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Getting Started with Spreadsheet: 

A spreadsheet is an electronic document, which has rows and columns. It is used to store data in a systematic 
way and do calculations. 
 

Types of spreadsheet 
There are many types of spreadsheet available that have been created by different companies. Some of the 
most popular ones are Microsoft Excel, LibreOffice Calc, Goole sheets, OpenOffice Calc. 
 
Components of a spreadsheet 
1. A row is an arrangement of cells in a horizontal (sleeping) manner. 
2. A column is an arrangement of cells in a vertical (standing) manner. 
A cell is a rectangle shaped box, where the row and column meet. You can enter text, numbers, date, 
formula, etc., in a cell. The cell that is selected appears highlighted. 
3. The name box shows the location of the selected cell. The location of the cell is a combination of column 
and row. For example, A1, where A is the column name and 1 is the row number. 
4. A worksheet is a collection of cells in the form of a grid (a network of lines that intersect each other, 
making rectangles). When you open a spreadsheet for the first time, you see a blank worksheet with the 
name ‘Sheet1’. 
5. A workbook is a spreadsheet that has one or more worksheets. 
 
Type of data 

There are three main type of data — text, numbers and formula. 
 

Selecting multiple cells 
When a single cell is selected it is called active cell. When a number of cells is selected, it is called cell 
range. There are several ways in which multiple cells can be selected. 
To select an entire row, click the row heading. 
To select a full column, click the column heading. 
To select an entire worksheet, click the grey rectangle on the upper  
left corner of the worksheet. 
To select a range of cells, click on the starting cell, then hold down the mouse 
button and drag it till you have selected all the cells you want. Release the 
mouse button. 
 
Saving the spreadsheet in various formats 
After entering data, you can save the spreadsheet in the same way as a Notepad or any other word file. Click 
File, and then, Save. This will open a Save As dialog box. Type the file name and click Save. 
The default Save as type is ODF Spreadsheet (.ods) 
 
Closing the spreadsheet 
Once you have saved the data, you can close the spreadsheet by clicking File, and then, Close 
 
Data stored in a spreadsheet can be used in calculations, graphical representation and display of information. 
 
Using spreadsheet for addition 
To find out the total marks for each student, she needs to add the marks in each subject. The symbol 
(operator) 
used for addition in a spreadsheet is ‘+’ (plus). There are various ways to do addition in a spreadsheet.  
To do any calculation in a spreadsheet, you need to use ‘=’ (equal-to) symbol, which tells the spreadsheet 
that a formula has been entered. Only then the spreadsheet will perform the calculation and display the 
result. 



 

 
Using Sum() function 

To add numbers, we have 
the Sum() function. This helps in adding the numbers in separate cells or in a cell range. 
‘=Sum()’ 
 
Sorting data 
Arrangement of words in order can  help one find a particular word or name easily. 
Select all rows and columns that have to be sorted Click on Data, and then, select Sort 
 
Filtering data 
Click on the AutoFilter icon on the Tool Bar. This will put filters at the top of each Column. Click on the 
filter for column. The drop-down will show a list of all the values in that column. By default, all values are 
checked or selected. 
 
Protecting spreadsheet with password 
The steps to protect a spreadsheet are as follows. 
1. Click on Tools and select Protect Spreadsheet as 
2. A Protect Document dialog box appears. 
3. Type in a password. 
4. Type the same password in the Confirm textbox. 
5. Click on OK. 
6. Now, when you close the file and open it again, it will ask for the password. Remember this password so 
that you can open the file. 
 
Presentation Software 
Presentation software is being widely used to make digital presentations. It has many advantages, which are 
as follows. 
1. They are interesting as they have features like images, videos, animation and music. 
2. Making changes in digital presentations is easy. 
3. A digital presentation can be shown to a much larger audience by projecting on a screen. 
4. The presentation can be printed and distributed to the audience. 
 

Adding text to a presentation 

By default, there are two textboxes in the first slide. The top one is for the title and the lower (bigger) one for 
other details. We can click on the title box and type in a title. Similarly, we can click on the lower box and 
type in some details 
 
Steps to save a presentation 
The steps to save a presentation for the first time are as follows. 
1. Click on File. 
2. Select Save As or Save from the drop-down. This displays a Save As dialog box. 
3. You can select a folder where you want to save the file, for example Desktop. 
By default, the File name is ‘Untitled#’ (# is a number). You can change it to the name of your choice. 
5. The default Save As type is .ods. You can select other file types from the Save As type drop-down. 
6. Click on Save. 
 
Steps to close a presentation 
The steps to close a presentation are as follows. 
1. Click on File. 
2. Select Close from the drop-down. 
 
Steps to open a presentation 
The steps to open a presentation are as follows. 
Open LibreOffice Impress. Click on File. 
Then, select Open from the drop-down. 



 

This will display the Open dialog box. Browse and select the folder where your file is saved, for example 
Desktop. 
 
Steps to print a presentation 
Before you try to print a file, please make sure that a printer is connected to the computer. The steps to print 
a presentation are as follows. 
1. Click on File. 
2. Select Print from the drop-down or you can press Ctrl+p on the keyboard. 
3. A Print dialog box is displayed. 
4. A printer attached to the computer is displayed in the dialog box. 
5. Select the number of copies you want to print. 
6. Select All, if you want to print all slides. 
7. Select Slides, if you want to print few of them and provide the slide numbers. 
8. Click on OK. 
 
Advanced Features used in Presentation 
The use of graphics, charts and images can make the presentation more meaningful. 
 
Inserting shapes in presentation 
LibreOffice provides numerous shapes, such as lines, square, circle, arrows, symbols, etc., that can be 
inserted into slides. 
 
Inserting clipart and images in presentation 
A picture speaks a thousand words. The steps to insert a clipart or an image are as follows. 
1. Click on Insert from the menu. 
2. Select Image. 
3. An Insert Image dialog box appears. 
4. Browse through folders and select the image you want to use. 
5. Click on Open. 
In this way, you can insert images in your presentation slides and make it more interesting. 
 
 

JOptionPane Message:  
We use JOptionPane when we want to request information from the user, display information to the 
user or a combination of both. It requires an import statement at the top of the program. 
import javax.swing.JOptionPane; 
OR 
import javax.swing.*; 
 
Method     Description 
showMessageDialog()  Shows a one-button, modal dialog box that gives the user some information. 
Example : JOptionPane.showMessageDialog(this,"Java and NetBeans"); 
showConfirmDialog()  Shows a three-button modal dialog that asks the user a question.  
   User can respond by pressing any of the suitable buttons. 
Example: Confirm=JOptionPane.showConfirmDialog(null,"quit?") 
showInputDialog()   Shows a modal dialog that prompts the user for input.  
   It prompts the user with a text box in which the user can enter the relevant input. 
Example : name= JOptionPane.showInputDialog(this,"Name:"); 
 
 
WAP to check whether a person is eligibile to vote or not using ELSE condition 
import javax.swing.JOptionPane; 
int a= Integer.parseInt(JTF1.getText()); 
if (a >=18) 
JOptionPane.showMessageDialog(null,"You are eligible To VOTE"); 



 

else 
JOptionPane.showMessageDialog(null,"You are NOT eligible To VOTE");   }  
 
 
Radio buttons are groups of buttons in which, by convention, only one button at a time can be selected. 
The radio buttons are used to provide the user several choices and allow him to select one of the choices 
(the radio buttons belong to a group allowing the user to select single option). But radio buttons occupy 
a lot of space. Radio Button is created  through jRadioButton component. (The radio button must be 
attached to a button group). 
The ButtonGroup takes care of unselecting the previously selected button when the user selects another 
button in the group. 
 
Method     Description 
getText()   Retrieves the text displayed by radio button. 
String str = <radiobutton-name>.getText(); 
isSelected()   Returns true if the component is checked else returns false. 
boolean b = <radiobutton-name>.isSelected(); 
setText()   Changes the display text at runtime. 
<radiobutton-name>.setText(String t); 
setSelected()   Checks(true) or unchecks the radio button. 
<radiobutton-name>.setSelected(boolean b); 
 
Design a JAVA application to display the result of arithmetic operations based on the option 

selected by the user through RADIO Button. 
int n1=Integer.parseInt(JTF1.getText()); 
int n2=Integer.parseInt(JTF2.getText()); 
int r1=0; 
if (JRBAdd.isSelected()==true){ 
r1=n1+n2; 
} 
else if (JRBSub.isSelected()==true){ 
r1=n1-n2; 
} 
else if (JRBMul.isSelected()==true){ 
r1=n1*n2; 
} 
else if (JRBDiv.isSelected()==true){ 
r1=n1/n2; 
} 
result.setText(""+r1); 
 
Using the Text Area Component and CheckBox  
CheckBox is a small box like component that is either marked or unmarked. When it is clicked, it 
changes from checked to unchecked or vice versa automatically. 
    Method    Description 
getText()   Retrieves the text typed in     String str = <checkbox-name>.getText(); 
isSelected()  Returns true if the component is checked else returns false. boolean b = <checkbox-
name>.isSelected(); 
setText()   Changes the display text at runtime. <checkbox-name>.setText(String t); 
setSelected()  Checks(true) or unchecks the checkbox. <checkbox-name>.setSelected(boolean b); 
The Text Area component is used if we want to accept multiline input or want to display multiline 
output. This component automatically adds vertical or horizontal scroll bars as and when required 
during run time. 
 



 

Handling a Password Field Component 
The Password Field if we want that the text input by the user should not be displayed as characters but 
as special characters (so that it is not readable by anyone). This component allows confidential input 
like passwords which are single line.  
We can use the Password Field if we want that the text input by the user should not be displayed as 
characters but as special characters (so that it is not readable by anyone). This component allows 
confidential input like passwords which are single line. Let us design a simple application which 
displays a simple message when the user inputs a user name and password.  
 

Variable Naming Conventions 
Each variable needs to have a name so that it can be referenced anywhere during the application. Each 
programming language has its own set of rules for naming variables. The rules and conventions for 
naming variables in Java are summarized below: 
● Variable names are case sensitive. 
● Keywords or words, which have special meaning in java, should not be used as 
the variable names. 
● Variable names should be short and meaningful. 
● All variable names must begin with a letter, an underscore (_) or a dollar sign ($). 
The convention is to always use a letter and avoid starting variable names with 
underscore (_) and dollar sign ($). 
● After the first initial letter, variable names may contain letters and digits (0 to 9) and ( _, $), but no 
spaces or special characters are allowed. 
 

Switch Statement   
This selection statement allows us to test the value of an expression with a series of character or integer 
values. On finding a matching value the control jumps to the statement pertaining to that value and the 
statement is executed, till the break statement is encountered or the end of switch is reached. The 
expression must either evaluate to an integer value or a character value. It cannot be a string or a real 
number. 
The syntax of the switch statement is as follows: 
switch (Variable/Expression) 
{ 
case Value1:statements1 ; 
break ; 
case Value2:statements2 ; 
break ; 
. 
. 
default:statements3 ; 

} 

 

Write a program to display weekday using Switch Case statement. 
int a = Integer.parseInt(JTF1.getText()); 
        switch (a) { 
            case 1:  
                JTF2.setText("Monday"); 
                    break; 
             case 2:  
                JTF2.setText("Tuesday"); 
                    break; 
             case 3:  
                JTF2.setText("Wednesday"); 
                    break; 
             case 4:  



 

                JTF2.setText("Thursday"); 
                    break; 
             case 5:  
                JTF2.setText("Friday"); 
                    break; 
             case 6:  
                JTF2.setText("Saturday"); 
                    break; 
             case 7:  
                JTF2.setText("Sunday"); 
                    break; 
             default :   
                JTF2.setText("Invalid day No."); 
                    break; 
        } 
 

Combo Box: It allows only single item selection. It takes less space initially and drops down when the 
user clicks on its arrow. User can edit if he/she wishes. It is a cross between a text field and a list. 
 
Method    Description 
getSelectedItem()   Retrieves the selected item. 
Object result = <combobox-name>.getSelectedItem(); 
getSelectedIndex()   Retrieves the index of the selected item. 
int result = <combobox-name>.getSelectedIndex(); 
setModel()   Sets the data model that the combo box uses to get its list of elements. 
<combobox-name>.setModel (ComboBoxModel aModel); 
 
List Box: It allows us to select more than one item. It does’nt have a drop down menu. Users can select 
items directly. 
 Method     Description 
getSelectedValue()  Returns the selected value when only a single item is selected,  
   if multiple items are selected then returns first selected value.  
   Returns null in case no item selected 
Object result= <list-name>.getSelectedValue(); 
isSelectedIndex()  Returns true if specified index is selected. 
boolean b = <list-name>.isSelectedIndex(int index)  
 
WAP to display the admission fee of selected Class through LIST box 
String s=(String)JL.getSelectedValue(); 
        if (s.equals("IX")==true){ 
            JTF.setText("15000"); 
        } 
        else if (s.equals("X")==true){ 
            JTF.setText("17000"); 
        } 
        else if (s.equals("XI")==true){ 
            JTF.setText("21000"); 
        } 
        else {JTF.setText("25000"); 
        } 
 

 

Note: ‘Content developed/prepared absolutely from home. 


