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     Chapter – 7 Introduction to LibreOffice Calc 

Class V            Subject : Computer 

 

A. Tick (√) the correct option.  

1. Which of the following is a spreadsheet application? 

 a. Writer     b. Impress     c. Calc  

2. Intersection of row and column is called ............................. .  

a. Row     b. Cell     c. Column  

3. To select the entire worksheet, click on ............. box between column and row header. 

 a. File     b. Fill     c. Blank  

4. Which option is present under the File menu?  

a. Save     b. Find     c. Chart 

 

B. Fill in the blanks using the given words.  

Slider, Cell Address , Horizontal, Title bar 

1.Title Bar displays the file name.  

2. Zoom in the Status bar has a Slider to set the view. 

3.Cell Address is the reference address of a cell.  

4.Horizontal scroll bar allows us to move right and left in the spreadsheet.  

 

    C. Write ‘T’ for true and ‘F’ for false.  

1. The data of the active cell is displayed in the formula bar.  (TRUE) 

2. We can select multiple cells in the Calc.     (TRUE) 

3. We cannot edit the data once entered in a cell.    (FALSE)  

4. We can open only one sheet with one spreadsheet file.  (FALSE) 

√  

√ 

√ 

√ 



 

 

   D. Short answer type questions.  

Q1. Write any two components of LibreOffice Calc.  

ANS: Two components of LibreOffice Calc 

1. Active cell  

2.  Title bar 

 

Q2. Write any two features of LibreOffice Clac.  

ANS: Two features of LibreOffice Clac 

1. Auto calculation  

2.  Functions 

 

Q3. Write any two data types of LibreOffice Clac.  

ANS: Two data types of LibreOffice Clac. 

1. Number  

2. Text  

 

 

E. Long answer type questions.  

Q1. Write steps to open LibreOffice Calc.  

ANS: 1. To start Calc, follow these steps:  

Step1: Click on Show Application icon from the Launcher.  

Step 2: Type Calc in the search box.  

Step 3: Click the Calc icon from the search result area. 

 

 

Q2.Write steps to use Auto Fill feature in LibreOffice Calc.  

ANS2: To use Auto Fill feature, follow these steps:  

Step 1: Type first number. Move the cursor to the bottom corner of the cell.  

Step 2 Drag till where you want the series to fill.  

 

Q3. Write steps to select multiple rows.  

 ANS:3 To Select non-contagious rows and columns:  

Step 1: Select the first column or row by clicking the row or column header. 

   Step 2: Hold down the Ctrl key and keep left clicking the desired row or column  

                               header till the desired ones are selected. 



 

 

 

Q4. Write steps to save a spreadsheet 

ANS4: To save a spreadsheet, follow these steps: 

   Step 1: Click on File menu.  

          Step 2: Click on Save or Save As option from the drop-down menu.  

Step 3: Select the location and give the file name.  

Step 4: Click on Save button. 

 

 Mind Boggler  

                  

 

 

ANS :  1.A5  

2. C3    

3. A1  

4. B6  

5. B2  

6. D6  

7. C4 

s 8. B7  



 


