
 

Steps to Copy Paste In ODS Sheet 
1.For Example “Source Data File” is like below:- 

 

2. Select the first row of a column as shown below 

 

3.Click “Shift + Down-arrow Button” to select multiple row in a column and Copy the selected 

row (Ctrl +C). 



 

4. Now select the first row of same column in “New ods Sheet” as shown below 

 

 

 

5.Right click from mouse and select “Paste special” as shown below 



 

6. Select only Text, Number and Date & time then click “ok” as shown below 

 

 

 

 

******************************************************************************************************* 

Another Example to Copy Paste the Data 



1. For Example Source File Data, 

Select the first row of a column (as Description) as shown below:- 

 

2.Click >> “CTRL + Shift+ Down-Arrow Button” to select multiple rows in a column:- 

 

 

3. Copy the selected row (Ctrl C). Now select the first row of same column in new ods sheet, 

Right click from mouse and select Paste special as shown below 



 

6. Select only Text, Number and Date & time then click “ok” as shown below 

 

 

 


