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1 Comprehensive Notes on ICT Skills

1.1 Introduction to Information and Communication Technology (ICT)

Information and Communication Technology, or ICT, refers to all the technologies used to handle information and aid
communication. This includes computers, the internet, software applications, and communication tools. In today’s world,
ICT skills are essential for almost every field, from education to business. This unit focuses on two fundamental ICT
skills: using spreadsheet software and creating presentations.

Part I: Spreadsheet Software

1.2 Getting Started with Spreadsheets

1.2.1 What is a Spreadsheet?

A spreadsheet is an electronic document designed to store and manipulate data in a grid of rows and columns. Think
of it as a digital version of an accountant’s ledger book. It’s not just for storing data; its real power lies in its ability to
perform calculations, analyze data, and create charts automatically.

Real-World Analogy: Imagine you have a monthly budget. You could write down all your expenses in a notebook.
At the end of the month, you would have to manually add up all the numbers to see how much you spent. A spreadsheet
does this for you. If you change an expense, the total updates instantly.

1.2.2 Popular Spreadsheet Software

There are several popular spreadsheet applications available. While their interfaces may look slightly different, they all
share the same core functionalities.

Feature Microsoft Excel LibreOffice Calc Google Sheets
Cost Paid (Part of MS Office) Free & Open Source Free (with a Google account)
Platform Windows, macOS, Web, Mo-

bile
Windows, macOS, Linux Web, Mobile

Collaboration Excellent real-time collabora-
tion with Microsoft 365

Primarily for offline use; lim-
ited collaboration

Excellent real-time collabora-
tion by design

Table 1: Comparison of Popular Spreadsheet Software

1.2.3 The Components of a Spreadsheet

To use a spreadsheet effectively, you must first understand its basic components.

� Workbook: The entire spreadsheet file is called a workbook. It can contain one or more worksheets, similar to
how a notebook contains multiple pages.

� Worksheet (or Sheet): A single page within a workbook. It is the grid of rows and columns where you enter
data. You can switch between worksheets using tabs at the bottom.

� Row: A horizontal arrangement of cells, identified by numbers (1, 2, 3, ...).

� Column: A vertical arrangement of cells, identified by letters (A, B, C, ...).

� Cell: The basic unit of a worksheet, formed by the intersection of a row and a column. Each cell has a unique
address (or reference), like A1, B3, or C10.

� Active Cell: The currently selected cell, indicated by a dark border. Any data you type is entered into the active
cell.

� Formula Bar: An input bar located at the top of the worksheet. It displays the contents of the active cell and is
used to enter or edit data and formulas.

� Name Box: Located to the left of the formula bar, it displays the address of the active cell.
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1.3 Performing Basic Operations

1.3.1 Entering, Editing, and Deleting Data

1. To Enter Data:

� Click on a cell to make it the active cell.

� Type the text or number.

� Press Enter. The cursor will move to the cell below.

Default Alignment: By default, text is aligned to the left of the cell, and numbers are aligned to the right. This
helps visually distinguish between data types.

2. To Edit Data:

� Method 1 (Overwrite): Click on the cell and simply type the new data. The old data will be replaced.

� Method 2 (In-cell Editing): Double-click the cell. A cursor will appear, allowing you to edit the existing
content.

� Method 3 (Formula Bar): Click on the cell, then click inside the Formula Bar to edit the content.

3. To Delete Data:

� Click on the cell containing the data you want to remove.

� Press the Delete key on your keyboard. This clears the content but not the cell’s formatting.

1.3.2 Selecting Multiple Cells (Cell Range)

A group of selected cells is called a cell range.

� To select a contiguous range: Click on the starting cell, hold down the left mouse button, and drag to the
ending cell.

� To select an entire row or column: Click on the row number or column letter heading.

� To select the entire worksheet: Click on the grey rectangle at the intersection of the row and column headings
(top-left corner).

� To select non-contiguous cells/ranges: Select the first cell or range, then hold down theCtrl key while selecting
other cells or ranges.

1.3.3 Saving and Opening Spreadsheets

� Saving: Go to File → Save As... to save a new workbook. You will need to provide a file name and choose a
location. The default format for LibreOffice Calc is .ods. You can also save in other formats like Microsoft Excel
(.xlsx or .xls). To save changes to an existing file, simply go to File → Save or press Ctrl+S.

� Opening: Go to File → Open or press Ctrl+O. Navigate to the location of your saved workbook, select it, and
click Open.

1.4 Working with Data and Formatting

1.4.1 Introduction to Formulas

The true power of a spreadsheet lies in formulas. A formula is an expression that performs a calculation.

� All formulas in a spreadsheet must begin with an equals sign (=). This tells the software that you are entering
a formula, not just text.

� Formulas use standard mathematical operators: ‘+‘ (addition), ‘-‘ (subtraction), ‘*‘ (multiplication), and ‘/‘ (divi-
sion).

Example: To add the numbers 10 and 25, you would type =10+25 into a cell and press Enter. The cell will display the
result, 35.
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1.4.2 Using Cell References in Formulas (The Smart Way)

Instead of typing numbers directly into a formula (e.g., =73+89+78), it is much better to use the addresses of the cells
that contain those numbers. This is called using cell references.

Why is this better? Imagine you have a student’s marks in cells B2, C2, and D2.

� Direct Values (Bad): =73+89+78

� Cell References (Good): =B2+C2+D2

If the English mark (in B2) was a mistake and you change it from 73 to 66, the formula using cell references will
automatically update the total. The formula with direct values will not; you would have to edit the formula manually.

1.4.3 The SUM() Function

A function is a predefined formula that performs a specific calculation. The most common function is ‘SUM()‘, which
adds up a range of cells.

� Syntax: =SUM(range)

� Example: To add the values in cells B2, C2, and D2, you can use the formula =SUM(B2:D2). The colon (‘:‘) indicates
a range, meaning ”everything from B2 through D2”. This is much faster than typing =B2+C2+D2, especially for long
rows or columns of data.

1.4.4 Copying and Moving Formulas

Spreadsheets are smart about copying formulas. When you copy a formula that uses cell references, the references
automatically adjust to their new location. This is called relative referencing.

Example: If you have the formula =SUM(B2:D2) in cell E2 and you copy it down to cell E3, the formula in E3 will
automatically become =SUM(B3:D3). This allows you to write one formula and then quickly apply it to hundreds of rows
of data.

1.4.5 Formatting Text and Cells

Formatting changes the appearance of data without changing its value.

Formatting Type Description Common Shortcut
Font Style/Size Changes the typeface (e.g., Arial, Times New

Roman) and size of the text.
N/A

Highlighting Makes text stand out. Includes Bold, Italic, and
Underline.

Ctrl+B, Ctrl+I, Ctrl+U

Alignment Positions text within a cell (Left, Center, Right). N/A
Text Colour Changes the colour of the font. N/A

Table 2: Common Formatting Options

1.5 Advanced Spreadsheet Features

1.5.1 Sorting Data

Sorting arranges your data in a specific order, which makes it easier to find information. You can sort in Ascending
(A-Z, 1-10) or Descending (Z-A, 10-1) order.
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Select the entire data
range you want to sort

Go to the
’Data’ menu

Click ’Sort...’

In the dialog box,
choose the column to
sort by (Sort Key)

Select ’Ascending’ or
’Descending’ order

Click OK

1.5.2 Filtering Data

Filtering allows you to temporarily hide rows that you don’t want to see, showing only the data that meets a specific
criterion.

1. Select your data range (including headers).

2. Go to Data → AutoFilter. Drop-down arrows will appear in each column header.

3. Click the arrow for the column you want to filter (e.g., ’Class’).

4. Uncheck the values you want to hide (e.g., uncheck ’XII-B’ to see only ’XII-A’ students). Click OK.

1.5.3 Protecting a Spreadsheet with a Password

If your spreadsheet contains sensitive information, you can protect it with a password.

� Go to File → Save As...

� In the Save As dialog box, give your file a name.

� Check the box that says Save with password.

� Click Save. A new dialog will appear asking you to enter and confirm a password.

Part II: Presentation Software

1.6 Introduction to Presentations

1.6.1 What is Presentation Software?

Presentation software is a category of application software used to create a sequence of slides that can be projected to
an audience. It helps to present information in a structured, engaging, and visual way, combining text, images, charts,
and multimedia. Think of it as a modern, digital version of a flip chart or an overhead projector.

Key Advantages:

� Engaging: Can include images, videos, animations, and sound.

� Flexible: Easy to make changes and update content.
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� Scalable: Can be shown to a large audience using a projector.

� Shareable: Can be easily distributed as a digital file.

Popular examples include Microsoft PowerPoint, LibreOffice Impress, and Google Slides.

1.7 Creating and Managing a Presentation

1.7.1 Starting a Presentation

When you open presentation software like LibreOffice Impress, you are typically presented with a blank first slide. By
default, this slide usually has two textboxes: a smaller one at the top for the title and a larger one for the main content
or subtitle.

1.7.2 Working with Slides

� Adding a New Slide: Go to the Slide menu and select New Slide. The keyboard shortcut is often Ctrl+M.
A new slide will be added after the currently selected slide.

� Deleting a Slide: Select the slide you want to remove from the slide pane on the left. Then, go to the Slide menu
and select Delete Slide, or simply press the Del key.

1.7.3 File Operations

Saving, opening, and closing presentations work just like in spreadsheet software.

� Save/Save As: Use File → Save As (or Ctrl+Shift+S) to save a new presentation. LibreOffice Impress files
typically have the .odp extension.

� Close: Use File → Close to close the current presentation without exiting the software.

� Print: Use File → Print (or Ctrl+P) to print your slides.

1.8 Adding and Formatting Content

1.8.1 Adding and Formatting Text

You add text by clicking inside a textbox and typing. Once the text is entered, you can format it using the toolbar, just
like in a word processor or spreadsheet. You can change the font style, size, color, and apply highlighting effects like
bold, italic, and underline. You can also align the text to the left, right, or center of the textbox.

1.8.2 Inserting Shapes and Images

Visuals make a presentation more interesting.

� Inserting Shapes: Go to the Insert menu, then select Shape. You can choose from a wide variety of shapes like
lines, arrows, rectangles, and circles. Once a shape is on the slide, you can resize, rotate, and change its color.

� Inserting Images: Go to the Insert menu and select Image. An ”Insert Image” dialog box will open, allowing
you to browse your computer for the image file you want to add.

1.8.3 Changing Slide Layout

The layout of a slide is the arrangement of its content (like textboxes and images). If the default layout doesn’t suit your
needs, you can change it. In the properties pane (often on the right side of the screen), look for a ”Layouts” section.
You can choose from various pre-defined layouts, such as ”Title and 2 Content” or ”Title Only”, to better organize your
information.
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2 Practice Questions

2.1 Multiple Choice Questions (MCQs)

1. What is the intersection of a row and a column in a spreadsheet called?

(A) A box

(B) A grid

(C) A cell

(D) A worksheet

Answer: (C)

2. By default, how is numerical data aligned in a cell?

(A) Left-aligned

(B) Right-aligned

(C) Center-aligned

(D) Justified

Answer: (B)

3. Which symbol must all formulas begin with in a spreadsheet?

(A) +

(B) *

(C) =

(D) (

Answer: (C)

4. What is the keyboard shortcut to add a new slide in LibreOffice Impress?

(A) Ctrl+N

(B) Ctrl+S

(C) Ctrl+M

(D) Ctrl+D

Answer: (C)

5. Which feature would you use to display only the rows that meet a certain condition?

(A) Sorting

(B) Filtering

(C) Formatting

(D) Password Protection

Answer: (B)

6. What does the cell reference ‘A1:A10‘ mean in a formula?

(A) Only cells A1 and A10

(B) All cells from A1 to A10

(C) Cell A1 divided by A10

(D) The average of A1 and A10

Answer: (B)

7. Which function is used to add the values in a range of cells?

(A) ADD()

(B) TOTAL()

(C) CALC()

(D) SUM()

Answer: (D)

8. To select multiple cells that are NOT next to each other, you should hold down which key?

(A) Shift

(B) Alt

(C) Ctrl

(D) Tab

Answer: (C)

9. A file created with spreadsheet software is called a:
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(A) Worksheet

(B) Workbook

(C) Cellbook

(D) Databook

Answer: (B)

10. Which menu option is used to insert images or shapes into a presentation slide?

(A) File

(B) Edit

(C) View

(D) Insert

Answer: (D)

11. The part of the spreadsheet that displays the contents of the active cell is the:

(A) Name Box

(B) Status Bar

(C) Formula Bar

(D) Title Bar

Answer: (C)

12. Arranging data in ascending or descending order is called:

(A) Filtering

(B) Sorting

(C) Aligning

(D) Referencing

Answer: (B)

13. The default file extension for a LibreOffice Impress presentation is:

(A) .pptx

(B) .odp

(C) .ods

(D) .docx

Answer: (B)

14. What is the primary advantage of using cell references in formulas?

(A) Formulas are shorter

(B) Formulas are easier to read

(C) Totals update automatically if data changes

(D) The file size is smaller

Answer: (C)

15. What is the correct order of steps for entering data in a cell?

(A) Press Enter, click cell, type data

(B) Type data, click cell, press Enter

(C) Click cell, press Enter, type data

(D) Click cell, type data, press Enter

Answer: (D)

16. The arrangement of elements like textboxes and images on a slide is called its:

(A) Format

(B) Theme

(C) Layout

(D) Style

Answer: (C)

17. Which of these is NOT a type of presentation software?

(A) Microsoft PowerPoint

(B) Google Slides

(C) LibreOffice Calc

(D) LibreOffice Impress

Answer: (C)

18. What is the keyboard shortcut to make text bold?

9



(A) Ctrl+B

(B) Ctrl+I

(C) Ctrl+U

(D) Ctrl+D

Answer: (A)

19. To save a spreadsheet with a password, you should check the ”Save with password” box in which dialog?

(A) Open

(B) Print

(C) Save As

(D) New

Answer: (C)

20. By default, a new presentation slide contains two:

(A) Images

(B) Shapes

(C) Textboxes

(D) Tables

Answer: (C)

2.2 One-Word Answer Questions

1. The entire spreadsheet file. (Workbook)

2. A single page within a spreadsheet file. (Worksheet)

3. Vertical arrangement of cells identified by letters. (Column)

4. Horizontal arrangement of cells identified by numbers. (Row)

5. The currently selected cell in a spreadsheet. (Active Cell)

6. A predefined formula, like SUM(). (Function)

7. The feature used to temporarily hide rows based on a criterion. (Filter)

8. A sequence of slides used to present information. (Presentation)

9. Free and open-source presentation software from LibreOffice. (Impress)

10. An expression that performs a calculation in a spreadsheet. (Formula)

11. The cell address, like C5, is also known as a cell . (Reference)

12. The keyboard shortcut to save a document. (Ctrl+S)

13. The key pressed to clear the contents of a selected cell. (Delete)

14. To arrange data from Z to A. (Descending)

15. The arrangement of content on a presentation slide. (Layout)

16. Default alignment for text in a cell. (Left)

17. The box that shows the address of the active cell. (Name Box)

18. The : symbol in a cell reference like B2:B10 indicates a . (Range)

19. The keyboard shortcut to add a new slide. (Ctrl+M)

20. A single page in a presentation. (Slide)

10



2.3 Differentiate Between Questions

1. Row and Column.
Answer: A row is a horizontal arrangement of cells identified by numbers (e.g., Row 5). A column is a vertical
arrangement of cells identified by letters (e.g., Column B).

2. Worksheet and Workbook.
Answer: A workbook is the entire spreadsheet file (e.g., budget.ods). A worksheet is a single page or sheet within
that workbook. A workbook can contain multiple worksheets.

3. Sorting and Filtering.
Answer: Sorting rearranges all the data in a range into a specific order (e.g., alphabetical). Filtering temporarily
hides rows that do not meet a specific criterion, showing only a subset of the data without changing its order.

4. Entering values directly in a formula vs. Using cell references.
Answer: Entering values directly (e.g., ‘=5+10‘) makes the formula static. Using cell references (e.g., ‘=A1+A2‘)
makes the formula dynamic; the result will automatically update if the data in the referenced cells changes.

5. Spreadsheet Software and Presentation Software.
Answer: Spreadsheet software (like Excel) is primarily used for storing, organizing, and calculating numerical data
in a grid. Presentation software (like PowerPoint) is used to create a series of visual slides to present information
to an audience.

6. Active Cell and Cell Range.
Answer: An active cell is a single, currently selected cell where data entry will occur. A cell range is a group of
two or more selected cells.

7. Saving and Saving As.
Answer: ’Save’ updates the current file with any changes made. ’Save As’ is used to save a file for the first time or
to save an existing file with a new name or in a new location, creating a copy.

8. LibreOffice Calc and LibreOffice Impress.
Answer: LibreOffice Calc is the spreadsheet application in the LibreOffice suite, used for calculations and data
analysis. LibreOffice Impress is the presentation application, used for creating slideshows.

9. Deleting a cell’s content vs. Deleting a slide.
Answer: Deleting a cell’s content (using the Delete key) removes the data within the cell but the cell itself remains.
Deleting a slide removes the entire slide and all its content from the presentation.

10. Ascending and Descending Order.
Answer: Ascending order arranges data from smallest to largest (A-Z, 1-100). Descending order arranges data from
largest to smallest (Z-A, 100-1).

2.4 Short Answer Questions

1. What is the primary purpose of the Formula Bar in a spreadsheet?
Answer: The Formula Bar has two main purposes. It displays the actual content of the active cell (which might be
a value or a formula), and it provides a space to enter or edit data and formulas for the active cell.

2. Why are spreadsheets useful for managing something like a shop’s inventory?
Answer: Spreadsheets are ideal for inventory management because they can systematically store item names,
quantities, and prices. More importantly, formulas can be used to automatically calculate total stock value, track
sales, and determine when to reorder items, saving significant time and reducing manual calculation errors.

3. What are the two default textboxes on a new presentation slide used for?
Answer: By default, a new slide in most presentation software includes two textboxes. The smaller textbox at the
top is intended for the slide’s title, and the larger textbox below it is for the main content, such as bullet points,
paragraphs, or a subtitle.

4. Explain what ”relative referencing” means when copying a formula.
Answer: Relative referencing means that when you copy a formula from one cell to another, the cell references
within the formula automatically adjust relative to their new position. For example, copying ‘=A1+B1‘ from C1
down to C2 will change the formula to ‘=A2+B2‘.

5. List three different types of content you can insert into a presentation slide to make it more engaging.
Answer: To make a presentation more engaging, you can insert various types of content besides text. Three common
examples are images (photos, clipart), shapes (arrows, flowchart symbols), and multimedia elements like videos or
audio clips.
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6. What is the correct syntax for the SUM function to add cells from C2 to C20?
Answer: The correct syntax to add all cells in the range from C2 through C20 is ‘=SUM(C2:C20)‘. The equals
sign starts the formula, SUM is the function name, and ‘C2:C20‘ defines the range.

7. How do you select an entire worksheet with a single click?
Answer: To select the entire worksheet, you click the grey rectangular button located at the intersection of the row
headers and column headers, in the top-left corner of the grid.

8. Why would you want to change a slide’s layout?
Answer: You would change a slide’s layout to better organize its content. For example, if you want to show a
picture next to a list of bullet points, you would change the layout to a ”Two Content” or ”Picture with Caption”
layout instead of the default ”Title and Content”.

9. What happens when you apply an AutoFilter to a data table?
Answer: When you apply an AutoFilter, drop-down arrows appear in each of the column header cells. Clicking
these arrows allows you to select criteria to show or hide rows, making it easy to view only the data you are
interested in.

10. What is the difference between pressing the Delete key and the Backspace key when editing a cell?
Answer: When editing text within a cell, the Delete key removes the character to the right of the cursor, while the
Backspace key removes the character to the left. If you are not in editing mode, pressing Delete clears the entire
cell’s content.

2.5 Long Answer Questions

1. Explain in detail the advantage of using cell references in a formula instead of static numbers.
Provide a real-world example, such as creating a simple monthly budget.
Answer: The primary advantage of using cell references is that it makes a spreadsheet dynamic and efficient. When
you use cell references (e.g., ‘=B1+B2‘), you are telling the spreadsheet to use the *values currently in those cells*
for the calculation. If those values change, the formula’s result updates automatically without any further effort.
Using static numbers (e.g., ‘=1000+500‘) requires you to manually find and edit every single formula that used
those numbers if they ever change.

Example: Monthly Budget Imagine you are tracking your monthly expenses. You have the following in your
spreadsheet:

� Cell A1: ”Rent” — Cell B1: 10000

� Cell A2: ”Groceries” — Cell B2: 4500

� Cell A3: ”Utilities” — Cell B3: 1500

� Cell A4: ”Total” — Cell B4: =B1+B2+B3

The formula in B4 uses cell references and will display 16000. Now, suppose next month your grocery bill increases
to 5000. All you need to do is change the value in cell B2 from 4500 to 5000. The moment you press Enter, the
total in B4 will automatically recalculate and display the new total, 16500. If you had used the static formula
=10000+4500+1500, you would have to remember to manually edit the formula in B4, which is inefficient and prone
to error.

2. Describe the complete process of creating a simple three-slide presentation about ”The Water Cycle”.
Include steps for adding slides, entering text, inserting an image, and changing a slide layout.
Answer: Creating a presentation on ”The Water Cycle” involves the following steps:

(a) Open Software and Create Title Slide: First, open the presentation software (e.g., LibreOffice Impress).
A blank title slide appears. Click in the top textbox and type ”The Water Cycle”. Click in the lower textbox
and type your name.

(b) Add Content Slides: We need two more slides. Press Ctrl+M twice. You now have a total of three slides.

(c) Create the ’Evaporation’ Slide: Click on the second slide. In the title textbox, type ”1. Evaporation”. In
the main content box, type a brief description, such as:

� The sun heats up water in rivers, lakes, and oceans.

� The water turns into vapour (a gas) and rises into the air.

(d) Create the ’Condensation & Precipitation’ Slide and Add an Image: Click on the third slide. In the
title textbox, type ”2. Condensation & 3. Precipitation”. Now, let’s add a diagram. Go to the Insert menu
and click Image. Browse your computer to find a diagram of the water cycle and click Open. The image will
be placed on the slide.
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(e) Change Layout and Arrange Content: The image might be covering the text. To fix this, we’ll change the
layout. With the third slide selected, find the ”Layouts” panel on the right. Choose the ”Title and 2 Content”
layout. This will create two content boxes side-by-side. You can now type the description for Condensation
in the left box, Precipitation in the right box, and place the image below them.

(f) Save the Presentation: Finally, go to File → Save As.... Name the file ”WaterCyclePresentation.odp”
and save it to your desired location.

3. Compare and contrast the ’Sorting’ and ’Filtering’ features in a spreadsheet. In what specific
situations would you choose to use one over the other?
Answer: Sorting and Filtering are both powerful tools for managing data in a spreadsheet, but they serve different
purposes. Sorting is the process of rearranging the entire dataset based on the content of one or more columns.
It physically changes the order of the rows. For example, you can sort a list of students alphabetically by name or
numerically by their total marks from highest to lowest. The key outcome is a re-ordered list of all your original
data. Filtering, on the other hand, does not reorder the data. Instead, it temporarily hides rows that do not
match a criterion you specify. For example, from a list of all students in a school, you can apply a filter to show
only the students who are in ’Class XII-A’. The other students are not deleted, just hidden from view.

When to use each:

� Use Sorting when... you need to see your data in a ranked or sequential order. For example, use sorting to
find the top 10 highest-scoring students, or to create an alphabetical list of employees for a directory.

� Use Filtering when... you need to focus on a specific subset of your data without losing the original order.
For example, use filtering to see all the sales made in a specific month (e.g., ’October’), or to find all the
products in an inventory that are ’Out of Stock’.

4. What are the key components of a spreadsheet’s user interface? Describe the function of at least
four of these components.
Answer: The user interface of a spreadsheet is a grid system with several key components designed for efficient
data management. Four of the most important components and their functions are:

(a) Cell: This is the most fundamental component. A cell is the rectangular box at the intersection of a row
and a column, and it is where all data (text, numbers, formulas) is stored. Each cell has a unique address, or
reference (e.g., B4), which is used to locate it for data entry or in formulas.

(b) Formula Bar: This is a critical input area, usually located at the top of the worksheet. Its primary function
is to display the true contents of the active cell. If a cell shows the number ”150”, the formula bar will show
you if it’s just the number 150 or a formula like ”=100+50”. It is also used to enter or perform detailed edits
on formulas.

(c) Name Box: Located to the left of the formula bar, the Name Box serves two functions. Its main purpose is
to display the address of the currently active cell (e.g., C3). It can also be used to quickly navigate to any cell
by typing its address and pressing Enter.

(d) Worksheet Tabs: Located at the bottom of the screen, these tabs allow you to navigate between the different
worksheets within a single workbook. This is analogous to flipping between pages in a notebook. You can
add, rename, and delete worksheets using these tabs, which is essential for organizing different sets of related
data within one file.

5. Imagine you are teaching a friend how to use presentation software for the first time. Explain
the basic concepts of a ’slide’ and a ’layout’ and why they are important for creating an effective
presentation.
Answer: When teaching a friend about presentation software, I would start with the two most basic building blocks:
slides and layouts. A slide is like a single digital page or canvas in your presentation. Each slide should focus
on one main idea or a small group of related points. The goal is to break down complex information into simple,
digestible pieces. Instead of putting an entire essay on one page, you put one paragraph or a few key bullet points
on each slide. This prevents the audience from being overwhelmed and helps them follow your story step-by-step.

A layout is the pre-arranged template for the content on your slide. Think of it as a set of empty containers
(placeholders) for your text, images, and charts. For example, the default layout is often a ’Title’ container at
the top and a ’Content’ container below it. Layouts are incredibly important because they bring structure and
consistency to your presentation. Instead of randomly placing text and images, you use layouts to ensure everything
is neatly aligned. If you want to compare two ideas, you can choose a ’Two Content’ layout. This professional
alignment makes the presentation easier for the audience to read and understand.

2.6 Practical Application Questions

1. You have been given a list of your monthly expenses in a spreadsheet. Describe the step-by-step
process to calculate the total expense using the SUM function.
Answer:
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(a) Step 1: Organize Data: Ensure all your expense amounts are in a single column. For example, place them
in cells B2 through B10.

(b) Step 2: Select the Total Cell: Click on the cell where you want the total to appear. This is usually the
cell directly below the last expense amount, for instance, B11.

(c) Step 3: Begin the Formula: Type an equals sign (=) to tell the spreadsheet you are starting a formula.

(d) Step 4: Type the SUM Function: After the equals sign, type SUM(.

(e) Step 5: Select the Range: Click on the first expense cell (B2), hold down the left mouse button, and drag
down to the last expense cell (B10). The formula bar will now show =SUM(B2:B10.

(f) Step 6: Complete the Formula: Type a closing parenthesis ) and press Enter. The cell B11 will now
display the sum of all your expenses.

2. A teacher has a spreadsheet with the names and marks of 100 students. Provide the steps she should
follow to quickly find the top three highest-scoring students.
Answer:

(a) Step 1: Select All Data: Click on any cell within the data table. Press Ctrl+A to select the entire table,
including the header row (Name, Marks, etc.).

(b) Step 2: Open the Sort Dialog: Go to the Data menu at the top of the screen and click on Sort....

(c) Step 3: Choose the Sort Column: In the Sort dialog box, under ’Sort Key 1’, click the drop-down and
select the column that contains the students’ total marks (e.g., ’Total Marks’).

(d) Step 4: Set the Sort Order: Select the option for Descending order. This will arrange the marks from
highest to lowest.

(e) Step 5: Apply the Sort: Click OK. The entire list will be rearranged, and the three students with the
highest marks will now be at the top of the list in the first three rows.

3. You need to create a one-slide ”About Me” presentation for a class introduction. The slide must
contain your name, one hobby, and a picture of that hobby. Describe the steps.
Answer:

(a) Step 1: Open the Software and Set Title: Open LibreOffice Impress. On the default first slide, click the
title textbox and type your name (e.g., ”My name is Priya”).

(b) Step 2: Change the Layout: The default layout isn’t ideal for a picture and text. On the right-hand side,
find the ’Layouts’ pane and choose the ’Title and 2 Content’ layout.

(c) Step 3: Add Text Content: In the left content box, type your hobby (e.g., ”My favorite hobby is painting.”).

(d) Step 4: Insert Image: Click inside the right content box. Go to the Insert menu and click Image.... Find
a picture of your hobby (e.g., a photo of a painting or you painting) on your computer and click Open.

(e) Step 5: Adjust and Save: Resize and move the image and textboxes as needed to make the slide look
balanced and neat. Finally, go to File → Save As... and save the presentation with a name like ”Priya
Introduction.odp”.

4. You have a spreadsheet of all employees in a company, including a ’Department’ column. Your boss
asks for a list of only the people who work in the ’Sales’ department. What are the steps to get this
list?
Answer:

(a) Step 1: Select the Data and Apply Filter: Click anywhere in your data table and go to the Data menu.
Click on AutoFilter. Drop-down arrows will appear in each column header.

(b) Step 2: Open the Filter Options: Click the drop-down arrow on the header of the ’Department’ column.

(c) Step 3: Deselect Unwanted Data: The drop-down list will show all unique departments (e.g., Sales,
Marketing, HR). By default, all are checked. First, uncheck the ’Select All’ option to clear all selections.

(d) Step 4: Select the Desired Data: Now, place a checkmark only next to ’Sales’.

(e) Step 5: Confirm and View: Click OK. The spreadsheet will now hide all rows except for those where the
department is ’Sales’. You can now view or print this filtered list.

5. Your teacher has asked you to format a raw data table in a spreadsheet to make it more readable.
The headings are in row 1, and data is from row 2 to 20. Describe four formatting steps you would
take.
Answer:

(a) Step 1: Format Headings: Select the entire first row by clicking on the ’1’ in the row header. Make the
headings stand out by clicking the Bold icon (or pressing Ctrl+B) and the Center Align icon on the toolbar.
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(b) Step 2: Adjust Column Widths: Some text might be cut off. Double-click the line between two column
headers (e.g., between A and B) to automatically resize the column to fit its content. Repeat for all columns.

(c) Step 3: Add Borders: To make the table look like a proper table, select all the data from A1 to the last
cell. Right-click and choose ’Format Cells...’, go to the ’Borders’ tab, and select a simple ’All Borders’ preset.
Click OK.

(d) Step 4: Apply Alternating Row Colors (Banding): To make rows easier to read across, select the data
rows (from row 2 to 20). Go to the Format menu, find an option like ’Conditional Formatting’ or ’AutoFormat
Styles’, and apply a simple style that gives alternating rows a light grey background color. This makes the
table much easier on the eyes.
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