Charts, Graphs and more Calc Keyboard Shortcuts Calc Keyboard Shortcuts
Calc enables you to visualise your data in various approachable ways including _ : — —
bar charts, line charts, pie charts, and scatter plots. Select your data and click General Keyboard Shortcuts Cell Formatting

the Insert tab > Chart to open the Chart Wizard. It’ll preview your selected type Undo Ctrl+2Z Bold Ctrl+B Go to the next sheet. Ctrl + Alt + || Moves the cursor to the first cell | Ctrl +
of chart with its best guess at formatting the selected data. Use Next to adjust Redo Ctrl +Y Italic Ctrl +1 Page Down ||in the sheet (A1). Home QU ICK START
data ranges, axis labels and colours. Once created, double-click elements - axis, Cut Ctrl + X Underline Ctrl+ U Go to the previous sheet. Ctrl + Alt + || Moves the cursor to the last cell | Ctrl + End
legends, bars/lines, background - of the chart to adjust their appearance. c ol C il rimsort | [boabie Undert oD Page Up in the sheet that contains data.
o r , Ctr nser (o] e underiline r N
Py . : Moves one sheet to the left. Alt + Page || Moves the cursor to the first cell |Home
Housing : | Paste without formating | Ctrl + Shift +V Strikethrough Ctrl+Alt+5 Up of the current row.
[Categor Projecte T Difference
Mt:( e [eioo | = | Paste special Ctrl + Alt + Shift +V | | Superscript Ctrl + Shift + P Moves one sheet to the right. Alt + Page || Moves the cursor to the last cell  |End
£54.00 £100.00 -£46.00 m Mortgage or rent
s oo ci200 e Print (or download PDF) | Shift + P Subscript Ctrl + Shift + B Down of the current row.
Water and sewer €800 @00 000 B veaterandsower : PR : . Selects all cells containing data Ctrl + Shift || Selects cells from the current cell |Shift +
I — ey O bl Display shortcuts help Ctrl + Shift + 7 Remove direct formatting Ctrl+ M from the current cell to the end + Arrow to the first cell of the current row. |Home
Maintenance or repairs £23.00 £0.00 £23.00 Maintenance or repairs . . .
’ €000 o0 L% o Focus to menu Alt + Shift + F1 Display comment Ctrl +F1 g;ﬁ?eirfct)ﬂgZ?&%;ganngft%fed;téw Selects cells from the current cell | Shift + End
subtotal £1195.00  £123600 .1 Focus to document ESC Fill down Ctrl+D pres;ed. If used to select rows to the last cell of the current row.
Focus to comment Alt+C Select all Ctrl + A and columns together, a Selects cells from the current cell | Shift + Page
° ° ° ° A||gn centre Ctrl+E reCtangUIar cell range Is selected. up toone page inthe CUrI"eI'.]t Up | Planting Month | _Daysto Harvest _| Expected Yield kg) | _ Value perkg e) | Estimated Value (e
Statistical Analysis Sparklines Function Keys in Calc e e Adds the previous sheet to the | shift+ Ctr_| <ojurn or extends the existing —
. . . . . . 1gN le ri+ 1 .
More than a dozen statistical tools These provide cell-sized mini graphs Opens help F1 = Eﬁg;?é;tesl?ﬁgosgfgasgieggt ';rae” +Page Up Sclocts calls o the oot call TS+ Pase
are available under Calc’s Data tab > to show trends at a glance. Select the Opens the cell content for = Align right Ctrl+R selected, this shortcut key down to one page in the current | Down &
Statistics menu. You'll find advanced Insert tab > Sparklines, choose Line, editing. Justify Ctrl+) combination only selects shortcut column or extends the existing
data analysis tools such as Fourier Column, or Stacked. You can adjust . - . : key combination only selects the selection one page down.
analysis, descriptive statistics the colour, thickness, and highlight Opens the Function Wizard. | Ctrl + F2 Optimal column width Crl+3 previous sheet. Makes the
’ ’ ’ ’ - - ; : ; Moves the cursor to the left edge |Ctrl + Left = —
regression analysis, correlation key points like high/low values. They Moves the cursor the input | Ctrl + Shift + F2 | | Two decimal places Ctrl + Shift +1 previous sheet the current sheet. of the current data range. If the | Arrow S e e Hervested Vegutabes
and calculations. are perfect for visualising sales line to enter data. Standard exponential format | Ctrl + Shift + 2 Adds the next sheet to the Shift + Ctrl || column to the left of the cell that = . . :
Opens Manage Names. Ctrl +F3 - current selection of sheets. If all |+ Page Up || contains the cursor is empty, the : B sy S 2 )
:]rf rr.]n(isr’lgae |m 232::{'5" em(fﬁ;aé \(/)vrlti?z our i i - Standard date format Ctrl + Shift +3 the sheets in a spreadsheet are cursor moves to the next column = . "’_ - = i
Named Ra nges spreadshegt data Yy Toggles Database explorer. Ctrl + Shift + F4 | T'siandard currency format Ctrl + Shift + 4 selec;ced, this ShIOFtClIJt keyh to the left that contains data. 5 s LEe.

- . . - - combination only selects the next - - T - s :
Define areas with easy-to-read names Eggglrﬁ?eg?éfgf::;or F4 Standard percentage format | Ctrl + Shift + 5 sheet. Makes the next sheet the Moves the cursor to the right Ctrl + Right : = el St
ensuring your formulas and complex 126 : Standard format Ctrl + Shift + 6 current sheet. edge of the current data range. If | Arrow R

heets are easier to understand usin T Toggles cell highlights. F8 ; the column to the right of the cell
S A g 33 B Selects the data range that Ctrl + that contains the cursor is empty,
the Formulas tab > Define Range. . . Recalculate all the formulae in |F9 contains the cursor. A range is a the cursor moves to the next
222 the current sheet. contiguous cell range that column to the right that contains
- N contains data and is bounded by Data.
: Recalculate all the formulae in | Ctrl + Shift + F9 empty rows and columns. Where
| Formulas Data Review Format View Help Insert a” sheets.. (*) is the mu|ﬁp|icat—ion Si'gn on MOVeS the cursor tO the tOp edge Ctrl + Up
Date & Time v ¥X Math & Trig ~ {7 Define - B By Select Range . i Refresh ils Update the current chart. Ctrl + F9 the numeric key pad of the current data range. If the Arrow
Lookup & Reference » : More Functions » {§ Manage Define Range [F® Refresh Range Pivot Table i~ Delete Chart - row above the cell that contains
ey Range i Increase width of the current | Alt + Right Selects the matrix formula range | Ctrl +/ the cursor is empty, the cursor
column. Arrow ?haﬁ c?jr)tfal.ns the cursorr]. Where (/) moves up to the next row that
(] (] t t .
PIVOt Ta bles a I‘Id PIVOt Cha rts Decrease width of the current | Alt + Left Lsey ;adl‘vlsmn sign on the iamerie contains data.
; ; : : column. Arrow Moves the cursor to the bottom | Ctrl +
Analyse large tables of mixed data sets wlth Pivot Tables and .PIVOt Charts. To sl : Insert cells (as in menu Insert - | Ctrl + Plus || edge of the current data range. If | Down
create one, select the source data and click the Insert tab > Pivot Table. Choose Optimise the current cell. Ctrl + Shift + Cells) Key the row below the cell that ArTow
i i i Arrow | | Collab
to use the Current s_electlon and use the Pivot Table Lgyput V\_/lzard to cree?te Delete cells (as in menu Edit - Ctls contains the cursor is empty, the o a O ra
the desired table. Pivot Charts can be created from existing pivot tables, simply Delete Cells) Minus Key || ursor moves down to the next A
click inside the pivot table, choose Insert tab and re-select the Pivot Table row that contains data. @ @ @ O N I lne www.collaboraonline.com/tutorials
| \—”__BY ND |

button to open the chart wizard, or select Refresh or Delete.




Welcome to
Calc

Spreadsheets are essential tools for a host of reasons, from keeping essential
financial records and budget planning, to less obvious uses such as creating
structured forms and offering basic database features. The sheer design
versatility of a spreadsheet combined with powerful functions and flexible
charting of Calc means you can easily and quickly create a spreadsheet for a
huge range of tasks. To get you started let’s take a look at those essential
features in Collabora Online Calc.

Calc offers a number of fundamental advantages, at its heart as with all
Collabora Online tools, it’s designed to be collaborative. You can share, edit and
watch live editing of your spreadsheets. Its powerful spreadsheets can contain
up to 16,384 columns and one million rows, which is huge! It's packed with
functions that means it’s highly compatible with other leading spreadsheet
formats, so you can import your existing files without worry.

Collabora Online Calc works with all modern browsers, it’s also cross platform
and offers mobile apps for iOS, Android and ChromeOS. To help you start filling
cells and creating formulas, we've outlined the key features you’ll want and
powerful tools you need to get started.

The Notebookbar

The main Calc interface is organised around the

File Formats

Import and export the most widely
used spreadsheet formats such as
modern .xlsx, older .xls, open .ods
formats, compatible .csv or .tsv and
many more legacy formats.

Cut, Copy, Paste
and Format

The standard cut, copy and paste
controls live under the Clipboard
grouping. The paintbrush enables you
to clone formatting, really useful for
cell outlines and conditional
formatting. The “A” icon clears cell
formatting, which is very useful when
cleaning up imported spreadsheets.

Borders

The drop-down Border menu enables
you to quickly style the borders of
any single or group of selected cells.
Just click the style you want and it’ll
be applied for a complete selection of
settings including border weight and
colours use the More... button.

Page Layout Formulas Data Review

Basic Formatting

To control your spreadsheet’s text
formatting, you can find basic font
and size controls in the Font grouping
alongside bold, italic, underline and
colour controls. For faster formatting
see the quick-style panel or consider
using the Format tab > Style list
button that enables you to define
your own and quickly select them.
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Format

Cell Alignment

If you like super organised, cleanly set
columns of text and numbers this
section is for you! It provides tools to
align the text of any single or group
of selected cells with one click. The
first top three provide vertical
alignment, the three below adjust
horizontal alignment. Control

indents, justification to fill a cell and

Cell Control

Even with the most basic
spreadsheets you'll want to add,
remove and merge cells. To combine
a selection of cells into one, use the
Merge & Centre button and click it
again to release them. Use the four
buttons with green marks to add
entire rows or columns, to the left
and right or above and below the
currently selected cell. The red
button will remove the current entire
row or column, there is no
confirmation warning for this.
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Merge & Center

Cell Formatting

Take control of how cells display their
values from currencies to decimal
places, percentages, booleans, plain
text and more. The pull-down menu

Quick Styles

Single-click access to your most used
styles, Default text and Heading styles
one and two. The three below offer
Good, Neutral and Bad highlighting.

Search and Replace

Click Search to activate the search
dialog. Replace opens a dialog with
powerful search options including
wildcards, regular expressions,
similarity search, and cell style.
Confine search to columns, rows,
formulae, values and comments.

A Hi H2 ,O Search
+1 0 -2 ,@ Replace

— -
| Find and Replace X

Find Replace
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Conditional Formatting

Easily add visual highlights to a spreadsheet, commonly to turn cells red to
indicate negative, or green to indicate positive. The Conditional Formatting
button is found in the Format tab and provides a large range of not just
standard formatting styles (colours and text styles) but also gradients (the
colour shade is based on value range) mini built-in bar graphs and icon
indicators, alongside more complex formulas called Top/Bottom rules.

To apply Conditional Formatting, select the cells you would like to apply it to
and choose the type of formatting from the drop-down selection. Select the
Manage entry to see what conditional formatting is currently applied across the
document and choose to add, edit or remove it.

9 & File Home Insert Page Layout Formulas Data Review
A . 1. A ) g v | 3 & - ;)
Character Format Paragraph Style list Format Page Format Cells j§ Conditional Lige Position and Size Sparklne  Theme
Style Format Cells Highlight cells with
12 - fx ¥ = 10.9 Top/Bottom Rules.
(F =) (5] Colour Scale... J il

1 Plant Planting Month DaystoHa§ Yield (kg) Value per kg (£) ‘
2 Carrots May o et 10.9| 2
2 Radishes June 2.3 4
4 Lettuce March 10.5 2
5 Peas April 10.6 5
& Cabbage June 4.3 6
7 Turnips April 50 3.2 7
&  Parsnips June 50 3.1 2
s Onions June 86 6.4 1
10 Beets May 103 9.2 2

Sidebar Panel

Provides quick access to a wide
selection of cell styling options from a
handy pop-out side panel. Adjust cell
formatting, borders and numeric
styles. Click the little top-right arrow
button in each section to access the
complete array of controls.

Sort

Enables you to sort a selection of

values by criteria. This can be on a row
or column basis selecting up to three
keys to sort by.

offers all the base options. Below this
are quick-selects for currencies,
percentages, decimal number and
decimal-point control.

then wrap larger bodies of text, along
with resizing the cell to fit the body
of text inside.

View Help GuitarMoonShop_SEQODashboard.xlsx

Comments

Collaborative comments can be left
on any cell. Right-click and select
Insert Comment. Use @user to loop
in colleagues to get their attention. A
small red triangle indicates a cell has
a comment and its contents will pop
up when you move the cursor over it.

& Clone Formatting

A Clear Direct Formatting F
I (] Insert Comment I ‘
Plant

Sparklines

A N|Carrots
E Format Cells... [

This is a popular filtering option as it’s quick to use and delivers powerful
clear results, displaying entries with common values. Select a data range -
ideally including headers - and click AutoFilter. Drop-down arrows appear
in each column header - click one to see the filter options: select specific
values, text filters, number filters or even conditional formatting colours.

e : > < ! Number B A Hi H2 Search Sort
familiar feeling tabbed menu. This provides single- pre | T T Merge & Center o o B B B Cononal o Q EX
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click access to all the most common features you o =E===E54% Egv % 00 % % B B *1 0 -2 /D Replace 7 AutoFiter (@,
need and it’s worthwhile taking the time to T — = Tt = = L =
familiarise yourself with the sections it offers. v
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op-up shortcut key! & IS N yd —— Gibson Acoustic 200
PopEP ! Ly puoten 3 v S | |
— 5 Fau uitar ) - .
= Lo Pauk Guttar 5 ﬂ A/ > \\ LS A / 7 —— Gibson Acoustic  Column e Select the Reset Filter option to remove it.
11 Gibson Acoustic 6 — Peavey Amp 100
12 Peavey Amp 7 \  — ~—— Fender Black amp . .
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