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Complete teacher’s manual for Open office writer 3 Class 1
Summaries

What is a ‘Standard toolbar’?

Why we use ‘Standard toolbar’?

How to take a new page by using ‘Standard toolbar’?
How to open any file with help of ‘Standard toolbar’?
How to convert text document file into PDF file?
How to insert table with help of ‘Standard toolbar?
Why we use ‘Spelling and Grammar’ option?

How to hide and unhide ‘Standard toolbar’?

How to hide and unhide ‘Formatting bar’?

Why we use ‘Decrease indent and Increase indent’

L RS X

Now let’s start video.

1. To stop video tlme at 59 seconds in VLC Medla Player
AR S 5T T '

COMPUTER SHIKSHA  {

Can you tell
what is Default Formatting used for?

Formatting

Stop video here and ask why Default formattmg is used‘7 |
Just listen to the answers and play the video again for the correct answer.

2. To stop video time at 1 minute 20 seconds in VLC Media Player.
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COMPUTER SHIKSHA |
Can you tell why in a Table we use the
Split Cell option ?

Stop video here and ask if they can tell why the “Split cell’ is used?
Just listen to the answers and play the video again for the correct answer.

3. To stop video t|me atl mlnute 38 seconds in VLC Medla Player

] S R T T T e

COMPUTER SHIKSHA |
Can you tell
why is the Find & Replace option used ?

JFind &

Replace

Stop video here and ask if they can tell why ‘Find and replace’ option is used?
Just listen to the answers and play the video again for the correct answer.

4. To stop video t|me atl mmute 55 seconds in VLC Medla Player

] S T T TR L e

COMPUTEBV SHIKSHA ‘,. %
Why is the Change Case option used ?

Stop video here and ask why the ‘Change case’ option is used?
Just listen to the answers and play the video again for the correct answer.
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5. To stop video tlme at 2 minute 12 seconds in VLC Medla Player
T [ D L E R ) R

COMPUTER SHIKSHA |

Can you tell
what is the Standard Toolbar ?

Stop video here and ask 1f they can tell why ‘Standard toolbar is used?
Just listen to the answers and play the video again for the correct answer.

6. To stop video time at 2 mlnute 33 seconds in VLC Medla Player

Can you tell what is a Hyperlink and
how do we open the Hyperlink file ?

Stop video here and ask if they»can tell what is ‘Hyperlink” and how to open
‘Hyperlink’ file?
Just listen to the answers and play the video again for the correct answer.

7. To stop video time at 3 minute 55 seconds in VLC Media Player.
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COMPUTER SHIKSHA |
First all of you type out the paragraph
being shown to you.

The Wolf and the Shepherd Boy
A village was near a forest. A shepherd boy used to graze his sheep

there. He was very foolish and a liar.

One day he thought to play a joke. He started crying at the top of
his voice Wolf! Wolf! it was a white lie.

On hearing his cries all the villagers came running with sticks to
help him. On reaching there they found no wolf.

Instead the shepherd laughed at them. They understood that the
boy had befooled them. They returned to their houses.

Stop video here and ask what WI|| we Iearn today’> And also ask to type the
given paragraph which is shown in video.
Just listen to the answers and play the video again for the correct answer.

8. To stop video time at 4 minute 05 seconds in VLC Medla Player
L bl R YR T AR R g Lo

COMPUTER SHIKSHA |
Next you go ahead and do some o
formatting on this paragraph. it

£ = ~ Unted-Opediceogies

Bl it Yoo et Fymat Tt Jook Modow by
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R T B IR R ]

Stop video here and ask stuents to do some formattlng on the paragraph and
then play the video again.

9. To stop video time at 4 minute 17 seconds in VLC Media Player.
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Stop video here and ask if they can tell what is ‘Standard toolbar’?
Just listen to the answers and play the video again for the correct answer.

10.To stop video t|me at 4 minute 38 seconds in VLC Media Player

T =) TR T TN A ST %
T | AT e R e T I, I
COMPUTER SHIKSHA -

<39
Can you tell
Where is the Standard toolbar ?
v '
v

Stop video here and ask where is the ‘Standard toolbar?
Just listen to the answers and play the video again for the correct answer.

11.To stop video t|me atbs mlnute Oi'3ws_econds inVLC Medla Player

‘Save’ your file using
‘Standard toolbar’.

B tited 1-OpenOfcearg Wrter -oEm
Be fot You boet Fgma Tble Took Wndow ey N x
g-dde B8 YE . &-¢9-c-en-PNcasvie; ety

¥ e VTt vz M BIUEEam creekX A-Y-R-,

Stop video here and ask students to save their file with help of ‘Standard toolbar
option.
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12.To stop video time at 6 minute 45 seconds in VLC Media Player.
Stop video here and check whether they’ve saved their file or not and then play

the video again.

13.To stop video tlme at 7 mlnute OO seconds in VLC Media Player

PR o R P T T T T R

COMPUTER SHIKSHA |
Using the Standard Toolbar show how
will you bring up a new page.

sas 9

T

------------

New Page

Stop video here and ask students to take a new page Wlth help of standard
toolbar’ and then play the video again.

14.To stop video time at 7 minute 58 seconds in VLC Media Player.
Stop video here and check whether they’ve taken a new page or not and then
play the video again.

15.To stop video tlme at 8 mlnute 13 seconds in VLC Medla Player
B o P TR B 7T,

Can you say what happens with
Document as Email option ? Er.,' ]

3 -G e -om L4501
B o o T I e x | ]
345 9%
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Stop video here and ask if they can tell what happens by using ‘Document as
email’?
Just listen to the answers and play the video again for the correct answer.

16.To stop video time at 9 minute 18 seconds in VLC Media Player.
Stop video here and ask students to click on ‘Document as email’ option as
shown in the video and then play the video again.

17.To stop video time at 10 minute 24 seconds in VLC Media Player.
Stop video here and ask students to click on ‘Send’ button and then play the
video again.

18.To stop video t|me at 10 minute 41 seconds in VLC Medla Player

Can you tell what happens with the
Open Option ?
bilE

COMPUTER SHIKSHA  {

-Gt e

Stop video here and ask What happensby usmg ‘Open opt10n'7
Just listen to the answers and play the video again for the correct answer.

19.To stop video time at 11 minute 01 seconds in VLC Media Player.
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COMPUTER SHIKSHA |
Now show how you will open a file that has
earlier been saved on your computer.

Stop video here and ask students to open any saved file and then play the video
again.

20.To stop video time at 11 minute 30 seconds in VLC Media Player.
Stop video here and ask students to click on ‘Open’ option as shown in the
video and then play the video again.

21.To stop video time at 12 minute 26 seconds in VLC Media Player.
Stop video here and ask students to search their file as shown in the video and
click on the open option and then play the video again.

22.To stop video tlme at 12 mlnute 45 seconds in VLC Medla Player

COMPUTER SHIKSHA | .

Do you know what happens with the
Export as PDF option ?
S \btted |- CpmiXtcesrg e -sER

B 1 o st T Tk e

B85398 . & ¢ - eE-pNRENa g,

Stop video here and ask if they know what is ‘Export as pdf”’? |
Just listen to the answers and play the video again for the correct answer.

10
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23.To stop video tlme at 13 minute 09 seconds in VLC Medla Player
T R R S

COMPUTER SHIKSHA |

Can you tell
what is the full form of PDF ?

Stop video here and ask |f they know What |s fuII form of PDF’) .‘
Just listen to the answers and play the video again for the correct answer.

24.To stop video time at 13 minute 44 seconds in VLC Media Player.
Stop video here and ask students to click on shortcut option of Export as PDF in
standard toolbar and then play the video again.

25.To stop video time at 14 minute 22 seconds in VLC Media Player.
Stop video here and ask students to type their name and select any location and
then click on the save option.

26.To stop video time at 14 minute 47 seconds in VLC Media Player.
Stop video here check whether students have converted their file into PDF or
not then play the video again.

27.To stop video time at 15 minute 20 seconds in VLC Media Player.
Stop video here and ask students to open pdf file and then play the video again.

28.To stop video time at 15 minute 42 seconds in VLC Media Player.
Stop video here and ask students to do page preview and then play the video
again.

29.To stop video time at 17 minute 24 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

11
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30.To stop video time at 17 minute 36 seconds in VLC Media Player.

Can you tell what happens with the use
of the Spelling and Grammar option ?
) eey 1)

COMPUTER SHIKSHA |

Stop video here and ask 1f they can tell what is ‘Spelhng and Grammar ?
Just listen to the answers and play the video again for the correct answer.

31.To stop video time at 19minute 17 seconds in VLC Media Player.
Stop video here and ask students to type given word as shown in video and then
play the video again.

32.To stop video time at 20 minute 51 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

33.To stop video tlme at 21 minute 133econds in VLC Medla Player

L R R g e R A

COMPUTER SHIKSHA  {
/ A

et - Cpetiesg e

Do you know where these three options
are located on the Standard Toolbar ?
- -8
(& ) Ll ‘e

Stop video here and ask |f'they know where these optlons are Iocated in
standard tool bar and then play the video again.

12
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34.To stop video time at 22 minute 25seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

35.To stop video time at 22 minute 55 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

36.To stop video time at 24 minute 04 seconds in VLC Media Player.
Stop video here and ask students to do cut the paragraph as shown in the video
and then play the video again.

37.To stop video time at 24 minute 56 seconds in VLC Media Player.
Stop video here and ask students to take the new page and paste the paragraph
on the new page as shown in the video again.

38.To stop video time at 25 minute 47 seconds in VLC Media Player.
Stop video here and ask students to do the formatting as shown in the video and
then play the video again.

39.To stop video time at 27 minute 18 seconds in VLC Media Player.
Stop video here and ask students to do ‘Undo’ and ‘Redo and then play the play
video again.

40.To stop video t|me at 27 mlnute 27 seconds in VLC Medla Player
T R St

COMPUTER SHIKSHA  {

et 1 CpmOficearg it

Can you tell what happens with the
Format Paint Brush ?
b/UEzan

Stop video here and ask 1f they can tell what happens Wlth ‘Format paintbrush’?

13
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Just listen to the answers and play the video again for the correct answer.

41.To stop video time at 27 minute 50 seconds in VLC Media Player.
Stop video here and ask students to use format paintbrush as shown in the video
and then play the video again.

42.To stop video time at 29 minute 34 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

43.To stop video time at 30 minute 59 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check and play the video again.

44.To stop video time at 31 minute 08 seconds in VLC Medla Player
R G | S~ T

COMPUTER SHIKSHA  {

Do you know
what happens with Hyperlink ?
8/

Stop video here and ask 1f they know what is hyperhnk ‘7 o
Just listen to the answers and play the video again for the correct answer.

45.To stop video time at 33 minute 44 seconds in VLC Media Player.
Stop video here and ask students to insert hyperlink and then play the video
again.

46.To stop video time at 34 minute 25 seconds in VLC Media Player.

Stop video here and ask students to do as shown in the video and then play the
video again.

14
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47.To stop video time at 31 minute 56 seconds in VLC Media Player.
Stop video here and ask how to lock unlock the ‘Standard toolbar’?
Just listen to the answers and play the video again for the correct answer.

48.To stop video time at 35 minute 49 seconds in VLC Media Player.
Stop video here and ask students to lock and unlock the standard toolbar as
shown in the video.

49.To stop video time at 36 minute 50 seconds in VLC Media Player.
Stop video here and ask students to lock and unlock the ‘Formatting toolbar as
shown in the video.
Now just check and then play the video again.

50.To stop video time at 37 minute 03 seconds in VLC Medla Player
P T R et

COMPUTER SHIKSHA |

-Gt e

Can you tell what happens with the
Increase or Decrease Indent option ?
S -9
]

Stop video here and ask 1f they can tell what happens by ‘Decrease indent and
Increase indent’?
Just listen to the answers and play the video again for the correct answer.

51.To stop video time at 39 minute 42 seconds in VLC Media Player.
Stop video here and ask students to do ‘Decrease indent and Increase indent as
shown in the video and then play the video again.

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

15
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COMPUTER SHIKSHA |
We will end today’s class here.

5]

Stop video here and ask students to close their file and shutdown the computer.

16
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Complete teacher’s manual for Open office writer 3 Class 2
Summaries

What is a ‘Standard toolbar’?

Why we use ‘Standard toolbar’?

How to take new page by using ‘Standard toolbar’?
How to open any file with help of ‘Standard toolbar’?
How to convert text document file into PDF file?
How to insert table with help of ‘Standard toolbar?
Why we use ‘Spelling and Grammar’ option?

How to hide and unhide ‘Standard toolbar’?

How to hide and unhide ‘Formatting bar’?

Why we use ‘Decrease indent and Increase indent’

L 0 XX

Now let’s start video.

53.To stop video t|me at 36 seconds in VLC Medla Player

R | S L T T

COMPUTER SHIKSHA |

Can you tell what is the difference between
‘Font color’ and Highlight color?

Stop video here and ask 1f they can tell what is dlfference between ‘Font color’
and ‘Highlighting color’?
Just listen to the answers and play the video again for the correct answer.

17
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54.To stop video t|me at 01 mlnute 11 seconds in VLC Medla Player

R Vo 514 T O B T

COMPUTER SHIKSHA |~
Can you tell what are the menus and
why we use them?

W

Stop video here and ask |f they know what IS the menus optlon and why we use
it?
Just listen to the answers and play the video again for the correct answer.

55.To stop video tlme at 01 mlnute 49 seconds in VLC Medla Player

COMPUTER'SHI_KS'H‘.A b
W

What is the quick start window
in open office? ]
Apache é

OpenOffice”

Stop video here and aSk Wthh is the Qu1ck start Wlndow in open office?
Just listen to the answers and play the video again for the correct answer.

56.To stop video time at 02 minute 14 seconds in VLC Media Player.

18
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COMPUTEF‘X_ SHIKSHA |
Which shortcut do you need to open
quick start window?

Ty

Apache OpenOffice 3

Shortcutx
command

bridging the digital divide

Stop video here and ask which shortcut command is used to open ‘Quick start

window’?

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

57.To stop video tlme at 02 minute 39 seconds |n VLC Medla Player.
R s S U7 ORIt WS

Do you know how to convert any document to
pdf format with help of ‘Standard toolbar’?

R Untited 1 - OpenOftice Wrtes
fle [de Yiew |met Format Tpble Jook Window Help

B30 Bas v &7 om-
¥ Do v TmeNewRoran v 2 v B/ U Exam o

v NomEva 0} 7 ¢ |
ce A-9-2-,

Stop video here and ask if ty now hw to convert any document into pdf

format?

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

58.To stop video tlme at 2 mlnute 56 seconds in VLC Medla Player

] o O P I S O e e 4, ,
COMPUTE'?.SH.'.@M B

I o

Can you tell why we use ‘Hyperlink’?

Hyperlink

19
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Stop video here and ask if they can tell why we use ‘Hyperlink’?
Just listen to the answers and play the video again for the correct answer.

59.To stop video tlme at 03 minute 18 seconds in VLC Medla Player
IR o LSS A T T

1 o e Sy S L e

And open the Writer file.

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

60.To stop video tlme at 03 mlnute 39 seconds in VLC Medla Player

B i ST T T A T e

i

COMPUTER SHIKSHA‘ w

Type this paragraph.

The Wolf and the Shepherd Boy
One day a wolf really came there and attacked the boy. He

started shouting at the top of his voice Wolf! Wolf! But the

villagers thought that he was trying to befool them once
again.

They did not come to his help. The wolf killed the boy and
took away one sheep. The foolish boy was killed because he
was a liar.

Stop video here and ask stun;[s ttypethe given pargraph ad then apply
some formatting on it and then play the video again.

61.To stop video time at 04 minute 01 seconds in VLC Media Player.
Stop video here and ask students to hide some options such as ‘Save’, ‘Open’,
‘New’, and ‘Export as PDF and then play the video again.

62.To stop video time at 05 minute 28 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.

Now just check and then play the video again.

20



COMPUTER SHIKSHA

.. bridging the digital divide

63.To stop video t|me at 05 mlnute 47 seconds in VLC Medla Player

o -y oy
"MI’LA 3 ,9 -'-;.,’ &

COMPUTER SHIKSHA |

Next, show how can you once again bring back or show the options
for Save , Export as PDF, New, Open of the Standard toolbar.

Open Export as PDF

Stop video here and ask students to show those optlons WhICh they had hidden
and then play the video again.
64.To stop video time at 07 minute 01 seconds in VLC Media Player.

Stop video here and ask students to do as shown in the video.
Now just check and then play the video again.

65.To stop video t|me at 07 mlnute 10 seconds in VLC Medla Player

R o ST T

Now show how will you save your file ?

COMPUTER SHIKSHA |

Stop video here and ask students to save the flle and then play the video again.
66.To stop video time at 07 minute 34 seconds in VLC Media Player.

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

video again.

67.To stop video time at 08 minute 38 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check and then play the video again.

21
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68.To stop video tlme at 08 minute 51 seconds in VLC Medla Player

"JJ'L/\ T ,0.‘ P

COMPUTER SHIKSHA |

Now bring up the new page linked with
any saved file with help of ‘Hyperlink’.

-

Hyperlink

Stop video here and ask students to do practlce of Hyperhnk’ and then play the
video again.

69.To stop video time at 09 minute 54 seconds in VLC Media Player.
Stop video here and ask students to click on the ‘Hyperlink’ option of the
‘Standard toolbar’ as shown in the video and then play the video again.

70.To stop video time at 11 minute 16 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check and then play the video again.

71.To stop video tlme at 11 minute 25 seconds_ in VLC Medla Player

S . -
v R I 5 2l

COMPUTER SHIKSHA |

How to use ‘Document as email’ ?

able w Help )
B3 0= BER YE . &9 D---0EH-» NOEETR 0| XTI |
= Bl s vt

Stop video here and ask students to do practlce of Document as Emall ‘and
then play the video again.

72.To stop video time at 11 minute 50 seconds in VLC Media Player.
Stop video here and ask students to click on the ‘Documents as email’ of the
‘Standard toolbar’ as shown in the video and then play the video again.
22
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73.To stop video time at 13 minute 49 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Note:-1 Just tell the students that there is no need to click on ‘Send’ since
internet connection and outlook is required to send email.

74.To stop video time at 13 minute 56 seconds in VLC Medla Player

SR B I8P i kit -t

How will you convert document into
PDF format?

COMPUTER SHIKSHA |

¥ AL A B PR e LA, Y O L R .
Stop video here and ask students to convert thelr file into pdf and then play the
video again.

75.To stop video time at 15 minute 24 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have converted their file into pdf or not then play
the video again.

76.To stop video t|me at 15 mlnute 30 seconds i in VLC Medla Player.

O YT R T

How will you lock the
‘Standard toolbar’?

COMPUTER SHIKSHA |

SRR B ¥ T T L R , e
Stop video here and ask students to lock the ‘Standard toolbar and then play the
video again.

23
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77.To stop video time at 17 minute 14 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check and then play the video again.

78.To stop video t|me at 17 minute 29 seconds in VLC Medla Player

B T
._.l.rl&I\ AT 4 “‘.,.

COMPUTER SHIKSHA

Now bring the ‘Standard toolbar’ before the

‘Formatting bar’ and also bring at different positions.

‘¢ D - @m-v N2BETR O, s+ 4
—— DI Times NewRoman v | v B/ U = -+ -3

iy

Formatting bar

Stop video here and askstudents to brlng the toolbar at dlﬁerent position and
then play the video again.

79.To stop video time at 18 minute 44 seconds in VLC Media Player.
Stop video here and ask students to change the place of ‘Standard toolbar as
shown in the video and then play the video again.

80.To stop video tlme at 18 mlnute 57 seconds in VLC Medla Player

R Y L T
Now show how will you use
‘Spelling’ option?

em-

COMPUTER SHIKSHA |

v Ao@mevTd @,

Stop video here and ask students to use the ‘Spelhng and Grammar option and
also ask them to type given line as shown in the video and then play the video
again.

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

24
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Stop video here and ask students to type a line as shown in the video and then
play the video again.

82.To stop video time at 21 minute 50 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have corrected wrong words or not and then play
the video again.

83.To stop video tlme at 22 minute 01 seconds in VLC Medla Player

(97 DR ARG e a4 A

COMPUTER SHIKSHA |
W

How will you use ‘Copy, Cut and paste’?

E Copy, Cut
| and Paste

Stop video here and ask students to do practlce of Copy’ ‘Cut and “Paste’
option and then play the video again.

84.To stop video time at 23 minute 12 seconds in VLC Media Player.
Stop video here and ask students to ‘Copy’ and ‘Paste’ as shown in the video
and then play the video again.

85.To stop video tlme at 23 mlnute 19 seconds in VLC Medla Player

(97 DR ARG e a4 A

COMPUTER SHIKSHA |

Now use ‘Undo’ option.

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

86.To stop video time at 23 minute 31 seconds in VLC Media Player.
25
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R TR T R A S SRR i

COMPUTER SHIKSHA |
Now divide paragraph into two parts and also change the
‘Font color and writing style of first part of the paragraph.

Now divide your paragraph into two parts
and change the font color and the writing
style on the first part.

Stop video here and ask students to d|V|de the paragraph in two parts and play
the video again.

87.To stop video trme at 23 minute 45 seconds in VLC Medla Player
R o L T TR

Next use the format paintbrush, and using this do the
same formatting on second part of the paragraph.

@em- Jnauul@. 0

== T

Stop video here and ask them to change formattlng of flrst paragraph then ask
the students to do same formatting on second paragraph as in first one with the
help of ‘Format paintbrush tool’ as shown in video and then play the video
again.

88.To stop video time at 24 minute 14 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

89.To stop video time at 25 minute 42 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check and then play the video again.

90.To stop video time at 25 minute 51 seconds in VLC Media Player.

26
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COMPUTER SHIKSHA |

Now practice the use Kl

‘Decrease Indent and Increase indent’. 7]

2 Untitied 1 - OpenOffice Wi Edu‘
File fdt View lnset Fomat Table T dow Help L‘:'}
2-8-8 BER v - D @H-v AoEETQ @ vié ¢ § r'(‘

@ Defaur v TmesNewRoman v/ (2 M B/ U Ex =3 m ir ::A-v-g- i "l'._‘}

Stop video here and ask students to practrce ‘Increase 1ndent and ‘Decrease
indent’ and then play the video again.

91.To stop video time at 27 minute 20 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check and then play the video again.

92.To stop video tlme at 27 mlnute 27 seconds in VLC Medla Player

IS ST BT

Now learn how to customize the
‘Standard toolbar and formatting toolbar?
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Stop video here and ask how to customlze ‘Standard toolbar and ‘Formatting
toolbar’?
Just listen to the answers and play the video again for the correct answer.

93.To stop video time at 27 minute 32 seconds in VLC Media Player.
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Can you tell how
these Toolbars can be customized?
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Stop video here and ask students |f they can teII how these toolbar can be
customized?
Just listen to the answers and play the video again for the correct answer.

94.To stop video time at 31 minute 59 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check and then play the video again.

95.To stop video tlme at 32 mlnute 07 seconds in VLC Medla Player

B o S P T TR i 4 Rl

COMPUTER SHIKSHA |
Y, |
Properly shut down your system.

Stop video here and ask students to close thelr flle and shutdown the computer.
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Complete teacher’s manual for Open office writer 3 Class 3
Summaries

What is ‘Hyperlink’?

Why we use ‘Zoom’ option?

How to send document to another user?
Why we use ‘Send’ option?

Why we use ‘Find & replace’?

Why we use ‘Property’ option?

Why we use the ‘Printing setting’?
Why we use ‘Template’’?

Why we use ‘Printer setting’?

Why we use ‘Navigator’ option?

Now let’s start video.

. To stop video tlme at 34 seconds In VLC Medla Player

] o S P T

COMPUTER SHIKSHA |
T |

Do you know using the Hyperlink how
many files can you link to your page ?

Stop video here and ask |f they knowhow many f|Ie can I|nk to the page by
using ‘Hyperlink’?
Just listen to the answers and play the video again for the correct answer.

. To stop video time at 44 seconds in VLC Media Player.
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On your page in place of the Hyperlink
can you give your own name ?

COMPUTER SHIKSHA | .
i

Stop video here and ask if they can give a name in place of the ‘Hyperlink’?
Just listen to the answers and play the video again for the correct answer.

3. To stop video tlme at 1 minute 05 seconds in VLC Medla Player
] o P I o T N e S

COMPUTER SHIKSHA | .
i

Can you tell if in the Formatting Toolbar you do not
see some option then how can you show that option ?
. Formatting
Toolbar

Stop video here and askif e cantellhow will they show the idden option of
the formatting toolbar?
Just listen to the answers and play the video again for the correct answer.

4. To stop video tlme at 1 minute 38 seconds in VLC Medla Player
- TR Y e i

COMPUTERSHIKSHA s
e

Can you tell if by using the Export as PDF option can
you convert more than one page to PDF format ?

Stop video here and askif e cancovert more than one page nto pdf format?
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Just listen to the answers and play the video again for the correct answer.
5. To stop video tlme at 1 mlnute 57 seconds in VLC Medla Player
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EOMEUTER SHIKSHA ‘s.-
And using any of the methods taught to
you open the Writer file.
s -
I e
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Stop video here and ask students to open ‘Writer’ page and then play the video
again.

6. To stop video tlme at 2 mlnute 30 seconds in VLC Medla Player

I S P ST R

EOMEUTER SHIKSHA ‘s.-
Can you tell where is the Table option
in the Standard Toolbar ?

R

Stop video here and ask if they can tell where is the ‘Table’ option in the
‘Standard toolbar’?
Just listen to the answers and play the video again for the correct answer.

7. To stop video time at 2 minute 53 seconds in VLC Media Player.
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Have you all drawn the Table ?

Stop video here and ask students to draw the table.
Now just check whether they have drawn the table or not and then play the
video again.

a T T L T

8. To stop video time at 3 minute 50 seconds in VLC Media Player.
Stop video here and ask students to draw a table as shown in the video and then
play the video again.

9. To stop video time at 4 minute 30 seconds in VLC Media Player.
Stop video here and ask students to type name in the first row of the table as
shown in the video

10.To stop video time at 5 minute 02 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

11.To stop video time at 5 minute 02 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have done the typing or not and then play the

video again.

12.To stop video time at 5 minute 44 seconds in VLC Media Player.
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Can you tell what happens with the
Find & Replace option ?
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if they ca

Stop video here and ask

option?

13.To stop video time at 7 minute 06 seconds in VLC Media Player.
Stop video here and ask students to search ‘Rohan’ in the table with help of the
‘Find and Replace’ option as shown in the video and then play the video again.

14.To stop video time at 7 minute 56 seconds in VLC Media Player.
Stop video here and ask students to replace ‘Rohan’ word with ‘Sameer’ as
shown in the video and then play the video again.

15.To stop video time at 9 minute 05 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

16.To stop video time at 11 minute 25 seconds in VLC Media Player.
Stop video here and ask students do as shown in the video.
Now just check whether they have done practice of ‘Find and replace’ or not

and then play the video again.

17.To stop video time at 11 minute 37 seconds in VLC Media Player.
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COMPUTER SHIKSHA |
Can you tell why do we use the
Navigator option ?

T R i 7 (33 15 el

Stop video here and ask if they can tell why we use Névigator option?
Just listen to the answers and play the video again for the correct answer.

b )¢

18.To stop video time at 12 minute 34 seconds in VLC Media Player.
Stop video here and ask students to click on the Navigator option of the
‘Standard toolbar’ as shown in the video and then play the video again.

19.To stop video time at 13 minute 47 seconds in VLC Media Player.
Stop video here and ask students to insert a picture as shown in the video and
then play the video again.

20.To stop video time at 15 minute 01 seconds in VLC Media Player.
Stop video here and ask students to insert a ‘Hyperlink’ as shown in the video
and then play the video again.

21.To stop video time at 15 minute 54 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have used ‘Navigator’ option or not and then play

the video again.

22.To stop video time at 16 minute 16 seconds in VLC Media Player.
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Now show how will you insert any
picture in your file.

COMPUTER SHIKSHA |
'
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Stop video here and ask students to msert any object/plcture Wlth help of the
‘Gallery’ option and then play the video again.

23.To stop video time at 17 minute 02 seconds in VLC Media Player.
Stop video here and ask students to click on the ‘Gallery’ option as shown in the
video and then play the video again.

24.To stop video time at 18 minute 48 seconds in VLC Media Player.

Stop video here and ask students to insert the object as shown in the video.
Now just check whether they have inserted the picture or not and then play the

video again.

25.To stop video tlme at 18 mlnute 58 seconds in VLC I\/Iedla Player
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Can you tell what happens with the non
printing characters option ?

printing b4
B
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COMPUTER SHIKSHA |
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Characters

Stop video here and ask 1f they know what happens w1th ‘Non prmtmg
character option?
Just listen to the answers and play the video again for the correct answer.

26.To stop video time at 19 minute 35 seconds in VLC Media Player.
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Stop video here and ask them to click on the ‘Non-printing character’ as shown
in the video and then play the video again.

27. To stop video time at 20 minute 44 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

28.To stop video time at 21 mlnute 00 seconds in VLC Medla Player
| R | S A T
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Using the Zoom option show how will you zoom
in and zoom out to change the size of your page.
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Stop video here and ask students to change the size of thepage Wlth help of
Zoom option and then play the video again.

29.To stop video time at 22 minute 05 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

30.To stop video time at 24 minute 05 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have practiced the ‘Zoom’ option or not and then
play the video again.

31.To stop video time at 24 minute 05 seconds in VLC Media Player.
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Can you tell
what happens with the Send option ?
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Stop video here and ask if they can tell why we use ‘Send’ option?
Just listen to the answers and play the video again for the correct answer.

32.To stop video time at 26 minute 04 seconds in VLC Media Player.
Stop video here and ask students to click on the ‘File menu’ and then click on
the ‘Send’ option as shown in the video and then play the video again.

33.To stop video time at 27 minute 17 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

34.To stop video time at 29 minute 58 seconds in VLC Media Player.
Stop video here and ask students to attach the pdf file as shown in the video and
then play the video again.

35.To stop video time at 31 minute 01 seconds in VLC Media Player.
Stop video here and ask students do as shown in the video.
Now just check whether they have used the ‘Send’ option or not then play the

video again.

36.To stop video time at 31 minute 11 seconds in VLC Media Player.
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COMPUTER SHIKSHA |
Do you know what happens with the
Properties menu ?

W

Stop video here and ask if they know what happens with the ‘Property option?
Just listen to the answers and play the video again for the correct answer.

R e 5 AL

37.To stop video time at 32 minute 16 seconds in VLC Media Player.
Stop video here and ask students to click on the ‘File’ menu and then click on
the ‘Property’ option and then play the video again.

38.To stop video time at 32 minute 20 seconds in VLC Media Player.
Stop video here and ask them to save the file as shown in the video and then
play the video again.

39.To stop video time at 35 minute 55 seconds in VLC Media Player.
Stop video here and ask them to do as shown in the video and then play the
video again.

40.To stop video time at 38 minute 20 seconds in VLC Media Player.
Stop video here and ask them to do as shown in the video.
Now just check whether they have practiced the ‘Property’ option or not then
play the video again.

41.To stop video time at 38 minute 39 seconds in VLC Media Player.
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Can you tell
what happens with Printer Settings ?
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Stop video here and ask what happens with ‘Printing sétting’?
Just listen to the answers and play the video again for the correct answer.
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42.To stop video time at 39 minute 22 seconds in VLC Media Player.
Stop video here and ask students to click on the ‘File’ menu and then click on
the ‘Printer setting’ option and then play the video again.

43.To stop video time at 42 minute 16 seconds in VLC Media Player.
Stop video here and ask students to check printer setting option as shown in the
video and then play the video again.

44.To stop video time at 44 minute 51 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

45.To stop video time at 47 minute 06 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have done practicing of ‘Printer setting’ or not and

then play the video again.

46.To stop video time at 47 minute 06 seconds in VLC Media Player.
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Do you know
what happens with Templates ?
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Stop video here and ask if they know what happens with’ Templates’?
Just listen to the answers and play the video again for the correct answer.
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47.To stop video time at 49 minute 02 seconds in VLC Media Player.
Stop video here and ask students to click on the file menu and then click on the
‘Templates’ and after that give the template name as shown in the video and
then play the video again.

48.To stop video time at 49 minute 02 seconds in VLC Media Player.
Stop video here and ask students to click again on the file option and select
‘Organize’ option and then play the video again.

49.To stop video time at 50 minute 00 seconds in VLC Media Player.
Stop video here and ask students to save the ‘Template’ as shown in the video
and then play the video again.

50.To stop video time at 51 minute 27 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have made the ‘Template’ or not and then play the

video again.

51. To stop video time at 36 minute 38 seconds in VLC Media Player.
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We will end today’s class here.

[agt

Stop video here and ask students to close their file and shutdown the computer.
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Complete teacher’s manual for Open office writer 3 Class 4
Summaries

Why we use preview in web browser?

How to draw Table?

How to send your writer document to the other user?
Why we use properties option?

How send document in a pdf format?

How to connect your computer through Printer?
How to set your printer?

Why we use Templates?

How to use Find and replace option?

How to create table with help of standard option?
Now let’s start video.
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52.To stop video tlme at 41 seconds in VLC Medla Player
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COMPUTER SHIKSHA |

Do you know
why the Table option is used ?

Stop video here and ask 1f they know why we use ‘Table’ 0pt10n‘7
Just listen to the answers and play the video again for the correct answer.
53.To stop video tlme atl mlnute 03 seconds in VLC Medla Player
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Can you tell why is the Find and
Replace option used ?

Find & :

Replace
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Stop video here and ask if they know why we use ‘Find and replace’ option?
Just listen to the answers and play the video again for the correct answer.

54.To stop video tlme at 1 m|nute 35 seconds in VLC Medla Player
R S P A T R S R R

Can you tell what happens with the use
of the Navigator ?

Stop video here and ask 1f they can tell Why we use ‘Nav1gator optlon‘?
Just listen to the answers and play the video again for the correct answer.

55.To stop video t|me at 2 mlnute 11 seconds in VLC Medla Player
ORI S L TS T

KOMEUTERSHIKSHA 's,-
Can you tell how you can remove the
non printing characters ?
b Non Printing
¢ Characters

Stop video here and ask |f they know how to removeNon Pnntlng Characters?
Just listen to the answers and play the video again for the correct answer.
56.To stop video time at 2 minute 33 seconds in VLC Media Player.
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Do you know how to see your V7 ‘
document in a web page ? 73

Stop video here and asktem i they kow what the need to d for seeing their
page in web page?
Just listen to the answers and play the video again for the correct answer.

57.To stop video tlme at 2 minute 51 seconds in VLC Medla Player
o E ol TS e R Y S - et
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And using any of the methods taught to
you open the Writer file.

FI]

Stop video here and asksdes to opn writer file and then pIy the video
again.

58.To stop video tlme at 3 minute 07 seconds in VLC Medla Player
o E ol TS e R Y S - et
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753
Can you tell what is a Table ? ‘L'A':.'.;

“Table
/ -
| .

Stop video here and ask if they can tell what is a ‘Tale’?
Just listen to the answers and play the video again for the correct answer.
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59.To stop video tlme at 3 minute 25 seconds in VLC Medla Player
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Now you all go ahead and show how
will you draw a Table.

Stop video here and ask stndents to draw tableand then play the V|deo again.

60.To stop video time at 4 minute 04 seconds in VLC Media Player.
Stop video here and ask students to draw a table and then play the video again.

61.To stop video time at 5 minute 45 seconds in VLC Media Player.
Stop video here and ask students to type as shown in the video and then play the
video again.

62.To stop video time at 6 minute 51 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

63.To stop video time at 7 minute 49 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have drawn table or not then play the video again.

64.To stop video tlme at 7 minute 53 seconds in VLC Medla Player
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Now show how will you practice with
Find & Replace.
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Stop video here and ask students to do practice of ‘Find and replace’ option and
then play the video again.

65.To stop video time at 8 minute 27 seconds in VLC Media Player.
Stop video here and ask students to click on the ‘Find and replace as shown in
the video and then play the video again.

66.To stop video time at 10 minute 02 seconds in VLC Media Player.
Stop video here and ask students to replace the number as shown in the video
and then play the video again.

67.To stop video time at 11 minute 12 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check and then play the video again.

68.To stop video time at 11 minute 29 seconds |n VLC Medla Player
=T S R et

COMPUTER SHIKSHA |

Now go ahead and show
how will you insert an object ?
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Stop video here and ask students to insert any object and cut it and paste that

object on other place then play the video again.
69.To stop video time at 12 minute 09 seconds in VLC Media Player.
Stop video here and ask students to click on the ‘Gallery’ option as shown in the

video and then play the video again.

70.To stop video time at 13 minute 29 seconds in VLC Media Player.
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Stop video here and ask students to insert object as shown in the video and then
play the video again.

71.To stop video time at 14 minute 48 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

72.To stop video time at 16 minute 32 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check then play the video again.

73.To stop video t|me at 16 mlnute 38 seconds in VLC Medla Player
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COMPUTER SHIKSHA ¢

Now show how can you get non
printing characters.

Stop video here and ask stﬁdents to dopractlcc of ‘Non Prlntlng characters and
then play the video again.

74.To stop video time at 18 minute 43 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check then play the video again.

75.To stop video time at 18 mlnute 48 seconds in VLC Medla Player
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Next practice the use of the
Zoom option.
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Stop video here and ask students to do practice of ‘Zoom’ option and then play
the video again.

76.To stop video time at 19 minute 00 seconds in VLC Media Player.
Stop video here and ask students to do 400% Zoom of the page and then bring
into 50% and then play video again.

77.To stop video time at 19 minute 35 seconds in VLC Media Player.
Stop video here and ask students to click on the ‘Zoom’ option and then play
the video again.

78.To stop video time at 20 minute 22 seconds in VLC Media Player.
Stop video here and ask students to do 400% zoom of the page as shown in the
video and then play the video again.

79.To stop video time at 21 minute 56 seconds in VLC Media Player.
Stop video here and ask students to do 50% zoom of the page as shown in the
video and then play the video again.

80.To stop video time at 21 minute 56 seconds in VLC Media Player.
Stop video here and ask students to do normal size of the page as shown in the
video.
Now just check then play the video again.

81.To stop video time at 22 minute 06 seconds in VLC Media Player

T R P B e TR, -

COMPUTER SHIKSHA  §

Now all of you practice the use of the
Send option.

Stop video here and ask students to do practlce of Send’ opton and file should
be in pdf format and then play the video again.
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82.To stop video time at 22 minute 40 seconds in VLC Media Player.
Stop video here and ask students to click on the ‘File’ menu and click on ‘Send’
option after that select ‘email as pdf” as shown in the video and then play the
video again.

83.To stop video time at 23 minute 53 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check then play the video again.

84.To stop video t|me at 23 mlnute 58 seconds in VLC Media Player
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Next all of you go ahead and practice
the use of Templates.
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I

Stop video here and ask students to do practlce of Template optlon and then
play the video again.

85.To stop video time at 24 minute 45 seconds in VLC Media Player.
Stop video here and ask students to click on ‘File menu and then click on
‘Template’ option and select ‘Save’ option and then play the video again.

86.To stop video time at 26 minute 11 seconds in VLC Media Player.
Stop video here and ask students to save the ‘Templates’ shown in the video and
then play the video again.

87.To stop video time at 26 minute 47 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have made the ‘Templates or not and then play the
video again.
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88.To stop video tlme at 26 mlnute 54 seconds in VLC Medla Player
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Now show how will you get your page
in a Web page.

COMPUTER SHIKSHA  §

ST

Stop video here and ask students to do practice of Preview in Web browser and
then play the video again.

89.To stop video time at 28 minute 06 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check, and then play the video again.

90.To stop video t|me at 26 mlnute 33 seconds i in VLC Medla Player
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Practice the use of the
Printer Settings option.

Stop video here and ask students to do practice of Printer settlng and then play
the video again.

91.To stop video time at 28 minute 44 seconds in VLC Media Player.
Stop video here and ask students to click on ‘File menu and then click on
‘Printer setting’ and then play the video again.

92.To stop video time at 29 minute 56 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.
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93.To stop video time at 31 minute 47 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

94.To stop video time at 33 minute 45 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check, whether they have practiced the ‘Printer setting’ option or not
then play the video again.

95.To stop video t|me at 33 mlnute 52 seconds in VLC Medla Player
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We will end today’s class here.

Stop video here and ask students to close thelr flle and shutdown their
computer.
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Complete teacher’s manual for Open office writer 3 Class 5
Summaries

What is Paste special?

Types of selection mode?

About block area and standard area?
Why we use ‘Auto text’?

About ‘Change option’.

About ‘Field name.

About Field shading.

Why we use Navigator?

How to use Find and replace option?
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Now let’s start video.

96.To stop video tlme at 25 seconds in VLC Medla Player
T TR et '
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Do you remember what was taught to
you in the earlier classes?

SR

Stop video here and ask students |f they"remember what theyhad learnt in the
previous class?
Just listen to the answers and play the video again for the correct answer.

97.To stop video time at 40 seconds in VLC Media Player.
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Can you tell how to open the Writer file
using a shortcut ?

Stop video here and ask students, how would they open writer file using
shortcut option?
Just listen to the answers and play the video again for the correct answer.

98.To stop video time at 1 minute 09 seconds in VLC Media Player.
Stop video here and ask how to hide ‘Standard toolbar’?
Just listen to the answers and play the video again for the correct answer.

99.To stop video time at 1 minute 47 seconds in VLC Media Player.
: ORI S LT i TS S HT
COMPUTERSHIGHA.
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Do you know what happens with the
Find & Replace option ?

Stop video here and ask if they know what is ‘Find and replace’?
Just listen to the answers and play the video again for the correct answer.

100. To stop video time at 2 minute 37 seconds in VLC Media Player.
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Can you tell why is the Match Case used
in the Find & Replace option ?

COMPUTER SHIKSHA |
¥

Stop video here and ask if they can tell why we use ‘Match case’ in ‘Find and
replace?
Just listen to the answers and play the video again for the correct answer.

101. To stop V|deo time at 3 minute 00 seconds in VLC Medla Player.
R Vo -5 B T A T )
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Can you tell why do we use the Whole
Number only option in Find & Replace ?
Whole
Number

Stop video here and ask if they can tell why we use ‘Whole words’ in ‘Find and
replace?
Just listen to the answers and play the video again for the correct answer.

102. To stop V|deo time at 3 minute 22 seconds i |n VLC Medla Player.
G ) LRI R R T
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Do you know
what happens with the Navigator ?
5 T x
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Stop video here and ask if they know what is ‘Navigator’?
Just listen to the answers and play the video again for the correct answer.

103. To stop video time at 4 minute 03 seconds in VLC Media Player.
Stop video here and ask students to open the writer file as shown in the video
and then play the video again.

104. To stop V|deo t|me at4 mlnute 52 seconds in VLC Medla Player.

WP S 5L 17 2T
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Now type out the paragraph being
shown to you.

You can control Open Office without using a mouse device,
using only the keyboard. On each module's main help page
(for example, the Open Office Writer or Open Office Calc main
help page) there is a link to access the keyboard shortcuts'
help for that module.

Stop video here and ask studentsto type the glven paragraph
Now just check whether they have typed out the paragraph or not and then play
the video again.

105. To stop V|deo tlme ats mlnute 05 seconds in VLC Medla Player.

] S T P A TR ST

COMPUTER SHIKSHA |
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Do you know
why is the Paste Special option used ?

Stop video here and ask 1f they know why we use ‘Paste spec1al‘7
Just listen to the answers and play the video again for the correct answer.

106. To stop video time at 6 minute 42 seconds in VLC Media Player.
Stop video here and ask students to do formatting on the line and then copy that
line as shown in the video and then play the video again.
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107. To stop video time at 7 minute 26 seconds in VLC Media Player.
Stop video here and ask students to paste the line as shown in the video and then
play the video again.

108. To stop video time at 7 minute 50 seconds in VLC Media Player,
Stop video here and ask students to copy the line again as shown in the video
and then play the video again.

109. To stop video time at 8 minute 23 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have pasted formatted line or not and then play the
video again.

110. To stop V|deo time at 8 mlnute 33 seconds in VLC Medla Player.
T R St
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Can you tell why is the
Selection Mode option used ?

Stop video here and ask 1f they can telllwhy we use ‘Selectlon mode"?

Just listen to the answers and play the video again for the correct answer.
111. To stop video time at 10 minute 35 seconds in VLC Media Player.

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

Now just check whether they have done practice of ‘Selection mode’ or not and
then play the video again.

112. To stop video time at 10 minute 43 seconds in VLC Media Player.
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Do you all know
what happens with the Change option ?

COMPUTER SHIKSHA |

Stop video here and ask 1f they know what happens Wlth ‘Change option’?
Just listen to the answers and play the video again for the correct answer.

113. To stop video time at 11 minute 49 seconds in VLC Media Player.
Stop video here and ask students to click on ‘Edit menu’ and then ask to select
‘Record’ option and then play the video again.

114. To stop video time at 13 minute 49 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

115. To stop video time at 15 minute 35 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have done the practice of ‘Change’ option or not
and then play the video again.

116. To stop V|deo tlme at 15 mlnute 46 seconds in VLC Medla Player.

BRI T o S
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Do you know what happens with the
Auto text option ?

Stop video here and ask 1f they know what is ‘Auto text ?

Just listen to the answers and play the video again for the correct answer.
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117. To stop video time at 16 minute 32 seconds in VLC Media Player.
Stop video here and ask students to select the given paragraph as shown in the
video and then play the video again.

118. To stop video time at 17 minute 20 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

119. To stop video time at 17 minute 40 seconds in VLC Media Player.
Stop video here and ask students to type shortcut word which they’ve typed and
then ask to press ‘F3’ command as shown in the video and then play the video
again.

120. To stop video time at 18 minute 50 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have used the ‘Auto text’ option or not then play
the video again.

121. To stop V|deo time at 19 mlnute 06 seconds in VLC Medla Player.
i Rl
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Do you know why the Field Names
option is used ?

Stop video here and ask 1f they know why we use ‘F1e1d name"?
Just listen to the answers and play the video again for the correct answer.

122. To stop video time at 20 minute 29 seconds in VLC Media Player.
Stop video here and ask students to insert the ‘date and time’ as shown in the
video and then play the video again.

123. To stop video time at 20 minute 54 seconds in VLC Media Player.
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Stop video here and ask students to click on the ‘View menu’ and then activate
the ‘Field name’ as shown in the video and then play the video again.

124, To stop video time at 21 minute 48 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Just check and then play the video again.

125. To stop video time at 23 minute 24 seconds in VLC Media Player.
Stop video here and ask students to hide or show the ‘Field shading’ and then
play the video again.

126. To stop V|deo time at 23 mlnute 33 seconds in VLC Medla Player.
| R R |~ T AT
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Can you tell what is the Side Bar and
why do we use it ?

Stop video here and ask 1f they can tell what is ‘Slde bar and why we use it?
Just listen to the answers and play the video again for the correct answer.

127. To stop video time at 25 minute 22 seconds in VLC Media Player.
Stop video here and ask students to hide or show the ‘Side bar’ and then play

the video again.

128. To stop video time at 25 minute 30 seconds in VLC Media Player.
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Properly shut down your system.

COMPUTER SHIKSHA |
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Complete teacher’s manual for Open office writer 3 Class 6
Summaries

What is Paste special?

Types of selection mode?

About block area and standard area?
Why we use ‘Auto text’?

About ‘Change option’.

About ‘Field name.

About Field shading.

Why we use Navigator?

How to use Find and replace option?
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Now let’s start video.
129. To stop V|deo tlme at 42 seconds in VLC Medla Player

o LA e i T R S SRR et
COMPUTER SHIKSHA ‘i__

Can you tell what is the difference between Standard
and Block area mode in the Selection mode ?
* Selection
~Mode

Stop video here and ask if they know what is the difference between ‘Block area
and Standard area?
Just listen to the answers and play the video again for the correct answer.

130. To stop V|deo tlme atl mlnute 08 seconds in VLC Medla Player.

P o ST R T R
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Can you tell
what happens with Auto text ?
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Stop video here and ask if they can tell what happens with ‘Auto text’?
Just listen to the answers and play the video again for the correct answer.

131. To stop V|deo tlme atl mlnute 37 seconds in VLC Medla Player.
SRR et g

Do you know
why we use the Paste Special option?

Pasté :

Speual

Stop video here and ask if they know why we use ‘Paste special’?
Just listen to the answers and play the video again for the correct answer.

132. To stop V|deo tlme atl mlnute 53 seconds in VLC Medla Player.
SRR o 5L T R T
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Do you all know
why we use the Change option?

Stop video here and ask do they know why we use ‘Change option’?
Just listen to the answers and play the video again for the correct answer.
133. To stop video time at 2 minute 18 seconds in VLC Media Player.
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Can you tell why we use Field Name ?

Field Name
Option

Stop video here and ask if they know why we use ‘Field name’?
Just listen to the answers and play the video again for the correct answer.

134. To stop V|deo time at 2 minute 49 seconds in VLC Medla Player.
U PP et e i
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Can you tell
what happens with Field Shading?

Field

-Shading

Stop video here and ask if they know why we use ‘Field shading’?
Just listen to the answers and play the video again for the correct answer.

135. To stop V|deo time at 3 minute 10 seconds in VLC Medla Player.
B S P T 7 e e 1
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And using any of the methods taught to
you open the Writer file.

1 e T D e

Stop video here and asksuets to open writer file and then pIy the video
again.
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136. To stop V|deo tlme at 3 mlnute 20 seconds in VLC Medla Player.

PR oSS T TR ST
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And using any of the methods taught to
you open the Writer file.

1
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T

Stop video here and check heththehave opend writefil or not and then
play the video again.

137. To stop V|deo tlme at 3 mlnute 28 seconds in VLC Medla Player.
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Have you completed typing the
paragraph ?

You can control Open Office without using a mouse
device, using only the keyboard. On each module's
main help page (for example, the Open Office Writer
or Open Office Calc main help page) there is a link to
access the keyboard shortcuts' help for that module.

T

In addition, under the keyword "Accessibility" you find
step-by-step instructions about how to control the
selected module without a mouse device.

Stop video here and ask students totype the given paragraph WhICh IS shown in
the video.
Now just check whether they have typed the paragraph or not and then play the

video again.

138. To stop video time at 4 minute 03 seconds in VLC Media Player.
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And show how will you make the text bold and underline it using
formatting options as has been done in the given paragraph.

old
Underline

A ',",n‘vw‘..j»‘}.]" s

Stop video here a ask students ‘.tb.ldb pfacfic of “Font color’ éﬁd also ask to
make the paragraph bold and underline and then play the video again.

R IS o R

139. To stop video time at 4 minute 08 seconds in VLC Media Player.
Stop video here and check whether they have done the formatting or not and
then play the video again.

140. To stop video time at 4 minute 29 seconds in VLC Media Player.
Stop video here and ask students to use the paste special and copy the line and
paste it on the new page and then play the video again.

141. To stop video time at 5 minute 52 seconds in VLC Media Player,
Stop video here and ask students to select the line and copy it as shown in the
video and then play the video again.

142. To stop video time at 6 minute 24 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have copy and paste or not and then play the video
again.

143. To stop video time at 6 minute 40 seconds in VLC Media Player.
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COMPUTER SHIKSHA |
Now use the Auto Text feature and
type out a line.

Y G i J o PR A TR N PR
Stop video here and ask students to use the ‘A
create shortcut and then play the video again.

hogs TR 3

144, To stop video time at 9 minute 09 seconds in VLC Media Player.
Stop video here and ask students to take new page and type some lines as shown
in the video and then play the video again.

145, To stop video time at 9 minute 24 seconds in VLC Media Player,
Stop video here and ask students to select the paragraph and click on the ‘Edit
menu’ and then select the Auto text option as shown in the video and then play
the video again.

146. To stop video time at 10 minute03 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

147. To stop video time at 10 minute 27 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have done used ‘Auto text’ option or not and then

play the video again.

148. To stop video time at 10 minute 43 seconds in VLC Media Player.
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Next use the Change option and record
something in your document.

_“.

Stop video here and ask 1f they known What happens w1th Change case’?
Just listen to the answers and play the video again for the correct answer.

149. To stop V|deo t|me at 10 mlnute 35 seconds in VLC Medla Player.
PRI S L O T A T

Next use the Change option and record
something in your document.

_“.

Stop video here and ask students to use the ‘Change opt10n and then play the
video again.

150. To stop video time at 11 minute 13 seconds in VLC Media Player.
Stop video here and ask students to click on the ‘Edit” menu and then click on
the ‘Change’ option and then select the ‘Record’ option as shown in the video
and then play the video again.

151. To stop video time at 12 minute 05 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the

video again.

152. To stop video time at 13 minute 11 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
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Just check whether they have used the ‘change’ option or not and then play the
video again.

153. To stop V|deo time at 13 mlnute 24 seconds In VLC Medla Player.
A R |
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And now show how will you remove
the Field name.

Stop video here and ask students 1f they know how w111 they remove the ‘Field
name’ and ‘filed shading?
Just listen to the answers and play the video again for the correct answer.

154. To stop video time at 14 minute 30 seconds in VLC Media Player.
Stop video here and ask students to insert ‘Time, Date and Page number’ as
shown in the video and then play the video again.

155. To stop video time at 14 minute 43 seconds in VLC Media Player.
Stop video here and ask students to click on the ‘View menu’ and then select
‘Filed name’ as shown in the video and then play the video again.

156. To stop video time at 15 minute 45 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have used ‘Field name’ and ‘Field shading’ or not
and then play the video again.

157. To stop video time at 15 minute 58 seconds in VLC Media Player.
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Next use the Block Area option and show how will you
highlight a part of your text in the given paragraph.

Stop video here and ask students to use the ‘Block area’ optlon and then play
the video again.

158. To stop video time at 16 minute 44 seconds in VLC Media Player.
Stop video here and ask students to highlight paragraph by using ‘Block area’ as
shown in the video.

Just check and then play the video again.

159. To stop video tlme at 17 mlnute Ol seconds in VLC Medla Player

COMPUTER SHIKSHA  § '\‘ COMPUTER SHIKSHA  §

Now show
how will you again show the Side Bar.

&
Side

Stop video here and ask students to hide and show the ‘Sidebar and then play
the video again.

160. To stop video time at 17 minute 34 seconds in VLC Media Player.
Stop video here and ask students to hide the ‘Sidebar’ as shown in the video and
then play the video again.

161. To stop video time at 18 minute 26 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
69



CbMPUTER SHIKSHA

.. bridging the digital divide

Now just check whether they have shown in the sidebar or not then play the
video again.

162. To stop V|deo tlme at 18 mlnute 35 seconds i in VLC Medla Player.
PR b PAF g Ty N S IR i 3
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Now you show how will you convert
your document into the PDF format.

Convert

Stop video here and ask»students toconvert thelr flle into pdf format and then
play the video again.

163. To stop V|deo t|me at 18 mlnute 43 seconds in VLC Medla Player.
PRI S LA T o TR T R

COMPUTER SHIKSHA | .

Closing Writer

Close Button

Stop video here and ask»students to close thelr flle and shutdown the computer.
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Complete teacher’s manual for Open office writer 3 Class 7
Summaries

What is ‘Section’ option?

Why we use ‘Endnote’ and ‘Footnote’?
Why we use ‘Bookmark’?

About ‘Cross reference’

What is ‘Horizontal rulers’

What is ‘Text frame’

Why we use ‘Text frame’

Why we use ‘File option’

Use of ‘Auto correct’

About ‘Arrange’

Why we use ‘Flip’ option?

What is ‘Group’ option and why we use it?
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Now let’s start video.

164. To stop video time at 36 seconds in VLC Medla Player

[~ o O R e R T e R

COMPUTER SHIKSHA |
Can you tell what type of characters you cannot
remove or delete using the backspace or delete keys ?
I Backspace
Delete

Stop video here and ask if they can tell what kind of the character you cannot
remove or delete using the backspace and delete keys?
Just listen to the answers and play the video again for the correct answer.

165. To stop video time at 57 seconds in VLC Media Player.
Stop video here and ask if they can tell how to remove shading from the field
name?
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Just listen to the answers and play the video again for the correct answer.

166. To stop V|deo tlme at 1 minute 22 seconds in VLC Medla Player.
R S R T T e £
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Can you tell in which menu will you find
the Field Shading option ?

Field
~Shading

Stop video here and ask if hey can tell in which menu you can find ‘Field
shading’ option’?
Just listen to the answers and play the video again for the correct answer.

167. To stop V|deo tlme at 1 minute 33 seconds in VLC Medla Player.
R S R T T e £

COM"UTE’EEH'.'S.-?’.HA -
“ !

i

Do you know what happens with the
Change option ?

Stop video here and ask if hey know what happens with change option?
Just listen to the answers and play the video again for the correct answer.
168. To stop video time at 2 minute 26 seconds in VLC Media Player.
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And using any of the methods taught to
you open the Writer file.
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Stop video here and ask students to open the writer file and then play video
again.

169. To stop V|deo time at 2 minute 58 seconds in VLC Medla Player.
, PR S LT T L R
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Have you all typed out the paragraph ?

A link to a web page, for example, "www.example.com" or
"www.myprovider.com/mypage/index.html" is an absolute link.
Open Office also reacts differently, depending on whether the
file referred to in the link exists, and where it is located. Open
Office checks every new link and sets a target and protocol
automatically. The result can be seen in the generated HTML
code after saving the source document.

Stop video here and askses to typ the paragraph as show in the video.
Now just check whether they have one done typing or not and then play the
video again.

170. To stop video time at 2 minute 26 seconds in VLC Medla Player.
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You will now learn about the Section
option of the Insert menu.

COMPUTER_'SHI_PSSVHAA‘ ]
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Stop video here and ask students to use section option and then play the video
again.

171. To stop video time at 4 minute 02 seconds in VLC Media Player.
Stop video here and ask students to select the paragraph as shown in the video
and then play the video again.

172. To stop video time at 4 minute 24 seconds in VLC Media Player,
Stop video here and ask students to click on the ‘Insert menu’ and then select
section option.

173. To stop video time at 5 minute 25 seconds in VLC Media Player.
Stop video here and ask students to students to do as shown in the video and
then play the video again.

174. To stop video time at 6 minute 36 seconds in VLC Media Player,
Stop video here and ask students to divide the paragraph as shown in the video.
Now just check whether they have used the section option or not then play the
video.

175. To stop video t|me at 6 mlnute 50 seconds in VLC Medla Player.

COMPUTER SHIKSHA |

Do you know what is the use of the
footnote and endnote ?

Stop video here and ask 1f they know What is of the ‘Footnote and Endnote’?
Just listen to the answers and play the video again for the correct answer.

176. To stop video time at 8 minute 09 seconds in VLC Media Player.

Stop video here and ask students to do as shown in the video and then play the
video again.
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177. To stop video time at 9 minute 16 seconds in VLC Media Player,
Stop video here and ask students to apply the ‘Footnote’ and then play the video
again.

178. To stop video time at 11 minute 13 seconds in VLC Media Player.
Stop video here and ask students to apply the ‘Endnote’ as shown in the play the
video.

179. To stop video time at 11 minute 21 seconds in VLC Medla Player.
= P i R e SIS

COMPUTER SHIKSHA |

Can you tell what happens with the use
of the Caption option ?
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Stop video here and ask students, if they can tell what happens w1th ‘Caption’
option?

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

180. To stop video time at 13 minute 02 seconds in VLC Media Player.
Stop video here and ask students to insert an object as shown in the video and
then play the video again.

181. To stop video time at 13 minute 14 seconds in VLC Media Player.
Stop video here and ask students to click on the ‘Insert’ menu and then select
the ‘Caption’ option as shown in the video and then play the video again.

182. To stop video time at 15 minute 27 seconds in VLC Media Player.
Stop video here and ask students to give the caption as shown in the video.
Now just check whether they have used the ‘caption’ option or not and then
play the video again.

183. To stop video time at 15 minute 37 seconds in VLC Media Player.

184. To stop video time at 15 minute 27 seconds in VLC Media Player.
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Stop video here and ask 1f they know Why we use the ‘Bookmark’ option?
Just listen to the answers and play the video again for the correct answer.

185. To stop V|deo t|me at 16 mlnute 01 seconds in VLC Medla Player.
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Can you tell
why cross reference is used ?

Stop video here and ask |f they can teII why we use the ‘Bookmark option?
Just listen to the answers and play the video again for the correct answer.

186. To stop video time at 18 minute 22 seconds in VLC Media Player.
Stop video here and ask students to select the paragraph and then click on the
‘Insert menu and then select the ‘Bookmark’ option as shown in the video and
then play the video again.

187. To stop video time at 18 minute 58 seconds in VLC Media Player.
Stop video here and ask students to select the paragraph and then do as shown
in the video and then play the video again.

188. To stop video time at 19 minute 36 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.
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189. To stop video time at 20 minute 09 seconds in VLC Media Player.
Stop video here and ask students to click on the ‘Insert menu’ and then select
‘Cross reference’ and then play the video again.

190. To stop video time at 20 minute 37 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

191. To stop video time at 21 minute 47 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

192. To stop video time at 22 minute 43 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have used ‘Bookmark and Cross reference’ or not
then play the video again.

193. To stop V|deo tlme at 22 minute 51 seconds in VLC Medla Player.

R Dl i

COMPUTER SHIKSHA |

Do you know why we use Text Frame ?

- R .

Stop video here and ask 1f they know why we use ‘Text frame
Just listen to the answers and play the video again for the correct answer.

h%a;

194. To stop video time at 26 minute 02 seconds in VLC Media Player.
Stop video here and ask students to insert the ‘Text box’ as shown in the video
and then play the video again.

195. To stop video time at 26 minute 36 seconds in VLC Media Player.
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Stop video here and ask students to open the hyperlink as shown in the video
and then play the video again.

196. To stop video time at 27 minute 29 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

197. To stop video time at 28 minute 37 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have inserted the ‘Text frame’ or not and then
play the video again.

198. To stop video time at 28 minute 57 seconds in VLC Media Player.
Stop video here and ask students to if they can make ‘envelope’?
Just listen to the answers and play the video again for the correct answer.

199. To stop video time at 29 minute 52 seconds in VLC Media Player.
Stop video here and ask students to click on the ‘Menu bar’ and then click on
the ‘Envelope’ as shown in the video and then play the video again.

200. To stop video time at 32 minute 50 seconds in VLC Media Player.
Stop video here and ask students to type the address in the box as shown in the
video.

Now just check whether they have made the envelope or not and then play the
video again.

201. To stop video time at 33 minute 00 seconds in VLC Media Player.
Stop video here and ask if they know why we use ‘Horizontal ruler’?
Just listen to the answers and play the video again for the correct answer.

202. To stop video time at 34 minute 26 seconds in VLC Media Player.
Stop video here and ask students to insert ‘Horizontal ruler’ as shown in the
video and then play the video again.

203. To stop video time at 35 minute 26 seconds in VLC Media Player.
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Stop video here and ask students to do as shown in the video.
Now just check whether they have inserted the ‘Horizontal ruler’ or not and
then play the video again.

204, To stop video time at 36 minute 16 seconds in VLC Media Player.
Stop video here and ask students to use the ‘Movie and sound’ option as shown
in the video and then play the video again.

205. To stop video time at 37 minute 42 seconds in VLC Media Player.
Stop video here and ask students to insert a video as shown in the video and
then play the video again.

206. To stop video time at 38 minute 25 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

207. To stop V|deo t|me at 38 mlnute 34 seconds in VLC Medla Player.

ﬂ ‘A / .\
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Can you tell
what happens with the File option ?

Stop video here and ask 1f they can tell what happens Wlth ‘F1le opt1on‘?
Just listen to the answers and play the video again for the correct answer.
208. To stop video time at 39 minute 26 seconds in VLC Media Player.
Stop video here and ask students to click on the ‘Insert menu’ and then select
the ‘File’ option as shown in the video.
209. To stop video time at 40 minute 05 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
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Now just check whether they have inserted another file or not and then play the
video again.
210. To stop V|deo tlme at 40 mlnute 23 seconds in VLC Medla Player.
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Do you know what happens with the
Auto correct option ?
Au orrect

Stop video here and ask students 1f they know what happens Wlth ‘Auto
correct?
Just listen to the answers and play the video again for the correct answer.

211. To stop video time at 43 minute 07 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

212. To stop video time at 45 minute 20 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have used ‘Auto correct’ option or not and then
play the video again.

213. To stop V|deo tlme at 45 mlnute 34 seconds in VLC Medla Player.
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COMPUTER SHIKSHA |

Can you tell
why the Arrange option is used ?

Stop video here and ask 1f they can tell why we use the ‘Arrange option?
Just listen to the answers and play the video again for the correct answer.
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214, To stop video time at 46 minute 34 seconds in VLC Media Player.
Stop video here and ask students to insert the object as shown in the video and
then play the video again.

215. To stop video time at 47 minute 09 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

216. To stop video time at 47 minute 36 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check and then play the video again.

217. To stop video time at 47 minute 44 seconds in VLC Media Player.
Stop video here and ask if they know what would happen with use of ‘Flip’?
Just listen to the answers and play the video again for the correct answer.

218. To stop video time at 48 minute 45 seconds in VLC Media Player.
Stop video here and ask students to insert a picture as shown in the video and
then play the video again.

2109. To stop video time at 49 minute 22 seconds in VLC Media Player.
Stop video here and ask students to rotate the picture with the help of the ‘Flip’
option as shown in the video and then play the video again.

220. To stop video time at 49 minute 52 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they used ‘Flip’ option or not and then play the video
again.

221. To stop video time at 50 minute 02 seconds in VLC Media Player.

Stop video here and ask if they know what happens with ‘Group’ option?
Just listen to the answers and play the video again for the correct answer.

222. To stop video time at 51 minute 25 seconds in VLC Media Player.
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Stop video here and ask students to draw three images as shown in the video
and then play the video again.

223. To stop video time at 51 minute 39 seconds in VLC Media Player.
Stop video here and ask students to select all three images as shown in the video
and then play the video again.

224, To stop video time at 53 minute 18 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have used ‘Group’ option or not and then play the
video again.

225. To stop video t|me at 53 minute 28 seconds in VLC Media Player.

AT B F do

Properly shut down your system.

Stop video here and ask students to close their file and shout down the
computer.
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Complete teacher’s manual for Open office writer 3 Class 8
Summaries

What is ‘Section’ option?

Why we use ‘Endnote’ and ‘Footnote’?
Why we use ‘Bookmark’?

About ‘Cross reference’?

What is ‘Horizontal rulers’?

What is ‘Text frame’?

Why we use ‘Text frame’?

Why we use ‘File option’?

Use of ‘Auto correct’

About ‘Arrange’

Why we use ‘Flip’ option?

What is ‘Group’ option and why we use it?
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Now let’s start video.

226. To stop V|deo t|me at 36 seconds in VLC Medla Player
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Can you tell what happens with the
Section option ?

Stop video here and ask 1f they can tell What happens W1th Sectlon option?
Just listen to the answers and play the video again for the correct answer

2217. To stop video time at 1 minute 05 seconds in VLC Media Player,
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Do you know what is the difference
between footnote and endnote ?
Endnote
\l/s

‘Footnote

Stop video here and ask if they can tell the difference between ‘Endnote and
Footnote’?
Just listen to the answers and play the video again for the correct answer.

228. To stop V|deo time at 1 minute 29 seconds in VLC Medla Player.
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Do you all know what happens with the
Change option ?

Stop video here and ask if they can tell what is ‘Change’ option?
Just listen to the answers and play the video again for the correct answer.

2209. To stop V|deo time at 1 minute 29 seconds in VLC Medla Player.
R S L R T R )
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Can you tell what is to be done to remove
the shading from the Field name ?

oW to remove

-shading.
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Stop video here and ask if they know what need to do to remove shading from
the ‘Field name’?
Just listen to the answers and play the video again for the correct answer.

230. To stop V|deo tlme at 2 mlnute 07 seconds in VLC Medla Player.
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Can you tell
why is the Text Frame used ?

Stop video here and ask, if tey can tell why we use Text frame’?
Just listen to the answers and play the video again for the correct answer.
231. To stop V|deo time at 2 mlnute 31 seconds i In VLC Medla Player
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Can you tell
why are the Horizontal Rulers used ?

Horizontal
- Ruler

Stop video here and ask if they can tell why we use ‘Horizontal ruler’?
Just listen to the answers and play the video again for the correct answer.
232. To stop video time at 2 minute 51 seconds in VLC Media Player.
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COMPUTER SHIKSHA

And using any of the methods taught to
you open the Writer file. o
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Stop video here and ask students to open writer file and then play the video
again.

233. To stop V|deo time at 2 mlnute 59 seconds inVLC Medla Player.
4 IR S R P R N L i
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First type out the paragraph being
shown to you.

A link to a web page, for example, "www.example.com" or

"www.myprovider.com/mypage/index.html" is an absolute link.

Open Office also reacts differently, depending on whether the file
referred to in the link exists, and where it is located. Open Office
checks every new link and sets a target and protocol automatically.
The result can be seen in the generated HTML code after saving the
source document.

Stop video here and askstens to typ the given paragraph asshown in the
video and then play the video again.

234. To stop V|deo t|me at 3 mlnute 11 seconds in VLC Medla Player.

B S P S T e

COMPUTEEEHIKSHA |
First show how will you practice the use
of the Formatting Bar.

Formatting
ar

g

Stop video here and ask students to do practice of ‘Frmatting bar’ and then
play the video again.
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235. To stop video time at 4 minute 16 seconds in VLC Media Player,
Stop video here and ask students to change the font size and font color as
shown in the video and then play the video again.

236. To stop video time at 5 minute 35 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

237. To stop video time at 5 minute 58 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have practiced ‘Formatting bar’ or not and then
play the video again.

238. To stop video time at 6 minute 09 seconds in VLC Medla Player.
| R | L e
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Now divide the given paragraph into 2 pages and show
how will you apply and use the footnote and endnote.

Stop video here and ask students to d|V|de the paragraph |nto two parts and
practice the ‘Endnote and Footnote’ and then play the video again.

2309. To stop video time at 8 minute 07 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

240. To stop video time at 11 minute 44 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have practiced ‘Footnote and Endnote’ or not and
then play the video again.
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241. To stop V|deo tlme at 11 mlnute 52 seconds in VLC Medla Player.

Next show how will you use the Section
option of the Insert menu.

COMPUTER SHIKSHA  {

Stop video here and ask students to do practlce of ‘Sectlon optlon and then play
the video again.

242. To stop video time at 12 minute 20 seconds in VLC Media Player.
Stop video here and ask students to select the paragraph as shown in the video
and then play the video again.

243. To stop video time at 12 minute 29 seconds in VLC Media Player.
Stop video here and ask students to click on the ‘Insert’ menu and then select
‘Section’ option as shown in the video and then play the video again.

244, To stop video time at 13 minute 33 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

245. To stop video time at 13 minute 54 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.

Now just check whether they have practiced ‘Section’ option or not and then
play the video again.

246. To stop video time at 14 minute 12 seconds in VLC Media Player.
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Next show the use of Caption on the
other page.

Caption

COMPUTER SHIKSHA | .
i 88

Stop video here and ask students to do practlce of Captlon optlon on the other
page and then play the video again.

247. To stop video time at 14 minute 35 seconds in VLC Media Player.
Stop video here and ask students to draw any object as shown in video and then
play the video again.

248. To stop video time at 16 minute 23 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have practiced ‘Caption’ option or not and then
play the video again.

249. To stop V|deo t|me at 16 mlnute 38 seconds in VLC Medla Player.

R L T T L

COMPUTER SHIKSHA {0
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Now show the application of Text Frame in your document in which

you should write about your school or about Computer Shiksha.

Stop video here and ask students to do practlce of Text frame 0pt10n and also
writer some lines about school etc... and then play the video again.

250. To stop video time at 17 minute 23 seconds in VLC Media Player.
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Stop video here and ask students to click on the ‘Insert” menu and then select
‘Text frame’ option as shown in the video and then play the video again.

251. To stop video time at 19 minute 03 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

252. To stop video time at 19 minute 20 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

253. To stop video time at 20 minute 50 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have inserted ‘Text frame’ option or not and then
play the video again.

254, To stop V|deo tlme at 21 mlnute 01 seconds in VLC Medla Player.
R RIS L
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Now apply the Horizontal Ruler on the top of the
paragraph and after the paragraph on the second page.

Stop video here and ask students to 1nsert ‘Horlzontalruler. above the
paragraph and below the paragraph and then play the video again.

255. To stop video time at 21 minute 57 seconds in VLC Media Player.
Stop video here and ask students to click on the ‘Insert’ menu and then select
‘Horizontal ruler’ option as shown in the video and then play the video again.

256. To stop video time at 22 minute 30 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
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Now just check whether they have inserted ‘Horizontal ruler’ option or not and
then play the video again.

257. To stop V|deo tlme at 22 mlnute 40 seconds in VLC Medla Player.
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Next show how will you insert any
other file on the second page.

other

Stop video here and aSk StudentS to 1nsert any ﬁle by usmg ‘F 1le option and
then play the video again.

258. To stop video time at 23 minute 39 seconds in VLC Media Player.
Stop video here and ask students to click on the ‘Insert’ menu and then select
‘File’ option as shown in the video and then play the video again.

250. To stop video time at 24 minute 37 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have inserted ‘File’ option or not and then play the
video again.

260. To stop V|deo tlme at 24 mlnute 44 seconds in VLC Medla Player.
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Next you will use the Auto correct
feature to correct some spellings.
Auo‘ correct
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Stop video here and ask students to do practice of ‘Auto correct’ option on the
other page and then play the video again.

261. To stop video time at 25 minute 37 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

262. To stop video time at 28 minute 29 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.

Now just check whether they have practiced ‘Auto correct’ option or not and
then play the video again.

263. To stop video time at 28 minute 49 seconds in VLC Media Player.
Stop video here and ask students to any clipart and bring this to the centre of the
text and then play the video again.

BRI | o T e

COMPUTER SHIKSHA |

264. To stop video time at 29 minute 07 seconds in VLC Medla Player.

Now use the Drawing Toolbar to make a drawing and show
how will you set it as the background of the page.

Stop video here and ask students to draw three ob] eets and pracﬁce ‘Group’
option and then play the video again.

265. To stop video time at 29 minute 48 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

266. To stop video time at 30 minute 13 seconds in VLC Media Player.
Stop video here and ask students to click on the ‘Format’ menu and then select
‘Group’ option as shown in the video and then play the video again.
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267. To stop video time at 31 minute 09 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

268. To stop video time at 32 minute 26 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have practiced ‘Group’ option or not and then
play the video again.

269. To stop video time at 32 minute 33 seconds in VLC Media Player.
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Properly shut down your system.
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Stop video here a ask sAtUdents to clo
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Complete teacher’s manual for Open office writer 3 Class 9
Summaries

What is ‘Table’?

Methods of drawing a Table?

How to insert ‘Row’ and ‘Column’?
What is ‘Merge cell’?

What is ‘Spilt cell’?

Why we use ‘Auto format option?
Why we use ‘Auto fit option?

Why we use ‘Convert option?

What is ‘Sort’ option?

What happens by using ‘Number format’?
Why we use ‘Properties option’

Why we use ‘Spelling and grammar’?
Why we use ‘Line and numbering’?
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Now let’s start video.

270. To stop V|deo tlme at 24 seconds in VLC Medla Player
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T |

Can you tell
why we use the Section option ?

Stop video here and ask 1f they can tell why we use ‘Sectlon 0pt10n‘7

Just listen to the answers and play the video again for the correct answer.
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271. To stop V|deo time at 52 seconds in VLC Medla Player
Ll PR g R R S SR N
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Do you know what happens with the
Footnote and Endnote ?
Footnote
Endnote

Stop video here and ask if they know what happens with ‘Footnote and
Endnote’?
Just listen to the answers and play the video again for the correct answer.

272. To stop V|deo time at 1 minute 45 seconds in VLC Medla Player.
O o S S TR TR
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And using any of the methods taught to
you open the Writer file.

E

Stop video here and asksues to open writer file as shown in the video and
then play the video again.

273. To stop V|deo time at 2 minute 50 seconds in VLC Medla Player.
Ll R g R R S SRR N A
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What will we learn today ?
In today’s class you will learn about the
options of the Table and Tool menu I|ke
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Stop video here and ask what will they learn today?
Just listen to the answers and play the video again for the correct answer.

274, To stop video time at 2 minute 57 seconds in VLC Media Player.
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Do you all know what is a Table and
why do we use it ?
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:“";‘i i

oSl AT B VR AT IO SR PSS AR - L T
Stop video here and ask if they know what is ‘“Table’ and why we use it?

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

275. To stop video time at 3 minute 39 seconds in VLC Media Player,

COMPUTER SHIKSHA
Some of you may be wondering what
are rows and columns !

Stop video here and ask what are ‘Rows’ and ‘Columns’?
Just listen to the answers and play the video again for the correct answer.

276. To stop video time at 4 minutel8 seconds in VLC Media Player.
Stop video here and ask if they know how to insert ‘Table’?
Just listen to the answers and play the video again for the correct answer.

277. To stop video time at 5 minute 13 seconds in VLC Media Player.
Stop video here and ask students to click on ‘Insert’ menu and then click on

‘Table’ option.
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2178. To stop video time at 5 minute 45 seconds in VLC Media Player,
Stop video here and ask students to do as shown in the video and then play the
video again.

279. To stop video time at 5 minute 53 seconds in VLC Media Player.
Stop video here and ask students to do undo as shown in the video and then play
the video again.

280. To stop video time at 6 minute 21 seconds in VLC Media Player.
Stop video here and ask students to click on ‘Table’ option of the ‘Standard
toolbar option and then play the video again.

281. To stop video time at 7 minute 14 seconds in VLC Media Player.
Stop video here and ask students to draw a ‘Table’ and then undo the table as
shown in the video and then play the video again.

282. To stop video time at 7 minute 52 seconds in VLC Media Player.
Stop video here and ask students to draw table with the help of the ‘Table
menu’ as shown in video and then play the video again.

283. To stop V|deo time at 8 minute 02 seconds In VLC Media Player.

R TR P
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Now all of you make a table like the one
being shown to you.

Stop video here and ask students draw a table as shown in the V|deo and then
play the video again.

284. To stop video time at 8 minute 24 seconds in VLC Media Player.
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Stop video here and check whether they have drawn a table or not and then play

the video again.
285. To stop V|deo tlme at 8 mlnute 33 seconds in VLC Medla Player.

B o R P R =0

Can you tell how can you insert a row ?

COMPUTER SHIKSHA  {

Stop video here and ask 1f they can tell how to 1nsert ‘Row"7
Just listen to the answers and play the video again for the correct answer.

286. To stop video time at 9 minute 46 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the

video again.

287. To stop video time at 10 minute 59 seconds in VLC Media Player.

Stop video here and ask students to do as shown in the video.
Now just check whether they have inserted row or not and then play the video

again.
1 mmute 04 seconds in VLC Medla Player.

-

288. To stop V|deo t|me at 1
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Can you tell
how will you insert a column ?

COMPUTER SHIKSHA  {

Stop video here and ask 1f they know how to 1nsert ‘Column
Just listen to the answers and play the video again for the correct answer.
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289. To stop video time at 12 minute 11 seconds in VLC Media Player.
Stop video here and ask students to insert a column as shown in the video and
then play the video again.

290. To stop video time at 13 minute 14 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have inserted the table or not and then play the
video again.

291. To stop video time at 13 mlnute 20 seconds in VLC Medla Player.
R TR | S
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Let us now learn about the
Delete submenu.

Stop video here and ask students about ‘Delete optlon and then play the video
again.

292. To stop video time at 15 minute 31 seconds in VLC Media Player.
Stop video here and ask students to delete the entire table as shown in the video.
Now just check whether they have deleted the ‘Table’ or not and then play the
video again.

293. To stop video time at 17 minute 01 seconds in VLC Media Player.
Stop video here and ask students to select whole table as shown in the video and
then play the video again.

294. To stop video time at 18 minute 30 seconds in VLC Media Player.
Stop video here and ask students to select ‘Row’ as shown in the video and then
play the video again.
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295. To stop video time at 19 minute 09 seconds in VLC Media Player.

Stop video here and ask students to do as shown in the video.
Now just check whether they have selected and then play the video again.

296. To stop V|deo tlme at 19 mlnute 16 seconds in VLC Medla Player.
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Do you know what is Merge Cell ?

Stop video here and ask 1f they know what is Merge cell ‘?
Just listen to the answers and play the video again for the correct answer.

297. To stop video time at 20 minute 07 seconds in VLC Media Player.
Stop video here and ask students to select two cells as shown in the video and

then play the video again.

298. To stop video time at 21 minute 58 seconds in VLC Media Player.

Stop video here and ask students to do as shown in the video.
Just check whether they’ve used ‘Merge cells’ or not then play the video again.

299. To stop V|deo tlme at 22 mlnute 04 seconds in VLC Medla Player.
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Do you know
why we use the Split Cell ?
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Stop video here and ask if they know why we use “Split cell’?
Just listen to the answers and play the video again for the correct answer.

300. To stop video time at 23 minute 09 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

301. To stop video time at 24 minute 31 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

302. To stop video time at 27 minute 38 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Just check whether they’ve used ‘Split cells’ or not then play the video again.

303. To stop video time at 27minute 38 seconds in VLC Medla Player.
Pm T R bt
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Do you know what happens with the
Protect Cell ?
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Stop video here and ask 1f they know what happens Wlth ‘Protect cell’?
Just listen to the answers and play the video again for the correct answer.

304. To stop video time at 28minute 14 seconds in VLC Media Player.
Stop video here and ask students to protect a cell as shown in the video and then
play the video again.

305. To stop video time at 29 minute 48 seconds in VLC Media Player.
Stop video here and ask students to unprotect the cell as shown in the video.
Just check whether they’ve used ‘Protect option’ or not then play the video
again.
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306. To stop V|deo tlme at 29 mlnute 53 seconds in VLC Medla Player.
| R | o T o
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Let us now start learning about the
Auto Format option.

Stop video here and ask students to learn to use ‘Auto format optlon and then
play the video again.

307. To stop video time at 29 minute 53 seconds in VLC Media Player.
Stop video here and ask students to click on ‘Table” menu and then click on
‘Auto format’ option and then play the video again.

308. To stop video time at 31 minute 35 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

3009. To stop video time at 33 minute 10 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Just check whether they’ve used ‘Auto format option’ or not then play the video

again.

310. To stop video time at 33 minute 19 seconds in VLC Media Player.
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Can you tell
why is the Auto fit option used ?

v
lel
0 Al AR U U TV e
Stop video here and ask if they can tell why ‘Auto fit’ option is used?

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

311. To stop video time at 34 minute 34 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

312. To stop video time at 35 minute 24 seconds in VLC Media Player.
Stop video here and ask students to select the whole table as shown in the video
and then play the video again.

313. To stop video time at 35 minute 57 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

314, To stop video time at 36 minute 39 seconds in VLC Media Player.
Stop video here and ask students to select the ‘Column’ as shown in the video
and then play the video again.

315. To stop video time at 38 minute 38 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they’ve used ‘Auto fit option’ or not then play the
video again.

316. To stop video time at 38 minute 50 seconds in VLC Media Player.
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Do you know what happens with the
Convert option ?
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Stop video here and ask if rthey can tell what is ‘Convert option’?
Just listen to the answers and play the video again for the correct answer.

317. To stop video time at 39 minute 21 seconds in VLC Media Player.
Stop video here and ask students to select the entire table as shown in the video
and then play the video again.

318. To stop video time at 40 minute 00 seconds in VLC Media Player.
Stop video here and ask students to convert table into text as shown in the video
and then play the video again.

3109. To stop video time at 41 minute 19 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

320. To stop video time at 42 minute 31 seconds in VLC Media Player.
Stop video here and ask students to convert ‘Text’ into ‘Table’ as shown in the
video.

Just check whether they’ve used ‘Convert option’ or not then play the video
again.

321. To stop video time at 42 minute 51 seconds in VLC Media Player.
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Do you know what happens with the
Formula option ?

Stop video here and aSk them Why we use ‘Formula optlon opt10n‘7
Just listen to the answers and play the video again for the correct answer.

322. To stop video time at 44 minute 29 seconds in VLC Media Player.
Stop video here and ask students to Sum up the number by applying ‘Sum’
formula as shown in the video and then play the video again.

323. To stop video time at 45 minute 14 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

324, To stop video time at 47 minute 45 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

325. To stop video time at 49 minute 17 seconds in VLC Media Player.
Stop video here and ask students to insert one more ‘Column’ and type
difference in this column as shown in the video and then play the video again.

326. To stop video time at 49 minute 36 seconds in VLC Media Player.
Stop video here and ask students to subtract two numbers as shown in the video
and then play the video again.

3217. To stop video time at 50 minute 11 seconds in VLC Media Player.
Stop video here and ask students to multiply two numbers as shown in the video
and then play the video again.
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328. To stop video time at 50 minute 53 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Just check whether they’ve used ‘Formula option’ or not then play the video
again.
320. To stop video time at 51 minute 03 seconds in VLC Media Player.
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Can you tell
why we use Number Formatting ?

Stop video here and ask if they can tell why we use ‘Number format’ option?
Just listen to the answers and play the video again for the correct answer.
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330. To stop video time at 51 minute 50 seconds in VLC Media Player.
Stop video here and ask students to click on ‘Table’ menu and then click on
‘Number format’ option and then play the video again.

331. To stop video time at 53 minute 06 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

332. To stop video time at 53 minute 52 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Just check whether they’ve used ‘Number format option’ or not then play the

video again.

333. To stop video time at 54 minute 00 seconds in VLC Media Player.
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Do you know
why we use the Properties option ?

Properties
)ption i
vt p B4
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Stop video here and ask why we use ‘Table propertles opt10n‘7
Just listen to the answers and play the video again for the correct answer.

334, To stop video time at 55 minute 04 seconds in VLC Media Player.
Stop video here and ask students to click on ‘Table” menu and then click on
‘Table properties’ option and then play the video again.

335. To stop video time at 56 minute 21 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

336. To stop video time at 58 minute 14 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

337. To stop video time at 59 minute 21 seconds in VLC Media Player.
Stop video here and ask students to change the width of ‘Column’ as shown in
the video and then play the video again.

338. To stop video time at 1 Hour 02 minute 07 seconds in VLC Media
Player.
Stop video here and ask students to do bring the normal table with help of
‘Undo’ as shown in the video and then play the video again.

330. To stop video time at 1 Hour 03 minute 07 seconds in VLC Media
Player.
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Stop video here and ask students to do as shown in the video and then play the
video again.

340. To stop video time at 1 Hour 05 minute 46 seconds in VLC Media
Player.
Stop video here and ask students to change the background color of the table as
shown in the video and then play the video again.

341. To stop video time at 1 Hour 06 minute 20 seconds in VLC Media
Player.
Stop video here and ask students to draw another ‘Table’ as shown in the video
and then play the video again.

342. To stop video time at 1 Hour 07 minute 46 seconds in VLC Media
Player.
Stop video here and ask students to do as shown in the video.
Just check whether they’ve used ‘Table properties option’ or not then play the
video again.

343. To stop video time at 1 Hour 05 minute 23 seconds in VLC Media

Player.

COMPUTER SHIKSHA |
The next option is of Spelling check.

Table | Tools Window Help

nnnnn
.....
......

Stop video here and ask students to use ‘Spelhng and Grammar opt10n‘7
Just listen to the answers and play the video again for the correct answer.

344, To stop video time at 1 Hour 08 minute 00 seconds in VLC Media
Player.

108



COMPUTER SHIKSHA

bridging the digital divide

Stop video here and ask students to do spelling check as shown in the video and
then play the video again.

345. To stop video time at 1 Hour 09 minute 53 seconds in VLC Media

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

Just check whether they’ve checked spelling or not then play the video again.

346. To stop video time at 1 Hour 11 minute 55 seconds in VLC Media

Player.
Stop video here and ask students to do as shown in the video and then play the

video again.

347. To stop video time at 1 Hour 13 minute 39 seconds in VLC Media

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

Just check whether they’ve used ‘Language option’ or not then play the video

again.

348. To stop video time at 1 Hour 13 minute 45 seconds in VLC Media
Player.
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Can you tell what happens with the
Line Numbering option ?
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Stop video here and ask if they can what is ‘Line and numbering?

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

349. To stop video time at 1 Hour 14 minute 29 seconds in VLC Media
Player.
Stop video here and ask students to click on ‘Tools’ menu and then click on
‘Line and numbering’ option and then play the video again.

350. To stop video time at 1 Hour 15 minute 48 seconds in VLC Media
Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

351. To stop video time at 1 Hour 17 minute 58 seconds in VLC Media
Player.
Stop video here and ask students to do as shown in the video.
Just check whether they’ve used ‘Line and numbering option’ or not then play
the video again.

352. To stop video time at 1 Hour 18 minute 13 seconds in VLC Media
Player.
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Properly shut down your system.
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B

udents to close their file and shutdown the computer.
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Complete teacher’s manual for Open office writer 3 Class 10
Summaries

What is a ‘“Table’?

There are how many methods of drawing a Table?
How to insert ‘Row’ and ‘Column’?
What is ‘Merge cell’?

What is ‘Spilt cell’?

Why we use ‘Auto format option?

Why we use ‘Auto fit option?

Why we use ‘Convert option?

What is ‘Sort” option?

What happens by using ‘Number format’?
Why we use ‘Properties option’

Why we use ‘Mail merge’

What is ‘Macro’

How to customize menus and tools?

Now let’s start video.

353. To stop V|deo tlme at 46 seconds in VLC Medla Player
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Can you tell
why the Section option is used ?

Stop video here and ask 1f they can tell why we use Sectlon optlon?

Just listen to the answers and play the video again for the correct answer.
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354, To stop V|deo time at 1 mlnu'_ce 17 seconds in VLC Medla Player.
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Do you know
what is a table and why is it used ?

Stop video here and ask what is ‘Table’ and why we use it?
Just listen to the answers and play the video again for the correct answer.

355.

Stop video here and ask if they know what is ‘Merge cell’?
Just listen to the answers and play the video again for the correct answer.

356. To stop video time at 2 minute 14 seconds in VLC Media Player.
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Do you know why we use Split Cell ?
.
!

Stop video here and ask if the know why we use “Split cell’?
Just listen to the answers and play the video again for the correct answer.

357. To stop V|deo time at 2 minute 39 seconds in VLC Medla Player.
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Do you know
what happens with Protect Cell ?

Protect

P
]

Stop video here and ask if the know what happens with ‘Protect cell’?
Just listen to the answers and play the video again for the correct answer.

358. To stop V|deo time at 2 minute 56 seconds in VLC Mgdla Player.
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Can you tell how can you unprotect a
protected cell ?

Unprotecf

Cell -

Stop video here and ask how o unprotect the protected ‘Cell’?
Just listen to the answers and play the video again for the correct answer.
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359. To stop V|deo tlme at 3 mlnute 18 seconds in VLC Medla Player.

L R R T e Ty DAY A SO

COMPUTER SHIKSHA | .

Do you know
what happens with the use of Formula ?

Stop video here and ask them 1f they know what happens Wlth use of ‘Formula
option’?
Just listen to the answers and play the video again for the correct answer.

360. To stop V|deo tlme at 3 mlnute 41 seconds in VLC Medla Player.
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And using any of the methods taught to
you open the Writer file.

B e —

Stop video here and ask them to open wrlter flle and then play the video again.

361. To stop video time at 4 minute 03 seconds in VLC Media Player.
Stop video and ask students to draw a table.
Now check whether they’ve drawn ‘Table’ or not then play the video again.

362. To stop video time at 4 minute 27 seconds in VLC Media Player.
Stop video here and ask students to insert a row as told in video and then play
the video again.

363. To stop video time at 5 minute 44 seconds in VLC Media Player,
Now check whether they’ve inserted ‘Row’ or not then play the video again.
115



COMPUTER SHIKSHA

.. bridging the digital divide

364. To stop V|deo tlme aths mlnute 51 seconds in VLC Medla Player.
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Next insert a new column which should
have the quantity of these books.

Stop video here and ask students to 1nsert a Column as told in Vldeo and then
play the video again.

365. To stop video time at 7 minute 46 seconds in VLC Media Player.
Now check whether they’ve inserted ‘Column’ or not then play the video again.

366. To stop V|deo t|me at7 mlnute 57 seconds in VLC Medla Player.
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Now show
how will you split the price column.

COMPUTER SHIKSHA  {

Stop video here and ask students to ‘Spht the prlce’ ‘Cell’ into into ‘Rs’ and
‘paisa’ and then play the video again.

367. To stop video time at 8 minute 52 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

368. To stop video time at 10 minute 13 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now check whether they’ve spilt the ‘Cell’ or not then play the video again.
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369. To stop V|deo tlme at 10 mlnute 54 seconds in VLC Medla Player.

o P g e R R SR IR

COMPUTER SHIKSHA  {
" Al

Next show how can you merge these
columns that you had split earlier.

Stop video here and ask students to combme the Cells andthen play the video
again.

To stop video time at 11 minute 16 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

370. To stop video time at 11 minute 48 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

371. To stop video time at 13 minute 33 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now check whether they’ve combined the ‘Cells’ or not then play the video
again.

372. To stop V|deo t|me at 13 mlnute 40 seconds in VLC Medla Player.
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Next show how can you change the order of
the numbers in the price column.

ange the
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Stop video here and ask students to do practice of ‘Sort” option and then play
the video again.

373. To stop video time at 13 minute 50 seconds in VLC Media Player.
Stop video here and ask students to arrange the data in ascending order and
descending order and then play the video again.

374. To stop video time at 14 minute 34 seconds in VLC Media Player.
Stop video here and ask students to click on ‘Table’ menu and then click on
‘Sort” option and then play the video again.

375. To stop video time at 15 minute 03 seconds in VLC Media Player.
Stop video here and ask students to change the Data in ascending order.
Now just check whether they have used the ‘Sort” option or not and then play
the video again.

376. To stop video time at 15 minute 18 seconds in VLC Media Player.
Stop video here and ask students to increase the size of ‘Row and Column’ and
then play the video again.

377. To stop video time at 16 minute 00 seconds in VLC Media Player.
Stop video here and ask students to click on ‘Table’ menu and then click on
‘Auto fit’ option and then play the video again.

378. To stop video time at 16 minute 56 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

379. To stop video time at 17 minute 28 seconds in VLC Media Player.
Now check whether they’ve increased and decreased size of ‘Row’ and

‘Column’ or not then play the video again.

380. To stop video time at 18 minute 22 seconds in VLC Media Player.
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Now use the Formula to show how will you
get the total using the price column.

Stop video here and ask students to sum up the number and then play the video
again.

381. To stop video time at 18 minute 33 seconds in VLC Media Player.
Stop video here and ask students to insert a row and do as shown in the video
and then play the video again.

382. To stop video time at 20 minute 17 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now check whether they’ve added the numbers or not then play the video again.

383. To stop V|deo tlme at 20 mlnute 23 seconds In VLC Medla Player.
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Show how will you change the
table to text.

Stop video here and ask students to convert the table |nto text and then play the
video again.

384. To stop video time at 21 minute 24 seconds in VLC Media Player.
Stop video here and ask students to click on ‘Table’ menu and then click on
‘Convert’ option and then play the video again.
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385. To stop video time at 21 minute 58 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now check whether they’ve converted the table into text or not then play the
video again.

386. To stop V|deo time at 22 minute 11 seconds in VLC Medla Player.
G FRGTIT | S
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Can you tell what happens with the
Mail Merge wizard ?

Stop video here and ask What happens w1th ‘Mall merge |
Just listen to the answers and play the video again for the correct answer.

387. To stop video time at 23 minute 11 seconds in VLC Media Player.
Stop video here and ask students to click on the ‘Tools menu’ and then click on
the ‘Mail merge’ as shown in the video and then play the video again.

388. To stop video time at 24 minute 00 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

3809. To stop video time at 26 minute 33 seconds in VLC Media Player.
Stop video here and ask students to type the address line as shown in video and
save the address and then play the video again.

390. To stop video time at 27 minute 28 seconds in VLC Media Player.

Stop video here and ask students to do as shown in the video and then play the
video again.
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391. To stop video time at 30 minute 24 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now check whether they’ve used the ‘Mail merge’ option or not then play the
video again.

392. To stop V|deo tlme at 30 minute 31 seconds in VLC Medla Player.
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Can you tell
what happens with macros ?

Stop video here and ask 1f they can tell what is ‘Macro |
Just listen to the answers and play the video again for the correct answer.

393. To stop video time at 31 minute 20 seconds in VLC Media Player.
Stop video here and ask students to click on ‘Tools’ menu and then click on
‘Macro’ and then ‘Record Marco’ option and then play the video again.

394, To stop video time at 32 minute 11 seconds in VLC Media Player.
Stop video here and ask students to type some lines and then save it as shown in
the video and then play the video again.

395. To stop video time at 33 minute 52 seconds in VLC Media Player.
Stop video here and ask students to ‘Run’ the ‘Macro’ as shown in the video.

Now just check and then play the video again.

396. To stop video time at 34 minute 00 seconds in VLC Media Player.
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Do you know
what happens with Customize ?

_ustomize
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Stop video here and ask if they know what happens with ‘Customize’?

Just listen to the answers and play the video again for the correct answer.
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397. To stop video time at 34 minute 48 seconds in VLC Media Player.
Stop video here and ask students to click on ‘Tools’ menu and then click on
‘Customize’option and then play the video again.

398. To stop video time at 36 minute 25 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

399. To stop video time at 37 minute 21 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

400. To stop video time at 38 minute 20 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

401. To stop video time at 40 minute 26 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.

Now just check and then play the video again.

402. To stop video time at 40 minute 37 seconds in VLC Media Player.
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Properly shut down your system.

(o

B

udents to close their file and shutdown the computer.
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Complete teacher’s manual for Open office writer 3 Class 11
Summaries

Why we use ‘Section’ option?

How to create ‘Hyperlink’ with help of ‘Section’ option?
How to remove shading from the “Field name’?
Use of ‘Footnote and Endnote’.

About formatting option.

Why we use ‘Find and replace’?

About match case.

Why we ‘Customize’ option?

What are the Non-printing characters?

What is ‘Macro’?

How to run ‘Macro’?
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Now let’s start video.

403. To stop V|deo tlme at 44 seconds in VLC Medla Player
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Can you tell
what happens with macros ?

Stop video here and ask 1f they can tell what happens Wlth ‘Macro
Just listen to the answers and play the video again for the correct answer.
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404. To stop V|deo tlme at01 mlnute 03 seconds in VLC Medla Player.
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Do you know
what happens with Customize ?

Stop video here and ask if they know what happens with ‘Customize’?
Just listen to the answers and play the video again for the correct answer.

405. To stop V|deo tlme at 01 mlnute 32 seconds in VLC Medla Player.
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Can you tell which are the characters which you cannot
remove by using backspace or the delete key ? 'L.; |

I o

Backspace or
delete key

Stop video here and ask which characters are not deleted by ‘Backspace’ or
‘Delete’ button
Just listen to the answers and play the video again for the correct answer.

406. To stop video time at 01 minute 53 seconds in VLC Media Player.

COMPUTER SHIKSHA 1

Can you tell how to remove shading
from the Field Name ? ]
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Stop video here and ask what they will do to remove the shading from the ‘Field
name’
Just listen to the answers and play the video again for the correct answer.

407. To stop V|deo tlme at 02 mlnute 20 seconds in VLC Medla Player.
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Can you tell what is the difference in the Standard N
selection mode and the Block Area selection mode ? i
B

- Standard-and
Block area

Stop video here and ask what is the difference between “Standard area and
‘Block area?
Just listen to the answers and play the video again for the correct answer.

408. To stop V|deo t|me at 02 mlnute 43 seconds in VLC Medla Player.
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Can you tell what happens with the use
of Auto text ?

Auto text

Stop video here and ask if they can tell “what happens with the ‘Auto correct’?
Just listen to the answers and play the video again for the correct answer.
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409. To stop video time at 03 minute 04 seconds in VLC Media Player.
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Can you tell
how to hide the Standard Toolbar ?

Stop video here and ask if they can tell how to hide ‘Standard toolbar’?
Just listen to the answers and play the video again for the correct answer.

410. Stop video time at 03 minute 31 seconds in VLC Media Player.
COMPUTER§HIKSHA b_

Do you know what happens when we
use the Navigator ?

Stop video here and ask if they know what is ‘Navigator’?
Just listen to the answers and play the video again for the correct answer.

411. To stop video time at 04 minute 12 seconds in VLC Media Player.
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And using any of the methods taught to Ve ‘
you open the Writer file. }_p‘,','
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Stop video here and ask students to open the ‘Writer’ file and then play the
video again.
412. To stop V|deo t|me at 04 mlnute 18 seconds in VLC Medla Player.
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Now type out the paragraph being
shown to you.

There was once a merchant who employed many carpenters
and masons to build a temple in his garden. Regularly, they
would start work in the morning; and

take a break for the mid-day meals, and return to resume
work till evening. One day, a group of monkeys arrived at the
site of the building and watched the workers leaving for their
mid-day meals.

Stop video here and ask students to type the glven paragraph and also ask them
to do formatting as shown in the video and then play the video again.

413. To stop V|deo tlme at 04 mlnute 27 seconds in VLC Medla Player.
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Show how will you get the same formatting done as has
already been done on the paragraph given to you.

Stop video here and ask students todo the formattmg on the paragraph as shown
in the video and then play the video again.

414, To stop video time at 05 minute 23 seconds in VLC Media Player.
Stop video here and ask students to select the paragraph and change the size of
the font as shown in the video and then play the video again.

415. To stop video time at 07 minute 43 seconds in VLC Media Player.
Stop video here and ask students to apply ‘Bullets on the paragraph and also ask
to change background color of line as shown in the video.

Now just check whether they have done the formatting or not and then play the
video again.
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416. To stop V|deo t|me at 07 m|nute 51 seconds in VLC Medla Player.
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Now go ahead and with the help of Section
option divide this paragraph into two parts.

Stop video here and ask students to d|V|de the paragraph in two parts with help
of ‘Section’ option and then play the video again.

417. To stop video time at 08 minute 30 seconds in VLC Media Player.
Stop video here and ask students to click on ‘Insert’ menu and then click on
‘Section’ option and then play the video again.

418. To stop video time at 10 minute 28 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

4109. To stop video time at 11 minute 31 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check and then play the video again.

420. To stop V|deo time at 11 mlnute 48 seconds in VLC Media Player
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B
Show how you can change the | Next insert a Text Frame and type
background color inside the Text Frame. i somethingin it.
Text Frame i éext
“Color me
A . ¢
& 8
|
i
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Stop video here and ask students to insert ‘Text frame’ and also type few lines
on it and then change the background color in it, after that attach the hyperlink
on it and then play the video again.

421. To stop video time at 12 minute 15 seconds in VLC Media Player.
Stop video here and ask students to click on ‘Insert’ menu and then click on
‘Frame’ option and then play the video again.

422. To stop video time at 14 minute 05 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

423. To stop video time at 16 minute 16 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

424, To stop video time at 17 minute 37 seconds in VLC Media Player.
Stop video here and ask students to type a line in ‘Text frame’ as shown in the
video and then play the video again.

Stop video here and ask students to practice ‘Text frame’ option or not and then
play the video again.

425. To stop V|deo time at 17 minute 47 seconds in VLC Medla Player.
R FRGTIT |

COMPUTER SHIKSHA |

Next show how will you insert
Footnote and Endnote.
Insert
ote &

Footnote

Stop video here and ask students to 1nsert Endnote and Footnote and then play
the video again.

426. To stop video time at 18 minute 20 seconds in VLC Media Player.
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Stop video here and ask students to take a new page as shown in the video and
then play the video again.

427. To stop video time at 18 minute 29 seconds in VLC Media Player.
Stop video here and ask students to click on the ‘Insert menu’ and then select as
shown in the video and then play the video again.

428. To stop video time at 19 minute 04 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

429. To stop video time at 21 minute 00 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now check whether they’ve practiced ‘Footnote and Endnote’ option or not and
then play the video again.

430. To stop V|deo t|me at 21 minute 06 seconds in VLC Medla Player.
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Show how you will record a macro ?

Stop video here and ask how to record ‘Macro"?
Just listen to the answers and play the video again for the correct answer.
431. To stop video time at 22 minute 07 seconds in VLC Media Player.

Stop video here and ask students to click on ‘Tools’ menu and then click on

‘Macro->record’ option and then play the video again.

432. To stop video time at 23 minute 14 seconds in VLC Media Player.
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Stop video here and ask students to record the message and then save it as
shown in the video and then play the video again.

433. To stop video time at 23 minute 40 seconds in VLC Media Player.
Stop video here and ask students to insert the new page as shown in the video
and then play the video again.

434, To stop video time at 24 minute 24 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check whether they have recorded the ‘Macro’ or not and then play
the video again.

435. To stop V|deo time at 24 minute 35 seconds in VLC Medla Player.
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Now use the Find option and with the help of exact
match of the case go ahead and replace some words.

Stop video here and ask students to practlce ‘Flnd and replace optlon and then
play the video again.

436. To stop video time at 24 minute 58 seconds in VLC Media Player.
Stop video here and ask students to click on ‘Edit’ menu and then click on ‘Find
and replace’ option and then play the video again.

437. To stop video time at 25 minute 40 seconds in VLC Media Player.
Stop video here and ask students to find ‘there’ word as shown in the video and
then play the video again.

438. To stop video time at 26 minute 53 seconds in VLC Media Player.
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Stop video here and ask students to change the ‘There’ word into ‘Here’ word
as shown in the video.
Now just check and then play the video again.

439. To stop V|deo t|me at 27 mlnute 06 seconds in VLC Medla Player.
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And next show how will you format this
entire paragraph text wise.

Stop video here and ask students to dotext wise formattlng and then play the
video again.

440. To stop video time at 28 minute 23 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.

441. To stop video time at 28 minute 56 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now just check and then play the video again.

442. To stop V|deo t|me at 29 minute 07 seconds in VLC Medla Player.
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Properly shut down your system.

Stop video here and ask students to save thelr flle and shutdown the computer.
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