Open Gateways Curriculum
for Teachers

Module 6: Getting Started with StarOffice™ 6.0 Calc

Module 6 presents an overview of the StarOffice™ 6.0 Calc application. With this feature,
users can capture, analyze, interpret and present data as well as create "what if" scenarios
that help promote critical thinking skills.
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Learning Outcomes

Upon completion of this module, you should be able to:

Identify cell addresses and navigate between
cells

Format text by changing style, size, and color  kelReel AU (AT )7 2%
of fonts

Spreadsheets enable users

interpret and present data
Merge cells

Create text boxes

as well as create "what if"

scenarios that help promote

Apply value formats, e.g. date, currency, time,
number critical thinking) skills.

Define cell borders, background, alignment
- Format a spreadsheet by modifying:

Margins
Layout
Background
Borders
Headers and Footers
Compute data
Depict data graphically
Become familiar with Spreadsheet Templates
- Save aspreadsheet in different file formats
Print a spreadsheet

# PRACTICE

- Practice exercises are included at the end of key sections to
reinforce the concepts and to provide hands-on practice.

- Practice exercises require no more than 2-4 minutes.
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Overview of StarOffice™ 6.0 Calc

The StarOffice™ Calc module is a spreadsheet program that can be used to create lists,
maintain records, and analyze data. Y ou can use StarOffice™ Calc to organize datain a
spreadsheet, apply formulae to that data to perform calculations, and display your results
graphically using charts.

A StarOffice™ Calc document is called a spreadsheet. By default, a new spreadsheset
consists of three sheets, Sheetl, Sheet2, and Sheet3, as shown in Figure 6.1. You are able
to insert more sheets into the document as required.
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Figure 6.1
Cell Entries
Each sheet is organized into rows and columns.
Rows are |abeled 1-32,000.
Columns are labeled with letters A through AZ .
Each rectangular block, created by the intersection of arow and a column, iscalled a cell.

Each cell in a sheet isreferenced by an address.
For example, a cell with column header B and row header 5 has the cell address B5.

Céllsin a spreadsheet can contain different values.

Valuesrefer to numbers, date, time information, and for mulas.

Open Gateways Curriculum for Teachers p. 4 of 27
Module 6: Getting Started with StarOffice™ 6.0 Calc
Copyright 2002 Sun Microsystems, Inc. All rights reserved.



Creating a New Spreadsheet

1. If StarOffice™ is not launched, select Star Office > Spreadsheet from your Solaris CDE

Front Panel or your Windows Start Menu.
OR

2. To open anew StarOffice™ Calc spreadsheet from within any StarOffice™ document,

from the Menu bar choose File > New > Spreadshest.

Navigating between Cells
1. Click directly on acell to select that cell.

2. Usethearrow keys, Page Up and Page Down keysto move around the sheet.
HINT: Ctrl + Home will take you to cell Al.

3. Usethe Sheet Area box shown in Figure 6.2 to

Identlfy and navlgaIe. File Edit “iew Inzert Format Tools

| dentify: The reference of the active cell or |

selected cell areais displayed in the.
(B2 isthe active cell addressin this | tbany ~je - B

example.)

Navigate: Enter the desired cell addressin

the Sheet Area box to “jump” to that cell.

Figure 6.2

Formatting Spreadsheets

Y ou must select acell or series of cells prior to applying any formatting. Any content in the

selected cell(s) will be subject to the formatting changes.

1. Click onceto select asingle cell.

2. To select multiple cells, do one of the following:
Click and drag your mouse over the area.

Enter the cell address range in the Sheet Area box.
For example B2:D4 will select this contiguous range of cells.

To salect an entire row or column, click on arow's number or a column's | etter,
respectively.
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Column Widths & Cell Sizes

Numbers

If along number cannot be displayed in acell, you will see“###" to indicate that the
number or the result of aformulaistoo long. Y ou must increase the column width.

1. To quickly set the width to optimal size for the longest entry in a column, move your
mouse up to the column header and over the right divider for that column. Y our mouse
will become a crosshair.

2. Double click the divider. The column width will adjust to display all the numbersin that
column.

Text

Each cell can contain large amounts of text that is displayed in its entire length when the
cellsto the right are empty. If the cell is not empty, a small red triangle appears.

1. Enter a sentence of text in ablank cell to view how it is displayed. Then enter text in the
cell immediately to the right. What happened?

To make the text “flow,” select the cell with the sentence of text, and right click.
From the context menu choose Format Cells.

In the Cell Attributesdialog box (Figure 6.4), click on the Alignment tab.
Under Text flow, select Line Break.

o b~ w DN

+ TIP

Double clicking column header dividersis also a quick way to establish
column widths when using text. For example, you may want to enter column
headings and have the columns be only as wide as each heading. Double click
each right divider after entering the text, and they will adjust accordingly.

Alternatively, you can aso drag the column divider to vary the width.
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Changing Text Style, Size and Fonts

Use the common Text for matting tools on the [Abory oz B i U A |
Object toolbar for changing text style, size and Fiotre 6.3
fonts (Figure 6.3). gureo.

1. Enter text in various cells, and then select the desired cell(s) for formatting.

2. To change the font, pull down from the first dropdown menu, then select afont style.
3. To change font size, pull down from the second dropdown menu.

4. To make text bold, italicized, underlined, toggle those icons on and off.

5. To change text color, click on the A icon to open a color palette, then choose a color.

’

+ TIP

Y ou can aso Spellcheck your text and the entire spreadsheet.

Formatting Cells

Formatting Values

1. Select the cell(s). x
2. Right-click. Fromthe  Numbers | Femt | Font Effects | Aignment | Borders | Background | Ced Protection |
context menu, choose ~ Eategory Farmat Language
Format Cells. The fllremarm IF?i;:;-Esccerrbcr 31, 1953 - [Mﬂt 3
Cell Attributes rumiber / ]
dialog box will ety
appear (Figure 6.4). T el 1
3. TheNumberssection = [scentinc | et | B
should open by
defaUIt OtherW|Se; Dl pleras I? r Meg=tive rumbers red
click the Numbers P E 5 -
tab at the top of the "
dialog box. it
g . MDD v| 2| %|
4. Inthe Category list,
choose avalue
format, such as
Number, Currency or o [ oms || o || weet |
Date. Figure 6.4
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5. Inthe Format list, choose the specific arrangement of that format.
6. When finished, click the OK button. All datain your selected cells will now be

formatted accordingly.

Alternatively, to perform quick formatting for number-based data, use the formatting icons
in the Object toolbar (Figure 6.5). From left to right, the following Number Format
options are available.

The first icon formats for currency. B 9% Ew 3w
The second icon formats for per centage. Figure 6.5

The third icon revertsto standard number format.

Thelast two icons allow you to add and delete a decimal place.

* TIP

Y ou can highlight values by choosing View > Value Highlighting from the
Menu bar. Values will appear color-coded as follows:

« Number and date information — blue
- Vauesin cells containing aformula — green

. Text —black

Defining Borders, Background, and Alignment

Borders

1.

Select the desired cells, row, or column, and then right-click.

2. From the context menu, choose For mat Célls.
3.
4

In the Cell Attributes dialog box, click the Bor der stab.

. Under Line Arrangement, choose the graphical representation that displays side(s) of

the cell to apply borders.

5. Under Line, choose the thickness, appearance, and color of the border.

6. Under Shadow style, enable a shadow for the cell or cells and set its color and position.

7. Click the OK button to apply your border.
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Background

1. Select the desired cells, row, or ]
column and then rlght-Clle Mumibers | Font | Font Effects | Algnment | Borders lad:grmnd] el Protection |
2. From the context menu, —
choose Format Cells. EEEEEEEN N - -
3. Inthe Cell Attributes dialog |!|:....===E
box, click on the Background =======|l|!=
tab (Figure 6.6). !
(Figure 6.6) ENEEEEEEN
4. Choose the desired ==;;....FE
background color for the cell BmEE 1
or cells. = =
5. Click the OK button to apply o
the background color.
Alignment ok | omee | mep | e |

) Fi 6.6
1. Select the desired cells, row or 'gure

column, and then right-click.
2. From the context menu, choose Format Cells.
3. Inthe Cell Attributesdialog box, click on the Alignment tab.

4. Alternatively, the common formatting options on the Object toolbar (Figure 6.3, p5)
alignment may be applied for left, center, right, and full-adjusted alignment.

+ TIP

Y ou can identify the type of datain a cell based on the alignment of the data.
For example, labels are left-aligned and numbers are right-aligned.

Merging Cells

Multiple cells can be merged together and treated as a single cell that can be formatted like
other cells. Merged cells are useful for creating headers over data columns, elongated cells
for extended data or text, aswell as specia instructions inside a spreadsheet.

1. To merge contiguous (side-by-side) cells, select them (click and drag mouse over them),
and choose Format > Merge Cells > Define.

2. Typein some information, and notice that the text will wrap automatically.

3. You can modify the text format just like any other text, e.g. change the font type, size,
color, etc.
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Making a Text Box

A text box transparently —— : = =
floats over the datain your oozt | ugntoue x| & fcoor [ vellow

spreadshest. It is an object les =
.y

-+
e

that can be selected then s [ ¢ [ o T ¢ [ *
moved, scaled, sized, etc. | ost thou love lile? Then do not

Figure 6.7 shows atext box | quander time, for that's the

that is selected, as shown by ] tuff life is made of.

~Benjamin Franklin,

the green selection handles. |

1. Toinsert atext box into

your spreadsheet, utilize Figure 6.7
the Draw functions from o
the Main toolbar (Figure 6.8). &
2. Long click thisicon until amenu of Draw tools appears. Y ou should see @
anicon that looks like aletter “T” and islabeled Text as the mouse @
moves over it. Select it, and drag your cursor over the spreadsheet to
create a box. Ef
Figure 6.8

3. Type sometext in this box., and press the Enter key.

Editing a Text Box

1. To edit the content of atext box, double click the box. It will be surrounded by athick
gray border. Y ou should see a cursor blinking in the text, allowing you to edit.

2. Usethe Text formatting tools in the Object toolbar to change font color, type, etc.

3. Change the border and background by selecting the text box (single click). Green
selection boxes will display. Use the Object toolbar functions shown in Figure 6.9.

|—— =fjooo M eeck x| & oo | Eue e

Figure 6.9

From left to right, use the following formatting options:

Border - defaultsto “Invisible” for no border. If you choose to display a
border, the next two fields allow you to change the thickness and the color,
respectively.

Color - defaultsto “Invisible” for no color. You may apply asolid color or a
pattern, such as a gradient. The last box allows you to choose the fill color.
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OPTIONAL: Changing Text Flow, Direction

Text in cells and text boxes usually flows left to right. Y ou can change the direction to
make it flow vertically or at any angle.

1. Select the desired cells, row, or column and then right-click.

2. From the context menu,

choose Format Cells. Xl
3. Inthe Cell Attributes Mumbers | Font | Font Effects Alignment | Borders | Background | Cel Protection |
dialog box, click on the T"‘“”“’“'t =
Alignment tab. T o 3
4. Below Text direction, Text direction
drag the sliding wheel Khrefarch erige
(Figure 6.10) to determine g |—_] 1 )
the angle of the text flow D
by clicking and dragging
theyellow dot. Thetextin w:r:“wmm, : oo -
the middle of the wheel 0 — =
shows a“preview” of the ot ‘ i :
Text flow
angle. - notres
5. To make your text flow I™ | yphenstion active
vertically instead of o |
horizontally, click the — o = [. =3
vertical ABCD button to Figure 6.10
the left of the wheel.
‘? PRACTICE
Experiment with the following formatting options:
- Text - bold, italicized, colored
+ Cell value formats - numbers and currency
- Cell borders, background colors, alignment
- Text boxes
- Optional, if time permits: Text flow/direction
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Editing Spreadsheets

Entering/Editing Data in Cells
1. Click on acell to enter data. Hit enter when complete. or click on another cell.

2. To edit the contents of acell, double click the cell. The cursor will blink inside the cell;
begin typing your edits. Hit enter when complete, or click on another cell.

Deleting Data in Cells

1. Before deleting, you must first select the cell or range. Contents are only deleted from
the selected cells or active cell.

2. Choose Edit > Delete Contents, or hit the Delete key.
3. Thedialog lists the options for deleting contents. Check where appropriate.

< TIP

Pressing Backspace deletes content without calling the dialog or changing
formats.

Use Cut on the function bar to delete contents and formats without the dial og.

Formulas
The following are some important points about formulas:

Every formula must begin will an = (equal sign). Formulas can be entered directly as
mathematical expressions, for example, (4 + 5), or they can refer to cells using cell
references, for example, SUM(A1:A8).

In addition to numbers or text, formulas can include formatting statements, operators,
logical operators, functions, and nested functions.

The product (result of the calculation) is displayed in the cell containing the formula.

Cellsreferred to in formulas can themselves contain formul as, enabling complex
calculations.

Formulas can be duplicated by copying datafrom one cell to another. Calc automatically
makes all the necessary adjustments in relative cell references.
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The Formula Bar contains three icons to assist with entering Formulas as shown left to
right in Figure 6.11:

» Function Autopilot Function Autopilot | , Equal Sign
. Equal Sign ! Summation

Figure 6.11

Manual Entries

To enter formulas manually, you'll use acombination of the equal sign, the cell addresses
and numeric operators.

1. Select the cell into which the results of your formulawill appear. For example, C5.

2. Enter an equal sign“=" or use the Equal Sign icon on the Formula Bar.
Do not press the Enter key yet.

3. Highlight the first cell of datato be factored into your formula, or enter the cell address.
Y our formulawill look something like this: =C4

4. Enter the operator, i.e. + (sum), - (subtraction), * (multiplication), or / (division).
For example, to multiple two cells, your formula could look like this: =C4* D4

+ TIP

Remember that arithmetic signs have order, so remember the rule:
“Multiplication before Division”

5. Continue highlighting cell(s) or entering cell addresses, and then press Enter.

The formula appearsin the
Formula bar as shown in Figure |55 T & = = |-censfis
6.12. The Sheet Area displays Figure 6.12
the selected cell address (C5)

where the product will display.

+ TIP

To indicate arange of cells, such as cellsin acolumn or row, enter the first
and last cell addresses separated with the colon “:”. For example, F1:F6.

Open Gateways Curriculum for Teachers p. 13 of 27
Module 6: Getting Started with StarOffice™ 6.0 Calc
Copyright 2002 Sun Microsystems, Inc. All rights reserved.



Function Autopilot

1. To open the Function Autopilot, click on itsicon on the Formula Bar (Figure 6.11),
and atwo-part Autopilot dialog box will open.

2. Select the desired category of functions as shown in Figure 6.13, then select the specific
function you want to use on the right side. (Once you click on any category on the | eft
side, the right side will display only the functions that pertain to that category.)

AutoPilot: Functions x|

Functions | Structure | Function result I

LCategory ABS

Mathematical 000 e
Lazt Used
Al

Databaze
HatesTimea Abzolute value of a number.

AEBSE Mumber )

| v

Financial
Infarmation
Logical

mathematical

Array

Statiztical

Spreadsheet

Text =

CEILIMG Farmula Result |Err520

COMBIN -
COMBINA = -
COMVERT

Coa LI

-

r Array Help | Cancel | == fack | Mext == | Ok I

Figure 6.13
3. When you've selected a function in the dialog box, click on the Next >> button.

4. Enter numbers for your arguments or cell names to compl ete the calculations for your
function under For mula at the bottom of the dialog box. Or, the dialog box may simply
return an answer, depending on the type of function chosen.

- For example, if you wanted to calculate and display the absolute value of the valuein
cell B5, use the formula: =ABS(B5).

5. When finished, click OK. The results will then display on the spreadsheet.

* TIP

The AutoPilot Functions help to automate the process of entering formulas
into a spreadsheet; however, a basic understanding of statisticsand logicis
helpful in knowing which functions to use to analyze data.
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Summation

To add a series of numbersin a column, you can quickly use the Summation icon
(Figure 6.11).

1. Select the cell into which the results of your formulawill appear, usually the cell below
the column of numbers.

2. Click the Summation icon to automatically add the values of the column above it.
3. Pressthe Enter key when complete.

4. The product will appear in the first cell you selected. The product will change when
values entered into the cells you are computing change.

'
+ TIP

To edit formulas or functions:
1.Select the cdll that contains the formula or function.

2.Click in the Formula bar and type edits. Press Enter when complete.

Auto Fill a Series

StarOffice™ Calc will automatically fill a column or row in alogical sequential series of
numbers when you copy several values at the same time.

1. Enter numbersin two adjacent cells that represent the series you want to create.
For example, putting “1” inacell and “2” in the next will create a sequential series;
“2" and “4” will create a series of even numbers.

* TIP

Thisis one simple way to represent or the set of even numbers or the set of
odd numbers.

2. Select both cells. At the bottom left of the selection, you should
see asmall black square as shown in Figure 6.14.
3. Move your mouse over the square until it becomes a crosshair. _
Figure 6.14
4. Click and drag the selection down the column or across the row as
far as you want the series to extend.

5. Release the mouse button, and your series will automatically fill the row or column.
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[
? PRACTICE

- Review editing and deleting cell data, including formulas and
series of numbers.

+ Practice entering formulas manually, using the Function
AutoPilot and using the Summation icon.

Managing Layouts

Headers and Footers
Headers/Footers (Page Style: Default) ﬂ

1. From the Menu bar, choose Header | Footer |
Edit > Headers and Footer.

Left Arey LCenber Ares Rigint Area
2. Select the Header or Footer [Sheett
tab.

3. Type the text you want to
insert in your headers or
footersin three sections of the
header or footer: left, center,
and right (Figure 6.15).

4. Usetheicons below the il E]El El Elﬁ‘

content areas to insert Nate
specialized fields, e.g. page Lise: the: butions to change the font or insert field commands such as date, time, etc.
number, date, and file name.
5. Click the OK button to create ok e | pep | meset |
the header or footer. Figure 6.15
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Using Page Preview

1. To seewhat your spreadsheet will look like on the printed page, choose:
File > Page Preview

2. View the visual representation of how the data will display, organized without the
spreadsheet lines.

3. At thetop of the Page Preview view, the toolbar changes similar to that shownin
Figure 6.16.

G eA [ b | @ & O | rage previen

Figure 6.16

- Thefirst two Previous Page, Next Page icons allow you to navigate
between the pages your spreadsheet will be printed, allowing you to get a
feel for how your datawill be arranged.

- The next two First Page, L ast Page icons allow you to jJump between the
first page and last page.

« The plus and minus signs are Zoom In, Zoom Out icons. Click on the plus
to zoom in alevel on your spreadsheet and on the minus to zoom out a
level.

« The Full Screen monitor icon lets you preview the spreadsheet in full-
screen mode.

- The Page For mat blue rectangle allows you to edit the Page Format.

4. Toreturn to Edit mode, click on Page Preview or choose File > Page Preview from the
Menu bar.

Open Gateways Curriculum for Teachers p. 17 of 27
Module 6: Getting Started with StarOffice™ 6.0 Calc
Copyright 2002 Sun Microsystems, Inc. All rights reserved.



Setting Page Format

1. From the Menu bar, choose |
Format > Page, which Opensthe  cuuicer Page | sorders | exchoround | teader | foter | sreet |
Page Style window shown in Paper format —
Figure 6.17. Eormat L
th as0” :i
2. Under Paper Format, choose Lt [
from the For mat dropdown box, o P
and manually change paper € tandscape Paper tray [iFrom printer settngs 7|
dimensions using the Width and Margis Layout settings
Height fields. L EE| | [rgnt et =
) . ) Right 073 : Forpmat [z T
The Orientation choices, - [ 3] | Tweswent [ Hoonta
Portrait and Landscape, refer T — I yertcal
to the direction in which the
spreadsheet flows across the
page. [ox ] oma | o | gt |
Figure 6.17

Use the Paper tray dropdown
list to change the paper tray setting from the automatic printer set up.

3. Under Mar gins, set the margins for the document, which will determine white space
around the spreadsheet on each page.

4. Under Layout settings, select pages to which you want to apply formatting. Right and
left refersto al pagesin the document. Mirrored isfor documents which are stapled
and which will be printed on both sides of the paper. Right and L eft refer to only those
pages in astapled or bound document.

Choose the type of page numbering you want from the For mat list.

Y ou can also choose to center your spreadsheet on the horizontal or vertical axis
using the checkboxes.
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Page Backgrounds and Borders

Earlier, you learned how to apply backgrounds and bordersto cells. Y ou can also apply
separate backgrounds and borders to pages.

Cell backgrounds and borders overrides page backgrounds and borders.

1. From the Menu bar, choose Format > Page, which opens the Page Style window shown
in Figure 6.14.

2. Click on the Background tab.
3. The default valuein the Asfield is Color.
To apply your background as a color, use the color palette to choose the desired color.

To set your background as a Graphic, choose the graphic file you wish to place asa
background

4. When complete, click the OK button to apply.

Freezing a Window

Freezing rows and columns allows you to create regions of the spreadsheet that remain
visible when the spreadsheet scrolls. Thisis useful for creating headers and labels for your
data.

If, for example, you want to freeze rows 1 and 2 as the header, so that during scrolling these
two rows are always visible, then proceed as follows:

1. Put the cursor in cell A3.

2. Select Window > Freeze from the Menu bar.
The freezing takes place in the top left corner of the current cell.

3. To deactivate the freeze, select Window > Freeze again to remove the check mark.

# PRACTICE

- Apply a header or footer to your spreadsheet, including page
numbers in one of these.

- Review Page Preview and Print options.

- Set a background color or graphic to the spreadsheet.

« Practice freezing panes.
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OPTIONAL: Using Multiple Sheets

Multiple sheets can be useful when capturing school or department budgets to link the
pages. For example: Sheet 1 may be your Summary Sheet with various budget categories.
Sheet 2 can provide detail. A budget sheet called "Overhead" can show the various costs
associated with this budget category such asrent, salaries, phone, etc. If you link the totals
from Sheet 2 to Sheet 1, any change to Sheet 2 will be reflected in totals on Sheet 1.

Navigating/Arranging Sheets

1. To navigate between the separate sheets in the document, click on atab (Figure 6.1, p3)
to make it active.

2. To change the order of the sheets, click the tab and drag it horizontally to a new position.

Moving Data Across Sheets

To move data to a new sheet, simply copy and paste.

1. Highlight the cellsto copy.

2. Choose Edit > Copy from the Menu bar.

3. Navigate to the desired sheet by using the tabs at the bottom.

4. Highlight the cell on the new sheet into which you would like to place the data, and
select Edit > Paste.

Copying multiple cells keeps the same configuration as in the old sheet.

Inserting Sheets CrTEE—— %
1. Right-click on one of the  pasition

sheet tabs at the bottom = [Bgfore current sheet

of the spreadshest. € fter current sheet o |
2. From the context menu, ?ftm et tel |

select Insert. Thelnsert i =

Sheet dialog box will s :

appear (Figure 6.18). Mo fsteets

" From file

3. Inthe Position field, =

select the appropriate I"_—J

radio button to indicate "

whether the new sheet

should be placed before

or after the current sheet.
In the Sheet field, ensure Figure 6.18
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the New sheet button is sdl ected.
4. Specify the number of new sheets to be added.
5. Name the new sheet, and click the OK button.

Removing Sheets
1. Click thetab of the sheet to be deleted.
2. Right click the tab once the sheet is open. From the context menu, select Delete.

3. A confirmation box appears, asking if you are sure you want to delete the sheet and all
of itsdata. Click the Y es button to del ete the sheet.

Copying Sheets

Y ou can make a copy of an entire sheet within a spreadsheet.
1. Click thetab of the sheet to be copied.

2. Right click the tab once the sheet is

open. From the context menu, select x|
Move/Copy.
To document -
3. Inthelnsert beforefield

(Figure 6.19), choose the position into Cancel

which you would like the copied shegt = Insert befare
appear.

Help

Sheet2
4. Make sure that Copy box is selected Sheet3

if you want the original sheet to stay -move to end position -
whereitis.

5. Click the OK button to copy the
sheet. I~ Copy

6. If you want to move the original sheet
to anew position, leave the Copy box
unchecked.

Figure 6.19
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Inserting and Modifying Charts

In StarOffice™ Calc, you can create charts to display comparisons, patterns, and trends in
data. A number of different chart styles are available to represent the data, e.g. pie, bar,
spectrum, etc.

1.

To createa & | B | C | 0 | E | F

simplechart, you 1 |Make a Wish Foundation
need to first 2 |

2
enter somedata. _3 [STUDENT = AMOUNT Make A ‘Wish Foundation
Start anew 4 |Debbie $71.00
3

Sue $53.40
spreadsheet and E |Tom $103.00

organize your 7 |carter $92.12
data under row 5 |TOTAL 4349 52

and column
headings. (The 10|
Make A Wish L
Foundation -
exampleshown 3 |
inFigure6.20is 15 |
simpleto | 5 |
replicate, if so =
desired.) Figure 6.20

2. From the Menu bar, select Insert > Chart. The first AutoFor mat box will appear.
3. Select the cells that contain the chart data, including headings. (In the Make A Wish

example, do not select the TOTAL row.) These cellswill display in the Range field.
(Cells A3:B7 will display as $Sheet1. $A$3:$B$7.)

For the Make a Wish example or similar format, select First column as label, and do
not check First row aslabel.

5. Keep Sheetl asdefault for Chart resultsin worksheet, then select Next>>.

6. Click Show text elementsin preview.

7. Under Choose a chart type, select the chart type from the graphical previews. For this

example, select Data seriesin: Columns. Click Next>> to continue.

8. Add aChart title and Legend, if desired, then choose Cr eate.

9. Select the chart to move it, change the scale and size of the chart, etc., just asif it were

Open Gateways Curriculum for Teachers

an image object.

A chart that is created in a spreadsheet is an embedded object that is based
on the data in that sheet. Therefore, you cannot save the chart or insert it into
another StarOffice™ document.
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g
'F PRACTICE

- Enter a series of numbers, then practice inserting a chart to
display this data.

Using Templates

1. Begin a new separate document:
File> New > Templates and Documents.

2. The Template and Documents setup window displays alist of template categories.

Double-click on one of the categories to display the types of templates availablein
that category. Click on atemplate to view information about it in the window on the
right.

3. Choose atemplate and click Open.

Samples
1. Choose File > New > Templates and Documents.

2. Click on the Samplesfolder, then the Spreadsheets folder to view StarOffice™ Calc
sample documents.

3. To use asample, save with another name and place in your file hierarchy.
File> Save As

# PRACTICE

- Review the templates and note their layout and formulas.

+ View the sample template files.
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Saving and Converting a Spreadsheet

Solaris
1. From the Menu bar, choose:
File> Save As
2. Navigate to your desired File bype:
H H H Spreadszheet
hierarchy and give thefilea Sorendhest Tempiate
name. Dty Interchange Format
) [ Save with passw dBASE =
3. Click on the arrow next to the [ oy cats Microsoft Excel 97/2000/40
. . === T == Microsoft Excel $7/2000/%P Template
ElIeTypefleId. You §hould seea Microsoft Excel 5 |
list similar tothe onein Microsoft Excel 55 Template =
Figure 6.21. These options allow Figure 6.21

you to save your file in other
useful formats, such as StarCalc 5.0 or Microsoft Excel, making your document cross-
platform.

4. Choose one, and click the Save button.

Windows
5. From the Menu bar, choose:
File> Save As
1. Navigate to your desired _
hierarchy and givethefilea File: name: | =
name. Save as type; IStarEIffiu:e E.0 Spreadshest j
i Stardffice 6.0 Spreadshest "
2. Clickonthe arrpw next to the Star0ffice 6.0 Spreadsheet Template —
Save aS Typ_e field. You Sh.0U| d Data Interchange Farrmat
seealist similar totheonein ﬂlﬂ_ﬁSE b Eueal 57/2000/4P
. B ST wECE
Figure 6.22. Thisallows you to Micrasoft E scel 97/200044F Template -
save your file in other useful Microsoft Excel 95
formats. such as StarCalc 5.0. or Microzoft Excel 95 Template
. ’ ; o Microsoft Excel 5.0
Microsoft Excel, maki ng your Microzoft Excel 5.0 Template . =
document cross-platform. | _
Figure 6.22
6. Choose one, and click the Save
button.
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Printing

Printing Various Pages

By default, all pages of the
current document will print
when you send the document to HP LasecJet 1100
the printer. The printing process =~ ## St DAk Fidoe,
can be customized in the Print s et
dialog box shown in Figure 6.23 = Gemment
and may vary according to your I prittofie L |
Elatfofrm e(a}lnd printer. If you Pr ange - Cople— s

ave fixed aprint rangein it [i 4
StarOffice™ Calc, then only the 2l el et
selected range will be printed. - = | =
1. To change the default print

specifications, choose: Figure 6.23

File> Print

2. Under Print range, All isthe default. To print a subsection of the document, select the
Pages radio button, then type the page numbers in the Pages input box. Only the pages
specified in thisfield will be printed.

To print single pages, separate the page numbers with a semicolon. Enter 2;7;10.
To print al pagesfrom 3to 11, enter 3-11.
To print pages 3, 8 and 9 to 14, enter 3; 8; 9-14.

3. Under Copies, type the number of copiesrequired in the Number of copies box.

4. Click the OK button to print.

Printing Selected Areas
To print only aselected ar ea of the sheet rather than the entire sheet or spreadshest:

1. Select the range of cells, and choose:
File> Print

2. Under the Print range field, click the Selection radio button.
3. Click the OK button to print the selected print area.
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Defining Print Areas

1
2.

Select the cells to define for printing.

From the Menu bar, choose:
Format > Print Range > Define

Thiswill erase al print ranges that were set previoudly.

Y ou may also change your desired selection in the input field by clicking and

dragging or manually entering the range.

3. To add the selection to the defined print areas, use Format > Print Range > Add.

4. To clear the defined print area, use Format > Print Range > Remove.

5. To modify a selection, use the Edit option. The Edit Print Ranges box will appear as

shown in Figure 6.24.

Edit Print Ranges x|

Print range
] Ok
| T —

Cancel |

Rows to repeat

I' none - j I EI Help |

Colurinz to repeat

I- hane - j I EI

Figure 6.24

To repeat one or more rows or columns on every printed page, use Rows to r epeat
and Columnsto repeat input boxes to identify the rows and/or columns.

Click on an input field and select your row or column to repeat.

+ TIP

In the Edit Print Ranges dialog box, each selection has a Minimize/Maximize
icon to the far right.

- Click thisicon to reduce the dialog box to the size of the input field.

« The box is automatically minimized when you click on a spreadsheet. Once
you release the mouse button, the dialog box is restored, and the range you
selected is highlighted by a blue frame.

6. Click OK when complete.
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Spreadsheet Print Options

Y ou can specify the elements to be included in the printed document using the Page Styles
dialog box as shown in

Figure 6.25. x|
Additionally, you can set Organizer | Page | Borders | Backaround | Header | Footer Sheet |
. ! . Page order
the print ogder, tg? r:‘| rst R
ng ;l:']arlne er an e " Left to right. then down
1. From tr;e Menu bar v eteme b I :
| ) Print
choose: [" Coluenn and row headers [ Charts
g[?reretnat > Page> ™ Grid ¥ Drawing objects
[~ Motes ™ Formulas
2. Review this dialog [¥ Objectsigraphics ¥ Zero values
box and the options -
];?ar ggtarg ugﬂ?]rt & Reduce/entirge printout 100%
andg Scale ' ' C Fit printout on number of pages I 3:
3. Click the boxes next to
the itemsto be printed, I T i
e.g. Column and row Figure 6.25

headers, Grid (cell
border gridlines), Charts, Drawing objects, Formulas.

# PRACTICE

- Experiment with exporting a spreadsheet to a different format.

- Practice setting print areas and options. To save paper, do not
actually print the pages; simply become familiar with the tools.
Use File > Page Preview to see if the document would print as
you specified.

Create Your Own

The Open Gateways Curriculum for TeachersWeb site provides opportunity to reinforce
the material delivered in this Module. Download the "Create Y our Own" document from:
www.sun.com/aboutsun/comm_invest/ogp/training/
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