227 174

16 |Sub-Total 24,808 25,721 38.415 929,349

17

18 [Total Revenue: 30,321 31,437 46,952 1,135,871

2N IFynrnars
& |ﬂ4 P1PIRBranch1 4 Branch? £ Branch3 ¢ Combined / ULI

A SN IR S n | Sheet containing data for

, Flowing Abundantly, Branch 2.

~ |Ltd.

_ 3 |Combined Sales ¥TD

_t

5 |

_ 6 Ot Moy Dec Y¥TD

_ 7 |Revenue:

_ 8 | Greenery Sales 38,2591 14 399 48 533 1,027,538

9 | Fertilizer Sales 6120 2,384 7934 164,406

_10 | Earth Sales 734 206 G52 19,729

_ 11 |Sub-Total 45,106 17,569 58,474 1,211,673
12

_13 |Caost of Sales:

_14 | Wholesaler Purchases 15,336 5973 19,881 411,969

_ 15 | Sales Tax 4 062 1933 B,432 133,284

_16 [Sub-Total 20,298 7,906 26,313 545,253
17

_ 18 |Total Revenue: 24,808 9.663 32,161 666,420
19

T :

o |ﬂ4 >1PIIE Branchi % Branch2 f Branch3 / Combined /7 M ||
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a

Combined Sales ¥TD

Revenue:
Greenery Sales
Ferilizer Sales
Earth Sales

Sub-Total

Cost of Sales:
YWholesaler Purchases
Sales Tax

Sub-Total

Total Revenue:

Ot

65 801
a4 533
59 025
179,659

B1054.05
1976248
80846.55

98,812

oy

Dec

58 257
17 B20
16,524
92,701

31518.534
1019711
4171545

M| ®  |Sheet containing data for
Branch 3.
¥TD

102,179 1,498,444
8762 843,175
7622 397,342
118,583 2,738,961
40318.22 931246.74
1304413 301285.71
53362.35 123253245

50,986 65,221] 1,506,429

Sheet containing combined

[ data for all branches.

10 |Fvn -
HI Ll b‘iblﬁ Branchi 2 BranchZ % Branch3 § Combined 1 (N
IK? j fg B = I=Branch1.K?+Branch2.K?+Branch3.K?
& K | L | M B
. Flowering Abundantly,
Ltd.
3 [Combined Sales ¥TD
4
5 Oct Mo Dec YTD
& [Revenue:
7 | Greenery Sales 167 890 169 3688 284 R93 4,279,995
& | Ferilizer Sales 126 488 39 065 21,164 2,383,984
3 | Earth Sales 120,062 34 107 15 676 879,163
10 [Sub-Total 414 447 242,560 322,533 7,543,142
11
12 |Cost of Sales:
13 | YWholesaler Purchases 140 912 82470 1038 B&1 2,564,668
14 | Sales Tax 45 A89 2F BE2 35479 829,746
15 [Sub-Total 186,501 109,152 145,140 3,394 414
16
17 [Total Revenue: 227,946 133,408 177,393 4,148,728

15

10 IFvroncoe:
kil P‘ibll\ Eranchi / Branchz £ Branch " Combined / | 1 |

Figure 153: Combining data from several sheets into a single sheet

The spreadsheets have been set up with identical structures. The easiest way to do this is to open
a new spreadsheet, set up the first Branch spreadsheet, input data, format cells, and prepare the
formulas for the various sums of rows and columns.

1) On the worksheet tab, right-click and select Rename Sheet. Type Branchi1. Right-click on
the tab again and select Move/Copy Sheet.

2)

In the Move/Copy Sheet dialog, select the Copy option (automatically selected if there is

only one sheet in the spreadsheet) and select -move to end position- in the Insert before

window. Change the entry in New name to Branch2. Click OK. Repeat to produce the

Branch3 and Combined worksheets.
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Move/Copy Sheet

Action
Mowve
Copy
Location
To document

|Llntiﬂeu:| 1 (current document)

(]

Insert before

Branch1
-move to end position -

Mame
Mew name
Branchf

| b | | ok

/|

Cancel

Figure 154: Copying a worksheet

3) Enter the data for Branch 2 and Branch 3 into the respective sheets. Each sheet stands
alone and reports the results for the individual branches.

4) In the Combined worksheet, click on cell K7. Type =, click on the tab Branchl, click on cell
K7, press +, repeat for sheets Branch2 and Branch3 and press Enter. You now have a
formula in cell K7 which adds the revenue from Greenery Sales for the 3 Branches.

K7 v| fx & = |=Branch1K7+Branch2.K7+Branch3.K7
A | x L M N

.

* |Flowing Abundantly Ltd

3 |[Combined ¥TD

4

5 Oct MNow Dec

5 |Revenue:

7 Greenery Sales m 126,030 233,102 4,279,995
g |Fertilizer Sales , 23,829 20,316 2,383,934
g |Earth Saks 61,778 17 569 5,008 879,163
10 |Sub-Total 279,893 167428 262424 7,543,142
11

12 |[Cozt of Sales:

13 |Wholesaler Purchases 93,572.06] 70,386.34 0836822 2,564,668.00
14 |Sales Tax 31,89048 2277111 31,824.13 §29,746.00
i5 |Sub-Total 130,462.55 93,157.45 130,192.35 3,394,414.00
16

17 [Total Revenue: 227,946 133,408 177,393 4,148,728
18

19 |Expenzes:

20
Figure 155: Combined worksheet showing linking between branch sheets
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5) Copy the formula, highlight the range K7:N17, click Edit > Paste Special, uncheck the
Paste all and Formats boxes in the Selection area of the dialog box and click OK. You will
see the following message:

' You are pasting data into cells that already contain data.
Do you really want to overwrite the existing data?

/ |

Warn me about this in the future.

uﬁﬂ H Mo ][ Help

Figure 156: Linking sheets: pasting a formula to a
cell range

6) Click Yes. You have now copied the formulas into each cell while maintaining the format
you set up in the original worksheet. Of course, in this example you would have to tidy the
worksheet up by removing the zeros in the non-formatted rows.

MN17 v o E = | =Branch1.M17+Branch2.M17+Branch3.N17

A Il k& | M [
1
* |Flowing Abundantly Ltd
3 |[Combined ¥TD
4
5 Oct Nov Dec YTD
5 |Rewvenue:
7 |Greenery Sales 140,340 126030 233,102 3,809,089
5 |Fertilizer Sales 77,775 23,829 20,318 1,705,245
g |Earth Sales 81,778 17,569 9,008 501,550
10 |Sub-Total 279,893 167428 262424 6,015,354
11 0 0 0 0
12 |[Co=t of Salez: 0 0 0 0
13 |Wholesaler Purchases 9857206 70,386.34 0836822 2,045,390.74
14 |Sales Tax 31,890.48 2277111 3182413 661,743.71
15 |Sub-Total 130,462,556 93,157.45 130,192.35 2,707,134.45
I 0 0 0 0
17 |Total Revenue: 153,941 92086 144,334 S0E 70|
18
19 |Expenses:

Figure 157: Linking Sheets: Copy Paste Special from K7:N17

LibreOffice default is to paste all the attributes of the original cell(s) - formats, notes,

Note objects, text strings and numbers.

The Function Wizard can also be used to accomplish the linking. Use of this Wizard is described in
detail in the section on Functions.

Understanding functions

Calc includes over 350 functions to help you analyze and reference data. Many of these functions
are for use with numbers, but many others are used with dates and times, or even text. A function
may be as simple as adding two numbers together, or finding the average of a list of numbers.
Alternatively, it may be as complex as calculating the standard deviation of a sample, or a
hyperbolic tangent of a number.

Typically, the name of a function is an abbreviated description of what the function does. For
instance, the FV function gives the future value of an investment, while BIN2HEX converts a binary
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number to a hexadecimal number. By tradition, functions are entered entirely in upper case letters,
although Calc will read them correctly if they are in lower or mixed case, too.

A few basic functions are somewhat similar to operators. Examples:

+ This operator adds two numbers together for a result. SUM() on the other hand adds groups
of contiguous ranges of numbers together.

* This operator multiplies two numbers together for a result. PRODUCT() does the same for
multiplying that SUM() does for adding.

Each function has a number of arguments used in the calculations. These arguments may or may
not have their own name. Your task is to enter the arguments needed to run the function. In some
cases, the arguments have predefined choices, and you may need to refer to the online help or
Appendix B (Description of Functions) in this book to understand them. More often, however, an
argument is a value that you enter manually, or one already entered in a cell or range of cells on
the spreadsheet. In Calc, you can enter values from other cells by typing in their name or range, or
—unlike the case in some spreadsheets—by selecting cells with the mouse. If the values in the
cells change, then the result of the function is automatically updated.

For compatibility, functions and their arguments in Calc have almost identical names to their
counterparts in Microsoft Excel. However, both Excel and Calc have functions that the other lacks.
Occasionally, functions with the same names in Calc and Excel have different arguments, or
slightly different names for the same argument—neither of which can be imported to the other.
However, the majority of functions can be used in both Calc and Excel without any change. A
comparison list may be found on the LibreOffice wiki, linked from the Documentation/Publications

page.

Understanding the structure of functions

All functions have a similar structure. If you use the right tool for entering a function, you can
escape learning this structure, but it is still worth knowing for troubleshooting.

To give a typical example, the structure of a function to find cells that match entered search criteria
is:

= DCOUNT (Database,Database field,Search_criteria)

Since a function cannot exist on its own, it must always be part of a formula. Consequently, even if
the function represents the entire formula, there must be an = sign at the start of the formula.
Regardless of where in the formula a function is, the function will start with its name, such as
DCOUNT in the example above. After the name of the function comes its arguments. All arguments
are required, unless specifically listed as optional.

Arguments are added within the parentheses and are separated by commas, with no space
between the arguments and the commas.

Many arguments are numbers. A Calc function can take up to thirty numbers as an argument. That
may not sound like much at first. However, when you realize that the number can be not only a
number or a single cell, but also an array or range of cells that contain several or even hundreds of
cells, then the apparent limitation vanishes.

Depending on the nature of the function, arguments may be entered as follows:

"text data" The quotes indicate text or string data is being entered.
9 The number nine is being entered as a humber.

"g" The number nine is being entered as text

Al The address for whatever is in Cell Al is being entered
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Nested functions

Functions can also be used as arguments within other functions. These are called nested
functions.

=SUM(2, PRODUCT(5,7))
To get an idea of what nested functions can do, imagine that you are designing a self-directed
learning module. During the module, students do three quizzes, and enter the results in cells A1,
A2, and A3. In A4, you can create a nested formula that begins by averaging the results of the
quizzes with the formula =AVERAGE (A1 :A3). The formula then uses the IF function to give the

student feedback that depends upon the average grade on the quizzes. The entire formula would
read:

=IF(AVERAGE(A1:A3) >85, "Congratulations! You are ready to advance to
the next module", "Failed. Please review the material again. If
necessary, contact your instructor for help")

Depending on the average, the student would receive the message for either congratulations or
failure.

Notice that the nested formula for the average does not require its own equal sign. The one at the
start of the equation is enough for both formulas.

If you are new to spreadsheets, the best way to think of functions is as a scripting language. We've
used simple examples to explain the concept more clearly, but, through nesting of functions, a Calc
formula can quickly become complex.

Calc keeps the syntax of a formula displayed in a tool tip next to the cell as a

Note handy memory aid as you type.

A more reliable method is to use the Function List (Figure 158).

Available from the Insert menu, the Function List automatically docks as a pane on the right side
of the Calc editing window. If you wish, you can Control+double-click on a blank space at the top of
the pane to undock this pane and make it a floating window.

The Function List includes a brief description of each function and its arguments; highlight the
function and look at the bottom of the pane to see the description. If necessary, hover the cursor
over the division between the list and the description; when the cursor becomes a two-headed
arrow, drag it upwards to increase the space for the description. Double-click on a function’s name
to add it to the current cell, together with placeholders for each of the function’s arguments.

Clicking on the bar where the 5 dots and arrows are shown (shown by the ellipse in Figure 158) will
hide the list on the right hand side of the screen. Clicking this area again will show the list, making
it easy to keep the list available for easy reference.

Using the Function List is almost as fast as manual entry, and has the advantage of not requiring
that you memorize a formula that you want to use. In theory, it should also be less error-prone. In
practice, though, some users may fumble when replacing the placeholders with values. Another
feature is the ability to display the last formulas used.
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L "y
Untitled 1 - LibreOffice Calc Mi=[><
File Edit Wiew Insert Format Tools Data Window Help
BrEEm 0 BERYE K D @M% »
: @7 |Default [ | albany vl 0 [« BJ U ===-°& »
cos lv] #x 8 ¥ |=cos(umber) ~] i [l

A B | C | D @ 005 ]
1 |=CO05( | COosH
2 coT
3 COTH =
3 _|| |count
T || [counTa
3 COUNTBLANK
& ,.\COUNHF
7 | lcounTiFs
3 - JJCOUPDAYES
COUPDAYS
2 COUPDAYSNC
0 COUPNCD
1 COUPNUM |3
12 0s:
13
umber
Elf _ M Returns the cosine of a number.
W[4 1[][H]% Sheetl {4 / |[& 2l
Sheet1/1 | Default | |ml | | | sm=0 |- O + | 100%

Figure 158: Function List docked to right side of Calc window

Function Wizard

The most commonly used input method is the Function Wizard (Figure 160). To open the Function
Wizard, choose Insert > Function, or click the fx button on the Formula bar, or press Ctrl+F2.
Once open, the Function Wizard provides the same help features as the Function List, but adds
fields in which you can see the result of a completed function, as well as the result of any larger
formula of which it is part.

Select a category of functions to shorten the list, then scroll down through the named functions and
select the required one by double-clicking on it. When you select a function its description appears
on the right-hand side of the dialog.

The Wizard now displays an area to the right where you can enter data manually in text boxes or

: . [ . .
click the Shrink button to shrink the wizard so you can select cells from the worksheet.

| =5UM(EER}

| Function Wizard - SUM({ number 1; ...") }

b23

Figure 159: Function Wizard after shrinking
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-~

Function Wizard

Functions | Sl SUM Function result |0

Categary Returns the sum of all arguments.

Mathematical Ed

Function number 1 (required)

ROUNDDOWM = Mumber 1, number 2, ... are 1 to 30 arguments whose total is to be calculated.

ROUMDUP |

SERIESSUM —
number 1 023 . A

SIGN 1

5IM number 2 (& ]
SIMH
SORT number 3

SQRTPI

SUBTOTAL number 4

sUmM

SUMIF Farmula Result |0
SUMSQ —

TAM =SUM{ES) ]
TANH _

TRUNC v

Bl|[El(E]

L] Array | Hep || cancel || <<Back | nextss

Figure 160: Functions page of Function Wizard.

To select cells, either click directly upon the cell or hold down the left mouse button and drag to
select the required area.

When the area has been selected, click the Shrink button again to return to the wizard.

If multiple arguments are needed select the next text box below the first and repeat the selection

process for the next cell or range of cells. Repeat this process as often as required. The Wizard will
accept up to 30 ranges or arguments in the SUM function.

Click OK to accept the function and add it to the cell and get the result.

If you select a function by double-clicking it in the list, and then change your mind
and select a different one by double-clicking again, then the second choice formula
is added into the first choice formula in the Formula text box. You must clear the
A formula box and then double-click the function to add it to the box.

This additive facility allows you to create complex formulas by building them up in
the Formula box.

Caution

You can also select the Structure tab (Figure 161) to see a tree view of the parts of the formula.
The main advantage over the Function List is that each argument is entered in its own field,
making it easier to manage. The price of this reliability is slower input, but this is often a small price
to pay, since precision is generally more important than speed when creating a spreadsheet.

Pressing the dialog Help button after selecting certain functions with either a single-
Caution or double-click will cause LibreOffice to crash. This early bug may be corrected for
? later releases in the Version 4.1. series. Affected functions are:

AVERAGEIF; AVERAGEIFS; SUMIFS; COUNTIFS; IFERROR; IFNA; XOR;
NUMBERVALUE; SKEWP
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Function Wizard

Tee

[ Array [ Help ] [ Cancel ]

=IF{186*POWER(GS,-1. 154)
@ "-c0" - *POWER(GS,0.203)*E8*Ca>60, ">60", 186"POWER(GS, -
e = 1.154)*POWER(FS,0.203)*E3*C8)

Functions |Structure IF Function result | =50
structure Specifies a logical test to be performed.
1F ~
= [g = Test (required)
T @ 186 Any value or expression which can be either TRIUE or FALSE.
= POWER
@ Gs Test 186 *POWER(GS,-1. 154 )°
= 8- e =
=G0
@ 1154 Then_value
5 (@ power Otherwise_value 186" POWER(GS,-1. 154)*
@ G
@ 0203
E&
CE Formula Result |:=-6[J

Figure 161: Structure page of Function Wizard

Functions can be entered into the Input line. After you enter a function on the Input line, press the
Enter key or click the Accept button on the Formula toolbar to add the function to the cell and get

its result.

SUM fx ® < [=SUM(AL:A10)

| | |
1 2 3

1 Name Box showing list of common functions

I
4

2 Function Wizard 4 Accept

3 Cancel 5
Figure 162: The Function toolbar

Input Line

5

If you see the formula in the cell instead of the result, then Formulas are selected for display in
Tools > Options > LibreOffice Calc > View > Display. Deselect Formulas, and the result will
display. However, you can still see the formula in the Input line.

Strategies for creating formulas and functions

Formulas that do more than a simple calculation or summation of rows or columns of values

usually take a number of arguments. For example, the classic equation of motion s = Se+ vt -
%at? calculates the position of a body knowing its original position, its final velocity, its
acceleration, and the time taken to move from the initial state to the final state.

For ease of presentation, it is good practice to set up a spreadsheet in a manner similar to that
shown in Figure 163. In this example, the individual variables are input into cells on the sheet and

no editing of the formula (in cell B9) is required.
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B9 fx £ = |=B3+B4*B6-0.5*B5*B6"2
A B C |
1 |Uniformly accelerated linear motion
2
3 |Original position, s0 50 metres
4 |Final velocity, v 120 metres/second
5 |Constant acceleration, a 2 metres/sec?2
6 |Time taken, t 12 seconds
7
8 |Distance between initial and final positions
9 S 1346)metres
10
11 |Source:
12 |Equations of motion
13 |5=80 +v*' - (1/2)*a*t"2
14

Figure 163: Setting up a formula with arguments

You can take several broad approaches when creating a formula. In deciding which approach to
take, consider how many other people will need to use the worksheets, the life of the worksheets,
and the variations that could be encountered in use of the formula.

If people other than yourself will use the spreadsheet, make sure that it is easy to see what input is
required and where. Explanation of the purpose of the spreadsheet, basis of calculation, input
required and output(s) generated are often placed on the first worksheet.

A spreadsheet that you build today, with many complicated formulas, may not be quite so obvious
in its function and operation in 6 or 12 months time. Use comments and notes liberally to document
your work.

You might be aware that you cannot use negative values or zero values for a particular argument,
but if someone else inputs such a value will your formula be robust or simply return a standard
(and often not too helpful) Err: message? It is a good idea to trap errors using some form of logic
statements or with conditional formatting.

Place a unique formula in each cell

The most basic strategy is to view whatever formulas are needed as simple and with a limited
useful life. The strategy is then to place a unique formula in each appropriate cell. This can be
recommended only for very simple or “throw away” (single use) spreadsheets.

Break formulas into parts and combine the parts

The second strategy is similar to the first, but instead you break down longer formulas into smaller
parts and then combine the parts into the whole. Many examples of this type exist in complex
scientific and engineering calculations where interim results are used in a number of places in the
worksheet. The result of calculating the flow velocity of water in a pipe may be used in estimating
losses due to friction, whether the pipe is flowing full or partially empty, and in optimizing the
diameter for the given flow regime.

In all cases you should adopt the basic principles of formula creation described previously.

Chapter 7 Using Formulas and Functions 213



Use the Basic editor to create functions

A third strategy is to use the Basic editor and create your own functions and macros. This
approach would be used where the result would greatly simplify the use of the spreadsheet by the
end user and keep the formulas simple with a better chance of avoiding errors. This approach also
can make the maintenance easier by having corrections or updates kept in one central location.
The use of macros is described in Chapter 12 of this book and is a specialized topic in itself. The
danger of overusing macros and custom functions is that the principles upon which the
spreadsheet is based become much more difficult to see by a user other than the original author
(and sometimes even by the author!).

Finding and fixing errors

It is common to find situations where errors are displayed. Even with all the tools available in Calc
to help you to enter formulas, making mistakes is easy. Many people find inputting numbers difficult
and many may make a mistake about the kind of entry that a function’s argument needs. In
addition to correcting errors, you may want to find the cells used in a formula to change their
values or to check the answer.

Calc provides three tools for investigating formulas and the cells that they reference: error
messages, color coding, and the Detective.

Error messages

The most basic tool is error messages. Error messages display in a formula’s cell or in the
Function Wizard instead of the result.

An error message for a formula is usually a three-digit number from 501 to 527, or sometimes an
unhelpful piece of text such as #NAME?, #REF, or #VALUE. The error number appears in the cell,
and a brief explanation of the error on the right side of the status bar.

Most error messages indicate a problem with how the formula was input, although several indicate
that you have run up against a limitation of either Calc or its current settings.

Error messages are not user-friendly, and may intimidate new users. However, they are valuable
clues to correcting mistakes. You can find detailed explanations of them in the help, by searching
for Error codes in LibreOffice Calc. A few of the most common are shown in the following table.

#NAME? Instead of displaying Err:525. No valid reference exists for the argument.

#REF Instead of displaying Err:524. The column, row, or sheet for the referenced
cell is missing.

#VALUE Instead of displaying Err:519. The value for one of the arguments is not the
type that the argument requires. The value may be entered incorrectly; for
example, double-quotation marks may be missing around the value. At other
times, a cell or range used may have the wrong format, such as text instead of

numbers.
#DIVO! Instead of displaying Err:532. Division by zero
#NUM! A calculation results in an overflow of the defined value range.
509 An operator such as an equals sign is missing from the formula.
510 A variable is missing from the formula.
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Examples of common errors

#DIV/0! Division by zero

This error is the result of dividing a number by either the number zero (0) or a blank cell. There is
an easy way to avoid this type of problem. When you have a zero or blank cell displayed, use a
conditional function. Figure 164 depicts division of column B by column C yielding 2 errors arising
from a zero and a blank cell showing in column C.

A | B | c | D |
1
! Patients per

Date Patients Nursing Staff Nurse

3 01/05/2007 24 5 48
4 02/05/2007 16 5 32
5 03/05/2007 21 3 7
] 04/05/2007 17 0 #DIVAO
7 05/05/2007 18 4 45
8 06/05/2007 17 DI/l
g 07/05/2007 12 5 38
10 | 08/05/2007 22 4 5.5
11 | 09/05/2007 21 4 5.25
12 | 10/05/2007 12 3 6
13 | 11/05/2007 19 4 475

Figure 164: Examples of #DIV/0!, Division by zero error

It is very common to find an error such as this arising from a situation where data was not reported
or reported incorrectly. When such an occurrence is possible, an IF function can be used to display
the data correctly. The formula =IF(C3>0, B3/C3, '"No Report") can be entered. The

formula is then copied over the remainder of Column D. The meaning of this formula roughly would

be: “If C3 is greater than 0, then compute B3 divided by C3, otherwise enter ‘No Report™.

It is also possible for the last parameter to use double quotes for a blank (no value) to be entered,
or a different formula with a standardized number being substituted for the lower number. An
example is shown in Figure 165.

IF v| Fx B «# |=IF(C320,83/C3,No Report?)|
A | B | C D E

1

: Patients per

Date Patients MNursing Staff MNurse

3 | 01/05/2007 24 5 =IF(C3>0,B3/C3."No Report")
4 02/05/2007 16 5 3.2

g 03/05/2007 21 3 7

& 04/05/2007 17 0 No Report

7 05/05/2007 18 4 45

8 06/05/2007 17 No Report

=] 07/05/2007 19 3 3.8

10 | 08/05/2007 22 4 5.5

11 MNaNSS2NNTF M A 5 25

Figure 165: Division by zero solution
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#VALUE No result and #REF Incorrect references
The #Value error is also very common.

A | B | E | D |
1
! Patients per

Date Patients Nursing Staff Nurse

3 01/05/2007 24 5 43
4 02/05/2007 16 5 3.2
5 03/05/2007 21 3 7
& 04/05/2007 17 0 Mo Report
7 05/05/2007 12 4 45
8 | 06/05/2007 19 None | #VALUE!
3 07/05/2007 19 5 38

Figure 166: Incorrect entry causing #VALUE error

A common occurrence of this error arises when a cell contains an incorrect value type. In the
example of Figure 23, text “None” has been entered in C8, where our formula in column D is
expecting a number.

The #REF error is caused by a missing reference. In the example below, the formula references a
sheet which has been deleted.

SUM v fx B «F |=sUM(heetLA1AL) A2 v fx B = |=sum(=rerl.aLAl

A = | c | D | E | c | D |

1

A
1
2 =SUM(Sheet1 A1 AT) 2 #REF!
3 3

Color coding for input

Another useful tool when reviewing a formula is the color coding for input. When you select a
formula that has already been entered, the cells or ranges used for each argument in the formula
are outlined in color.

IF | fx ® «# |=IF(C320,83/C3,NoReport)
A | B | C D E
1
. Patients per
Date Patients MNursing Staff Nurse
3 | 01/05/2007 24 5 =IF(C3»0.63/C3."No Report”)

Calc uses eight colors for outlining referenced cells, starting with blue for the first cell, and
continuing with red, magenta, green, dark blue, brown, purple and yellow before cycling through
the sequence again.
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The Detective

In a long or complicated spreadsheet, color coding becomes less useful. In these cases, consider
using the submenu under Tools > Detective. The Detective is a tool for checking which cells are
used as arguments by a formula (precedents) and which other formulas it is nested in
(dependents), and tracking errors. It can also be used for tracing errors, marking invalid data (that
is, information in cells that is not in the proper format for a function’s argument), or even for
removing precedents and dependents.

To use the Detective, select a cell with a formula, then start the Detective. On the spreadsheet, you
will see lines ending in circles to indicate precedents, and lines ending in arrows for dependents.
The lines show the flow of information.

Use the Detective to assist in following the precedents referred to in a formula in a cell. By tracing
these precedents, you frequently can find the source of the errors. Place the cursor in the cell in
guestion and then choose Tools > Detective > Trace Precedents from the menu bar or press
Shift+F7. Figure 167 shows a simple example of tracing precedents.

This allows us to check the source cells (which may be a range) for any errors which have caused
us to query the calculation result. If a source is a range, then that range is highlighted in blue.

In other instances we may have to trace an error. For this we use the Trace Error function, found
under Tools > Detective > Trace Error, to find the cells that caused the error.

F5 v| fx = | =5UM[C54E5)
A | B | C | D | E F B

1
2 |Moonshine
3 High Save Green Leaf
= %humts Value Total value
5 Apr 6, 2002 g87.03 $3.500.00 2388.11 $3.500.0 $7.000.0
& Oct 5, 2002 1007 .94 $2.885.55 2388.11 $2.453.31 $5,348 86
7 Apr 5, 2003 1028.51 $2.844 65 2381.21 $2,124 59 $4,860.24
8 Oct 5, 2003 1050.45 $3.421.85 2392 47 $2.644 64 $6.066.59
g Apr 5, 2004 106811 $3.816.40 24083 $2.856.95 $6.673.35
10 | Oct 5, 2004 1091.06| $3,092.95 2413 8| $2.816.42 $6,800.37

a) Cell containing formula selected.

Figure 167: Tracing precedents using the Detective
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File Edit View Insert Format Tools Data Window Help
BB 5| Y . F?F@vg D -
: N Language v
g @ Default ) Detective , Trace Precedents  Shift+F7
Ft v x = ‘ﬁ; Goal Seek. .. Remove Precedents
A | B Solyer.... Trace Dependents Shift+F5
1 Scenarios Remove Dependents
2 |Moonshine - Remove All Traces
3 High Save Share Document. ..
4 I h Merge Document, .. Trace Error
s Apr 6, 2002 a7 Protect Document . Mark Invalid Data
6 | octs.2002] 1007 Refresh Traces
7 | Aprs 2003|1028, Cel Contents "| [+ |Autorefresh
8 Oct 5. 2003 1050, B Galery Fill Mode
s | Aprs. 2004 1069. B[ 285605 9667335
10 | Oct 5, 2004 1091, Macros + H $2.816.42 $6.809.37
11 | Apr5, 2005 1105. Extension Manager... H $3,.266.82 $7.686.54
12 | Oct 5, 2005 1124, ¥ML Filter Settings. .. |!-| $3.729.01 $3.687.62
13 Apr 5, 2006 1139, AutoCorrect Options. ., $4.503.63] $10.434.51
14 | Oct 5, 2006 1157 Customize. .. ) §4,495.13] $10.538.29
15 Apr 5, 2007 1174, Options... ) $5.435.83] $12.135.75
16 | ©ct5, 2007 1193, I =L | $5.651.13] $12.099.51
b) Initiate trace by clicking Trace Precedents
F5 | fx B = |=sum(C54E5)
A | B | C | D | E F
1
2 |Moonshine
3 High Sawve Green Leaf
3 %humts \alue [Total value
5 Apr 6, 2002 g87.03 55555 o o $7.000.0
& Oct 5, 2002 1007 .94 §2,885.55 2388.11 $2.453.31 $5,348 86
7 Apr 5, 2003 1028.51 $2.844 65 2381.21 $2.124 58 $4,860.24
8 Oct 5, 2003 1050.45 $3.421.95 2392 47 $2.644 64 $6.066.59
9 Apr 5, 2004 106811 §3.816.40 24083 $2.856.95 $6.673.35
10 | Oct 5, 2004 1091.06| $3,892.95 2413 8| $2.816.42 $6,800.37

¢) Source cells indicated with blue dots, with arrow pointing to the calculation cell

(continued): Tracing precedents using the Detective

Examples of functions

For novices, functions are one of the most intimidating features of LibreOffice's Calc. New users
quickly learn that functions are an important feature of spreadsheets, but there are hundreds, and
many require input that assumes specialized knowledge. Fortunately, Calc includes dozens of

functions that anyone can use.
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Basic arithmetic and statistics

The most basic functions create formulas for basic arithmetic or for evaluating numbers in a range
of cells.

Basic arithmetic
The simple arithmetic functions are addition, subtraction, multiplication, and division.

Except for subtraction, each of these operations has its own function:
* SUM for addition
* PRODUCT for multiplication
* QUOTIENT for division

Traditionally, subtraction does not have a function.

SUM, PRODUCT, and QUOTIENT are useful for entering ranges of cells in the same way as any
other function, with arguments in brackets after the function name.

However, for basic equations, many users prefer the time-honored computer symbols for these
operations, using the plus sign (+) for addition, the hyphen (-) for subtraction, the asterisk (*) for
multiplication and the forward slash (/) for division. These symbols are quick to enter without
requiring your hands to stray from the keyboard.

A similar choice is also available if you want to raise a number by the power of another. Instead of
entering =POWER(A1,2), you can enter =A1"2.

Moreover, they have the advantage that you enter formulas with them in an order that more closely
approximates human readable format than the spreadsheet-readable format used by the
equivalent function. For instance, instead of entering =SUM (A1:A2), or possibly =SUM (A1,A2),
you enter =A1+A2. This almost-human readable format is especially useful for compound
operations, where writing =A1*(A2+A3) is briefer and easier to read than
=PRODUCT(A1,SUM(A2:A3)).

The main disadvantage of using arithmetical operators is that you cannot directly use a range of
cells. In other words, to enter the equivalent of =SUM (A1:A3), you would need to type
=A1+A2+A3.

Otherwise, whether you use a function or an operator is largely up to you—except, of course, when
you are subtracting. However, if you use spreadsheets regularly in a group setting such as a class
or an office, you might want to standardize on an entry format so that everyone who handles a
spreadsheet becomes accustomed to a standard input.

Simple statistics

Another common use for spreadsheet functions is to pull useful information out of a list, such as a
series of test scores in a class, or a summary of earnings per quarter for a company.

You can, of course, scan a list of figures if you want basic information such as the highest or lowest
entry or the average. The only trouble is, the longer the list, the more time you waste and the more
likely you are to miss what you are looking for. Instead, it is usually quicker and more efficient to
enter a function. Such reasons explain the existence of a function like COUNT, which does no
more than give the total number of entries in the designated cell range.

Similarly, to find the highest or lowest entry, you can use MIN or MAX. For each of these formulas,
all arguments are either a range of cells, or a series of cells entered individually.

Each also has a related function, MINA or MAXA, which performs the same function, but also
treats a cell formatted for text as having a value of 0 (The same treatment of text occurs in any
variation of another function that adds an "A" to the end). Either function gives the same result, and
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could be useful if you used a text notation to indicate, for example, if any student were absent
when a test was written, and you wanted to check whether you needed to schedule a makeup
exam.

For more flexibility in similar operations, you could use LARGE or SMALL, both of which add a
specialized argument of rank. If the rank is 1 used with LARGE, you get the same result as you
would with MAX. However, if the rank is 2, then the result is the second largest result. Similarly, a
rank of 2 used with SMALL gives you the second smallest number. Both LARGE and SMALL are
handy as a permanent control, since, by changing the rank argument, you can quickly scan
multiple results.

You would need to be an expert to want to find the Poisson Distribution of a sample, or to find the
skew or negative binomial of a distribution (and, if you are, you will find functions in Calc for such
things). However, for the rest of us, there are simpler statistical functions that you can quickly learn
to use.

In particular, if you need an average, you have a number of functions to choose from. You can find
the arithmetical mean—that is, the result when you add all entries in a list then divided by the
number of entries, by entering a range of numbers when using AVERAGE, or AVERAGE A to
include text entries and to give them a value of zero.

In addition, you can get other information about the data set:

* MEDIAN: The entry that is exactly half way between the highest and lowest number in a
list.

* MODE: The most common entry in a list of numbers.

* QUARTILE: The entry at a set position in the array of numbers. Besides the cell range, you
enter the type of Quartile: O for the lowest entry, 1 for the value of 25%, 2 for the value of
50%, 3 for 75%, and 4 for the highest entry. Note that the result for types 1 through 3 may
not represent an actual item entered.

* RANK: The position of a given entry in the entire list, measured either from top to bottom or
bottom to top. You need to enter the cell address for the entry, the range of entries, and the
type of rank (0 for the rank from the highest, or 1 for the rank from the bottom.

Some of these functions overlap; for example, MIN and MAX are both covered by QUARTILE. In
other cases, a custom sort or filter might give much the same result. Which you use depends on
your temperament and your needs. Some might prefer to use MIN and MAX because they are
easy to remember, while others might prefer QUARTILE because it is more versatile.

Using these functions

In some cases, you may be able to get similar results to some of these functions by setting up a
filter or a custom sort. However, in general, functions are more easily adjusted than filters or sorts,
and provide a wide range of possibilities.

At times, you may just want to enter one or more formulas temporarily in a convenient blank cell,
and delete it once you have finished. However, if you find yourself using the same functions
constantly, you should consider creating a template and including space for all the functions you
use, with the cell to their left used as a label for them. Once you have created the template, you
can easily update each formula as entries change, either automatically and on-the-fly or pressing
the F9 key to update all selected cells.

No matter how you use these functions, you will probably find them simple to use and adaptable
for many purposes. By the time you have mastered this handful, you will be ready to try more
complex functions.
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Rounding off numbers

For statistical and mathematical purposes, Calc includes a variety of ways to round off numbers. If
you are a programmer, you may also be familiar with some of these methods. However, you do not
need to be a specialist to find some of these methods useful. You may want to round off for billing
purposes, or because decimal places do not translate well into the physical world—for instance, if
the parts you need come in packages of 100, then the fact you only need 66 is irrelevant to you;
you need to round up for ordering. By learning the options for rounding up or down, you can make
your spreadsheets more immediately useful.

When you use a rounding function, you have two choices about how to set up your formulas. If you
choose, you can nest a calculation within one of the rounding functions. For instance, the formula
=ROUND((SUM(A1,A2)) adds the figures in cells A1 and A2, then rounds them off to the nearest
whole number. However, even though you do not need to work with exact figures every day, you
may still want to refer to them occasionally. If that is the case, then you are probably better off
separating the two functions, placing =SUM(A1,A2) in cell A3, and =ROUND (A3) in A4, and clearly
labeling each function.

Rounding methods

The most basic function for rounding numbers in Calc is ROUND. This function will round off a
number according to the usual rules of symmetric arithmetic rounding: a decimal value of .4 or less
gets rounded down, while one of .5 or more gets rounded up. However, at times, you may not want
to follow these rules. For instance, if you are one of those contractors who bills a full hour for any
fraction of an hour you work, you would want to always round up so you did not lose any money.
Conversely, you might choose to round down to give a slight discount to a long-established
customer. In these cases, you might prefer to use ROUNDUP or ROUNDDOWN, which, as their
names suggest, round a number to the nearest integer above or below it.

All three of these functions require the single argument of number—the cell or number to be
rounded. Used with only this argument, all three functions round to the nearest whole number, so
that 46.5 would round to 47 with ROUND or ROUNDUP and 46 with ROUNDDOWN. However, if
you use the optional count argument, you can specify the number of decimal places to include. For
instance, if number was set to 1, then 48.65 would round to 48.7 with ROUND or ROUNDUP and
to 48.6 with ROUNDDOWN.

As an alternative to ROUNDDOWN when working with decimals, you can use TRUNC (short for
truncate). It takes exactly the same arguments as ROUNDDOWN, so which function you use is a
matter of choice. If you are not working with decimals, you might choose to use INT (short for
integer), which takes only the number argument.

Another option is the ODD and EVEN pair of functions. ODD rounds up to the nearest odd number
if what is entered in the number argument is a positive number, and rounds down if it is a negative
number, while EVEN does the same for an even number.

Further options are the CEILING and FLOOR functions. As you can guess from the names,
CEILING rounds up and FLOOR rounds down. For both functions, the number that they round to is
determined by the closest multiple of the number that you enter as the significance argument which
is above or below the value being tested. For instance, if your business insurance is billed by the
work week, the fact that you were only open three days one week would be irrelevant to your
costs; you would still be charged for an entire week, and therefore might want to use CEILING in
your monthly expenses.

If cell E1 contains the value 46.7, =CEILING(E1,7) will return the value 49, this being the closest
multiple of 7 above the value.

Conversely, if you are building customized computers and completed 4.5 in a day, your client
would only be interested in the number ready to ship, so you might use FLOOR in a report of your
progress.
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If cell E1 contains the value 46.7, =FLOOR(E1,7) will return the value 42, this being the closest
multiple of 7 below the value.

Besides number and significance, both CEILING and FLOOR include an optional argument called
mode, which takes a value of 0 or 1. If mode is set to 0, and both the number and the significance
are negative numbers, then the result of either function is rounded up; if it is set to 1, and both the
number and the significance are negative numbers, then the results are rounded down. In other
words, if the number is -11 and the significance is -5, then the result is -10 when the mode is set to
0, but -15 when set to 1.

However, if you are exchanging spreadsheets between Calc and MS Excel, remember that the
mode argument is not supported by Excel. If you want the answers to be consistent between the
two spreadsheets, leave the optional mode argument out of your formulas.

A function somewhat similar to CEILING and FLOOR is MROUND. Like CEILING AND FLOOR,
MROUND requires two arguments, although, somewhat confusingly, the second one is called
multiple rather than significance, even though the two are identical. The difference between
MROUND and CEILING and FLOOR is that MROUND rounds up or down using symmetric
arithmetic rounding. For example, if the number is 77 and the multiple is 5, then MROUND gives a
result of 75. However, if the multiple is changed to 7, then the result of MROUND becomes 77.

Once you become familiar with Calc’s long, undifferentiated list of functions, you can start to decide
which is most useful for your purposes.

However, one last point is worth mentioning: If you are working with more than two decimal places,
do not be surprised if you do not see the same number of decimal places on the spreadsheet in
unformatted cells, as you do on the function wizard. If you do not, the reason may be that Tools >
Options > LibreOffice Calc > Calculate > Limit decimals for general number format has been
enabled and the default changed from 0. Either deselect this option to return it to the default
setting, or change the number of decimal places, and, if necessary, uncheck the Precision as
shown box on the same page, and the spreadsheet will display as expected.

Using regular expressions in functions

A number of functions in Calc allow the use of regular expressions: SUMIF, COUNTIF, MATCH,
SEARCH, LOOKUP, HLOOKUP, VLOOKUP, DCOUNT, DCOUNTA, DSUM, DPRODUCT, DMAX,
DMIN, DAVERAGE, DSTDEV, DSTDEVP, DVAR, DVARP, DGET.

Whether or not regular expressions are used is selected on the Tools > Options > LibreOffice
Calc > Calculate dialog. It is enabled in a default installation.
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