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Complete teacherôs manual for Open office writer 2 Class 1 

Class 1 Summaries 

 

V How to open writer file? 

        ? 

V What is the use of tool bar 

     ? 

V What is difference between page layout and web layout? 

          ? 

V Why use we status bar? 

       ? 

V What is text boundaries ? 

    ? 

V  How to show and hide formatting bar ? 

          ? 

V What is ruler? 

  ? 

V What is non-printing characters? 

Non-printing characters  ?  

V How to zoom in and zoom out on the page 

        ? 

V How to shut down computer. 

     ? 

Now letôs start video. 

     . 
 

1. To stop video time at 1 minute 07 seconds in VLC Media Player. 
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Stop video here and ask them if they remember what they learnt in writer 1? 

             

   ? 

 

Just listen to the answers and play the video again for the correct answer. 

 

            ί  

 

 

2. To stop video time at 1 minute 42 seconds in VLC Media Player. 

 

Stop video here and ask if they know why óFormatting toolbarô is used? 

              

  ? 

 

Just listen to the answers and play the video again for the correct answer. 

            ί  
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3. To stop video time at 2 minute 17 seconds in VLC Media Player. 

  
Stop video here and ask what is óexport as PDFô? And what is the full form of 

óPDFô? 

       óexport as PDFô   PDF    

 ? 

Just listen to the answers and play the video again for the correct answer. 

            ί  

 

4. To stop video time at 3 minute 02 seconds in VLC Media Player. 

  
Stop video here and ask why we use óFind and Replaceô? 

        ÒFind  Replaceô   

  ?  

Just listen to the answers and play the video again for the correct answer. 

            ί  
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5. To stop video time at 3 minute 29 seconds in VLC Media Player. 

  
Stop video here and ask students to open writer file as shown in the video and 

then play the video again. 

              

             .  

6. To stop video time at 4 minute 05 seconds in VLC Media Player. 

Stop video here and ask students to press Window + R button as explained in 

video.  

 

            window +  R 

     . 
 

Just check if they have pressed window + R button or not and then play the 

video again. 

     window + R         

   . 
 

7. To stop video time at 4 minute 15 seconds in VLC Media Player. 

Stop video here and ask students to type óswriterô in the run command box as 

shown in video.  

         video    run 

command box  óswriterô   . 
Just check if they have typed or not and then play the video again. 

              

 . 
 

8. To stop video time at 4 minute 30 seconds in VLC Media Player. 

Stop video here and ask students to Click on óOKô button as shown in video.  
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         video     ok 

     . 
 

Now Just check if they have opened writer file or not and then play the video 

again. 

      writer  file        

 video    . 

 

 

9. To stop video time at 4 minute 45 seconds in VLC Media Player. 

  
Stop video here and ask what will we learn today? 

           ? 

Just listen to the answers and play the video again for the correct answer. 

            ί  

 

10. To stop video time at 5 minute 24 seconds in VLC Media Player. 

  
Stop video here and ask students to type the given paragraph as shown in the 

video and then play the video again. 
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        video     

paragraph     .      ί 

 

11. To stop video time at 5 minute 40 seconds in VLC Media Player. 

  
Stop video here and ask if they know the differences between óPrint layoutô and 

óWeb layoutô 

        óPrint layoutô  óWeb layoutô 

    ? 

Just listen to the answers and play the video again for the correct answer. 

            ί  

 

 

12. To stop video time at 06 minute 09 seconds in VLC Media Player. 

Stop video and ask students to do for Print layout and Web layout as shown in 

the video and then play the video again.  

         video    Print 

layout  Web layout    .      ί 

 

 

13. To stop video time at 6 minute 47 seconds in VLC Media Player. 

Stop video and ask students to do writer page in óWeb layoutô format as shown 

in the video and then play the video again. 

        writer page  web layout format 

  .      ί 

14. To stop video time at 7 minute 01 seconds in VLC Media Player. 

Stop video and ask students to do in óPrint layoutô format as shown in the video. 
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             print  

layout   . 

 

Now just check whether theyôve changed the layout of the page or not and then 

play the video again. 

     page  layout change    

.      ί 

 

 

15. To stop video time at 7 minute 12 seconds in VLC Media Player. 

  
Stop video and ask if they can tell why the óToolbarô is used? 

         ÒtoolbarÓ   

   ? 

Just listen to the answers and play the video again for the correct answer. 

            ί  

 

16. To stop video time at 7 minute 45 seconds in VLC Media Player. 

Stop video here and ask students to click on the View menu as shown in video 

and then play the video again. 

 

             view 

menu    .       . 

 

17. To stop video time at 8 minute  00 seconds in VLC Media Player. 

Stop video and ask students to hide óDrawing Toolbarô as shown in the video 

and then play the video again. 
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            drawing 

toolbar  hide     .       

18. To stop video time at 8 minute 25 seconds in VLC Media Player. 

Stop video and ask students to Hide óFormatting barô as shown in the video and 

then play the video again. 

 

            Hide 

óFormatting barô         

   

19. To stop video time at 8 minute 39 seconds in VLC Media Player. 

Stop video and ask students to hide óStandard toolbarô as shown in the video 

and then play the video again. 

            Hide 

standard toolbar ó         

 

20. To stop video time at 9 minute 02 seconds in VLC Media Player. 

Stop video and ask students to bring back the óDrawing toolbarô as shown in the 

video and then play the video again. 

            drawing 

toolbar      .       

 

 

21. To stop video time at 9 minute 20 seconds in VLC Media Player. 

Stop video and ask students to bring back the óFormatting toolbarô as shown in 

the video and then play the video again. 

            

formatting  toolbar      .      
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22. To stop video time at 9 minute 40 seconds in VLC Media Player. 

Stop video and ask students to show óStandard toolbarô as shown in the video 

and then play the video again. 

             

óStandard toolbarô     .      

 

 

 

 

23. To stop video time at 10 minute 03 seconds in VLC Media Player. 

  
Stop video here and ask why we use óStatus barô? 

        status    . 

Just listen to the answers and play the video again for the correct answer. 

            ί  

 

24. To stop video time at 10 minute 53 seconds in VLC Media Player. 

Stop video here and ask students to click on the View menu as shown in the 

video and then play the video again. 

             View 

menu     .   video   . 

25. To stop video time at 11 minute 17 seconds in VLC Media Player. 

Stop video here and ask students to hide óStatus barô as shown in video and then 

play the video again. 

             status 

bar  hide     .   video   . 
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26. To stop video time at 11 minute 43 seconds in VLC Media Player. 

Stop video here and ask students to show the Status bar as shown in video. 

Now just check whether the óStatus barô is showing again or not and then play 

the video again. 

 

             status 

bar     . 

    status bar      .   

   . 

 

27. To stop video time at 12 minute 08 seconds in VLC Media Player. 

  
Stop video here and ask if they know what is óRulerô and how many types of 

óRulers are there? 

             

     ? 

 

Just listen to the answers and play the video again for the correct answer. 

            ί  

 

28. To stop video time at 13 minute 14 seconds in VLC Media Player. 

Stop video here and ask the students to hide the óRulerô option as shown in the 

video and then play the video again. 

              ruler 

option  hide         . 

29. To stop video time at 13 minute 30 seconds in VLC Media Player. 
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Stop video here and ask the students to show the óRulerô option as shown in the 

video. 

             ruler 

option     . 

Now just check whether the óRulerô is shown or not and then play the video 

again. 

    ruler      .     

  . 

 

30. To stop video time at 13 minute 45 seconds in VLC Media Player. 

 

  
Stop video here and ask if they can tell what isóText Boundariesô? 

        óText Boundariesô   

 ?  

 

Just listen to the answers and play the video again for the correct answer. 

            ί  

 

31. To stop video time at 14 minute 48 seconds in VLC Media Player. 

Stop video here and ask the students to hide the óText Boundariesô option as 

shown in the video and then play the video again. 

            óText 

Boundariesô option hide           

. 

 

32. To stop video time at 15 minute 04 seconds in VLC Media Player. 
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Stop video here and ask the students to bring back óText Boundariesô option as 

shown in the video and then play the video again. 

               

óText Boundariesô option          

  . 

 

33. To stop video time at 16 minute 25 seconds in VLC Media Player. 

Stop video here and ask the students to show the óNon-printing Charactersô 

option as shown in the video and then play the video again. 

 

              óNon-

printing Charactersô     .      

 . 

 

34. To stop video time at 16 minute 41 seconds in VLC Media Player. 

Stop video here and ask the students to hide the óNon-printing Charactersô as 

shown in the video. 

              óNon-

printing Charactersô option  hide     . 

 

Now just check whether the óNon ïprinting characters is hidden or not and then 

play the video again. 

     óNon ïprinting characters        

     . 
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35. To stop video time at 16 minute 46 seconds in VLC Media Player. 

  
Stop video here and next you will learn about full screen. 

          full-screen  

 . 

 

Just listen to the answers and play the video again for the correct answer. 

            ί  

 

36. To stop video time at 17 minute 33 seconds in VLC Media Player. 

Stop video here and ask students to do the Full screen of the page as shown in 

the video. 

              full 

screen   . 

 

Just check and play the video again. 

         ί 

37. To stop video time at 17 minute 52 seconds in VLC Media Player. 

Stop video here and ask students to do the Normal page as shown in the video 

and then play the video again. 

             normal 

page    .      ί 

 

 

38. To stop video time at 19 minute 20 seconds in VLC Media Player. 

Stop video here and ask students to practice the óZoomô option as shown in 

video and then play the video again.   
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             zoom 

option           ί 

 

 

39. To stop video time at 18 minute 27 seconds in VLC Media Player. 

  
 

 

 

 

 

 

 

 

Stop video here and ask students to close the writer page and then play the 

video again? 

                

     . 

40. To stop video time at 20 minute 36 seconds in VLC Media Player. 

  
Stop video here and ask how to shutdown a computer. 

          shutdown    

. 

 

Just listen to the answers and play the video again for the correct answer. 

            ί  
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Complete teacherôs manual for Open office writer 2 Class 2 

Class 2 Summaries 

 

V How to open writer file? 

       ? 

V What is the use of tool bar? 

   .? 

V What is difference between page layout and web layout? 

        ? 

V Why use we status bar? 

      ? 

V What is text boundaries ? 

    ? 

V  How to show and hide formatting bar? 

          ? 

V What is ruler? 

   ? 

V What is Non-printing characters? 

Non-printing characters  ? 

V How to zoom in and zoom out the page 

        . 

V How to shut down computer. 

     . 

Now letôs start video. 

      . 
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41. To stop video time at 22 seconds in VLC Media Player. 

 

Stop video here and ask if they can tell why we use óViewô menu? 

             

   ? 

 

Just listen to the answers and play the video again for the correct answer. 

            ί  

 

 

42. To stop video time at 48 seconds in VLC Media Player. 

 

Stop video here and ask if they know the difference between óPage layout and 

Web layoutô? 

 

        ó      

 ô     ? 
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Just listen to the answers and play the video again for the correct answer. 

            ί  

 

43. To stop video time at 1 minute 22 seconds in VLC Media Player. 

  
Stop video here and ask if they know how to remove óDrawing tool barô? 

         ó  ô   

 ? 

Just listen to the answers and play the video again for the correct answer. 

            ί 

 

44. To stop video time at 1 minute 53 seconds in VLC Media Player. 

  
Stop video here and ask why we use óFind and Replaceô? 

        ó    ô   

  ? 

 

Just listen to the answers and play the video again for the correct answer. 

            ί  
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45. To stop video time at 2 minute 19 seconds in VLC Media Player. 

  
Stop video here and ask students to open the writer file and then play the video 

again. 

              

       . 

46. To stop video time at 2 minute 57 seconds in VLC Media Player. 

Stop video here and ask students to press Window + R button as shown in 

video.  

               

Window + R button . 
 

Just check if the run command box is opened or not and then play the video 

again. 

    Òrun command boxÓ      

    . 
 

47. To stop video time at 3 minute 08 seconds in VLC Media Player. 

Stop video here and ask students to type óSwriterô as shown in video.  

              

óSwriterô  . 
 

Just check if they have typed or not and then play the video again. 

       .     

  . 

 

48. To stop video time at 3 minute 26 seconds in VLC Media Player. 

Stop video here and ask students to Click on óOKô button as shown in video.  
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             ok  

    . 
Just check whether their file is opened or not then play the video again. 

 

              

  . 

 

 

 

 

 

 

49. To stop video time at 3 minute 37 seconds in VLC Media Player. 

  
Stop video here and ask what will we learn today? 

           ? 

Just listen to the answers and play the video again for the correct answer. 

            ί 

50. To stop video time at 4 minute 09 seconds in VLC Media Player. 
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Stop video here and ask students to type the given line which is shown in video  

              

      . 

and also ask to do copy and paste of this line 10 times and then play the video 

again.  

                

  . 

 

 

51. To stop video time at 5 minute 50 seconds in VLC Media Player. 

Stop video here and ask students to do copy and paste of the given line as 

shown in the video. 

             

        . 

Now just check if everyone has done so and play the video again. 

           . 

52. To stop video time at 7 minute 09 seconds in VLC Media Player. 

Stop video here and ask students to do copy and paste 10 times as shown in the 

video. 

               

      . 

 

Now just check whether theyôve copied 10 times or not and then play the video 

again. 

              

    . 
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53. To stop video time at 7 minute 23 seconds in VLC Media Player. 

  
Stop video here and ask students to hide óFormatting barô and then play the 

video again. 

            hide   

        . 

 

To stop video time at 8 minute 15 seconds in VLC Media Player. 

Stop video here and ask them to hide the óFormatting Toolbarô as shown in the 

video. 

             

  hide     . 

Now just check whether they have hidden the óFormatting toolbarô or not and 

then play the video again. 

           .  

     . 

 

 

54. To stop video time at 8 minute 22 seconds in VLC Media Player. 

  


