Unit ITI | Spreadsheet CHAPTER 1 1

Data Tools and Printing

Learning Objective

« To Learn various data processing tools in spreadsheet.

» To Learn about page formatting and printing in the spreadsheet.
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11.1 Data tools

Data Tools are used to manipulate the information in spreadsheet. The data tools in
spreadsheet are used for automated manipulation. For the new users, these tools may be like
advanced options. But, a user who is experienced in these tools can do complex manipulation
in a simple way.

11.2 Applying conditional format

An important aspect of the data tools lies in the visualization of those data for easy
understanding of the user. Conditional formatting gives different font size, font colour and
background colour for different data, based on the user requirement.

Cell formats help to change the font size, font colour, background colour depending on
conditions that we specify. For example, in a table of numbers, all the values above average can
be displayed in green and below average in red by specifying condition.

For example, if the marks of the students are entered in the spreadsheet. The marks
should be shown in different colours for different mark ranges.

Illustration 11.1: Apply the conditional formatting for Table 11.1 as for the condition given
below.

1. Mark less than or equal to 50 in Lightgreen
2. Mark greater than 50 in blue

Table 11.1 Data with conditional Formatting

Name Marks
Kumar 32
Arun 67
Gayathri 50
Chandru 98
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Procedure to apply conditional formatting:
1. Select the cells which contain marks

2. Choose Format - Conditional Formatting from the menu bar
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Figure 11.1 Format — Conditional Formatting

3. Conditional formatting dialog box appears as shown in Figure 11.2

Condition 1

|Cel|\ralueis IE” |greaterthan IE” |50

Cell Style | Untitleds V][ Newstyle..

Condition 2

|Cel|va|ueis IZH |}ﬁsthan orequaltt:{zu |50

Cell Style | Untitleds [v] | Newstye..

[] Condition 3

|CE||\‘E|UI':iE | |r:c|ua|t0 | |

Figure 11.2 Conditional Formatting Dialog Box

4, Select Condition 1, choose cell value is “greater than” and type 50 in the value box.

5. Then click New Style button. The New Style button has various options such as Font
Style, Font Size, Font colour, Font alignment, Border Colour, and Background colour.
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Now, the cell style dialog box appears as shown in Figure 11.3a will appear. Click
Background Tab and choose light green and click Ok button.

PR — o & o — .-—r—ﬁ

| Organizer | Numbers |Font | Font Effects | Alignment | Borders |Background |Cell Protection

| »

No Fill

ST T 11T

ml | 1111 IS ]

il ] LT )

e ssEE 1S

S

=
|
I
I

(oxJ (comet J [t ) e ] (sumos |

Figure 11.3a Conditional Formatting - New Style - Background

6. Similarly, Select Condition 2, choose cell value is “less than” and type 50 in the value
box. In the background tab, choose blue colour and click Ok button.

Finally OpenOffice calc shows the result as given below:

Figure 11.3b Background Colour
11.3 Sorting

Sorting is the process of re-arranging data in ascending or descending order. There
are three types of sorting in OpenOffice Calc. They are,

(1) Simple Sorting
(2) Multi Sorting
(3) Sort by selection
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11.3.1 Simple Sorting

Arranging data using a single column is known as simple sorting. To sort the
data, calc provides two icons on the standard tool bar viz. (1) Sort Ascending (2) Sort
Descending.

« Sort Ascending - Arranging data in alphabetical order (A to Z / Small to Large)

o Sort Descending - Arranging data in reverse order (Z to A / Large to Small)

—> Field

B | C | D | [P —— G [ H |
3’!; Class Géi:: Student Name Gender | Comm D:;ft:f Religion

2 1 Xl - Fl 302 | GANDHIMATHI N F sC 02/10/2000 H
3] 2 Xl - H2 402 | SANDHIYA D F 5C 19/08/2000 H
s | 3 Xl - H2 402 | SUMATHI P F BC 06/09/1999 H
s | 4 Xl - F1 302 |JAYASREE ) F BC 09/06/2001 H
s | 5 XIl - H1 402 |JOTHIKA A F sC 07/04/2001 H
7| 6 Xl - H2 402 |RAMYAT F MBC 23/11/2000 H

s || 7 Xl - F1 302 | KOWSALYA T FsC 14/12/2000 H

9 8 Xi-Fl 302 |ASHA AP F SCA 14/09/2000 H
(10| 9 Xi- A 102 |[VENNILATP F BC 14/02/2000 H
11| 10 XI - F2 302 | SANGEETHA G F MBC 14/01/2000 H
2| 11 XIl - H1 402 | BHAVANI K F oc 25/11/2000 H
3| 12 Xi-Fl 302 | GAJA LAKSHMI S F MBC 18/02/2000 H
1 | 13 Xl - H2 402 | SAKTHIPRIYA E F SC 03/01/2000 H
15| 14 Xl - H2 402 | SANDHIYA SRI M F sC 08/04/2001 H
16| 15 Xi-Fl 302 | ALFIYA BEE R F BCM 29/07/2000 M
17| 16 XI - F2 302 | VIGNESHWARI P F e 20/07/2000 H
18| 17 XI - F2 302 |PRIYAW F SC 07/03/2000 H
(19| 18 Xi-Fl 302 |ANJALIS F BC 21/02/2000 H
| 19 Xl - H2 402 |PAVITHRA S F sC 28/12/2000 H
n| 20 Xi-Fl 302 | KAMALESHWARI V F BC 16/02/2000 H

—> Record

Figure 11.4 Spreadsheet Data Table
Sorting data
Step 1: Place the cell pointer in the field (column) to be sorted
Step 2: Click Sort Ascending or Sort Descending icon

OpenOffice Calc, sorts the data based on selected column and its corresponding
values present in other columns are also arranged simultaneously. Refer Figure 11.6.
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Figure 11.5 Standard Tool Bar with Sort Ascending / Descending

Click "Sort Ascending"” icon to arrange ascending order <

5@"@%@:@“@5%%@5'@ B -~ '@R\“R 2 @ Ee Q4
i [@d | Lohit Tamil (=] 12 E|_IL.! = === i:. % 8% T oM ese= [O-& -
D2 =] & & = IGANDHIMATHIN
A | B e — E | F | G | H
Sl Group Date of -
1 No Class Code Student Name Gender Comm Birth Religion

u| 13 XIl - HZ 402 |SAKTHIPRIYA E
15 | 14 XIl - HZ 402 |SANDHIYA SRIM
16 | 15 Xl - F1 302 |ALFIYA BEE R

17| 16 XIl - F2 302 VIGNESHWARI P
18| 17 XNl - F2 302 PRIYAW

19| 18 Xl - F1 302 |ANJAL S

SC 03/01/2000
sC 08/04/2001
BCM 29/07/2000
SC 20/07/2000
sC 07/03/2000
BC 21/02/2000

|, Place the Cell pointer
anywhere in name column

1 Xil - F1 302 |GANDHIMATHI N l F o sC 02/10/2000 H
3 2 XIl - HZ 402 |SANDHIYA D F SC 19/08/2000 H
4 3 XIl - HZ 402 SUMATHI P F BC 06/09/1999 H
5 4 Xl - F1 302 JAYASREE ) F BC 09/06/2001 H
6 5 Xl - H1 402 JOTHIKA A F SC 07/04/2001 H
7 (5] XIl - HZ 402 RAMYAT F MBC 2371172000 H
8 7 XI-Fl 302 KOWSALYA T F 5C 14/12/2000 H
g 8 X - F1 302 ASHA AP F SCA 14/09/2000 H
w| 9 Xl - A 102 WVENNILATP F BC 14/02/2000 H
1 | 10 XNl - F2 302 |SANGEETHA G F MBC 14/01/2000 H
12| 11 Xl - H1 402 |BHAVANI K F ocC 25/11/2000 H
13| 12 X - F1 302 |GAJA LAKSHMI S F MBC 18/02/2000 H

F H
F H
F M
F H
F H
F H

Figure 11.6 Sort Ascending
11.3.2 Multi Sorting

Sorting data based on more than one field (column) is known as multi sorting.
For example, consider a worksheet containing data of 20 students belonging to different
groups and classes. To rearrange this data alphabetically by name and group code, multi
sorting is used. Refer Figure 11.6.
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Multi-sorting data

Step 1: Select Data — Sort

Select First column in which Select order of
the data arranged first arrangement

1 ™
Sort (S
Sort Criteria Fiptiunj—|
Sort by
@ Ascending
(") Descending
Then by
i@ Aszcending
|- undefined - IZH : :
() Descending
Then by
_ @ Ascending
|- undefined - [ |
Descending
Fainally Click
”Ok”
| ok || Cancel || Help || Reset
L A

Figure 11.7 Multi-sorting dialog box
Step 2: Sort dialog box appears. (Refer Figure 11.7).

Step 3: Select the field name (Student name) in which you want to sort from the “sort
by” dropdown list box and then choose order of sorting i.e. Ascending or
Descending. Ascending is the default selection.

Step 4: Select another field name (Group Code) from the “Then by” dropdown list box
and choose the order of sorting to this column.

Step 5: Click “OK” button.

In OpenOffice Calc, multi sort can be done only for three fields.
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A | B S —
1 ﬁ“l; Class Gcrzgz Student Name
15 xui-A 302 |ALFIYA BEER |
3| 18 Xl - F1 202 ANJALI S |
M s XI - F1 302 ASHAAP
s | 11 | xn-H1 402 BHAVANI K
6 | 192 XI-Fl 302 | GAJA LAKSHMI S
7] 1 XI - F1 302 GANDHIMATHI N
8| 4 i - F1 302  JAYASREE )
9| 5 XIl - H1 402 JOTHIKA A
10| 20 XI- F1 302 |KAMALESHWARI V
| 7 Xi - F1 302 KOWSALYA T
12| 19 xi-H2 402 PAVITHRA S
13| 17 Xu-f2 302 PRIYAW
u| b XIl - HZ 402 RAMYAT
15| 13 Xl - HZ 402 |SAKTHIPRIYA E
16| 2 XIl - H2 402 SANDHIYA D
7| 14 Xl - H2 402 SANDHIYA SRI M
18| 10 xu-f2 302 SANGEETHA G
9] 3 XIl - H2 402 SUMATHI P
n| 9 XI - A 102 VENNILATP
n| 16 Xl - F2 302 VIGNESHWARI P

Note: Names are arranged in Ascending order according to names, while the other data

Gender Comm

BCM
BC
SCA
ocC
MBC
SC
BC
sC
BC
sC
s5C
SC
MBC
s5C
SC
sC
MEBC
BC
BC
sC

e e R e T T o o T o B e B e R T o T o T o B o B e R e e o e o R o

Figure 11.8 Sorted Table

are also rearranged simultaneously.

11.3.3 Sort by selection

In Calc sorting can be done on selected range. But this kind of sorting is generally not
recommended, because the other relevant data are also not sorted. Therefore, OpenOffice

Date of
Birth
29/07/2000
21/02/2000
14/09/2000
25/11/2000
18/02/2000
02/10/2000
09/06/2001
07/04/2001
16/02/2000
14/12/2000
28/12/2000
07/03/2000
23/11/2000
03/01/2000
19/08/2000
08/04/2001
14/01/2000
06/09/1999
14/02/2000
20/07/2000

Calc displays a warning message for this type of sorting. Refer Figure 11.9.

Sorting data by selection:

Step 1:

Step 2:

Step 3:

Select any particular field in which you want sort.

Sort only the selected range of data, remaining data are not sorted.
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Click required Sort icon from standard tool bar or Data — Sort command.Calc
displays a “Sort Range” warning message as shown in the Figure 11.9 “Sort
Range” message box has two options, viz. (1) Extend selection (2) Current selection.

“Extend Selection” - Sorts the data beyond on the selection. “Current Selection” -



B2 -He HEEaR YEKah-¢ B- BRsx By HPEEQ

{f@d | Lohit Tamil [=] 12 EIL! = === i. 5% SX o o g5 45 [0 -8 -
D2 [=] /& & = |GANDHIMATHIN
A | B | € e e E | F | G | H
1 3{; Class G(;:Z:: Student Name Gender Comm D;?:t:f Religion
:! 1 % 02/10/2000 H
3 2 | Sort Range 19/08/2000 H
4 3 ; ; 06/09/1999 H
. 4 The cells next to the current selection also contain data. Do you 09/06/2001 H
2 5 walnttl:u extend thi: sort range to AL:H21, or sort the currently 07/04/2001 H
selected range, F1:F217
7 o] 23/11/2000 H
8 | 7 T 14/12/2000 H
9o | 8 Bitend selection: | [ LCurrent selection ] I Cancel 14/09/2000 H
10 9 Tip: The sort range can be detected autornatically, Place the cell 14/02/2000 H
n | 10 curser inside a list and execute sort, The whole range of 14/01/2000 H
12| 11 neighboring non-empty cells will then be sorted. 25/11/2000 H
13| 12 18/02/2000 H
14 | 13% 4 03/01/2000 H
15 | 14 Xl - H2 402 SANDHIYA SRI M F sC 08/04/2001 H
1,6 | 15 X - Fl 302 ALFIYA BEER F BCM  29/07/2000 M
17| 16 Xl - F2 302 VIGNESHWARI P F sC 20/07/2000 H
18| 17 Xl - F2 302 PRIYAW F sC 07/03/2000 H
19| 18 X - Fl 302 ANJALI S F BC 21/02/2000 H

Figure 11.9 Sort by selection

11.4 Filtering

Filter is a way of limiting the information that appears on screen. Filters are a feature for
displaying and browsing a selected list or subset of data from a worksheet. The visible
records satisfy the condition set by the user. Those that do not satisfy the condition are
only hidden, but not removed.

OpenOftfice Calc allows three types of filters. They are AutoFilter, Standard Filter
and Advanced Filter.

11.4.1 Auto Filter:

Auto Filter applies a drop-down list box to each field (columns) filled with similar
data available in that field. Using the list box item, you can filter the data that matches the
criteria of the data concerned.

Using Auto Filter:

e Click Auto Filter icon available on the “Standard tool bar” (or) Click Data — Filter
— Auto Filter
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o The list box contains similar data in the fields. Refer Figure 11.10 and 11.11

e Each list box item will be considered as filter criteria.

—> Drop down list box

a | B | C D E —— G | H |
j 2L Class Group Student Name Gender_ Comm Daife of Religion
No |E| E‘ Code |T |T E E| Birth
2 1 Xl - F1 302 GANDHIMATHI N F sC 02/10/2000 H
3 2 Xl - HZ 402 |SANDHIYA D F 5C 19/08/2000 H
1 3 Xl - HZ 402 SUMATHI P F BC 06/09/1999 H
5 4 XI-F1 302 JAYASREE ) F BC 09/06/2001 H
6 5 X - H1 402 JOTHIKA A F sC 07/04/2001 H
7 6 Xl - HZ 4072 RAMYAT F MBC 23/11/2000 H
8 7 Xi- F1 302 KOWSALYAT F sC 14/12/2000 H
9 8 XI-Fl 302 ASHA AP F SCA 14/08/2000 H
10 9 XI- A 102 WVENNILATP F BC 14/02/2000 H
Figure 11.10 Spreadsheet table with Auto Filter
B B onese o [ & s | g | T —
1 3% E| Class Elﬁéz::: Student Name E| Gendelrzl Comrli| Di[i;tif “(:f E| Religion
2 | 1 XIl - F1 ﬁ\NDHIMATHI N FsC 02/10/2000 H
s 2 xi-HZ [P ANDHIYAD FsC 19/08/2000 H
1 3 Xll- HZ2 [0z UMATHI P F BC 06/09/1999 H
s | 4 xi-fl 2 \YASREE | F  BC 09/06/2001 H
6| 5 XIl - H1 THIKA A F sC 07/04/2001 H
6 | Xi- H? AMYA T | F  wmBC |23/11/2000 H
] 7 Xl - Fl OWSALYA T I F 5C 14/12/2000 H
9 8 Xl - Fl SHA A P F SCA 14/09/2000 H
i I'al wenn = Elatel SRR R T TR - L ERF N Fatlal NaTaV¥alal '

Figure 11.11 Auto Filter dropdown list box

o Select the data item from the list box. Now, Calc shows only the records which are
satisfy the selected criteria.

Example:

If you want to apply an auto filter to the contents of the Figure 11.4, follow the
following two steps

Step 1: Place cell pointer anywhere in the table

Step 2: Click Auto Filter icon available on the “Standard tool bar” (or) Click Data —
Filter — Auto Filter

In the above table, if you want to view only the students belonging to the Group Code 402

o Click the dropdown list box’s drop arrow (a tiny triangle) to get the filter criteria.
(Refer Figure 11.11)
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o Select group code 402 from the list

o The worksheet displays only the student’s details who are studying in group code 402
(Refer Figure 11.12) and the remaining records are hidden.

A B | € e & | F G | H |
1 3L Class Group Student Name Gender | Comm Dalfe of Religion
No E| E| Code E E| Birth E| E|
3 2 Xl - HZ 402 'SANDHIYA D F 5C 19/08/2000 H
4 3 XIl - HZ 402 SUMATHI P F BC 06/09/1999 H
6 5 X - HL 402 JOTHIKA A F sC 07/04/2001 H
M 6 xu-H2 | 402 [RAMYAT | ¢ wmBC 23/11/2000 H
122 11 X - H1 402 BHAVANI K TOF ocC 25/11/2000 H
11 | 13 X - H2 402 SAKTHIPRIYA E F sC 03/01/2000 H
15 | 14 XIl - HZ 402 'SANDHIYA SRI M F 5C 08/04/2001 H
o | 19 Xl - HZ 402 PAVITHRA S F SC 28/12/2000 H
Figure 11.12 Filtered details
i Ty
Stanidard Filter S
Filter criteria —
Operator Field name Condition Value

EEmTC]

’Mure Options ;l [ Help ]

Cancel

Figure 11.13 Standard Filter dialog box

Removing Auto Filter:

o To remove auto filter, click “Auto filter” icon once again .

o The original table is displayed without filter.

11.4.2 Standard Filter:

Auto filter is used only for a single criteria on data, whereas Standard filter is used

for multiple critieria.

216



Step 1:
e Select Data — Filter — Standard Filter.

« Now, the entire data is selected and "Standard Filter" dialog box dispalys as shown in
Figure 11.14.

Step 2:

o Select the column heading from the “Field name” list box for the first criteria.
o Select conditional opeator such as >, <, = etc., from “Condition” list box.

» Type or select the value of critera in the “Value” box.

Step 3:

o Select the one of the logical operator (AND / OR) from “Operator” list box to fix
second criteria.

o Follow the step 2, for the next criteria.
Step 4:

o Click “OKk” to finish.

Example for Standard filter:

If you want to filter the records of “XII-H2” students of group code 402 from the Figure
11.4.

Step 1: Select Data —Filter — Standard Filter

« Now, “Standard Filter” dialog box appears as in Figure 11.14.
Step 2: In “Standard Filter” dialog box, select the first criteria:

. Select Field name as "Group code".

. Select Condition as "=".

. Type or select Value as "402".

Step 3: To select the second criteria:

. Select Operator as “AND”.

. Select Field name as "Class".

. Select Condition as "=".

. Type or select Value as "XII- H2".
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F = T
Standard Filter [

Filter criteria -

Operator Field narme Condition Value

|Gr|:n_|p Code |z|| |: |E|| 402 |z|
o 5] [cie Bl O [
| | [=] [-none- | = |

| | |- nene- e | 5

’Mn:rregptions :l [ Help ‘ [ QK ‘ ’ Cancel

Figure 11.14 Standard Filter
Step 4: Click “OK”

« Now, the table displays only the records which match the given two criteria. Refer
Figure 11.15.

To Remove Standard Filter:

e Select Data — Filter —» Remove Filter

AL:H21 [*] & & = |GANDHIMATHIN
T E | C | D | ) | G | H
1 31 Class fraan Student Name Gender  Comm Da’fe o Religion
No B B Code B E E} B Birth B Ei

3 2 XIl - H2 407 SANDHIYA D
P XIl - H2 402 SUMATHI P

7] 6 | Xu-HZ2 | 402 RAMYAT

14| 13 | Xu-H2 | 402 SAKTHIPRIYA E
15 | 14 | xu- B2 402 SANDHIYA SRI M
20| 19 Xl - HZ 402 PAVITHRA S

sC 19/08/2000
BC 06/09/1999
MBC | 23/11/2000 |
sC 03/01/2000
SC 08/04/2001
SC 28/12/ 2000

b et i 8 B WS S B |
o B i e e el ool e

Figure 11.15 XII-H2 students of Group 402

11.5 Applying Validation

Validation will limit the data to be entered in the selected row/column/cell. For example,
in the student database, the maximum roll no is 50. Hence, if the user enters a roll no above 50,
it should give an error message.

Step 1: Enter Roll No in a cell A1 and select the entire column (column A)

Step 2: select Data — Validity, the validity dialogue box appears. Select Criteria tab, Select
whole numbers in the Allow field. It means only integer values are allowed. Fractional values
are not allowed. In the Data field, select less than and in the Maximum field type 50. Refer
Figure 11.16.
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Roll No Name Vaiidity i i 1 i
1 P Vishwanathan Criteria }nﬁ Help | Error Alert
2 V. Gowriyammal
Allow |Whole Numbers [=]
& V._Perumal
Allow empty cells
3 P_Ganam
4 P_Punitha || Data | e than E|
5 P.Kumutha | Maximum [50| ]
6 P_Komathi ‘
7 P_Sumathi \
9 A Arthi r
10 A Sangeetha
11 K_Aravinth
2 |KPAumugam |
13 S Kumar [ oK ] ’ il l ’ Help l ’ St
14 K_Kumaravel I o |

Figure 11.16 Screen shot of validity dialogue box (Criteria Tab)

Then select Error Alert Tab, select "Show error message when invalid values are
entered" check box. Then select Warning in the Action dropdown list box, Enter title of the
error message (such as invalid) in the Title text box. Then type the error message in the Error
message multi line text box. Refer Figure 11.17.

[ Valiity -
s [t g o
Show error message when invalid values are entered
Contents
Action (Warning =] | Browse. |
Title (invalid |
Error message Input Error I
=
.
L
(o] o] ot (e ]
—

Figure 11.17 Screen shot of validity dialogue box (Error Alert Tab)

Now, in the Roll No column, if the user types values above 50, the error message will
appear as shown in Figure 11.18.

219



Roll No Name
1 P_Vishwanathan
2 V_Gowriyammal
6 V_Perumal
3 P.Ganam
4 P_Punitha invalid
55 P_Kumutha Input Error
6 P_Komathi ok || Cancel |
7 P_Sumathi
9 A _Arthi
10 ASangeetha
11 K. Aravinth
t2_ KPAumugam
13 S Kumar
14 K Kumaravel

Figure 11.18 Screen shot of validity error

11.6 Creating and using Input Help List

Input Help is used to provide various options such as choosing the gender of a person
(Male or Female), Month (Jan,Feb, Mar, Apr, May, Jun, Jul, Aug, Sep, Oct, Nov, Dec).

The following steps will guide to generate the List for Gender.
Step 1: In any one cell (ex: Al) type Gender
Step 2: Select the next cell (may be in A2 or B1)

Step 3: Go to Data — Validity then the dialogue box will appear (refer Figure 11.19)
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Validi‘lh [ l w
- Input Help | Error Alert

Show input help when cell is selected

Contents
Title | Gender
Input help Male

a| »

Femald |

1

(0] [t ) (o ] (g

Figure 11.19 Screen shot of Input Help list

Step 4: Select Input Help Tab, type Title as Gender. then type, Male and Female in the Input
Help Field. Then press “OK”.

Step 5: Goto the selected cell no, the input help message will appear (refer Figure 11.20).

Gender

Male
Female

Figure 11.20 Screen shot of spread-sheet after applying Input Help list

11.8 Printing Spreadsheet

11.8.1 Setting the page size, Orientation and Margins

Step 1: To format the page size, go to Format — Page in the menu bar. The dialoge box will
appear as shown in Figure 11.21.
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apter 11.ods - Op

E

ile Edit View ]rwert|Fglmat| Tools Data Window Help

B-EB-H = Default Formatting Ctrl+M
: Arial Cells... Ctrl+1
o Fod
Cotan
Sheet
1 Merge Cells

2

3 [T Page...

1 ey Print Ranges

5

5 1l 4 Character...

Fi | B Paragraph...

8 IS Change Case

9

0 \C @ Styles and Formatting F11

11 I 4, AutoFormat...

E Conditional Formatting...

14 Anchor

15 |- E Alignment

16

T . Arrange

18 [ Hlip

19 [ET] Group

20 Graphic

4 ¥z | Properties...

7 | Form...

3

=

Figure 11.21 Page Style dialoge box

Step 2: Choose Page Tab (refer Figure 11.22)
Page Style: Default
|Organizer |Page |Borde:s |Backgmund. |H.gader |F0oter |Sheet |

Paper format _
Width gs0" B
Orientation @) Portrait

@ Landscape Paper tray |[From printer settings] E“

Margins Layout settings
Left Page layout |Rightar‘|d left E|
Right 079 [ Format 12,3 =]
Top p7a" E Table alignment Haorizontal
Bottom 079" [ Kot

[ ok ][ Cancel |[ Help || Reset

Figure 11.22 Screen shot of page formatting

Step 3: Choose the Page size, Orientation and Page Margin

Before printing the worksheet, it is necessary to verify the Print Preview, in order to

check the required format.

For print preview, go to File -> Page Preview
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If the worksheet appears in the required format, press close preview, otherwise choose Format
—>Page Tab in the top of the screen.

11.8.2 Inserting Header and Footer

Header and Footer are some titles (such as Document Title, Author Name) or references
(such as page no, number of pages, date) or remarks to be printed in the top (called as Header)
and bottom of the page (called as Footer). The header and footer dialoge boxes are shown in
Figure 11.23 and 11.24.

I Header
[¥]Header on o
[#] 5ame content left/right
Left margin 0.0o"
Right margin 0.00"
Spacing 010"
Height 0.20"
AutoFit height
[ Moe. J[ ear. |
||
Lok || concel [ belp [[ Beset ]|

= = = = = = = = = = =

Figure 11.23 Header Dialogue Box
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Same content left/right

Left margin 0.00 "

Right margin .
Spacing 010"
Height 0.20"
AutoFit height

[SSPR  F—E—

Lok [ cancel |[ Help [| Reset ||

Ll
o

Figure 11.24 Footer Dialogue Box

11.8.3 Repeating Rows / Columns in all pages

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 steps:

Step 1: Choose Format — Print Ranges — Edit.
Table 11.4 Data for filterin:
2 | Name ] Marks [*] Resunt [=
5 [KPAumugam &0 Pass
6 |P.Ganam 60 Pass i =
e T e e
8  |PKomathi 70 Pass =
3 A Sandhya 0 Pass Print range
10 s -
11 Emu Krichna : :: |— entire sheet - |
e < =3 r Cancel
Arthi 100 Pase .ows to repeat
14 |«.Amvinth 100 Pass B z ;}
5 R.S:;mﬂzim 100 Pass | Ereacked |MS |m _—-@_—_
L Columns to repeat
17
18 |- none - |
19
on

Figure 11.25 Printing Repeatative Rows/Columns
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Step 2: On the Edit Print Ranges dialog box, type the rows in the text entry box under Rows

to repeat. For example, to repeat rows 1 and 2, type $1:$2. This automatically changes Rows to

repeat from “- none —“ to “- user defined -“.

Points to Remember:
m D

Data Tools are used to manipulate the information in the spread-sheet

Conditional format gives different font size, font colour and background colour
for different data based on the user requirements.

Sorting is used to re-arrange the items in ascending or descending order based
on alphabets or based on values.

Filters are used to show only the selected portion of data from a large size
database

Input Help is used to provide various options like week, month etc

Header and Footer are some titles (such as Document Title, Author Name) or
references (such as page no, number of pages, date) or remarks to be printed in
the top (called as Header) and bottom of the page (called as Footer).

If a sheet is printed on multiple pages, we can set up certain rows or columns
to repeat on each printed page.

Evaluation =
Part1 .
Choose the correct answer ayY1.10
1. There are 10000 rows in a worksheet. The user needs to view only particular rows of the
database. Which of the following tool is used?
A. Sorting B. Merging C. Filtering D. Formatting
2. The customer is required to design the item number between 101 to 200. If the user types
above 200 or below 100, the system should give an error message. Which of the following
tool is used?
A. Listing B. Filtering C. Formatting D. Validating
3. Inaform, the teacher needs “True or False” as a drop down menu. Which of the following
tool is used?
A. Form B. Data C. List D. Format
4.  Thesize of an A4 paper is 21 cm x 29 cm. If the user chooses Landscape orientation, then

the size of the paper is.....?
A. 21x29 B. 29x21 C. None of the above D. All of the above
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Part I1

Answer the following questions (2 Marks)

5. What is sorting?

6. What are the type of the filters?

7. What is header and footer?

8 Write the steps to format the margin of the paper as 1” in all sides.

Part II1
Answer the following questions (3 Marks)
9. 'The user needs page number at the bottom of all pages. Which tool is used? Write the
steps to design the needs.
10. Write the steps for sorting the database based on the customer name in ascending order
11. Write the steps to print the title row on every page of the spread-sheet

Part IV

Answer the following questions (5 Marks)

12. Create a student database with register number, student name, Mark1, Mark2, and Mark3.
Calculate the total and average of the students. Show the marks which are below 50 in red
colour and marks above 50 in green colour.

13. Explain the applications of Header and Footer with example

Practicals

Type the registration number and name of the student, mark 1 if the student is present and
mark 0 if the student is absent on the date. Apply conditional formatting such as if the student is
present that should represent in green colour and the absentees should represent in red colour. Then
calculate number of present days, number of absent days and attendance percentage of the student.
Also calculate number of student present per day and number of student absent per day.

[REESEENO N 29-Nov  [08-Dec [13-Dec | 20-Dec
160172 SHIVA. M 0 0 0 0
170001 MONICA. A 1 1 1 1
170002 SUGANYA. D 1 1 1 1
170004 POOJA. P 1 1 0 1
170005 MANJU. M 1 1 1 1
170006 MOTHILAL. T 1 1 1 1
170007 DIYA N 1 1 1 0
170008 PRAJAKTA S 1 1 1 1
170009 SIRISHA S 1 1 1 1
170010 SUSMITA S 1 1 1 1
170011 DIVYA K 1 1 1 1
170012 THOMAS S 1 1 1 1
170013 SUPRAJA A 1 1 1 1
170014 RAVIRAJ R 1 1 1 1
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