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Complete t e ac her 6OpemofficeCaclsprefadsheet Llass 1

Summaries

What is Calckpreadshe@t

Why we use calcgpreadshe@t

How to opercalcfile?

What is formatting toolb&r

Why we use formatting bar?

How to take a new file?

How to open angocument?

How to save any document?

How many sheets exist in a spreadsheet/calc?
Why do we use side bar?

What isacell?

What isarow & column?

How to close your calc/spreadsheet file?
How to shut down computer?

Now | etds start vi deo.

To stop video time atl minute 21 seconds in VLC Media Player.

Do you know
what is a Spreadsheet in Open Office?

e OpenOffice™4

Stop videchereandask them whabpen office spreadsheet/diicused foP
Just listen to the answers and play the video again for the correct answer.
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2. To stop video time at 2minute 14 seconds in VLC Media Player.

COMPUTER SHIKSHA
Let us now know how we open the
Open Office spreadsheet file.
ST T L T °

= —

Stop videdhereandaskstudents, if they can open Opeffi€e spreadsheet file?
Just listen to the answers and play the video again for the correct answer.

3. To stop video time at3 minute 41 seconds in VLC Media Player.
Stopvidechereandas k t hem to click on @&t art b
then play the video again

4. To stop video time at3 minute 50 seconds in VLC Media Player.
Stopvidechereandas k t hem to click on O0AI I Pr o
video.

5. To stop video time at4 minute 37 seconds in VLC Media Player.
Stopvidechereandas k t hem to search oO6open of fi
After that ask to click on oO0calcdé opti

6. To stop video time at 4 minutes9 seconds in VLC Media Player.

COMPUTER SHIKSHA
Have you all been able to open the
spreadsheet file or not?

Stopvidechereandas k t hem i f they have opened
Just check and play the video again.
4
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7. To stop video time at @ minute 20seconds in VLC Media Player.

Look at the picture being shown to you. Can
you tell what this picture in the box is called ?

COMPUTER SHIKSHA
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Stop videdhereandaskstudents tdook in front of the screen and tell what the

given picture is calle?l
Just listen to the answers and play the video again for the correct answer.
8. To stop video time at ® minute 46 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you teII what is the Standard Tool Bar ? And can you also tell
which is the standard toolbar in the picture belng shown to you ?

T

Stop videchereandask whatis6 st andard t ool barthé and

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

&-¢ @i kv N2mEQ 9, vié ¢y
Ex3E AXVUNEED-2-A-

9. To stop video time at06 minute 07 seconds in VLC Media Player.

=

COMPUTER SHIKSHA
Can you tell what is Formattmg Toolbar
and why do we use it ?

&-¢ @ui by nzuu 0, é ¢
ExIm MxVLUNEE0-2-A
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Stop videdhereandaskif they can telwhatis6 f or mat t i ng t ool bar
we use it?
Just listen to the answers and play the video again for the correct answer.

10.To stop video time at6 minute 40 seconds in VLC Media Player.
e —

——

COMPUTER SHIKSHA
Look at the picture shown in front of you in the
form of box. Can you tell what is this called ?
! .

BA8 9% Xt i by N2aud 09,
B/Uexam AxVLUBEE0-2-A-
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Stop videdhereandaskif they cantell what is being shown in th@cture?
Just listen to the answers and play the video again for the correct answer.

11.To stop video time at 5 minute 58 seconds in VLC Media Player.

COMPUTER SHIKSHA

Look at this picture being shown to you which
shows 2 boxes. What are these called ?

Stop videdhereandaskstudents look ahepicture and tellvhat is being
shown below with the helpf box?
Just listen to the answers and play the video again for the correct answer.
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12.To stop video time at7 minute 42seconds in VLC Media Player.

COMPUTER SHIKSHA

Do you know how many sheets are already
there in a spreadsheet window ?

s | —

Stop videdhereandaskif they know how many sheets exist in a
0spreadsheet/ calcb6?

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

13.To stop video time at7 minute 58 seconds in VLC Media Player.
S

COMPUTER SHIKSHA

In the given picture you are being shown something
like a box. Can you tell what is this called ?

| —

Stop videdhereandaskif they know what the givepictureis called whichs
being showrwith the helpof abox?

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

14.To stop video time at8 minute 23 seconds in VLC Media Player.

COMPUTER SHIKSHA

In the given picture you are being shown something
like a box. Can you tell what is this called ?

Hl‘ 8
"‘ wt
| e
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Stop videdhereandaskif they knowwhy do we use 6side bat
Just listen to the answers and play the video again for the can®wéer.

15.To stop video time at9 minute 05 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell what is a cell ?

Stop videdhereandaskif they cantelwhat i s o6cel | 67
Just listen to the answers and play the video again for the correct answer.

16.To stop video time atlO minute 27 seconds in VLC Media Player.

Stop videdhereandask themtotypeinti@ el | 6 as shown i n vi
Just tieck whether the students have typedotand then play the video again

17.To stop video time at 1 minute 21 seconds in VLC Media Player.
Stopvideohereandask them to typagaininthe@ el | 6 as shown I n
Just dieck whether the students have typedotand then play the video again

18.To stop video time at 2 minute 49 seconds in VLC Media Player.
Stop videdhereandask them to do as shown in video.
Just dieck whether the students have doneotand then play the video again

19.To stop video time at Pminute 54 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell what is a cell ?
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Stop videdhereandaskif they can telwhataredRowsd ?
Just listen to thanswers and play the video again for the correct answer.

20.To stop video time at ¥ minute 15seconds in VLC Media Player.
Stop videdhereandask them to type as shown in video.
Just tieck whether the students have typedotand then play the video again

21.To stop video time at 5 minute 13seconds in VLC Media Player.
Stopvidechereandas k t hem to use O0arrow keyso
Just tieck whether the students haves e d 6 a ror notand thenplaydhe
video again

22.To stop video time at  minute 13seconds in VLC Media Player.
Stopvidechereandas k t hem to select o6cell or r
Just tieck whether the students haves e | ermotand then play the video
again

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

COMPUTER SHIKSHA

Can you tell what are columns ?

Stop videdhereandaskif they can tell what aréColumnsd ?
Just listen to the answers and play the video again for the correct answer.

24.To stop video time at B minute 41 seconds in VLC Media Player.
Stop videchereandask them to sele@@ell or columi\as shown in video.
Just tieck whether the students haatectedr notand then play the video
again
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25.To stop video time at D minute 50 seconds in VLC Media Player.
Stop videdhereandask to do as shown in video.
Just tieck whether the students hal@neor notand then play the video again

26.To stop video time at20 minute 00 seconds in VLC Media Player.

COMPUTER SHIKSHA

Now all of you make a table in your
spreadsheet like the one shown in the picture.

I A | B L ¢ 1l _© 1 € e 6

1_|Name Roll No Math English Hindi Commerce

2 Anil 1 67 56 56 56

3 Dinesh 2 76 67 67 67

4 (Chary 3 i 64 56 76
5_|Pranav 4 67 56 55 64

6 _|Bharat 5 65 67 67 64

7 |Anjaana 6 67 65 67 56

8 |Noor 7 64 67 50 46

9

Stop videdhereandask them to i@ate a table as showniidea
Just tieck whether the students hawade a tabler notand then play the
video again

27 .To stop video time at20 minute 27 seconds in VLC Media Player.

COMPUTER SHIKSHA

Closing Calc/spreadsheet

Close Button

Stop videdchere and ask theto close their calc file anghutdowntheir
computer.

Just checkvhether the students hagi®sed file andhutdowntheir computeror
notand then play the video again

10
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Compl et e t eac hOpendficeCak/Spueadshedt Tlass 2
Summaries

What is Calckpreadsheet?

Why we use calc/ spreadsheet?

How to opercalcfile?

How to use undo & redd

How to use copy & Paste?

What is find & replace?

How to delete cell, row and column?

How to save any document?

How many sheets exist in a spreadsheet/calc.
What is a formula?

How to get total of numbers ancone arithmetic operations in calc?
How to convert PDF file?

How to close calc/spreadsheet file?

How to shut down computer.

Now | etds start video.
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28.To stop video time at21 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell how many sheets are there
in Spreadsheet by default ?

s | —

Stop videchereanda s k t hem whatandwhywesset eadsheet
Just listen to the answers and play the video again for the correct answer.

11
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29.To stop video time at50seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell how many sheets are there
in Spreadsheet by default ?

I ';
FiE

Stop videdhereandask them how many sheets are seen in spreadsheet as a
defaul®

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

30.To stop video time atl minute 01seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell why we use the
Column & Row Header ?

Stop videdhereanda s ki f

they can tell
hea@der 6

Just listen to the answers and play the video dqgaitme correct answer.
31.To stop video time atl minute 24seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell What you need to use to go
from one cell to another cells?

I 8

carmome

12

why do wi
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Stop videdhereandask if they can tell what will you do to go from one cell to
another cef?
Just listen to the answers and play the video again for the can®uer.

32.To stop video time atl minute 39seconds in VLC Media Player.

COMPUTER SHIKSHA

Which options can you see in the
Status Bar ?

Stop videdhereandask if they can tell which options can be seen in status bar ?

Just listen to the answers and play the video again for the correct answer.
33.To stop video time atl minute 59seconds in VLC Media Player.

COMPUTER SHIKSHA

using the method taught to you
open the Calc file.
= —

Stopvidecher e and ask
again.

students to open 06Ca

34.To stop video time at4 minute 14 seconds in VLC Media Player.

COMPUTER SHIKSHA
What will we learn today ?
In today’s class first you will make a table and
then you will learn about.
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Stop videdhereandask them what will we learn today?
Just listerto the aswers and play the video again

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

COMPUTER SHIKSHA

Have you all been able to make the
table or not ?

| A | 8 | ¢ | D | € |
|Name Roll No Math English Hindi

57 64 55
60 70 59
64 72 67
38 65 68
78 75 64

Moo ®>
B WN -

Stop videdhereandask them if they have made this table?
Now just check whether they have created a table or not and then play the video
again.

36.To stop video time at 4 minute39 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell why we use Undo ?

Stop videdhereandask if they know why do we use undo?
Just listen to therswers and play the video again

37.To stop video time at4 minute 55seconds in VLC Media Player.
Stop videchereanda s k st udents to do 6undod and

38.To stop video time at 5 minute 3 seconds in VLC Media Player.
Stopvidechereanda s k students to do o6undod as

the video.

14
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39.To stop video time at6 minute 05 seconds in VLC Media Player.
Stopvidedhereanda s k st udents to erase all the
Now just check whether they have erased all data or not and then play the video.

40.To stop video time at6 minute 13seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell why we use Redo ?

Stopvideohereandask if they cantelwhy do we use O6redod?
Just listen to therswers and play the video again

41.To stop video time at Gminute 46 seconds in VLC Media Player.
Stop videdhereandask students to bring back the data which they had erased
andthen play the video again.

42.To stop video time at8 minute 03seconds in VLC Media Player.
Stopvidechereandas k t hem to do O6redod as show
Just dieck whether the students hdreught back all datar notand then play
the video again.

43.To stop video time at8 minute 13seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell why we use Cut ?

Stop videdchereandif theycantelwhy do we use O0Cut 67?
15
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Just listen to therswers and play the video again

44.To stop video time at 8 minute 5keconds in VLC Media Player.

Stop videdhereandask students to paste the entire data on other sheet which
they had earlier typed and then play the video again.

45.To stop video time at 9 minute 5&econds in VLC Media Player.
Stopvidechereanda s k students to do O6cutdé as
Justcheck whether the students hal/® n e olnotand then play the video
again.

46.To stopvideo time at 10 minute 9 seconds in VLC Media Player.
Stopvidechereanda s k st udents to do O6Pastebd
Just tieck whether the students hal® n e  @rmaetand thed play the video
again.

47.To stop video time at 1 minute 57seconds in VLC Media Player.

Stopvidechereandas k i f they know why do we
Just listen to therswers and play the video again
16
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