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Complete teacherôs manual for Open office Calc/spreadsheet 1 Class 1 

 Summaries 

 

V What is Calc/ spreadsheet? 

V Why we use calc/ spreadsheet? 

V How to open calc file? 

V What is formatting toolbar?  

V Why we use formatting bar? 

V How to take a new file? 

V How to open any document? 

V How to save any document? 

V How many sheets exist in a spreadsheet/calc? 

V Why do we use side bar? 

V What is a cell? 

V What is a row & column? 

V How to close your calc/spreadsheet file? 

V How to shut down computer? 

Now letôs start video. 

 

1. To stop video time at 1 minute 21 seconds in VLC Media Player. 

 

Stop video here and ask them what Ðopen office spreadsheet/calcÑ is used for?  

Just listen to the answers and play the video again for the correct answer. 
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2. To stop video time at 2 minute 14 seconds in VLC Media Player. 

 
Stop video here and ask students, if they can open Open Office spreadsheet file? 

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

 

3. To stop video time at 3 minute 41 seconds in VLC Media Player. 

Stop video here and ask them to click on óStart buttonô as shown in video and 

then play the video again.  

 

4. To stop video time at 3 minute 50 seconds in VLC Media Player. 

Stop video here and ask them to click on óAll Programô option as shown in 

video.  

 

5. To stop video time at 4 minute 37 seconds in VLC Media Player. 

Stop video here and ask them to search óopen office 4.1.1ô as shown in video.  

After that ask to click on ócalcô option as shown in video.  

 

6. To stop video time at 4 minute 59 seconds in VLC Media Player. 

 
Stop video here and ask them if they have opened óspreadsheet/calcô file or not? 

Just check and play the video again.  
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7. To stop video time at 05 minute 20 seconds in VLC Media Player. 

 
Stop video here and ask students to look in front of the screen and tell what the 

given picture is called? 

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

8. To stop video time at 05 minute 46 seconds in VLC Media Player. 

 
Stop video here and ask what is a óstandard toolbarô and which one is it in the 

picture? 

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

 

9. To stop video time at 06 minute 07 seconds in VLC Media Player. 
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Stop video here and ask if they can tell what is óformatting toolbarô and why do 

we use it? 

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

 

10. To stop video time at 6 minute 40 seconds in VLC Media Player. 

 
Stop video here and ask if they can tell what is being shown in the picture? 

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. 

 
Stop video here and ask students look at the picture and tell what is being 

shown below with the help of box? 

Just listen to the answers and play the video again for the correct answer. 
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12. To stop video time at 7 minute 42 seconds in VLC Media Player. 

 
Stop video here and ask if they know how many sheets exist in a 

óspreadsheet/calcô? 

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

13. To stop video time at 7 minute 58 seconds in VLC Media Player. 

 

Stop video here and ask if they know what the given picture is called which is 

being shown with the help of a box? 

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

 

14. To stop video time at 8 minute 23 seconds in VLC Media Player. 
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Stop video here and ask if they know why do we use óside barô? 

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

 

15. To stop video time at 9 minute 05 seconds in VLC Media Player. 

 

Stop video here and ask if they can tell what is ócellô? 

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

 

16. To stop video time at 10 minute 27 seconds in VLC Media Player. 

Stop video here and ask them to type in the Ðcellô as shown in video.  

Just check whether the students have typed or not and then play the video again. 

 

17. To stop video time at 11 minute 21 seconds in VLC Media Player. 

Stop video here and ask them to type again in the Ðcellô as shown in video.  

Just check whether the students have typed or not and then play the video again 

18. To stop video time at 12 minute 49 seconds in VLC Media Player. 

Stop video here and ask them to do as shown in video.  

Just check whether the students have done or not and then play the video again 

19. To stop video time at 12minute 54 seconds in VLC Media Player. 
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Stop video here and ask if they can tell what are óRowsô?  

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

 

20. To stop video time at 14 minute 15 seconds in VLC Media Player. 

Stop video here and ask them to type as shown in video.  

Just check whether the students have typed or not and then play the video again. 

 

21. To stop video time at 15 minute 13 seconds in VLC Media Player. 

Stop video here and ask them to use óarrow keysô as shown in video.  

Just check whether the students have used óarrow keysô or not and then play the 

video again. 

 

22. To stop video time at 16 minute 13 seconds in VLC Media Player. 

Stop video here and ask them to select ócell or rowsô as shown in video.  

Just check whether the students have óselectedô or not and then play the video 

again. 

 

23. To stop video time at 16 minute 18 seconds in VLC Media Player. 

 
Stop video here and ask if they can tell what are óColumnsô?  

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

 

24. To stop video time at 18 minute 41 seconds in VLC Media Player. 

Stop video here and ask them to select Ðcell or columnÑ as shown in video.  

Just check whether the students have selected or not and then play the video 

again. 
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25. To stop video time at 19 minute 50 seconds in VLC Media Player. 

Stop video here and ask to do as shown in video.  

Just check whether the students have done or not and then play the video again. 

 

26. To stop video time at 20 minute 00 seconds in VLC Media Player. 

 
Stop video here and ask them to create a table as shown in video.  

Just check whether the students have made a table or not and then play the 

video again. 

 

27. To stop video time at 20 minute 27 seconds in VLC Media Player. 

 

Stop video here and ask them to close their calc file and shutdown their 

computer. 

Just check whether the students have closed file and shutdown their computer or 

not and then play the video again. 
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Complete teacherôs manual for Open office Calc/Spreadsheet 1 Class 2 

Summaries 

 

V What is Calc/ spreadsheet? 

V Why we use calc/ spreadsheet? 

V How to open calc file? 

V How to use undo & redo? 

V How to use copy & Paste? 

V What is find & replace? 

V How to delete cell, row and column? 

V How to save any document? 

V How many sheets exist in a spreadsheet/calc. 

V What is a formula? 

V How to get total of numbers and more arithmetic operations in calc?  

V How to convert PDF file? 

V How to close calc/spreadsheet file? 

V How to shut down computer. 

Now letôs start video. 

 

28. To stop video time at 21 seconds in VLC Media Player. 

 
Stop video here and ask them what is óspreadsheetô and why we use it? 

Just listen to the answers and play the video again for the correct answer. 
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29. To stop video time at 50 seconds in VLC Media Player. 

 

Stop video here and ask them how many sheets are seen in spreadsheet as a 

default? 

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

 

30. To stop video time at 1 minute 01 seconds in VLC Media Player. 

 
Stop video here and ask if they can tell why do we use óColumn & Row 

headerô? 

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

31. To stop video time at 1 minute 24 seconds in VLC Media Player. 
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Stop video here and ask if they can tell what will you do to go from one cell to 

another cell? 

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

32. To stop video time at 1 minute 39 seconds in VLC Media Player. 

 
Stop video here and ask 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 at 1 minute 59 seconds in VLC Media Player. 

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

again. 

34. To stop video time at 4 minute 14 seconds in VLC Media Player. 
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Stop video here and ask them what will we learn today? 

Just listen to the answers and play the video again. 

 

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

 
Stop video here and ask 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 minute 39 seconds in VLC Media Player. 

 

Stop video here and ask if they know why do we use undo? 

Just listen to the answers and play the video again. 

 

37. To stop video time at 4 minute 55 seconds in VLC Media Player. 

Stop video here and ask students to do óundoô and then play the video again.  

 

38. To stop video time at 5 minute 33 seconds in VLC Media Player. 

Stop video here and ask students to do óundoô as shown in video and then play 

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

Stop video here and ask students to erase all the data by using óUndoô. 

Now just check whether they have erased all data or not and then play the video. 

 

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

 
Stop video here and ask if they can tell why do we use óredoô? 

Just listen to the answers and play the video again. 

 

41. To stop video time at 6 minute 46 seconds in VLC Media Player. 

Stop video here and ask students to bring back the data which they had erased 

and then play the video again. 

 

42. To stop video time at 8 minute 03 seconds in VLC Media Player. 

Stop video here and ask them to do óredoô as shown in video.  

Just check whether the students have brought back all data or not and then play 

the video again. 

 

43. To stop video time at 8 minute 13 seconds in VLC Media Player. 

 
Stop video here and if they can tell why do we use óCutô? 
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Just listen to the answers and play the video again. 

 

44. To stop video time at 8 minute 51 seconds in VLC Media Player. 

 
Stop video here and ask 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 58 seconds in VLC Media Player. 

Stop video here and ask students to do ócutô as shown in video.  

Just check whether the students have done ócutô or not and then play the video 

again. 

 

46. To stop video time at 10 minute 40 seconds in VLC Media Player. 

Stop video here and ask students to do óPasteô as shown in video.  

Just check whether the students have done ópasteô or not and then play the video 

again. 

 

47. To stop video time at 11 minute 57 seconds in VLC Media Player. 

 
Stop video here and ask if they know why do we use ócopyô? 

Just listen to the answers and play the video again. 


