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Complete Teacherôs Manual for Open office Calc/Spreadsheet 1 Class 1 

Summaries 

 

V What is Calc/ spreadsheet? 

V Calc/ spreadsheetĈY»muÁĈY»h? 

V Why we use calc/ spreadsheet? 

V gu½ĈZ»Calc/Spreadsheet|dĈik»iÜ¹fĈ{q¸Ü½? 

V How to open calc file? 

V Calc file|nĈYÄquðĈfvm¼ià? 

V What is formatting toolbar? 

V Formatting toolbarĈY»muÁĈY»h? 

V Why we use formatting bar? 

V Formattingbar|lĈgu½ĈZ»Ĉik»iÜ¹à_v{mu½? 

V How to take a new file? 

V \í new file|nY¼iÚ¼Ĉziðqà? 

V How to open any document? 

V Document|dY¼iÚĈfvm²_Ĉ{q¸Ü½? 

V How to save any document? 

V Document|dY¼iÚĈsave za¾kĈ{q¸Ü½ ? 

V How many sheets exist in a spreadsheet/calc? 

V \íĈspreadsheet/calcĈÁĈY¹f|hĈfuÂ_ÂĈWÂoh? 

V Why do we use side bar? 

V gu½ĈZ»Ĉside bar|lĈik»iÜ¹fĈ{q¸Ü½? 

V What is a cell? 

V CellY»muÁĈY»h? 

V What is a row & column? 

V \í  row & columnY»muÁĈY»h? 
V How to close your calc/spreadsheet file? 

V W³_ÂCalc/Spreadsheet file|nY¼iÚcloseza¾qà? 

V How to shut down computer? 

V Computer|lY¼iÚshut downza¾qà? 

V Now letôs start video. 

V U¼{iuàqÑÚ{ku|qTl½iÌ²_nu½Ė 

 

1. To stop video time at 2 minute 17 seconds in VLC Media Player. 
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VLC Media PlayerÁ2gvjvd½17qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  

 

Stop video here and ask them what Ŵopen office spreadsheet/calcŵ is used for?  

qÑÚ{ku|qU³{_gvð¹fø½,Ŵopen office spreadsheet/calcŵYfÀ_u_Ĉ
ik»iÜf¼iÜ_vmàĈY»ðĈSqǩ_|o²Ĉ{_ô³_ÂĖ 
Just listen to the answers and play the video again for the correct answer. 

ifvÁ_|o²{_ô³_ÂjÀð½aǪkuhifvò²ÒqÑÚ{ku|qjÏ¸Ü½Playza¾kø
½. 

2. To stop video time at 3 minute 40 seconds in VLC Media Player. 

VLC Media PlayerÁ3gvjvd½40qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  

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

qÑÚ{ku|qU³{_gvð¹fø½,Open Office spreadsheet file|n open za¾kĈ
éÚëjuYhjueqǩ_|o²Ĉ{_ô³_Â, iÌ»hǩĈjÏ¸Ü½ĈqÑÚ{ku|qĈ
Uk²_ø½Ė 

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

ifvÁ_|o²{_ô³_ÂjÀð½aǪkuhifvò²ÒqÑÚ{ku|qjÏ¸Ü½Playza¾kø
½. 

3. To stop video time at 5 minute 52 seconds in VLC Media Player. 

VLC Media PlayerÁ5gvjvd½52qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  
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Stop video here and ask them to click on óStart buttonô as shown in video and then 

play the video again.  

qÑÚ{ku|qU³{_gvð¹fø½,qÑÚ{kuqÌÁĈ_u·d¼i·ÜÂoiÚĈóStartô button 

|hĈ_voÍ²Ĉza¾kĈjueqǩ_oÍd½Ĉ{_ô³_ÂĈjðiÚë½ĈqÑÚ{ku|qĈ
Uk²_ø½Ė 

4. To stop video time at 6 minute 02 seconds in VLC Media Player. 

VLC Media PlayerÁ6gvjvd½02qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  

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

qÑÚ{ku|qU³{_gvð¹fø½,qÑÚ{kuqÌÁĈ_u·d¼i·ÜÂoiÚĈóAll Programô 

option |hĈ_voÍ²Ĉza¾kĈjueqǩ_oÍd½Ĉ{_ô³_Â. 

5. To stop video time at 6 minute 25 seconds in VLC Media Player. 

VLC Media PlayerÁ6gvjvd½25qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  

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.  

qÑÚ{ku|qU³{_gvð¹fø½,qÑÚ{kuqÌÁĈ_u·d¼i·ÜÂoiÚĈóopen office 

4.1.1ô {fdĈSqǩ_|o²Ĉ{_·_ø½ĈĖiÌmÒqÑÚ{kuqÌÁĈ_u·d¼i·ÜÂoiÚ, 'calc' 

option|h clickza¾kĈSqǩ_|o²Ĉ{_ô³_ÂĖ 
6. To stop video time at 7 minute 19 seconds in VLC Media Player. 

VLC Media PlayerÁ7gvjvd½19qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  

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

Just check and play the video again.  

qÑÚ{ku|qU³{_gvð¹fø½,Sqǩ_ÂĈóspreadsheet/calcô file file |n  
fvmºàqÌ·duluĈUÁ|nkuĈY»i|f´ĈaǪiuǩ¹à, jÏ¸Ü½ĈqÑÚ{ku|qĈ
Uk²_ø½Ė 

7. To stop video time at 7 minute 54 seconds in VLC Media Player. 

VLC Media PlayerÁ7gvjvd½54qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  
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Stop video here and ask students to look in front of the screen and tell what the given 

picture is called? 

qÑÚ{ku|qU³{_gvð¹fø½,fv|lkÌ»Ĉé»huÁĈiuǩ²_ø½, z_uÜ²_¼i·dĈ
id½ĈY»hĈY»ðĈzauÁò³_ÂY»ðĈjueq_|o²Ĉ{_ô³_Â? 
Just listen to the answers and play the video again for the correct answer. 

ifvÁ_|o²{_ô³_ÂjÀð½aǪkuhifvò²ÒqÑÚ{ku|qjÏ¸Ü½Playza¾kø
½. 

8. To stop video time at 08 minute 35 seconds in VLC Media Player. 

VLC Media PlayerÁ8gvjvd½35qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  

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

qÑÚ{ku|qĈU³{_Ĉgvð¹fv, \íĈóstandard toolbarô jÀð½ĈUºfĈid½ĈYfvÁĈ
WÂoàĈY»ðĈ{_·_ø½Ė 
Just listen to the answers and play the video again for the correct answer. 

ifvÁ_|o²{_ô³_ÂjÀð½aǪkuhifvò²ÒqÑÚ{ku|qjÏ¸Ü½Playza¾kø
½. 

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

VLC Media PlayerÁ09gvjvd½09qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  
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Stop video here and ask if they can tell what is óformatting toolbarô and why do we use 

it? 

qÑÚ{ku|qĈU³{_Ĉgvð¹fv, óformatting toolbarô Y»muÁĈY»hY»ðĈzauÁnĈ
éÚëjuĈY»ðĈS|fĈZ»Ĉik»iÜ¹à_v{mu½?ĈY»ðĈĈSqǩ_|o{_ô³_Â? 

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

ifvÁ_|o²{_ô³_ÂjÀð½aǪkuhifvò²ÒqÑÚ{ku|qjÏ¸Ü½Playza¾kø
½. 

10. To stop video time at 9 minute 52 seconds in VLC Media Player. 

VLC Media PlayerÁ9gvjvd½52qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  

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

qÑÚ{ku|qĈU³{_Ĉgvð¹fv, id¹fvÁĈ_u·d¼i·ÜÂo|fĈSqǩ_ÂĈzauÁnĈ
éÚëjuĈYhĈ{_ô³_Â? 

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

ifvÁ_|o²{_ô³_ÂjÀð½aǪkuhifvò²ÒqÑÚ{ku|qjÏ¸Ü½Playza¾kø
½. 

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

VLC Media PlayerÁ10gvjvd½27qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  
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Stop video here and ask students look at the picture and tell what is being shown 

below with the help of box? 

qÑÚ{ku|qĈU³{_Ĉgvð¹fv, id¹|f¼Ĉiuǩ¹à, zi·ÚkÌ»ĈWfqÌëd»Ĉ_w{pĈ
_u·d¼i·ÜÂo|f²ĈÓð³_ÂĖ 
Just listen to the answers and play the video again for the correct answer. 

ifvÁ_|o²{_ô³_ÂjÀð½aǪkuhifvò²ÒqÑÚ{ku|qjÏ¸Ü½Playza¾kø
½. 

12. To stop video time at 11 minute 22 seconds in VLC Media Player. 

VLC Media PlayerÁ11gvjvd½22qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  

 
Stop video here and ask if they know how many sheets exist in a óspreadsheet/calcô? 

qÑÚ{ku|qĈU³{_Ĉgvð¹fv, óspreadsheet/calcôY¹f|hĈfuÂ_ÂĈWÂohĈ
Y»i|fĈSqǩ_ÂĈzfǪºàĈz_uÂquǩ_ouYhĈ{_ô³_Â? 
Just listen to the answers and play the video again for the correct answer. 

ifvÁ_|o²{_ô³_ÂjÀð½aǪkuhifvò²ÒqÑÚ{ku|qjÏ¸Ü½Playza¾kø
½. 

13. To stop video time at 11 minute 46 seconds in VLC Media Player. 

VLC Media PlayerÁ11gvjvd½46qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  
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Stop video here and ask if they know what the given picture is called which is being 

shown with the help of a box? 

qÑÚ{ku|qĈU³{_Ĉgvð¹fv,zi·ÚkÌ»ĈWfqÌëd»Ĉ_u·d¼i·ÜÂoĈid½Ĉ
Y»hĈY»ðĈzfǪëjuY»ð{_ô³_Â? 

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

ifvÁ_|o²{_ô³_ÂjÀð½aǪkuhifvò²ÒqÑÚ{ku|qjÏ¸Ü½Playza¾kø
½. 

14. To stop video time at 12 minute 24 seconds in VLC Media Player. 

VLC Media PlayerÁ12gvjvd½24qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  

 

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

qÑÚ{ku|qĈU³{_Ĉgvð¹fv, óside barôZ»Ĉik»iÜ¹fĈ{q¸Ü½ĈY»ðĈ
Sqǩ_ÂĈzfǪºàĈz_u¸duǩ_ouĈY»ðĈ{_ô³_Â? 

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

ifvÁ_|o²{_ô³_ÂjÀð½aǪkuhifvò²ÒqÑÚ{ku|qjÏ¸Ü½Playza¾kø
½. 

15. To stop video time at 13 minute 34 seconds in VLC Media Player. 

VLC Media PlayerÁ13gvjvd½34qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  
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Stop video here and ask if they can tell what is ócellô? 

qÑÚ{ku|qĈU³{_Ĉgvð¹fv, 'zaÁ' Y»hĈY»ðĈzauÁnĈéÚëjuY»ðĈ
{_ô³_Â? 

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

ifvÁ_|o²{_ô³_ÂjÀð½aǪkuhifvò²ÒqÑÚ{ku|qjÏ¸Ü½Playza¾kø
½. 

16. To stop video time at 14 minute 36 seconds in VLC Media Player. 

VLC Media PlayerÁ14gvjvd½36qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  

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

U³{_ĈqÑÚ{ku|qĈgvð¹fvĈqÑÚ{kuqÌÁĈ_u·d¼i·ÜÂoiÚĈócellôUÁĈtype 

za¾ë½iÚĈ{_ô³_ÂĖ 

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

jueqǩ_ÂĈtypeza¾fuluĈUÁ|nkuĈY»i|f´ĈaǪiuǩ¹à, jÏ¸Ü½Ĉ
qÑÚ{ku|qĈUk²_ø½. 

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

VLC Media PlayerÁ15gvjvd½12qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  

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

U³{_ĈqÑÚ{ku|qĈgvð¹fvĈqÑÚ{kuqÌÁĈ_u·d¼i·ÜÂoiÚ 
jðiÚë½ócellôUÁĈtype za¾ë½iÚĈ{_ô³_ÂĖ 

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

jueqǩ_ÂĈtypeza¾fuluĈUÁ|nkuĈY»i|f´ĈaǪiuǩ¹à, jÏ¸Ü½Ĉ
qÑÚ{ku|qĈUk²_ø½. 

18. To stop video time at 16 minute 31 seconds in VLC Media Player. 

VLC Media PlayerÁ16gvjvd½31qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  

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



 

11 
 

qÑÚ{ku|qĈU³{_Ĉgvð¹fv, qÑÚ{kuqÌÁĈ_u·ÚkiÚĈSqÀ|m²Ĉ
za¾k{_·_ø½Ė 
Just check whether the students have done or not and then play the video again 

jueqǩ_ÂĈza¾fuǩ_ouSÁnàĈUÁ|nkuĈY»i|f´ĈaǪiuǩ¹à, jÏ¸Ü½Ĉ
qÑÚ{ku|qĈUk²_ø½. 

19. To stop video time at 16 minute 38 seconds in VLC Media Player. 

VLC Media PlayerÁ16gvjvd½38qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  

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

qÑÚ{ku|qĈU³{_Ĉgvð¹fv, óRowsôY»hĈY»ðĈzauÁnĈéÚëjuY»ðĈ
{_ô³_Â? 

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

ifvÁ_|o²{_ô³_ÂjÀð½aǪkuhifvò²ÒqÑÚ{ku|qjÏ¸Ü½Playza¾kø
½. 

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

VLC Media PlayerÁ18gvjvd½16qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  

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

U³{_ĈqÑÚ{ku|qĈgvð¹fvĈqÑÚ{kuqÌÁĈ_u·d¼i·ÜÂoiÚĈtype za¾ë½iÚĈ
{_ô³_ÂĖ 

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

jueqǩ_Âtypeza¾fuǩ_ouSÁnàĈUÁ|nkuĈY»i|f´ĈaǪiuǩ¹à, jÏ¸Ü½Ĉ
qÑÚ{ku|qĈUk²_ø½. 

21. To stop video time at 18 minute 40 seconds in VLC Media Player. 

VLC Media PlayerÁ18gvjvd½40qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  

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

U³{_ĈqÑÚ{ku|qĈgvð¹fv, qÑÚ{kuqÌÁĈ_u·d¼i·ÜÂoiÚĈóarrow keysô 

_|oik»iÜ¹à½iÚĈ{_·_ø½Ė 
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Just check whether the students have used óarrow keysô or not and then play the video 

again. 

jueqǩ_Âóarrow keysôik»iÜfvhuǩ_ouSÁnàĈUÁ|nkuĈY»i|f´Ĉ
aǪiuǩ¹à, jÏ¸Ü½ĈqÑÚ{ku|qĈUk²_ø½. 

22. To stop video time at 18 minute 58 seconds in VLC Media Player. 

VLC Media PlayerÁ18gvjvd½58qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  

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

U³{_ĈqÑÚ{ku|qĈgvð¹fvĈqÑÚ{kuqÌÁĈ_u·d¼i·ÜÂoiÚócell or rowsô 

[select za¾kĈSqǩ_|o²Ĉ{_ô³_ÂĖ 
Just check whether the students have óselectedô or not and then play the video again. 

jueqǩ_Âóselecteôza¾fuǩ_ouSÁnàĈUÁ|nkuĈY»i|f´ĈaǪiuǩ¹à, 

jÏ¸Ü½ĈqÑÚ{ku|qĈUk²_ø½. 

23. To stop video time at 19 minute 16 seconds in VLC Media Player. 

VLC Media PlayerÁ19gvjvd½16qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  

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

qÑÚ{ku|qĈU³{_Ĉgvð¹fv, óColumnsôY»hĈY»ðĈzauÁnĈéÚëjuY»ðĈ
{_ô³_Â? 

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

ifvÁ_|o²{_ô³_ÂjÀð½aǪkuhifvò²ÒqÑÚ{ku|qjÏ¸Ü½Playza¾kø
½. 

24. To stop video time at 20 minute 51 seconds in VLC Media Player. 

VLC Media PlayerÁ20gvjvd½51qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  

Stop video here and ask them to select Ŵcell or columnŵ as shown in video.  

U³{_ĈqÑÚ{ku|qĈgvð¹fvĈqÑÚ{kuqÌÁĈ_u·d¼i·ÜÂoiÚócell or 

columnŵ[select za¾kĈSqǩ_|o²Ĉ{_ô³_ÂĖ 
Just check whether the students have selected or not and then play the video again. 
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jueqǩ_Âóselecteôza¾fuǩ_ouSÁnàĈUÁ|nkuĈY»i|f´ĈaǪiuǩ¹à, 

jÏ¸Ü½ĈqÑÚ{ku|qĈUk²_ø½. 

25. To stop video time at 21 minute 29 seconds in VLC Media Player. 

VLC Media PlayerÁ21gvjvd½29qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  

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

qÑÚ{ku|qĈU³{_Ĉgvð¹fv, qÑÚ{kuqÌÁĈ_u·ÚkiÚĈza¾kĈ{_·_ø½Ė 
Just check whether the students have done or not and then play the video again. 

jueqǩ_ÂĈza¾fuǩ_ouSÁnàĈUÁ|nkuĈY»i|f´ĈaǪiuǩ¹à, jÏ¸Ü½Ĉ
qÑÚ{ku|qĈUk²_ø½. 

26. To stop video time at 23 minute 08 seconds in VLC Media Player. 

VLC Media PlayerÁ23gvjvd½08qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  

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

qÑÚ{ku|qĈU³{_Ĉgvð¹fv, qÑÚ{kuqÌÁĈ_u·d¼i·dĈS·dq|e|kĈ
Wíqu²_ĈSqǩ_|oĈ{_ô³_ÂĖ 
Just check whether the students have made a table or not and then play the video again. 

jueqǩ_ÂĈ\íĈtable xj Wíqu²_vhuǩ_ouSÁnàĈUÁ|nkuĈY»i|f´Ĉ
aǪiuǩ¹àĈjÏ¸Ü½ĈqÑÚ{ku|qĈUk²_ø½Ė 

27. To stop video time at 23 minute 45 seconds in VLC Media Player. 

VLC Media PlayerÁ23gvjvd½45qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  
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Stop video here and ask them to close their calc file and shutdown their computer. 

qÑÚ{ku|qĈU³{_Ĉgvð¹fv, Sqǩ_oÍ»calcfile |nêÚqÌ·Ü, f³_ÂĈcomputer 

|lshutdown za¾kSqǩ_|o²{_ô³_Â. 

Just check whether the students have closed file and shutdown their computer or not 

and then play the video again. 
jueqǩ_ÂĈfile closeza¾àjÀð½Ĉf³_ÂĈcomputer 

|lshutdownza¾fuǩ_ouSÁnàĈUÁ|nkuĈY»i|f´ĈaǪiuǩ¹àĈjÏ¸Ü½Ĉ
qÑÚ{ku|qĈUk²_ø½Ė 

 

 

 

 

 

 

Complete Teacherôs Manual for Open Office Calc 1 Class 2 

Class 2 Summaries 

 

V What is Calc/ spreadsheet? 

V Calc/ spreadsheetĈY»muÁĈY»h? 

V Why we use calc/ spreadsheet? 

V gu½ĈZ»Calc/Spreadsheet|dĈik»iÜ¹fĈ{q¸Ü½? 

V How to open calc file? 

V Calc file|nĈYÄquðĈfvm¼ià? 

V How to use undo & redo? 

V Undo & redo Y¼iÚĈik»iÜ¹àqà? 
V How to use copy & Paste? 

V Copy & PasteĈY¼iÚĈik»iÜ¹àqà? 
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V What is find & replace? 

V Find & replaceĈY»muÁĈY»h? 

V How to delete cell, row and column? 

V Cell, row and columnY¼iÚĈgÑ²_Ĉ{q¸Ü½? 

V How to save any document? 

V Document|dY¼iÚĈsave za¾kĈ{q¸Ü½ ? 

V How many sheets exist in a spreadsheet/calc. 

V \íĈspreadsheet/calcĈÁĈY¹f|hĈfuÂ_ÂĈWÂoh? 

V What is a formula? 

V FormulaĈY»muÁĈY»h? 

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

V Calc UÁĈY¸_oÍ»ĈY¸eÌ²|_ĈjÀð½Ĉarithmetic operations YÄquðĈ
ziðqà? 

V How to convert PDF file? 

V PDF filejuÀðqàĈY¼iÚ? 

V How to close calc/spreadsheet file? 

V W³_ÂCalc/Spreadsheet file|nY¼iÚcloseza¾qà? 

V How to shut down computer? 

V Computer|lY¼iÚshut downza¾qà? 

V Now letôs start video. 

V U¼{iuàqÑÚ{ku|qTl½iÌ²_nu½Ė 
28. To stop video time at 1 minute 04 seconds in VLC Media Player. 

VLC Media PlayerÁ1gvjvd½04qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  

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

qÑÚ{ku|qĈU³{_Ĉgvð¹fv, óspreadsheetô Y»muÁĈY»h,SqÀ|mĈZ»Ĉ
ik»iÜ¹à_v{mu½Y»ðĈSqǩ_|o²Ĉ{_ô³_Â? 

Just listen to the answers and play the video again for the correct answer. 
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ifvÁ_|o²{_ô³_ÂjÀð½aǪkuhifvò²ÒqÑÚ{ku|qjÏ¸Ü½Playza¾kø
½. 

29. To stop video time at 1 minute 25 seconds in VLC Media Player. 

VLC Media PlayerÁ1gvjvd½25qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  

 

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

qÑÚ{ku|qĈU³{_Ĉgvð¹fv, spreadsheet UÁĈY¹f|hĈfuÂ_ÂĈ
_ue¼iÜ_v»mhĈzfǪëjuĈY»ðĈSqǩ_|o²z_uÂô³_ÂĖ 
Just listen to the answers and play the video again for the correct answer. 

ifvÁ_|o²{_ô³_ÂjÀð½aǪkuhifvò²ÒqÑÚ{ku|qjÏ¸Ü½Playza¾kø
½. 

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

VLC Media PlayerÁ1gvjvd½43qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  

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

qÑÚ{ku|qĈU³{_Ĉgvð¹fv, gu½'Column&Row Header' [ĈZ»Ĉ
ik»iÜ¹à_v{mu½ĈY»ðSqǩ_|o²z_uÂô³_Â? 

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

ifvÁ_|o²{_ô³_ÂjÀð½aǪkuhifvò²ÒqÑÚ{ku|qjÏ¸Ü½Playza¾kø
½. 

31. To stop video time at 2 minute 27 seconds in VLC Media Player. 
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VLC Media PlayerÁ2gvjvd½27qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  

 
Stop video here and ask if they can tell what will you do to go from one cell to another 

cell? 

qÑÚ{ku|qĈU³{_Ĉgvð¹fv,\íĈzaÁqÌnvíºàĈU»zhuíĈzaÁĈq|lĈ
zaÁnĈY»hĈza¾k¼Ĉ{iu_vmÑǩ_ÂĈY»ðĈSqǩ_ÂĈzauÁnĈ
éÚëjuY»ðSqǩ_|o²z_uÂô³_Â? 

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

ifvÁ_|o²{_ô³_ÂjÀð½aǪkuhifvò²ÒqÑÚ{ku|qjÏ¸Ü½Playza¾kø
½. 

32. To stop video time at 2 minute 39 seconds in VLC Media Player. 

VLC Media PlayerÁ2gvjvd½39qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  

 
Stop video here and ask if they can tell which options can be seen in status bar? 

qÑÚ{ku|qĈU³{_Ĉgvð¹fv, status barUÁYºfĈqÌí¼i³_|o²Ĉ_ueĈéÚë½Ĉ
Y»i|fĈSqǩ_ÂĈzauÁnĈéÚëjuY»ðz_uÂô³_Â? 

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

ifvÁ_|o²{_ô³_ÂjÀð½aǪkuhifvò²ÒqÑÚ{ku|qjÏ¸Ü½Playza¾kø
½. 

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

VLC Media PlayerÁ3gvjvd½08qÌguÚ_oÍÁqÑÚ{ku{gl¹|fgvð¹fø½.  


