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Compl et e t e ac h e Opersofficeavriter 2 Class 1o r
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 norprinting characters?
V How to zoom in and zoom oohthe page
V How to shut down computer.
Now | etds start video.

1. To stop video time at48seconds inVLC Media Player.

COMPUTER SHIKSHA

Do you all remember
what was taught to you in Writer 1?

Stop videchereandask themif they remembemwhattheylearntin writer 1?
Just listen to the answers and play the video again for the correct answer.
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2. To stop video time atl minute 17 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell
why the Formatting Tool Bar is used ?
)
‘/I 4&\
%

Formatting Toolbar.

Stop video here and agkhey knowwhy d~ormatting toolbabis use@®
Just listen to the answers and play the video again for the correct answer.

3. To stop video time atl minute 46 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell what happens with Export as
PDF and what is the full form of PDF ?

-«

Stop videdhereand askwvhatis Gexport as PD& And what is the full form of
PDR3?
Just listen to the answers and play the video again for the correct answer.

4. To stop video time at2 minute 22 seconds in VLC Media Player.
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Can you tell
why we use Find & Replace ?

Stopvideohereandaskvh'y we usee @lFamnaldand R
Just listen to the answers and play the video again faotinect answer.

5. To stop video time at2 minute 41 seconds in VLC Media Player.

COMPUTER SHIKSHA

31 - Openottics Wines

v McmEva O,

Now open your writer file.

Stop video here and askudents to open writer files shown irthe video and
then play the video again.

6. To stop video time at3 minute 34 seconds in VLC Media Player.
Stop video here and askudents to press Window + R buttoreagplainedn

videa
Justcheck if they have pressed window + R button or not and then play the
video again

7. To stop video time at 3minute 55seconds in VLC Media Player.
Stopvideohereamakks t udent s t onthe supcemniasdwes t er 0

shown in video
Justcheck if they have typed or not and then play the video again

8. To stop video time at4 minute 08seconds in VLC Media Player.

Stop video here and askudents to Click o OK 6 laushowmimvideo
5
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Now Justcheck if they have opened writer file or not and then play the video
again

9. To stop video time a4 minute 45 seconds in VLC Media Player.
/

COMPUTER SHIKSHA
What will we learn today ?

The View option helps you to show or hide the options

Q z

Stop video here and ask what wilé learn today?
Just listen to thanswers and play the video again for the correct answer.

10.To stop video time at4 minute 54 seconds in VLC Media Player.
i

COMPUTER SHIKSHA
Now you type out the paragraph being
shown to you.

A Rich man had only one son. The sin fell into the bad
company. He developed many bad habits the man was
much worried about the habits of his son. He tried his

best to mend his habits but he could successes. One day
his thought of a plan to teach his son a lesson.

Stop video here and askudents to type the given paragrasishown in the
video and then play the video again.

11.To stop video timeat 5 minute 07 seconds in VLC Media Player.
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COMPUTER SHIKSHA

Do you know the difference
between Print layout and Web layout ?

\]"\J‘ Print Layout
‘ - V/s
Web Layout

Stopvideohereandaskf t hey know the differences
OWeb | ayoutd
Just listen to the answers and play the video again for the correct answer.

12.To stop video time atO5 minute 50 seconds in VLC Media Player.
Stop video and ask students to doFant layout andNeb layout as shown in
the video and then play the video again.

13.To stop video time at6 minute 14seconds in VLC Media Player.
Stop video and ask studentsdad wr i t er page i n O0OWeb | a
in the video and then play the video again.

14.To stop video time at6 minute 31seconds in VLC Media Player.
Stop video and ask students to do in ¢
Now justcheck whéter t heydve changed the | ayou
play the video again.

15.To stop video time at6 minute 39seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell
why we use the Toolbar ?

Stop video and ask i f they can tell wtk
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Just listen to the answers and play the viaigain for the correct answer.

16.To stop video time at7 minute 21 seconds in VLC Media Player.
Stop videdhere andaskstudents to click on thei®w menu as shown in video
andthenplay the video again.

17.To stop video time at7 minute 45 seconds in VLC Media Player.
Stop video ana@sk studentstbi d e 0 Dr a wasshpwnindhe videa r 6
andthenplay the video again.

18.To stop video time at8 minute 10 seconds in VLC Media Player.
Stop video and ask studentdo d e r énB t t asrslgowrbiratme ¥ideo and
thenplay the video again.

19.To stop video time at8 minute 24 seconds in VLC Media Player.
Stop video and ask studentdto d e 06 St a nad showh inthewdedb ar 6
andthenplay the video again.

20.To stop video time at8 minute 45seconds in VLC Media Player.
Stop video and ask studentdtad i ng backt bbb tabshd@v mthe n g
video andhenplay the video again.

21.To stop video time at8 minute 56 seconds in VLC Media Player.
Stop video and ask studentsito | n g Hamdtingt bel bar 6 as sh
the video and then play the video again.

22.To stop video time at9 minute 26seconds in VLC Media Player.
Stop video and ask students to show 0S¢
and then play the videagain.

23.To stop video time at9 minute 3 seconds in VLC Media Player.
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COMPUTER SHIKSHA

Can you tell
why we use the Status Bar ?

8
.

Status Bar

Stop videdhereand askwvhy we usefstatusb a r 6 ?
Just listen to the answers and play the video again for the correct answer.

24.To stop video time at09 minute 36 seconds in VLC Media Player.
Stop videdhere andaskstudents to click on thei®w menu as shown in the
video andhenplay the video again.

25.To stop video time atl0 minute 40 seconds in VLC Media Player.
Stop video here and ask studetothide Statusbarbas shown in video artien
play the video again.

26.To stop video time atll minute 01 seconds in VLC Media Player.
Stop video here and ask studestshow the &&tus bar as shown in video.
Now just <c¢heck whsehowirgragaitoinet andl ®i¢ngplayu s b ar
the video again.

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

COMPUTER SHIKSHA

Do you know what is ruler? And how
many types of ruler are there?

8
%

Stopvideohereandaskf t hey know what is ORul er o
0 R uslare ther@
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Just listen to the answers and play the video agathéocorrect answer.

28.To stop video time atl2 minute 20seconds in VLC Media Player.
Stop video here and ask the studenthitod e ther 6 Ropti on as s
video and then play the video again.

29.To stop video time at12 minute 40 seconds in VLC Media Player.
Stop viceo here and ask the studentshowt heu l6eR 6 opti on as s
video.
Now just check whether the ORulerd 1is
again.

30.To stop video time at 2 minute 51 seconds in VLC MediaPlayer.

COMPUTER SHIKSHA
Now you may be wondering
what is Text boundaries?

4

Ll

, 1
- ; «\
‘ Text Boundaries
b/

Stop video here amaskif they can tell what 8 T eBoundar e?s 0
Just listen to the answers and play the video again for the correct answer.

31.To stop video time atl3 minute 51 seconds in VLC Media Player.
Stop viceo here and ask the studetatbide thed T e wundaiB e aptidn as
shown in the video and then play the video again.

32.To stop video time at ¥ minute 12 seconds in VLC Media Player.
Stop video here and ask the studentbring backd T e wundaiBsboption as

shown in the video and then play the video again.

33.To stop video time at 5 minute 30seconds in VLC Media Player.

10
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Stop viceo here and ask the studentstiowthed N epnntingCh ar act er s 6
option as shown in the video and then play the vatgn.

34.To stop video time atl5 minute 48 seconds in VLC Media Player.
Stop video here and ask the studenthittethed N eprintingCh ar act er s 6 a
shown in the video.
Now j ust c¢ hec kipnntng dhdracters i$ hdden or Nai and then
playthe video again.

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

Let us watch the video and learn
how we use this ?

COMPUTER SHIKSHA

Stop video here and aslow to dod HI screed ?
Just listen to the answers and play the video again for the correct answer.

36.To stop video time atl6 minute 52 seconds in VLC Media Player.
Stop video bre and ask students to do thél Ecreen of the page as shown in
the video.
Justcheckand play the video again.

37.To stop video time atl7 minute 14 seconds in VLC Media Player.
Stop video bre and ask studertts do the Mrmal page as shown in the video
and then play the video again.

38.To stop video time atl8 minute 36 seconds in VLC Media Player.

Stopvideo here and ask studentptos act i e@emd heptdtiZon as shi
video and then play the videgain.

11
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39.To stop video time atl8 minute 45 seconds in VLC Media Player.

COMPUTER SHIKSHA

Closing Writer Page

Close Button

Stop vdeo here and asitudents to close the writer page and then play the
video agaif?

40.To stopvideo time at19 minute 3 seconds in VLC Media Player.
/

COMPUTER SHIKSHA

Shut down your computer

Stop videchereandask how to shutdown a computer.
Just listen to the answers and play the video again for the correct answer.

12
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Compl et e t e ac hOpen®fice wrilen2uCéass 2f o r
Summaries

How to open writer file?

What is the use of tool bar

What is difference between page layout and web layout?
Why use we status bar?

What is text boundaries?

How to show and hide formatting bar?

What is ruler?

What is norprinting characters?

How to zoom in and zoom out the page

How to shut down computer.

Now | etbds start video.

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

COMPUTER SHIKSHA

Can you tell why we use View?

M
‘ <

View

Stopvidedhereandas k i f they can tell why we
Just listen to the answers and play the video again for the correct answer.

13
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42.To stop video time at 3 seconds in VLC Media Player.

—

COMPUTER SHIKSHA

Do you know the difference between
Print layout and Web layout ?

Print Layout
V/s
Web Layout

Stop video here and askthey know the difference betwe@age layout and

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

43.To stop video time at 1 minuted4 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell how will you remove the
Drawing Toolbar ?

!
¢\\ Drawing Toolbar

Stopvideohereand s k i f t hey k n oawingiamwad* o r e mo v
Just listen to the answers and play the video again for the correct answer.

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

—

COMPUTER SHIKSHA

Can you tell why we use
Find & Replace ?

‘(] "({t\\ Find
‘ Re:ace

Stop videchereandaskvh'y we use OFind and Repl ace
14
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Just listen to the answers and play the video again for the correct answer.

45.To stop video time atl minute 54 seconds in VLC Media Player.

Now open your writer file.

as v Gu-v MoEmETa Oy
e A-w-2

COMPUTER SHIKSHA

Stop videdhereand askstudents to open the writer file ahd then play the video
again.

46.To stop video time at2 minute 52 seconds in VLC Media Player.
Stop video here and askudents to press Window + R button as shown in

videa
Justcheck if the run command box is openecdhotr and then play the video
again

47.To stop video time at3 minute 12 seconds in VLC Media Player.

Stopvideohereandaskt udent s to type O6.Swritero a
Justcheck if they have typed or not and then play the video again

48.To stop video time at3 minute 23seconds in VLC Media Player.

Stopvideohereandaskt udent s to Click on .00KO6 bu
Justcheck whether their file is opened or not then play the video again

49.To stop video time at3 minute 56 seconds in VLC Media Player.

15
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What will we learn today ?
You will practice using the
Print layout and web layout today.

Stop video here and ask what wile learn today?
Just listen to the answers and play the video again for the correct answer.

50.To stop video time at4 minute 05seconds in VLC Media Player.

—

COMPUTER SHIKSHA

Now you type out the line
being shown to you.

The more you give away , the more
happy you become.

Stop video here and askudents 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 at6 minute 00 seconds in VLC Media Player.
Stop video here and ask studentdaaopy andpase of the giverine as
shown inthevideo.
Now just check if everyone has done so and play the video again.

52.To stop video time at7 minute 28 seconds in VLC Media Player.
Stop video here and ask studentdaccopy and paste 10 times as shown in the
video.

Now just check whether theydve copied

again.

16
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53.To stop video time at7 minute 40 seconds in VLC Media Player.

So first, go ahead and show how you
can hide the Formatting Toolbar.
Formatting Toolbar

COMPUTER SHIKSHA

@,

Stopvideohereammls Kk students to hide OFor matt |
video again.

54.To stop video time at8 minute 33seconds in VLC Media Player.
Stop video here and askthemhto de t he 6 F o rassaowhnintheg To ol

video.
Now just check whethertheyhakei dden t he OFormatting t

then play the video again.

55.To stop video time at8 minute 47 seconds in VLC Media Player.

COMPUTER SHIKSHA

And next, go ahead and remove the
Text Boundaries.
Text Boundaries

Stopvideoherand ask st udentosu ntdeantitrtetdsplayth@e o0 T
video again

56.To stop video time at9 minute 37 seconds in VLC Media Player.
Stop video here and ask themhta d e Text Baaind@ieSas shown in the
video.
17
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Now just check and whether they have |
then play the video again.

57.To stop video time at9 minute 43seconds in VLC Media Player.

COMPUTER SHIKSHA

Drawing Toolbar

Now remove the Drawing Toolbar.
«

Stopvideoheraend ask student sooblawthénglayt he 0D
the video again

58.To stop video time atl0 minute 28 seconds in VLC Media Player.
Stop video here and ask themmhto d e DrawingToddbabas shown in the

video.
Now just check whether they have r emo\

then play the video again.

59.To stop video time atl0 minute 35 seconds in VLC Media Player.

COMPUTER SHIKSHA

Next, bring the non printing characters
on your page.
Non-Printing

‘((

Stop vdeo here and ask students to showothé eprinting Characte&and
then play the video again

60.To stop video time atl1 minute 28 seconds in VLC Media Player.

18



COMPUTER SHIKSHA

ceeee---. bridging the digital divide

Stop vidednhere and ask them to show the Noiting Characters as shown in
the video.
Now just check if everyone has done so play the video again.

61.To stop video time atll minute 33seconds in VLC Media Player.

COMPUTER SHIKSHA

Now, hide the Standard Toolbar.
Standard Toolbar

Stop video here and ask studetioth i de t he O0Standard Tool
the video again.

62.To stop video time atl2 minute 02 seconds in VLC Media Player.
Stop video here and askthemhto d e 0 St a nad showa inthevwdedb a r 6
Now just check if everyone has done so and play the video again.

63.To stop video time atl2 minute 10seconds in VLC Media Player.

COMPUTER SHIKSHA

Next, show how you can reduce the size
of the page.
Reduce the size of the page

Stop video here and ask the students to zoom out theapdgéen play the
video again.

64.To stop video time atl2 minute 56 seconds in VLC Media Player.

19
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Stop video here and ask the students to zoom out theapal®wn in the
video.
Now just check ieveryone has done so and play the video again.

65.To stop video time atll minute 02 seconds in VLC Media Player.

COMPUTER SHIKSHA

Now bring back the
Formatting Toolbar.
F v' A :=‘ A -
i Ir= WL

Stop video here and askudentdo bringbackd For mat t i ng Bar 6 an
the video again.

66.To stop video time atl3 minute 44seconds in VLC Media Player.
Stop video here and ask thenmstdhh ow t he &6 F o rasmshowninthg T o ol
video.
Now just check if everyone has done so and play the video again.

67.To stop video time atl3 minute 47 seconds in VLC Media Player.

Stop video here and askudentdo bringbackk he o6 Dr awi ng Bar 6 a
the video again.

68.To stop video time atl4 minute 17 seconds in VLC Media Player.
20



