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Complete teacher’s manual for Open office Calc/spreadsheet 1 Class 1
Summaries

What is Calc/ spreadsheet?

Why we use calc/ spreadsheet?

How to open calc file?

What is formatting toolbar?

Why we use formatting bar?

How to take a new file?

How to open any document?

How to save any document?

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

What is a cell?

What is a row & column?

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

Now let’s start video.

LR N N N N N N N N N N

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

COMPUTER SHIKSHA

Do you know
what is a Spreadsheet in Open Office?

e OpenOffice™4

Stop video here and ask them what ‘open office spreadsheet/calc’ is used for?
Just listen to the answers and play the video again for the correct answer.
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2. To stop video time at 2 minute 14 seconds in VLC Media Player.

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

= —

Stop video here and ask students, if they can open Open Office spreadsheet file?
Just listen to the answers and play the video again for the correct answer.

3. To stop video time at 3 minute 41 seconds in VLC Media Player.
Stop video here and ask them to click on ‘Start button’ as shown in video and
then play the video again.

4. To stop video time at 3 minute 50 seconds in VLC Media Player.
Stop video here and ask them to click on ‘All Program’ option as shown in
video.

5. To stop video time at 4 minute 37 seconds in VLC Media Player.
Stop video here and ask them to search ‘open office 4.1.1” as shown in video.
After that ask to click on ‘calc’ option as shown in video.

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

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

e 57 |t

Stop video here and ask them if they have opened ‘spreadsheet/calc’ file or not?
Just check and play the video again.
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7. To stop video time at 05 minute 20 seconds in VLC Media Player.

COMPUTER SHIKSHA

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

A Fomut Tooh O Window B
BaRYvE Xud-¢ @44 by MOEEQ O, ¢ % §
1 vB/UExam AxPuBdEe D-2-A

Stop video here and ask students to look in front of the screen and tell what the
given picture is called?
Just listen to the answers and play the video again for the correct answer.

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

L

COMPUTER SHIKSHA

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

i

Stop video here and ask what is a ‘standard toolbar’ and which one is it in the
picture?
Just listen to the answers and play the video again for the correct answer.

&-¢ @i kv N2mEQ 9, vié ¢y
ExIm AXVLUNEE0-2 A

9. To stop video time at 06 minute 07 seconds in VLC Media Player.

e

COMPUTER SHIKSHA

Can you tell what is Formatting Toolbar
and why do we use it ?

&-¢ @ui by N2mEQ 0, Moty
ExaE . AxVLENEeE0-2-A- |
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Stop video here and ask if they can tell what is ‘formatting toolbar’ and why do
we use it?

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

ia Player.

——’/

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

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

Tooh Qs Wndow Bep
A8 95 X (FEE PA VI TEYP

B/Uexam AXxVL¥EED-2-A-

! X [Az=

Stop video here and ask if they can tell what is being shown in the picture?
Just listen to the answers and play the video again for the correct answer.

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

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

COMPUTER SHIKSHA

Stop video here and ask students look at the picture and tell what is being
shown below with the help of box?

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



COMPUTER SHIKSHA

veree--.. bridging the digital divide

12.To stop video time at 7 minute 42 seconds in VLC Media Player.

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

s | —

COMPUTER SHIKSHA

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

‘spreadsheet/calc’?
Just listen to the answers and play the video again for the correct answer.

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

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

—

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

being shown with the help of a box?
Just listen to the answers and play the video again for the correct answer.

14.To stop video time at 8 minute 23 seconds in VLC Media Player.

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

l]ﬂé
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Stop video here and ask if they know why do we use ‘side bar’?
Just listen to the answers and play the video again for the correct answer.

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

COMPUTER SHIKSHA

Can you tell what is a cell ?

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

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

Stop video here and ask them to type in the ‘cell’ as shown in video.
Just check whether the students have typed or not and then play the video again.

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

Stop video here and ask them to type again in the ‘cell” as shown in video.

Just check whether the students have typed or not and then play the video again
18.To stop video time at 12 minute 49 seconds in VLC Media Player.

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

Just check whether the students have done or not and then play the video again
19.To stop video time at 12minute 54 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell what is a cell ?
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Stop video here and ask if they can tell what are ‘Rows’?
Just listen to the answers and play the video again for the correct answer.

20.To stop video time at 14 minute 15 seconds in VLC Media Player.
Stop video here and ask them to type as shown in video.
Just check whether the students have typed or not and then play the video again.

21.To stop video time at 15 minute 13 seconds in VLC Media Player.
Stop video here and ask them to use ‘arrow keys’ as shown in video.
Just check whether the students have used ‘arrow keys’ or not and then play the
video again.

22.To stop video time at 16 minute 13 seconds in VLC Media Player.
Stop video here and ask them to select ‘cell or rows’ as shown in video.
Just check whether the students have ‘selected’ or not and then play the video
again.

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

COMPUTER SHIKSHA

Can you tell what are columns ?

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

24.To stop video time at 18 minute 41 seconds in VLC Media Player.
Stop video here and ask them to select ‘cell or column’ as shown in video.
Just check whether the students have selected or not and then play the video
again.
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25.To stop video time at 19 minute 50 seconds in VLC Media Player.
Stop video here and ask to do as shown in video.
Just check whether the students have done or not and then play the video again.

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

COMPUTER SHIKSHA

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

= A | B L ¢ 1l _© 1 € e 6
1_|Name Roll No Math English Hindi Commerce

2 Anil 1 67 56 56 56

3 |Dinesh 2 76 67 67 67

4 |Charu 3 7 64 56 76
5_|Pranav 4 67 56 55 64

6 _|Bharat 5 65 67 67 64

7 |Anjaana 6 67 65 67 56

8 |Noor 7 64 67 50 46

9

Stop video here and ask them to create a table as shown in video.
Just check whether the students have made a table or not and then play the
video again.

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

COMPUTER SHIKSHA

Closing Calc/spreadsheet

Close Button

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

Just check whether the students have closed file and shutdown their computer or
not and then play the video again.

10
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Complete teacher’s manual for Open office Calc/Spreadsheet 1 Class 2
Summaries

What is Calc/ spreadsheet?

Why we use calc/ spreadsheet?

How to open calc file?

How to use undo & redo?

How to use copy & Paste?

What is find & replace?

How to delete cell, row and column?

How to save any document?

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

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

How to close calc/spreadsheet file?

How to shut down computer.

Now let’s start video.

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

COMPUTER SHIKSHA

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

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

11
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29.To stop video time at 50 seconds in VLC Media Player.

COMPUTER SHIKSHA

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

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

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

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

COMPUTER SHIKSHA

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

> )

Prd o Pt
e 04 2
i

Stop video here and ask if they can tell why do we use ‘Column & Row
header’?

Just listen to the answers and play the video again for the correct answer.
31.To stop video time at 1 minute 24 seconds in VLC Media Player.

COMPUTER SHIKSHA

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

carmome

‘ u‘~
: [l 8
By

12
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Stop video here and ask if they can tell what will you do to go from one cell to

another cell?

Just listen to the answers and play the video again for the correct answer.
32.To stop video time at 1 minute 39 seconds in VLC Media Player.

COMPUTER SHIKSHA

Which options can you see in the
Status Bar ?

Stop video here and ask if they can tell which options can be seen in status bar ?
Just listen to the answers and play the video again for the correct answer.
33.To stop video time at 1 minute 59 seconds in VLC Media Player.

COMPUTER SHIKSHA

using the method taught to you
open the Calc file.

Stop video here and ask students to open ‘Calc’ file and then play the video
again.

34.To stop video time at 4 minute 14 seconds in VLC Media Player.

COMPUTER SHIKSHA
What will we learn today ?
In today’s class first you will make a table and
then you will learn about.
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Stop video here and ask them what will we learn today?
Just listen to the answers and play the video again.

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

COMPUTER SHIKSHA

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

A B C D | E |

! IName Roll No Math English Hindi

2 A 1 57 64 55

3 B 2 60 70 59

4C 3 64 72 67
5 D 4 38 65 68

6 |E 5 78 75 64

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

36.To stop video time at 4 minute 39 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell why we use Undo ?

Stop video here and ask if they know why do we use undo?
Just listen to the answers and play the video again.

37.To stop video time at 4 minute 55 seconds in VLC Media Player.
Stop video here and ask students to do ‘undo’ and then play the video again.

38.To stop video time at 5 minute 33 seconds in VLC Media Player.
Stop video here and ask students to do ‘undo’ as shown in video and then play

the video.

14
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39.To stop video time at 6 minute 05 seconds in VLC Media Player.
Stop video here and ask students to erase all the data by using ‘Undo’.
Now just check whether they have erased all data or not and then play the video.

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

COMPUTER SHIKSHA

Can you tell why we use Redo ?

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

41.To stop video time at 6 minute 46 seconds in VLC Media Player.
Stop video here and ask students to bring back the data which they had erased
and then play the video again.

42.To stop video time at 8 minute 03 seconds in VLC Media Player.
Stop video here and ask them to do ‘redo’ as shown in video.
Just check whether the students have brought back all data or not and then play
the video again.

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

COMPUTER SHIKSHA

Can you tell why we use Cut ?

Stop video here and if they can tell why do we use ‘Cut’?
15
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Just listen to the answers and play the video again.

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

Now show how you will paste this
entire table on a different sheet.

A 8 C [ E |

COMPUTER SHIKSHA

! Name Roll No Math English Hindi

2 A 1 57 64 55
3 B 2 60 70 59
4 C 3 64 72 67
5 D 4 38 65 68
6 |E 5 78 75 64

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

45.To stop video time at 9 minute 58 seconds in VLC Media Player.
Stop video here and ask students to do ‘cut’ as shown in video.
Just check whether the students have done ‘cut’ or not and then play the video
again.

46.To stop video time at 10 minute 40 seconds in VLC Media Player.
Stop video here and ask students to do ‘Paste’ as shown in video.
Just check whether the students have done ‘paste’ or not and then play the video
again.

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

COMPUTER SHIKSHA

Can you tell why we use Copy ?

LT

P

Stop video here and ask if they know why do we use ‘copy’?
Just listen to the answers and play the video again.
16
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48.To stop video time at 11 minute 58 seconds in VLC Media Player.
Stop video here and ask students to go on the second sheet as shown in the
video and then play the video again.

49.To stop video time at 12 minute 39 seconds in VLC Media Player.
Stop video here and ask students to do ‘copy’ as shown in video.
Just check whether the students have done ‘copy’ or not and then play the video
again.

50.To stop video time at 13 minute 24 seconds in VLC Media Player.
Stop video here and ask students to do ‘Paste’ as shown in video.
Just check whether the students have done ‘paste’ or not and then play the video
again.

51.To stop video time at 13 minute 39 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell
why we use Find & Replace ?

Stop video here and ask them why do we use ‘find & replace’?
Just listen to the answers and play the video again.

52.To stop video time at 14 minute 35 seconds in VLC Media Player.
Stop video here and ask students to select the sheet 2 as shown in the video and
then play the video again.

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

Stop video here and ask students to click on the ‘Find and replace’ option and
‘find’ ‘a’ word as shown in video.

17
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Just check whether the students have done ‘find’ function or not and then play
the video again.

54.To stop video time at 17 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.
Just check whether the students have done ‘find’ or not and then play the video
again.

55.To stop video time at 17 minute 30 seconds in VLC Media Player.
Stop video here and ask them to do ‘replace’ as shown in video.
Just check whether the students have done ‘replace’ or not and then play the
video again.

56.To stop video time at 18 minute 31 seconds in VLC Media Player.
Stop video here and ask students to replace ‘B’ letter with ‘Bharti’ as shown in
the video.
Just check whether the students have replaced or not and then play the video
again.

57.To stop video time at 19 minute 01 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Just check whether the students have done ‘find & replace’ or not and then play
the video again.

58.To stop video time at 20 minute 59 seconds in VLC Media Player.
Stop video here and ask them to ‘select first column as shown in video.
Just check whether the students have done ‘select’ or not and then play the
video again.

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

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

18
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60.To stop video time at 23 minute 45 seconds in VLC Media Player.
Stop video here and ask them to do practice of ‘left fill and right fill’ as shown
in video.
Just check whether the students have done ‘left fill and right fill’ or not and then
play the video again.

61.To stop video time at 23 minute 50 seconds in VLC Media Player.

Let us now learn about the Delete
Contents option.

COMPUTER SHIKSHA

Now let’s start to learn about ‘delete contents’.

62.To stop video time at 25 minute 25 seconds in VLC Media Player.
Stop video here and ask them to ‘select ‘B’ column as shown in video and then
play the video again.

63.To stop video time at 26 minute 33 seconds in VLC Media Player.
Stop video here and ask them to ‘delete the text from the ‘C’ column as shown
in video.
Just check whether the students have done ‘delete text’ or not and then play the
video again.

64.To stop video time at 28 minute 41 seconds in VLC Media Player.
Stop video here and ask students to ‘delete left cell’ as shown in video.
Just check whether the students have done ‘delete cell number’ or not and then
play the video again.

65.To stop video time at 29 minute 46 seconds in VLC Media Player.
Stop video here and ask them to delete the entire row with help of ‘delete cell’
as shown in video.

19
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Just check whether the students have deleted the entire row or not and then play
the video again.

66.To stop video time at 27 minute 56 seconds in VLC Media Player.
Stop video here and ask students to do as shown in video.

67.To stop video time at 30 minute 28 seconds in VLC Media Player.

COMPUTER SHIKSHA

With the help of the Sheet option you
can move, copy or delete a sheet.

Now let’s start learning about ‘Sheet ‘option.

68.To stop video time at 32 minute 12 seconds in VLC Media Player.
Stop video here and ask students to make a copy of sheet number 2 as shown in
the video and then play the video again.

69.To stop video time at 33 minute 04 seconds in VLC Media Player.
Stop video here and ask them to ‘delete a copy sheet 2 2’ as shown in video.
Just check whether the students have done ‘delete copy sheet 2 2’ or not and
then play the video again.

70.To stop video time at 33 minute 19 seconds in VLC Media Player.
Stop video here and ask students to second sheet and then play the video again.

20
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71.To stop video time at 33 minute 34 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell
why the Sum formula is used?

Stop video here and ask them why do we use ‘sum formula’?
Just listen to the answers and play the video again.

72.To stop video time at 33 minute 46 seconds in VLC Media Player.

COMPUTER SHIKSHA

Look at the picture being shown to you which
shows you how the Sum formula can be used.

=sum(Num1;Num2;Num3)

Stop video here and ask students to write down the given formula on their
notebook and then play the video again.

73.To stop video time at 35 minute 21 seconds in VLC Media Player.
Stop video here and ask students to sum up the number as shown in the video
and then play the video again.

74.To stop video time at 36 minute 21 seconds in VLC Media Player.
Stop video here and ask students to sum up the number as shown in the video

and then play the video again.

75.To stop video time at 36 minute 51 seconds in VLC Media Player.
Stop video here and ask them to do as shown in video.

21
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Just check whether the students have done it or not and then play the video
again.

76.To stop video time at 37 minute 14 seconds in VLC Media Player.

COMPUTER SHIKSHA

In the picture in front of you the
method to subtract is shown.

Basic syntax:
=Numberl-Number2-Number3- Number4

and Enter button

Stop video here and ask them to write ‘subtract formula’ in their notebook as
shown in video.

77.To stop video time at 38 minute 37 seconds in VLC Media Player.
Stop video here and ask them to subtract the number as shown in video.
Just check whether the students have ‘subtracted or not and then play the video
again.

78.To stop video time at 39 minute 23 seconds in VLC Media Player.
Stop video here and ask them to use ‘subtract formula’ as shown in video.
Just check whether the students have done ‘subtract formula’ or not and then
play the video again.

79.To stop video time at 39 minute 50 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Just check whether the students have done it or not and then play the video
again.

80.To stop video time at 41 minute 36 seconds in VLC Media Player.

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

22
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81.To stop video time at 42 minute 03 seconds in VLC Media Player.
Stop video here and ask them to use ‘multiply formula’ as shown in video.
Just check whether the students have done ‘multiply formula’ or not and then
play the video again.

82.To stop video time at 43 minute 27 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.
Just check whether the students have done it or not and then play the video
again.

83.To stop video time at 43 minute 58 seconds in VLC Media Player.
Stop video here and ask them to divide the number as shown in the video and
then play the video again.

84.To stop video time at 45 minute 08 seconds in VLC Media Player.
Stop video here and ask them to use ‘division as shown in video.
Just check whether the students have done ‘division formula’ or not and then
play the video again.

85.To stop video time at 47 minute 14 seconds in VLC Media Player.
Stop video here and ask them to type ‘sum formula’ in their cell as shown in
video and then play the video again.

86.To stop video time at 47 minute 30 seconds in VLC Media Player.
Stop video here and ask them to do as shown in video.
Just check whether the students have done or not and then play the video again.

87.To stop video time at 49 minute 04 seconds in VLC Media Player.
Stop video here and ask students to apply ‘Sum’ formula as shown in the video.
Just check whether the students have applied sum formula or not and then play
the video again.

88.To stop video time at 50 minute 31 seconds in VLC Media Player.
Stop video here and ask them to do as shown in video.

23
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Just check whether the students have done it or not and then play the video
again.

89.To stop video time at 51 minute 46 seconds in VLC Media Player.
Stop video here and ask students to find out the total number as shown in the
video and then play the video again.

90.To stop video time at 52 minute 48 seconds in VLC Media Player.
Stop video here and ask students to write the ‘Product formula in notebook
which shown in video.

91.To stop video time at 53 minute 55 seconds in VLC Media Player.
Stop video here and ask them to do as shown in video.
Just check whether the students have done or not and then play the video again.

92.To stop video time at 54 minute 40 seconds in VLC Media Player.
Stop video here and ask them to do as shown in video.
Just check whether the students have done or not and then play the video again.

93.To stop video time at 56 minute 02 seconds in VLC Media Player.
Stop video here and ask students to apply ‘Quotient’ formula as shown in the
video and then play the video again.

94.To stop video time at 57 minute 45 seconds in VLC Media Player.
Stop video here and ask them to do as shown in video.
Just check whether the students have done it or not and then play the video
again.

24
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95.To stop video time at 58 minute 05 seconds in VLC Media Player.
/

COMPUTER SHIKSHA

Now all of you convert your file into
PDF.

Convert into ;
Calc

Stop video here and ask students to convert their spreadsheet into PDF format.
Just check whether the students have done or not and then play the video again.

96.To stop video time at 58 minute 33 seconds in VLC Media Player.
/

COMPUTER SHIKSHA

Shut down your computer

Stop video here and ask them to save their spreadsheet file and shut down their
computer.
Just check whether the students have done or not and then play the video again.

25
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Complete teacher’s manual for Open office Calc/Spreadsheet 1 Class 3
Summaries
What is Calc/ spreadsheet ?
Why we use calc/ spreadsheet ?
How to open calc file?
What is use of formatting toolbar ?
How to use font name, font size, bold, italic, underline ?
What is Alignment and how many types are there ?
What is use of number formatting?
What is background color and font color?
How many sheets exist in a spreadsheet/calc.
Revision of sum, subtract, product and division formula.
How to close your calc/spreadsheet file ?
How to shut down computer.
Now let’s start video.

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

COMPUTER SHIKSHA

Can you tell why we use Find & Replace
and what is the shortcut command for.

Stop video here and ask them if they know the use of ‘Find & Replace’ and
which shortcut command is used for it?
Just listen to the answers and play the video again for the correct answer.

26
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98.To stop video time at 47 seconds in VLC Media Player.

COMPUTER SHIKSHA
Can you tell what is the difference between Cut and
Copy and what are the shortcut commands for these ?

R :

Stop video here and ask if they can tell the difference between ‘Copy’ and ‘Cut’
and what are the shortcut command for these?
Just listen to the answers and play the video again for the correct answer.

99.To stop video time at 1 minute 34 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell why we use Delete Cell 7

t

Stop video here and ask them why we use ‘delete cells’ option?
Just listen to the answers and play the video again for the correct answer.

100. To stop video time at 1 minute 45 seconds in VLC Media Player.

COMPUTER SHIKSHA

Do you know
why we use the Sheet option ?

27
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Stop video here and ask if they know why we use ‘sheet’ option?

Just listen to the answers and play the video again for the correct answer.
101. To stop video time at 2 minute 02 seconds in VLC Media Player.

COMPUTER SHIKSHA

Using the method taught to
you open the Calc file.

[

Stop video here and ask them to open their spreadsheet/calc file.

Just check whether the students have opened the file or not and then play the
video again.
102. To stop video time at 2 minute 56 seconds in VLC Media Player,

COMPUTER SHIKSHA

Let us now see
what we will learn today.

Stop video here and ask them what will we learn today?

Just listen to the answers and play the video again.
103. To stop video time at 3 minute 02 seconds in VLC Media Player.

e

COMPUTER SHIKSHA

Can you tell why we use Font Name ?
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Stop video here and ask if they can tell why use ‘Font Name?
Just listen to the answers and play the video again.

104. To stop video time at 3 minute 11 seconds in VLC Media Player.

COMPUTER SHIKSHA
Now all of you show how you will apply
Font style on your entire table.

A$Bell MT
A3 |a8Berlin Sans FB
Fla8 Berlin Sans FB Demi

1 as Bernard T Condensed
(A8 Beckodder TTT

4_(dlag Bodoni MT

> %las Bodoni MT Black

7_|5{A8 Bodoni MT (ondensed

s lﬂa | A8 Bodom YT Poster Compressed

10| |A8Book Antiqua

11_| |A8Bookman Old Style
|12 | |A8Booksheif symbol 7§ @y = 650

Stop video here and ask students to apply ‘Font name’ and then play the video
again.

105. To stop video time at 3 minute 52 seconds in VLC Media Player.
Stop video here and ask them to select their cell or data as shown in video and
then play the video again.

106. To stop video time at 4 minute 30 seconds in VLC Media Player,
Stop video here and ask them to change ‘font name’ style of the data as shown
in video and then play the video again.

107. To stop video time at 5 minute 21 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Just check whether the students have changed ‘font name’ style or not and then
play the video again.
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108. To stop video time at 5 minute 31 seconds in VLC Media Player,

COMPUTER SHIKSHA

Can you tell why we use Font Size ?

Stop video here and ask if they can tell why we use ‘font size’ option?
Just listen to the answers and play the video again.

109. To stop video time at 5 minute 50 seconds in VLC Media Player.

COMPUTER SHIKSHA

Now go ahead and show how you will
increase the size of your font.

Stop video here and ask students to increase the size of the font and then play
the video again.

110. To stop video time at 6 minute 14 seconds in VLC Media Player.
Stop video here and ask them to select their whole data as shown in video and
then play the video again.

111. To stop video time at 6 minute 42 seconds in VLC Media Player.
Stop video here and ask them to change ‘font size’ as shown in video.
Just check whether the students have changed ‘font size” or not and then play
the video again.
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112. To stop video time at 7 minute 14 seconds in VLC Media Player,

COMPUTER SHIKSHA

Can you tell why we use Bold ?

Stop video here and ask if they can tell why we use ‘Bold’ option?
Just listen to the answers and play the video again.

113. To stop video time at 7 minute 28 seconds in VLC Media Player.

COMPUTER SHIKSHA
Go ahead and show how you will make
the heading of your Table Bold.

BEN Y XSE-¢ 9 @44 kY H2BEN 0, A S
w ovBl/UEzan AXVUNEE DA}

Stop video here and ask students to make the heading line ‘Bold’ and then play
the video again.

114. To stop video time at 8 minute 50 seconds in VLC Media Player.
Stop video here and ask them to do ‘bold’ as shown in video.
Just check whether the students have changed ‘bold’ or not and then play the
video again.
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115. To stop video time at 8 minute 55 seconds in VLC Media Player,

COMPUTER SHIKSHA

Can you tell why we use Italics ?

Stop video here and ask if they know why we use ‘italic’ option?
Just listen to the answers and play the video again.

116. To stop video time at 10 minute 04 seconds in VLC Media Player.
Stop video here and ask them to do ‘italic’ as shown in video.
Just check whether the students have done ‘italic’ or not and then play the video
again.

117. To stop video time at 10 minute 09 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell why we use Underline ?

Stop video here and ask if they can tell why we use ‘Underline’ option?
Just listen to the answers and play the video again.

118. To stop video time at 11 minute 22 seconds in VLC Media Player.
Stop video here and ask them to do ‘underline’ as shown in video.
Just check whether the students have done ‘underline’ or not and then play the
video again.
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119. To stop video time at 11 minute 32 seconds in VLC Media Player.

COMPUTER SHIKSHA

Do you know how many types of
Alignments are there ?

Stop video here and ask if they know how many types of alignments are there?
Just listen to the answers and play the video again.

120. To stop video time at 12 minute 33 seconds in VLC Media Player.

COMPUTER SHIKSHA

Do you know when you type in a Spreadsheet then what
alignment is set by default for text and what is set for numerals ?

Stop video here and ask if they know which alignment is set as default on text
and numerical in spreadsheet?
Just listen to the answers and play the video again.

121. To stop video time at 12 minute 56 seconds in VLC Media Player.
Stop video here and ask students to set heading/title in the centre with help of
‘Alignment’ option and then play the video again.

122. To stop video time at 13 minute 46 seconds in VLC Media Player.
Stop video here and ask them to set the heading/title ‘centre alignment’ as
shown in video.

Just check whether the students have set ‘centre alignment’ or not and then play
the video again.
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123. To stop video time at 15 minute 31 seconds in VLC Media Player.
Stop video here and ask them to set ‘right and left alignment’ as shown in video.
Just check whether the students have set ‘right and left alignment’ or not and
then play the video again.

124. To stop video time at 15 minute 41 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell
why we use Number formatting ?

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

125. To stop video time at 17 minute 06 seconds in VLC Media Player.
Stop video here and ask them to change the formatting of number as shown in
video.

Just check whether the students have changed the format of the number or not
and then play the video again.

126. To stop video time at 18 minute 47 seconds in VLC Media Player.
Stop video here and ask them to do ‘number format’ as shown in video.
Just check whether the students have done ‘number format’ or not and then play
the video again.
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127. To stop video time at 18 minute 56 seconds in VLC Media Player.

COMPUTER SHIKSHA

Do you know
why we use the Borders in Calc ?

Stop video here and ask if they know why do we use ‘border’ in calc?
Just listen to the answers and play the video again.

128. To stop video time at 21 minute 14 seconds in VLC Media Player.
Stop video here and ask them to apply border as shown in the video and then
play the video again.

Just check whether the students have applied ‘border’ or not and then play the
video again.

129. To stop video time at 22 minute 35 seconds in VLC Media Player.
Stop video here and ask them why do we use ‘background color’ in calc?
Just listen to the answers and play the video again.

130. To stop video time at 22 minute 34 seconds in VLC Media Player.
Stop video here and ask them to change ‘background color’ as shown in video.
Just check whether the students have changed ‘background color or not and then
play the video again.
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131. To stop video time at 22 minute 44 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell why we use Font Color ?

Stop video here and ask if they can tell why do we use ‘font color’ in calc?
Just listen to the answers and play the video again.

132. To stop video time at 22 minute 56 seconds in VLC Media Player.

Show how you will change the font
color for the names column.

BASVEXRE-¢H - Oulh U NOREQ 0, “AAd |
n vB/UEzan AsVET EE€0-2-A

COMPUTER SHIKSHA

Stop video here and ask students to change the font color of the name column
and then play the video again.

133. To stop video time at 23 minute 52 seconds in VLC Media Player.
Stop video here and ask them to change ‘font color’ as shown in video.
Just check whether the students have changed ‘font color or not and then play
the video again.

134. To stop video time at 26 minute 13 seconds in VLC Media Player.
Stop video here and ask them to use ‘multiply/product formula’ as shown in
video.

Just check whether the students have used ‘multiply/product formula’ or not and
then play the video again.
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135. To stop video time at 27 minute 30 seconds in VLC Media Player.
Stop video here and ask them to use ‘sum formula’ as shown in video.
Just check whether the students have done ‘sum formula’ or not and then play
the video again.

136. To stop video time at 29 minute 19 seconds in VLC Media Player.
Stop video here and ask them to use ‘division/quotient formula’ as shown in
video.

Just check whether the students have done “division/quotient formula’ or not
and then play the video again.

137. To stop video time at 29 minute 43 seconds in VLC Media Player.

COMPUTER SHIKSHA

Shut down your computer

Stop video here and ask them to close their spreadsheet file and shut down their
computer.
Just check whether the students have done or not and then play the video again.
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Complete teacher’s manual for Open office Calc/Spreadsheet 1 Class 4

Summaries

How to open calc file?

Make a table.

About normal option and page break preview.

Hide and show toolbar.

About formula bar.

Hide and show Status bar.

About column & row header.

Use of side bar.

Use of zoom bar.

You will revise previous formula.

Now let’s start video.

L R KX

1. To stop video time at 22 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you teII why we use Font Color?

t

Stop video here and ask them why do we use ‘font color’?
Just listen to the answers and play the video again for the correct answer.

2. To stop video time at 34 seconds in VLC Media Player.

COMPUTER §HIKSHA
Can you teII the difference between
Background Color and Font Color?

ﬁ




COMPUTER SHIKSHA
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Stop video here and ask if they can tell the difference between ‘font color and
background color’?
Just listen to the answers and play the video again for the correct answer.

3. To stop video time at 57 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell what is the shortcut
command for Bold ?

Stop video here and ask if they can tell which command is used for ‘Bold’?
Just listen to the answers and play the video again for the correct answer.

4. To stop video time at 1 minute 10 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell what is the shortcut command
for Italics and why we do we use Italics ?

Stop video here and ask them which command is used for ‘italic’ and why is it
used?
Just listen to the answers and play the video again for the correct answer.
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5. To stop video time at 1 minute 30 seconds in VLC Media Player.

COMPUTER SHIKSHA
Can you tell how many types of

allgnments are there?

Stop video here and ask them how many types of alignments are there?
Just listen to the answers and play the video again for the correct answer.

6. To stop video time at 1 minute 48 seconds in VLC Media Player.

COMPUTER SHIKSHA
Can you tell what is the shortcut

command for Center Allgnment ?

i

Stop video here and ask if they can tell which short cut command is used for
‘centre alignment’?

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

7. To stop video time at 2 minute 04 seconds in VLC Media Player.

COMPUTER SHIKSHA

open the Calc file using the method
taught to you.
: —
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Stop video here and ask if they have opened ‘spreadsheet/calc’ file or not?
Just check whether they have opened ‘spreadsheet/calc’ or not and then play the
video again.

8. To stop video time at 2 minute 46 seconds in VLC Media Player.

COMPUTER SHIKSHA
What will we learn today ?
Then you will learn about some of the options
of the View menu like.
g Insert Format Jooks Dats Y
2 ew

Stop video here and ask what will they learn today?
Just listen to the answers and play the video again.

9. To stop video time at 2 minute 55 seconds in VLC Media Player.

COMPUTER SHIKSHA

Now make the table being shown to you,
You can make a table on your own also..

3 c D

} ' Name Car Bike Cycle

[z ]A 12 16 20

|*B 36 12 21

l<lc 25 18 19
s D 24 19 22

l ¢ |E 27 20 25

|7|F 28 29 30

Stop video here and ask them to make the table as shown in video.
Just listen to the answers and play the video again.
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10.To stop video time at 3 minute 17 seconds in VLC Media Player.

Can you tell
why we use the page break preview?
ata ¥

COMPUTER SHIKSHA

Stop video here and ask if they can tell why do we use ‘page break preview’?
Just listen to the answers and play the video again.

11.To stop video time at 4 minute 28 seconds in VLC Media Player.
Stop video here and ask to do ‘page break preview’ as shown in video.
Just check whether the students have done ‘page break preview’ or not and then
play the video again.

12.To stop video time at 4 minute 38 seconds in VLC Media Player.

COMPUTER §HIKSHA
Next let us learn about the
Normal option.

Stop video here and ask why do we use ‘normal’?
Just listen to the answers and play the video again.

13.To stop video time at 5 minute 51 seconds in VLC Media Player,
Stop video here and ask to do ‘normal’ as shown in video.
Just check whether the students have done ‘normal’ or not and then play the
video again.
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14.To stop video time at 5 minute 58 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell why we use the Toolbar?
i Insert Format Jools Data ¥

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

15.To stop video time at 7 minute 12 seconds in VLC Media Player.
Stop video here and ask them to hide ‘Find and Formatting toolbar’ as shown in
video.
Just check whether the students have hidden ‘Find and Formatting toolbar’ or
not and then play the video again.

16.To stop video time at 7 minute 54 seconds in VLC Media Player.
Stop video here and ask them to hide ‘standard and formula bar’ as shown in
video.
Just check whether the students have hidden ‘standard and formula bar’ or not
and then play the video again.

17.To stop video time at 8 minute 52 seconds in VLC Media Player.
Stop video here and ask them to show ‘standard and formatting bar’ as shown in
video.
Just check whether the students have shown ‘standard and formatting bar’ or not
and then play the video again.

18.To stop video time at 9 minute 43 seconds in VLC Media Player,
Stop video here and ask to show ‘Find and Formula bar’ as shown in video.
Just check whether the students have shown ‘Find and Formula bar’ or not and
then play the video again.
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19.To stop video time at 9 minute 56 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell
why we use the Formula Bar?
ata ¥

Stop video here and ask if they know how to use ‘formula bar’?
Just listen to the answers and play the video again.

20.To stop video time at 11 minute 00 seconds in VLC Media Player.
Stop video here and ask them to hide and show ‘formula bar’ as shown in video.
Just check whether the students have done hiding and showing ‘formula bar’ or
not and then play the video again.

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

COMPUTER SHIKSHA

Can you tell
why we use Value Highlighting?

View | Insert Format Tools Date Y

Stop video here and ask if they can tell why we use “value highlighting’.
Just listen to the answers and play the video again.

22.To stop video time at 12 minute 32 seconds in VLC Media Player.

Stop video here and ask them to hide and show ‘value highlighting’ as shown in
video.

Just check whether the students have done hiding and showing ‘value
highlighting’ or not and then play the video again.
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23.To stop video time at 12 minute 39 seconds in VLC Media Player.

COMPUTER SHIKSHA

Do you know why the Side Bar is used?
is Data ¥

Stop video here and ask if they know why ‘Side bar’ is used?
Just listen to the answers and play the video again.

24.To stop video time at 13 minute 58 seconds in VLC Media Player.
Stop video here and ask them to hide and show ‘side bar’ as shown in video.
Just check whether the students have done hiding and showing ‘side bar’ or not
and then play the video again.

25.To stop video time at 14 minute 08 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell
what happens with the Full Screen ?
e

v | Column & Row Headers

Value Highlighting ~ Ctrl+F8
& DataSources F4
@ Nayigator Fs5
v

Stop video here and ask if they can tell what happens with ‘Full screen’?
Just listen to the answers and play the video again.

26.To stop video time at 15 minute 39 seconds in VLC Media Player.
Stop video here and ask students to do ‘Full screen’ as shown in the video and
then play the video again.
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27.To stop video time at 15 minute 47 seconds in VLC Media Player.

COMPUTER SHIKSHA

Do you know why we use Zoom ?
i Insert Format Jools Data ¥
5
Page Break Previs

Stop video here and ask if they know why do we use ‘zoom’?
Just listen to the answers and play the video again.

28.To stop video time at 17 minute 47 seconds in VLC Media Player.
Stop video here and ask them to use ‘zoom’ as shown in video.
Just check whether the students have used ‘zoom’ or not and then play the video
again.

29.To stop video time at 19 minute 15 seconds in VLC Media Player.
Stop video here and ask them to use ‘sum formula’ as shown in video.
Just check whether the students have used ‘sum formula’ or not and then play
the video again.

30.To stop video time at 20 minute 32 seconds in VLC Media Player.
Stop video here and ask them to use ‘division formula’ as shown in video.
Just check whether the students have used ‘division formula’ or not and then
play the video again.
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31.To stop video time at 20 minute 48 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell
why the average formula is used?

Stop video here and ask if they can tell why the ‘Average’ formula is used?
Just listen to the answers and play the video again.

32.To stop video time at 20 minute 56 seconds in VLC Media Player.

COMPUTER SHIKSHA

Use of Average formula.

Average syntax:

=average (Num1;Num2;Num3;
Numa4)
and Enter button

Stop video here and ask them to write average formula in their notebook.
Just listen to the answers and play the video again.

33.To stop video time at 22 minute 03 seconds in VLC Media Player.
Stop video here and ask them to use ‘average formula’ as shown in video.
Just check whether the students have used ‘average formula’ or not and then
play the video again.

34.To stop video time at 23 minute 22 seconds in VLC Media Player.
Stop video here and ask them to use ‘average formula’ as shown in video.
Just check whether the students have used ‘average formula’ or not and then
play the video again.
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35.To stop video time at 23 minute 27 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell
why the minimum formula is used?

Stop video here and ask if they can tell why Maximum formula’ is used?
Just listen to the answers and play the video again.

36.To stop video time at 23 minute 34 seconds in VLC Media Player.

COMPUTER SHIKSHA

Maximum syntax:
=max(Num1;Num2;Num3; Num4)

and Enter button

Stop video here and ask them to write maximum formula in their notebook.
Just listen to the answers and play the video again.

37.To stop video time at 25 minute 10 seconds in VLC Media Player.
Stop video here and ask them to use ‘maximum formula’ as shown in video.
Just check whether the students have used ‘maximum formula’ or not and then
play the video again.
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38.To stop video time at 25 minute 18 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell
why the minimum formula is used?

Stop video here and ask if they can tell why we use ‘minimum formula’.
Just listen to the answers and play the video again.

39.To stop video time at 25 minute 24 seconds in VLC Media Player.

COMPUTER SHIKSHA

Minimum syntax:
=min(Num1;Num2;Num3; Num4)

and Enter button

Stop video here and ask them to write minimum formula in their notebook.
Just listen to the answers and play the video again.

40.To stop video time at 26 minute 46 seconds in VLC Media Player.
Stop video here and ask them to use ‘minimum formula’ as shown in video.
Just check whether the students have used ‘minimum formula’ or not and then
play the video again.
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41.To stop video time at 26 minute 54 seconds in VLC Media Player.
/

COMPUTER SHIKSHA
Now all of you convert your file into PDF.

Convert into

Stop video here and ask them to convert their file into PDF.
Now just check, if they done so, and then play the video again.

42.To stop video time at 27 minute 00 seconds in VLC Media Player.
/

COMPUTER SHIKSHA

Shut down your computer

Stop video here and ask them to save their file and shut down their computer.
Now just check whether they have shut down the computers or not.
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Complete teacher’s manual for Open office Calc/Spreadsheet 1 Class 5
Summaries

Make a table

Revision of previous formulae (sum, subtract, product etc..,)
Revision of view menu options (normal, page break preview, )
What is toolbar and how to hide & show options (find & replace, formatting etc..,)
What is formula bar, how to hide & show it?

How to hide & show status bar?

What is column & row header?

What is use of value highlighting?

What is side bar ?

How to use zoom?

How to close calc/spreadsheet file?

How to shut down computer.

Now let’s start video.

43.To stop video time at 15 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell
what all you learnt in the last class?

Stop video here and ask them what they had learnt in previous class?
Just listen to the answers and play the video again for the correct answer.
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44.To stop video time at 52 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell what is the difference
between normal and page break preview?

Yiew | [nsert Format Jools Data ¥

Toolbars
« | Formula Bar

¥ | Status Bar

¥ | Column & Row Headers
Value Highlighting  Ctrl+F8

& DataSources F4
@ Nayigator ]
¥ | Sidebar
B Full Screen CtrleShifte)
Q, Zoom...

Stop video here and ask them what is the difference between ‘Normal & Page
Break previews?

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

45.To stop video time at 1 minute 17 seconds in VLC Media Player.

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

View | [nsert Format Jools Data ¥
® | Normal
Page Break Preview

Toolbars
« | Formula Bar

v | Status Bar

¥ | Column & Row Headers

Value Highlighting  Ctrl+F8

& Data Sources F4
@ Nayigator F5
¥ | Sidebar

B Full Screen Ctrl+Shifte)
Q, Zoom.

Stop video here and ask if they can tell why do we use ‘column & row header’?
Just listen to the answers and play the video again for the correct answer.

==

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

COMPUTER SHIKSHA

Using the new method being
taught to you.

= —
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Stop video here and ask students to open Spreadsheet/Calc file and then play the
video again.

47.To stop video time at 2 minute 44 seconds in VLC Media Player.
Stop video here and ask students to quick start window as shown in the video
and then play the video again.

48.To stop video time at 3 minute 01 seconds in VLC Media Player.
Stop video here and ask students to open Spreadsheet/File as shown in the
video.
Now just check whether they have opened file or not and then play the video
again.

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

COMPUTER SHIKSHA

Come let us know
what you will learn today ?

Stop video here and ask them what will we learn today?
Just listen to the answers and play the video again.

50.To stop video time at 3 minute 51 seconds in VLC Media Player.

COMPUTER SHIKSHA

Have you all been able to
make the table?

B

A | L < —— £
1 [Name Apple Grapes Orange Total

N
A
] 26 24 26 76
Ic
p
3

Stop video here and ask them to make this table as shown in video.
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Just check whether they have made table or not and then play the video again?

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

COMPUTER SHIKSHA

Now all of you show
how you will get the Sum ?

Stop video here and ask if they know how to get sum?
Just listen to the answers and play the video again for the correct answer.

52.To stop video time at 5 minute 05 seconds in VLC Media Player.
Stop video here and ask them to use ‘sum formula’ as shown in the video and
then play the video again.

53.To stop video time at 6 minute 26 seconds in VLC Media Player.

COMPUTER SHIKSHA

Next show how you will use the
formula for Average.

Stop video here and ask students to find out ‘Average value and then play the
video again.

54.To stop video time at 8 minute 01 seconds in VLC Media Player.

Stop video here and ask them to use ‘average formula’ as shown in video and
then play the video again.
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55.To stop video time at 8 minute 51 seconds in VLC Media Player.
Stop video here and ask them to use ‘average formula’ as shown in video.
Just check whether the students have done ‘average formula’ or not and then
play the video again.

56.To stop video time at 9 minute 01 seconds in VLC Media Player.

COMPUTER SHIKSHA

Now use the Max formula and show how you will
find the maximum value for each row in your sheet.

Stop video here and ask them to find the maximum value for each row by using
the ‘maximum formula’ and then play the video again.

57.To stop video time at 10 minute 53 seconds in VLC Media Player.
Stop video here and ask them to use ‘maximum formula’ as shown in video.
Just check whether the students have done ‘maximum formula’ or not and then
play the video again.

58.To stop video time at 11 minute 04 seconds in VLC Media Player.

COMPUTER SHIKSHA

Now use the formula for Min and show how you will
get the minimum value for each row in your sheet.

Stop video here and ask them to find the minimum value for each row by using
the ‘minimum formula’ and then play the video again.
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59.To stop video time at 12 minute 48 seconds in VLC Media Player.
Stop video here and ask them to use ‘minimum formula’ as shown in video.
Just check whether the students have done ‘minimum formula’ or not and then
play the video again.

60.To stop video time at 12 minute 56 seconds in VLC Media Player.

COMPUTER SHIKSHA

Now all of you show how you will use
Page Break preview on your sheet.

Stop video here and ask them how to use ‘page break preview’ option?
Just listen to the answers and play the video again for the correct answer.

61.To stop video time at 13 minute 39 seconds in VLC Media Player.
Stop video here and ask them to use ‘page break preview’ as shown in video.
Just check whether the students have used ‘page break preview’ or not and then
play the video again.

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

COMPUTER SHIKSHA

Now all of you
show how you will hide the Toolbar ?

Stop video here and ask them how to hide the ‘Toolbar’?
Just listen to the answers and play the video again for the correct answer.
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63.To stop video time at 15 minute 11 seconds in VLC Media Player.
Stop video here and ask them to hide ‘toolbar’ option as shown in video.
Just check whether the students have hidden ‘toolbar’ or not and then play the
video again.

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

COMPUTER SHIKSHA

Next show how you will remove the
Column & Row Header.

Stop video here and ask them how to remove ‘column & row header’ option?
Just listen to the answers and play the video again for the correct answer.

65.To stop video time at 16 minute 08 seconds in VLC Media Player.
Stop video here and ask them to hide ‘column & row header’ option as shown
in video.
Just check whether the students have hidden ‘column & row header’ or not and
then play the video again.

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

COMPUTER SHIKSHA

After this, show how you will get your
sheet in Normal view ?

Stop video here and ask students to bring the file in normal view and then play
the video again.
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67.To stop video time at 16 minute 58 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video and then play the
video again.
Now just check whether they brought back their file in normal view or not and
then play the video again.

68.To stop video time at 17 minute 05 seconds in VLC Media Player.

COMPUTER SHIKSHA

Now show how you will show the
Toolbar or bring it back.

Stop video here and ask them to bring back all ‘toolbar options” which they had
hidden and then play the video again.

69.To stop video time at 18 minute 43 seconds in VLC Media Player.
Stop video here and ask them to show ‘formatting and standard bar’ option as
shown in video.
Just check whether the students have shown ‘formatting and standard bar’ or not

and then play the video again.

70.To stop video time at 18 minute 48 seconds in VLC Media Player.
Stop video here and ask them how to show ‘column & row header’ option
And then play the video again.

71.To stop video time at 19 minute 29 seconds in VLC Media Player.
Stop video here and ask them to show ‘column & row header’ option as shown

in video.
Just check whether the students have shown ‘column & row header’ or not and

then play the video again.
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72.To stop video time at 19 minute 39 seconds in VLC Media Player.

COMPUTER SHIKSHA

Next all of you show how you will make
the size of your sheet 120%.

Stop video here and ask students do 120% size of sheet and then play the video
again.

73.To stop video time at 20 minute 38 seconds in VLC Media Player.
Stop video here and ask students to 120% of the page as shown in the video and

then play the video again.

74.To stop video time at 20 minute 48 seconds in VLC Media Player.

COMPUTER SHIKSHA

Shut down your computer

Stop video here and ask them to save their file and shut down their computer
Now just check whether they have shutdown the computer or not.
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Complete teacher’s manual for Open office Calc/Spreadsheet 1 Class 6
Summaries
Make a table
Why we use insert menu option?
What is manual break option?
What is cell, row and column?
Why we use sheet option?
How to use sheet from file option?
Why we use hyperlink option?
What is use of function and function list?
How to use chart option?
How to close your calc/spreadsheet file?
How to shut down computer?
Now let’s start video.

AN N N N NN N Y

75.To stop video time at 22 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell
why we use the Maximum formula ?

Stop video here and ask if they know why do we use maximum formula?
Just listen to the answers and play the video again for the correct answer.

76.To stop video time at 34 seconds in VLC Media Player.
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COMPUTER SHIKSHA

Can you tell
why we use the Minimum formula ?

Stop video here and ask if they know why do we use minimum formula?
Just listen to the answers and play the video again for the correct answer.

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

COMPUTER SHIKSHA

Can you tell what is the difference between
Normal and Page Break preview ?

Stop video here and ask them what is the difference between ‘normal & page
break preview’ option?
Just listen to the answers and play the video again for the correct answer.

78.To stop video time at 1 minute 12 seconds in VLC Media Player.
Stop video here and ask students to open their calc/Spreadsheet file and then

play the video again.

79.To stop video time at 1 minute 54 seconds in VLC Media Player.
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COMPUTER SHIKSHA

Let us now see
what you are going to learn today ?

Stop video here and ask them what will we learn today?
Now just check if everyone has done so and play the video again.

80.To stop video time at 2 minute 01 seconds in VLC Media Player.
Stop video here and ask them to make the given table as shown in the video or
open any existing file.
Just check and ask them have they made this table.

81.To stop video time at 2 minute 11 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell why in Spreadsheets we
use Manual Break ?
s D
< cent
i B

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

82.To stop video time at 4 minute 45 seconds in VLC Media Player.
Stop video here and ask them to do ‘Row break’ as shown in video.
Just check whether the students have done ‘row break’ or not and then play the
video again.

83.To stop video time at 6 minute 15 seconds in VLC Media Player.
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Stop video here and ask them to do ‘Column break’ as shown in video.
Just check whether the students have done ‘Column break’ or not and then play
the video again.

84.To stop video time at 7 minute 36 seconds in VLC Media Player.
Stop video here and ask students to remove manual break as shown in the video
and then play the video again.

85.To stop video time at 7 minute 44 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell
why we use the Cells option?
< <
1

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

86.To stop video time at 9 minute 42 seconds in VLC Media Player.
Stop video here and ask students to insert new cell as shown in the video.
Now just check whether they have inserted the new cell or not and then play the
video again.

87.To stop video time at 9 minute 51 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell
why we use the Row option?

Stop video here and ask if they can tell why we use ‘Row’ option?
Just listen to the answers and play the video again for the correct answer.
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88.To stop video time at 11 minute 05 seconds in VLC Media Player.
Stop video here and ask students to insert a row and then type data in this row
as shown in the video and then play the video again.

89.To stop video time at 11 minute 14 seconds in VLC Media Player.

COMPUTER SHIKSHA

Do you know
why we use the Column option ?
< Cuet
&85 B

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

90.To stop video time at 12 minute 26 seconds in VLC Media Player.
Stop video here and ask students to insert a ‘Column’ and ask to type something
in this column as shown in the video and then play the video again.

91.To stop video time at 12 minute 34 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell
why we use the Sheet option?

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

92.To stop video time at 14 minute 00 seconds in VLC Media Player.
Stop video here and ask students to insert a new sheet as shown in the video.
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Now just check if everyone has done so and play the video again.

93.To stop video time at 14 minute 37 seconds in VLC Media Player.

COMPUTER SHIKSHA

Do you know why we use the
Sheet from File option?
s D

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

94.To stop video time at 17 minute 35 seconds in VLC Media Player.
Stop video here and ask students to insert any saved file in their current
spreadsheet file as shown in the video.
Now just check if everyone has done so and play the video again.

95.To stop video time at 17 minute 39 seconds in VLC Media Player.

COMPUTER SHIKSHA

Do you know
why we use the Hyperlink option ?

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

96.To stop video time at 20 minute 39 seconds in VLC Media Player.
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Stop video here and ask students to apply hyperlink as shown in the video and
then play the video again.

97.To stop video time at 21 minute 01 seconds in VLC Media Player.
Stop video here and ask students to open hyperlink as shown in the video.
Just check whether the students have opened ‘hyperlink’ file or not and then
play the video again.

98.To stop video time at 21 minute 09 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell
why we use the Function option?

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

99.To stop video time at 23 minute 18 seconds in VLC Media Player.
Stop video here and ask them to use ‘function’ as shown in video.
Just check whether the students have used ‘function’ or not and then play the
video again.

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

COMPUTER SHIKSHA

Can you tell
why we use the function List?
. et

Stop video here and ask if they can tell why we use ‘function list’ option?
66



COMPUTER SHIKSHA

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

101. To stop video time at 24 minute 53 seconds in VLC Media Player.
Stop video here and ask them to use ‘function list’ as shown in video.
Just check whether the students have used ‘function list” or not and then play
the video again.

102. To stop video time at 25 minute 03 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell why do we use the Chart
option in Calc?
- o

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

103. To stop video time at 27 minute 20 seconds in VLC Media Player.
Stop video here and ask them to choose ‘chart types’ as shown in video.
Just check whether the students have chosen ‘chart type’ or not and then play
the video again.

104. To stop video time at 27 minute 46 seconds in VLC Media Player.
Stop video here and ask them to use chart as shown in the video and then play
the video again.

105. To stop video time at 28 minute 26 seconds in VLC Media Player.
Stop video here and check whether they have prepared chart or not and then

play the video again.

106. To stop video time at 28 minute 25 seconds in VLC Media Player.
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COMPUTER SHIKSHA

Can you tell why If formula is used?

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

107. To stop video time at 28 minute 58 seconds in VLC Media Player.

COMPUTER SHIKSHA

About IF formula.

IF Syntax
=if(text; then value; else value)

Press Enter button

Stop video here and ask them to write this formula in their notebook as shown
in video.

108. To stop video time at 30 minute 37 seconds in VLC Media Player.
Stop video here and ask them to use ‘Sum formula’ as shown in video.
Just check whether the students have Summed up all the numbers or not and
then play the video again.

109. To stop video time at 33 minute 04 seconds in VLC Media Player.
Stop video here and ask students to type IF formula and then press enter key as
shown in the video and then play the video again.

110. To stop video time at 34 minute 07 seconds in VLC Media Player.
Stop video here and ask them to use ‘IF formula’ as shown in video.
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Just check whether the students have used ‘IF formula’ or not and then play the
video again.

111. To stop video time at 34 minute 30 seconds in VLC Media Player.

COMPUTER SHIKSHA

Use of AND formula.

AND Syntax
=and(Logical Valuel; Logical value2....)

Press Enter button

Stop video here and ask them to write ‘AND’ formula in their notebook as
shown in video and then play the video again.

112. To stop video time at 37 minute 08 seconds in VLC Media Player.
Stop video here and ask them to type ‘“AND formula’ and then press enter key
as shown in video and then play the video again.

113. To stop video time at 41 minute 17 seconds in VLC Media Player.
Stop video here and ask them to use ‘AND formula’ as shown in video.
Just check whether the students have used ‘AND formula’ or not and then play
the video again.

114. To stop video time at 41 minute 33 seconds in VLC Media Player.

COMPUTER SHIKSHA

Use of OR formula.

OR Syntax
=or(Logical Valuel; Logical value2....)

Press Enter button

Stop video here and ask them to write ‘OR formula’ in their notebook as shown
in the video and then play the video again.
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115. To stop video time at 43 minute 19 seconds in VLC Media Player.
Stop video here and ask them to type ‘OR formula’ and then press enter button
as shown in video and then play the video again.

116. To stop video time at 44 minute 22 seconds in VLC Media Player.
Stop video here and ask them to use ‘OR formula’ as shown in video.
Just check whether the students have used ‘OR formula’ or not and then play
the video again.

117. To stop video time at 44 minute 34 seconds in VLC Media Player.
Stop video here and ask them to write ‘Count Formula’ in their notebook as
shown in video.

118. To stop video time at 46 minute 26 seconds in VLC Media Player.
Stop video here and ask them to use ‘COUNT formula’ as shown in video.
Just check whether the students have used ‘COUNT formula’ or not and then
play the video again.

119. To stop video time at 46 minute 37 seconds in VLC Media Player.
Stop video here and ask to write ‘Count blank formula’ in their notebook as
shown in the video and then play the video again.

120. To stop video time at 49 minute 07 seconds in VLC Media Player.
Stop video here and ask them to use ‘COUNT BLANK formula’ as shown in
video.

Just check whether the students have used ‘COUNT BLANK formula’ or not
and then play the video again.

121. To stop video time at 49 minute 18 seconds in VLC Media Player.
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COMPUTER SHIKSHA

Now all of you show how you will
change your file to PDF format.

@ Convert into O'
Calc

Stop video here and ask them to convert their file into PDF as shown in video.

122. To stop video time at 49 minute 30 seconds in VLC Media Player.

COMPUTER SHIKSHA

Shut down your computer

Stop video here and ask them to save their file and then close it as shown in
video.
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Complete teacher’s manual for Open office Calc/Spreadsheet 1 Class 7
Summaries
Make a table
What is use of format menu option ?
What is default formatting option ?
About cell option.
About row option.
About column option.
Why we use sheet option ?
What is use of merge cells ?
Why we use page option ?
Why we use print range option ?
About change case.
About auto format.
About conditional formatting.
Use of some new formulas (IF, AND, OR, COUNT AND COUNTBLANK)
How to close your calc/spreadsheet file ?
How to shut down computer.

Now let’s start video.

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

COMPUTER SHIKSHA

Can you tell
why we use the Manual break ?

Stop video here and ask if they know why we use ‘manual break’ option?
Just listen to the answers and play the video again for the correct answer.
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124, To stop video time at 38 seconds in VLC Media Player.

COMPUTER SHIKSHA

Do you know why we use cells ?

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

125. To stop video time at 57 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell
why we use the Sheet option?

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

126. To stop video time at 1 minute 09 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell
why we use Sheet from File option?

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

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

Do you know
why we use the Chart option?

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

128. To stop video time at 1 minute 44 seconds in VLC Media Player.
/

COMPUTER SHIKSHA
open the Calc file using the method
taught to you.

] —

Stop video here and ask them to open their calc file.
Just check they have opened writer file or not and play the video again.
129. To stop video time at 2 minute 34 seconds in VLC Media Player,
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Let us now get to know
what we will learn today ?
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Stop video here and ask them what will we learn today?
Just listen to the answers and play the video again.

130. To stop video time at 2 minute 41 seconds in VLC Media Player.

COMPUTER SHIKSHA
Now make a new table
or open a saved file.

} A | B [ C D
1 [team Round 1 Round2 total

2 A 78 80 158
3 B 90 70 160
4 c 70 60 130

5 D 89 78 167

Stop video here and ask them to make the given table as shown in video.
Just check and ask them if they have made this table?

131. To stop video time at 2 minute 46 seconds in VLC Media Player.

COMPUTER SHIKSHA

Let us now learn about the
Cell option of Format.

Now let’s start to learn about ‘cells’ option.

132. To stop video time at 4 minute 25 seconds in VLC Media Player,
Stop video here and ask them to select ‘cells’ option as shown in video.
Check whether the students have selected ‘cells’ option or not and then play the
video again.

133. To stop video time at 5 minute 46 seconds in VLC Media Player.
Stop video here and ask them to change the number format as shown in video.
Just check whether the students have changed the number format or not and
then play the video again.
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134. To stop video time at 6 minute 46 seconds in VLC Media Player,
Stop video here and ask them to change the number format once again as shown
in video.
Just check whether the students have changed the number format or not and
then play the video again.

135. To stop video time at 8 minute 17 seconds in VLC Media Player,
Stop video here and ask them to apply ‘borders’ option as shown in video.
Just check whether the students have applied ‘border’ or not and then play the
video again.

136. To stop video time at 8 minute 47 seconds in VLC Media Player.
Stop video here and ask students to change the background of the cell and then
play the video again.

137. To stop video time at 8 minute 49 seconds in VLC Media Player.

COMPUTER SHIKSHA

Next we will learn about the Row
option of the Format menu.

Now let’s start learning about ‘row’ option.

138. To stop video time at 10 minute 25 seconds in VLC Media Player.
Stop video here and ask them to increase ‘height’ of row as shown in video.
Just check whether the students have used ‘row height’ or not and then play the
video again.

139. To stop video time at 11 minute 03 seconds in VLC Media Player.
Stop video here and ask them to use ‘optimal height” of row option as shown in
video.

Just check whether the students have used ‘optimal height’ option or not and

then play the video again.
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140. To stop video time at 11 minute 47 seconds in VLC Media Player.
Stop video here and ask them to do as shown in video.
Just check whether the students have done ‘default value’ of row option or not
and then play the video again.

141. To stop video time at 12 minute 40 seconds in VLC Media Player.
Stop video here and ask them to use ‘hide and show’ of row option as shown in
video.

Just check whether the students have used ‘hide and show’ of row option or not
and then play the video again.

142. To stop video time at 12 minute 48 seconds in VLC Media Player.

Next we learn about the
Column option of Format.

COMPUTER SHIKSHA

Now let’s start to learn about ‘column’ option.

143. To stop video time at 16 minute 08 seconds in VLC Media Player.
Stop video here and ask them to use ‘height and optimal height’ of column
option as shown in video.

Just check whether the students have used ‘height and optimal height” option or
not and then play the video again.

144, To stop video time at 17 minute 03 seconds in VLC Media Player.
Stop video here and ask them to use ‘hide and show’ of column option as shown
in video.

Just check whether the students have used ‘hide and show’ of column option or
not and then play the video again.
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145, To stop video time at 17 minute 09 seconds in VLC Media Player.

COMPUTER SHIKSHA

The next option of the Format menu is
that of the Sheet.

Now let’s start to learn about ‘sheet’ option.

146. To stop video time at 18 minute 26 seconds in VLC Media Player.

Stop video here and ask them to rename the sheet and then hide the sheet as
shown in the video and then play the video again.

147. 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.
Just check whether the students have used ‘sheet’ option or not and then play
the video again.

148. To stop video time at 20 minute 28 seconds in VLC Media Player.

COMPUTER SHIKSHA

Do you know why we use Merge Cell ?

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

149, To stop video time at 22 minute 09 seconds in VLC Media Player.
Stop video here and ask them to ‘merge cells ‘as shown in video.
Just check whether the students have ‘merged the cell’ option or not and then

play the video again.
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150. To stop video time at 23 minute 35 seconds in VLC Media Player.
Stop video here and ask students to merge the cell as shown in the video.
Now just check whether they have merged the cell or not and then play the
video again.

151. To stop video time at 25 minute 00 seconds in VLC Media Player.
Stop video here and ask them to change the format of the page as shown in
video.

Just check whether the students have changed the format of the ‘page’ option or
not and then play the video again.

152. To stop video time at 27 minute 18 seconds in VLC Media Player.
Stop video here and ask them to change the format of the page as shown in the
video and then play the video again.

153. To stop video time at 28 minute 54 seconds in VLC Media Player.
Stop video here and ask them to change the ‘orientation’ of the page as shown
in the video and then play the video again.

154. To stop video time at 33 minute 09 seconds in VLC Media Player.
Stop video here and ask them to apply the border on the cell as shown in the
video and then play the video again.

155. To stop video time at 34 minute 37 seconds in VLC Media Player.
Stop video here and ask them to change the background of the cell as shown in
the video and then play the video again.

156. To stop video time at 36 minute 59 seconds in VLC Media Player.
Stop video here and ask them to apply the ‘Header’ as shown in the video.
Just check whether the students have applied ‘Header’ or Footer’ or not and
then play the video again.

157. To stop video time at 39 minute 27 seconds in VLC Media Player.
Stop video here and ask them to apply the ‘Footer’ as shown in the video.
Just check whether the students have applied ‘Footer’ or not and then play the
video again.
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158. To stop video time at 39 minute 33 seconds in VLC Media Player.

COMPUTER SHIKSHA

We will now learn about the
Print range option.

Now let’s start to learn about ‘print range’.

159. To stop video time at 41 minute 04 seconds in VLC Media Player.
Stop video here and ask students to define the print area as shown in the video
and then play the video again.

160. To stop video time at 41 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.

161. To stop video time at 43 minute 04 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 ‘Print range’ option or not and then lay
the video again.

162. To stop video time at 43 minute 08 seconds in VLC Media Player.

COMPUTER SHIKSHA

Let us now learn about Auto Format.
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Now let’s start to learn about ‘auto format’.

163. To stop video time at 44 minute 59 seconds in VLC Media Player.
Stop video here and ask them to change the design of the table with help of
‘Auto format’ as shown in the video.

Just check whether the students have changed the design of table or not and then
play the video again.

164. To stop video time at 45 minute 46 seconds in VLC Media Player.
Stop video here and ask them to change the design of the table again as shown
in the video and then play the video again.

165. To stop video time at 45 minute 53 seconds in VLC Media Player.

COMPUTER SHIKSHA

Next is the option for
Conditional Formatting.

Now let’s start to learn about conditional formatting.

166. To stop video time at 48 minute 21 seconds in VLC Media Player.
Stop video here and ask them to use ‘conditional formatting’ option of format
menu as shown in video.

Just check whether the students have used ‘conditional formatting’ option or not
and then play the video again.

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

Stop video here and ask them to apply the conditional formatting as shown in
the video and then play the video again.
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168. To stop video time at 50 minute 13 seconds in VLC Media Player.

COMPUTER SHIKSHA
First of all go ahead and apply the
conditions for Pass and Fail.
P
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Stop video here and ask students to apply pass or fail formula and then play the
video.

169. To stop video time at 51 minute 54 seconds in VLC Media Player.
Stop video here and ask them to write this formula in their notebook as shown
in video.

170. To stop video time at 51 minute 46 seconds in VLC Media Player.
Stop video here and ask them to use ‘IF formula’ as shown in video.
Just check whether the students have used ‘IF formula’ or not and then play the
video again.

171. To stop video time at 52 minute 30 seconds in VLC Media Player.
Stop video here and ask them to do as shown in the video and then play the
video.

Just check whether the students have used ‘IF formula’ or not and then play the
video again.

172. To stop video time at 52 minute 41 seconds in VLC Media Player.
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COMPUTER SHIKSHA

Next practice the use of the AND
formula in the second column.

Stop video here and ask them use ‘AND’ formula and then play the video again.

173. To stop video time at 54 minute 13 seconds in VLC Media Player.
Stop video here and ask them to write this formula in their notebook as shown
in video.

174. To stop video time at 55 minute 52 seconds in VLC Media Player.
Stop video here and ask them to use ‘AND formula’ as shown in video.
Just check whether the students have used ‘AND formula’ or not and then play
the video again.

175. To stop video time at 56 minute 57 seconds in VLC Media Player.
Stop video here and ask them to use ‘AND formula’ as shown in video.
Just check whether the students have used ‘AND formula’ or not and then play
the video again.

176. To stop video time at 56 minute 45 seconds in VLC Media Player.

COMPUTER SHIKSHA

Now practice the use of the OR
formula.

Stop video here and ask them to use ‘OR’ formula and then play the video
again.
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177. To stop video time at 58 minute 21 seconds in VLC Media Player.
Stop video here and ask them to use ‘OR formula’ as shown in video.
Just check whether the students have used ‘OR formula’ or not and then play
the video again.

178. To stop video time at 1hours 00 minute 32 seconds in VLC Media
Player.
Stop video here and ask them to use ‘OR formula’ as shown in video.
Just check whether the students have used ‘OR formula’ or not and then play
the video again.

179. To stop video time at 1 hours 01 minute 29 seconds in VLC Media
Player.
Stop video here and ask them to write this formula in their notebook as shown
in video.

180. To stop video time at 1hours 00 minute 42 seconds in VLC Media
Player.

COMPUTER SHIKSHA

Next go ahead and practice the use of
Count and Countblank formulas.

Stop video here and ask them to use ‘COUNT formula’ as shown in video.
Just check whether the students have used ‘COUNT formula’ or not and then
play the video again.

181. To stop video time at 1hours 02 minute 50 seconds in VLC Media

Player.
Stop video here and ask them to use ‘COUNT formula’ as shown in video.
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Just check whether the students have used ‘COUNT formula’ or not and then
play the video again.

182. To stop video time at 1hours 03 minute 53 seconds in VLC Media

Player.
Stop video here and ask them to use ‘COUNTBLANK formula’ as shown in

video.
Just check whether the students have used ‘COUNTBLANK formula’ or not

and then play the video again.

183. To stop video time at 1hours 04 minute 03 seconds in VLC Media
Player.

COMPUTER SHIKSHA

Shut down your computer

Stop video here and ask them to save their file and then close it as shown in
video.
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Complete teacher’s manual for Open office Calc/Spreadsheet 1 Class 8
Summaries
Make a table
About ODD and ISODD formula.
About EVEN and ISEVEN formula.
About FACT and MOD formula.
About PI, POWER and ROUND formula.
About SQUARE ROOT, AVERAGE, and COUNT formula.
How to close your calc/spreadsheet file?
How to shut down computer?

AN N N N NN

Now let’s start video.

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

COMPUTER SHIKSHA

Can you tell why we use the Row
option of the Format menu?

Stop video here and ask if they know why we use ‘row’ option of format menu?
Just listen to the answers and play the video again for the correct answer.

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

COMPUTER SHIKSHA

Can you tell
why we use the Print range?

Stop video here and ask them why we use ‘Print range’ option of format menu ?
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Just listen to the answers and play the video again for the correct answer.
186. To stop video time at 59 seconds in VLC Media Player.

COMPUTER SHIKSHA
Can you tell why we use the Column
option of the Format menu?

Stop video here and ask if they know why we use ‘column’ option of format

menu?

Just listen to the answers and play the video again for the correct answer.
187. To stop video time at 1 minute 16 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell
why is Auto Format option used?

Stop video here and ask if they know why we use ‘auto format’ option of format
menu?
Just listen to the answers and play the video again for the correct answer.

188. To stop video time at 1 minute 37 seconds in VLC Media Player.
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COMPUTER SHIKSHA

Can you tell
why Conditional Formatting is used ?

Stop video here and ask them why we use ‘conditional formatting” option of
format menu?
Just listen to the answers and play the video again for the correct answer.

189. To stop video time at 1 minute 53 seconds in VLC Media Player.

COMPUTER SHIKSHA

Do you know why we use the Sheet
option of the Format menu?

Stop video here and ask if they know why we use ‘sheet’ option of format
menu?
Just listen to the answers and play the video again for the correct answer.

190. To stop video time at 3 minute 34 seconds in VLC Media Player,
Stop video here and ask to press ‘window + R’ button as shown in video and
then play the video again.

191. To stop video time at 4 minute 00 seconds in VLC Media Player.
Stop video here and ask them to type ‘calc’ in run box and then click on ok
button or enter button as shown in video.

Just check and ask if they have opened ‘spreadsheet/calc’ file or not?
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192. To stop video time at 4 minute 50 seconds in VLC Media Player,
/

COMPUTER SHIKSHA

—

Let us now see
what you will learn today ?

Stop video here and ask students what will we learn today?
Just listen to the answers and play the video again.

193. To stop video time at 4 minute 58 seconds in VLC Media Player.

,{;//
COMPUTER SHIKSHA
All of you make the table being shown
to you or open your old sheet.
|5| A | B | c | 0 | E |
1_|Name English Hindi Math Total
(2] 85 97 98 280
3B 98 98 45 241
| 4 ]c 68 58 78 204
| s |p 75 75 98 248
e 59 77 89 225

Stop video here and ask them to make this table as shown in video.
Just check and ask them if they have made this table?

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

"

L —

COMPUTER SHIKSHA

Can you tell
why is the ODD formula used ?

Stop video here and ask if they can tell why the ‘ODD’ formula is used?

89



COMPUTER SHIKSHA

......... bridging the digital divide
Just listen to the answers and play the video again.

195. To stop video time at 5 minute 18 seconds in VLC Media Player.

COMPUTER SHIKSHA

Within a spreadsheet you can check any value using
the ODD formula to see if it is an odd value or not.

ODD Syntax
=0DD( Value)

Press Enter button

Stop video here and ask students to type the ‘ODD’ formula in their notebook as
shown in the video and then play the video again.

196. To stop video time at 6 minute 26 seconds in VLC Media Player.
Stop video here and ask students to find out the ‘ODD’ value as shown in the
video and then play the video again.

197. To stop video time at 7 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 used ‘ODD’ formula or not and then play the
video again.

198. To stop video time at 8 minute 01 seconds in VLC Media Player.
Stop video here and ask students to apply ‘ISODD’ formula as shown in the
video and then play the video again.

199. To stop video time at 9 minute 08 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 ‘ISODD’ formula or not and then play
the video again.
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200. To stop video time at 9 minute 27 seconds in VLC Media Player.

COMPUTER SHIKSHA

With the EVEN formula you can check
any value and see if it is even or not.

EVEN Syntax
=EVEN(Number)

Press Enter button

Stop video here and ask students to type the ‘EVEN’ formula in their notebook
as shown in the video and then play the video again.

201. To stop video time at 10 minute 40 seconds in VLC Media Player.
Stop video here and ask students to use the ‘EVEN’ formula as shown in the
video and then play the video again.

202. To stop video time at 11 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.

Now just check whether they have used ‘EVEN’ formula or not and then play
the video again.

203. To stop video time at 12 minute 32 seconds in VLC Media Player.
Stop video here and ask them to use ‘IS EVEN’ formula option as shown in
video.

Just check whether the students have used ‘IS EVEN’ formula or not and then
play the video again.

204. To stop video time at 14 minute 12 seconds in VLC Media Player.
Stop video here and ask them to do as shown in the video.
Now just check whether they have used the ‘ISEVEN’ formula or not and then
play the video again.
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205. To stop video time at 14 minute 24 seconds in VLC Media Player.

With the help of the Fact formula you
can get the factorial of any value.

FACT Syntax

COMPUTER SHIKSHA

=FACT(Number)

Press Enter button

Stop video here and ask students to type the ‘FACT’ formula in their notebook
which shown in the video and then play the video again.

206. To stop video time at 15 minute 50 seconds in VLC Media Player.
Stop video here and ask them to use ‘FACT’ formula as shown in the video and
then play the video again.

207. To stop video time at 17 minute 32 seconds in VLC Media Player.
Stop video here and ask them to do as shown in the video and then play the
video again.

208. To stop video time at 19 minute 57 seconds in VLC Media Player.
Stop video here and ask them to do as shown in the video and then play the
video again.

2009. To stop video time at 22 minute 03 seconds in VLC Media Player.
Stop video here and ask them to use ‘FACT’ formula option as shown in video.
Just check whether the students have used ‘FACT’ formula or not and then play
the video again.
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210. To stop video time at 22 minute 20 seconds in VLC Media Player.

COMPUTER SHIKSHA

By using the MOD formula you can come to know whether a given

number will get fully divided by another given number or not.

MOD Syntax
=MOD(Dividend; Divisor)

Press Enter button

Stop video here and ask them to write this formula in their notebook as shown
in video.

211. To stop video time at 23 minute 55 seconds in VLC Media Player.
Stop video here and ask them to use ‘MOD’ formula as shown in video.
Just check whether the students have used ‘MOD’ formula or not and then play
the video again.

212. To stop video time at 25 minute 34 seconds in VLC Media Player.
Stop video here and ask them to do as shown in the video.
Just check whether the students have used ‘MOD’ formula or not and then play
the video again.

213. To stop video time at 25 minute 39 seconds in VLC Media Player.

COMPUTER SHIKSHA
The value of Pi is fixed and
itis 22/7 or 3.14.
Pl Syntax
=Pl()

Press Enter button

Stop video here and ask if they know why we use ‘PI” formula?
Just listen to the answers and play the video again.
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214, To stop video time at 26 minute 49 seconds in VLC Media Player.
Stop video here and ask them to use ‘PI” formula option as shown in video.
Just check whether the students have used ‘PI” formula or not and then play the
video again.

215. To stop video time at 27 minute 37 seconds in VLC Media Player.

COMPUTER SHIKSHA

Using the Power formula you can arrive at
the power value of any given number.

POWER Syntax
=POWER(Base;Exponet)

Press Enter button

Stop video here and ask them to write ‘POWER’ formula in their notebook as
shown in video.

216. To stop video time at 29 minute 12 seconds in VLC Media Player.
Stop video here and ask them to use ‘POWER’ formula option as shown in
video.

Just check whether the students have used ‘POWER’ formula or not and then
play the video again.

217. To stop video time at 33 minute 34 seconds in VLC Media Player.
Stop video here and ask them to do as shown in the video.
Just check whether the students have used ‘POWER’ formula or not and then
play the video again.
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218. To stop video time at 33 minute 46 seconds in VLC Media Player.

COMPUTER SHIKSHA

The Round formula helps you to round off the value after

the decimal such that if that value is more than 5 then 1
gets added to the previous numeral.

ROUND Syntax
=ROUND(Number;Count)

Press Enter button

Stop video here and ask them to write ‘ROUND’ formula in your notebook as
shown in video.

2109. To stop video time at 34 minute 43 seconds in VLC Media Player.
Stop video here and ask students to type number as shown in the video and then
play the video again.

220. To stop video time at 35 minute 36 seconds in VLC Media Player.
Stop video here and ask them to use ‘ROUND’ formula option as shown in
video.

Just check whether the students have used ‘ROUND’ formula or not and then
play the video again.

221. To stop video time at 37 minute 37 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Just check whether the students have used ‘ROUND’ formula or not and then
play the video again.
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222. To stop video time at 37 minute 52 seconds in VLC Media Player.

COMPUTER SHIKSHA
With SQRT you can find the square root
value for any given number.
SQRT Syntax

=SQRT(Number)

Press Enter button

Stop video here and ask them to write ‘SQRT’ formula in your notebook as
shown in video.

223. To stop video time at 39 minute 01 seconds in VLC Media Player.
Stop video here and ask them to use ‘SQUARE ROOT’ formula option as
shown in video.

Just check whether the students have used ‘SQUARE ROOT’ formula or not
and then play the video again.

224, 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.
Just check whether the students have used ‘SQUARE ROOT”’ formula or not
and then play the video again.

225. To stop video time at 40 minute 43 seconds in VLC Media Player.

COMPUTER SHIKSHA

With the Average formula you can derive
the average of a group of numbers.

AVERAGE Syntax

=AVERAGE(Numberl;Number2;Number3...

Press Enter button

Stop video here and ask them how to find ‘average’ value?
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Just listen to the answers and play the video again.

226. To stop video time at 42 minute 22 seconds in VLC Media Player.
Stop video here and ask them to find the average number with help of
‘AVERAGE’ formula option as shown in video.

Just check whether the students have used ‘AVERAGE’ formula or not and then
play the video again.

2217. To stop video time at 43 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.

228. To stop video time at 43 minute 49 seconds in VLC Media Player.

COMPUTER SHIKSHA

You can use the Average A formula to find the
average for any text and numbers both together.

AVERAGEA Syntax
=AVEARGEA(Valuel;Value2;Value3......)

Press Enter button

Stop video here and ask them to write ‘AVERAGEA’ formula in their notebook
as shown in video.

229. To stop video time at 46 minute 07 seconds in VLC Media Player.
Stop video here and ask them to use ‘AVERAGEA’ formula option as shown in
video.

Just check whether the students have used ‘AVERAGEA’ formula or not and
then play the video again.

230. To stop video time at 47 minute 30 seconds in VLC Media Player.
Stop video here and ask them to do as shown in the video.
Now just check whether they have used ‘AVERAGEA’ formula or not and then
play the video again.
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231. To stop video time at 47 minute 40 seconds in VLC Media Player.

e
e —

COMPUTER SHIKSHA

Can you tell
why is the Count formula used ?

Stop video here and ask if they can tell why we use ‘COUNT’ formula?
Just listen to the answers and play the video again.

232. To stop video time at 47 minute 52 seconds in VLC Media Player.

e
—

COMPUTER SHIKSHA

The Count formula helps you to count the
numbers of cells which have some value in the
table that you have selected.

COUNT Syntax
=COUNT(Logical Valuel; Logical value2....)

Press Enter button

Stop video here and ask them to write ‘COUTA’ formula in their notebook as
shown in video.
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233. To stop video time at 48 minute 03 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell
why is the CountBlank formula used ?

i s ] 7”:‘7 ‘ :‘v, e

Stop video here and ask if they can tell why the ‘COUNTBLANK’ formula is
used?
Just listen to the answers and play the video again.

234, To stop video time at 48 minute 03 seconds in VLC Media Player.

COMPUTER SHIKSHA

Do you know
why is the Counta formula used ?

Stop video here and ask if they can tell why the ‘COUNT’ formula is used?
Just listen to the answers and play the video again.

235. To stop video time at 49 minute 58 seconds in VLC Media Player.
Stop video here and ask them to use ‘COUNT A’ formula option as shown in
video.

Just check whether the students have used ‘COUNT A’ formula or not and then
play the video again.

2306. To stop video time at 50 minute 48 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.

237. To stop video time at 51 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.

238. To stop video time at 51 minute 34 seconds in VLC Media Player.

—

COMPUTER SHIKSHA

Now if you still have some time you can go ahead
and revise the formulas that you learnt earlier.

Stop video here and ask students to revise the previous class’s formula and then
play the video again.

2309. To stop video time at 51 minute 42 seconds in VLC Media Player.

—

COMPUTER SHIKSHA

Properly shut down your system.

Stop video here and ask them to now save their file and then close it as shown
in video.
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Complete teacher’s manual for Open office Calc/Spreadsheet 1 Class 9
Summaries
Make a table.
Why we use data menu option?
How to use define range?
What is select range?
What is short option?
What is use of filter?
Why we use subtotal?
What is validity?
What is text to column?
You will learn some new formulae (now, today, month, day and year)
How to close your calc/spreadsheet file?
How to shut down computer.

Now let’s start video.

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

COMPUTER SHIKSHA

Can you tell
why we use the Count formula ?

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

241. To stop video time at 47 seconds in VLC Media Player.
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COMPUTER SHIKSHA

Why do we use the CountA formula ?

Stop video here and ask them why we use ‘COUNT A’ formula?
Just listen to the answers and play the video again for the correct answer.

242. To stop video time at 1 minute 03 seconds in VLC Media Player.

—
e
e —

—

S gl sl e

Can you tell what is the difference
between Average and AverageA ?

Stop video here and ask if they know the differences between ‘AVERAGE’ and
AVERAGEA’ formula?
Just listen to the answers and play the video again for the correct answer.

243. To stop video time at 1 minute 41 seconds in VLC Media Player.
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COMPUTER SHIKSHA

Can you tell
why the SQRT formula is used ?

SQRT

Stop video here and ask them why do we use ‘SQUARE ROOT’ formula?
Just listen to the answers and play the video again for the correct answer.

244, To stop video time at 2 minute 06 seconds in VLC Media Player.
/

COMPUTER SHIKSHA
And open the Calc file using the
method taught to you.

= —

Stop video here and ask them to open der—caIc file.
Just check if they have opened calc file or not and play the video again.

245. To stop video time at 2 minute 55 seconds in VLC Media Player.
/

COMPUTER SHIKSHA

Let’s now see what you are going to
learn about today.

Stop video here and ask them what will we learn today?
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Just listen to the answers and play the video again.

246. To stop video time at 3 minute 09 seconds in VLC Media Player.

COMPUTER SHIKSHA

All of you make the table being shown
to you or open your old sheet.

Name Class Present Leave total days

1

2 |Sameer Vil 30 1 3
3 |Vikas Vil 31 0 31
4 Rahul Vil 27 4 31
5 |Vinay Vil 26 5 31
6 |Ajay Vil 28 3 31
7 Pankaj Vil 29 2 3N
8 |Saurabh  ViIl p| 30, 1 31,

Stop video here and ask them to make this table as shown in video.
Just check and ask them if they have made this table?

247. To stop video time at 3 minute 16 seconds in VLC Media Player,

COMPUTER SHIKSHA

We will now learn about Define Range and
Select Range option of the Data menu.

Data | Window Help

eeeeee Range...
< Sort...

Eilter

SSSSSSSSSSS

..........

Now let’s start to learn about ‘Define Range and Select Range’ option.

248. To stop video time at 4 minute 32 seconds in VLC Media Player.
Stop video here and ask them to define the first column as shown in the video
and then play the video again.

249. To stop video time at 6 minute 08 seconds in VLC Media Player.
Stop video here and ask them to define the entire column as shown in the video.
Now just check whether they have defined the entire column or not and then
play the video again.

250. To stop video time at 8 minute 15 seconds in VLC Media Player.
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Stop video here and ask them to use the ‘Define and Select’ range as shown in

the video.
Now just check whether they have used the ‘Define and Select range’ or not and

then play the video again.

251. To stop video time at 8 minute 22 seconds in VLC Media Player.

COMPUTER SHIKSHA

Do you know why Sort is used ?

Data  Window Help

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

252. To stop video time at 9 minute 55 seconds in VLC Media Player.
Stop video here and ask them to arrange the name column in ascending order as
shown in video and then play the video again.

253. To stop video time at 11 minute 38 seconds in VLC Media Player.
Stop video here and ask them to arrange the number in ascending order as
shown in video and then play the video again.

254, To stop video time at 12 minute 22 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 ‘Sort” option and then play the
video again.

255. To stop video time at 12 minute 26 seconds in VLC Media Player.
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COMPUTER SHIKSHA

With the use of Filter you can get any
information from your sheet.

Now let’s start to learn about ‘filter’ option.

256. To stop video time at 14 minute 07 seconds in VLC Media Player.

Stop video here and ask students to apply ‘Filter’ option as shown in the video
and then play the video again.

257. To stop video time at 15 minute 58 seconds in VLC Media Player.
Stop video here and ask them to use ‘auto filter’ of filter option as shown in
video.

Just check whether the students have used ‘auto filter’ of filter option or not and
then play the video again.

258. To stop video time at 16 minute 01 seconds in VLC Media Player.

COMPUTER SHIKSHA

The next option is of Subtotal.

Data | Window Help
Define Range...

Select Range...
« —
Eilter
Subtotals...
dity...
1]

Now let’s start to learn about ‘subtotal” option.

259. To stop video time at 17 minute 47 seconds in VLC Media Player.

Stop video here and ask students to use ‘Subtotal” option as shown in the video
and then play the video again

260. To stop video time at 20 minute 00 seconds in VLC Media Player.
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Stop video here and ask them to use ‘subtotal’ option as shown in video.
Just check whether the students have used ‘subtotal’ option or not and then play
the video again.

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

COMPUTER SHIKSHA

Learn next about Validity

Now let’s start to learn about ‘validity’ option.

262. To stop video time at 22 minute 51 seconds in VLC Media Player.
Stop video here and ask them to use ‘validity’ option as shown in video.
Just check whether the students have used ‘validity’ option or not and then play
the video again.

263. To stop video time at 26 minute 56 seconds in VLC Media Player.
Stop video here and ask them to use ‘validity’ option as shown in video.
Just check whether the students have used ‘validity’ option or not and then play
the video again.

264, To stop video time at 27 minute 02 seconds in VLC Media Player.

COMPUTER SHIKSHA

Let us now learn about the
Text to Columns option.

Now let’s start to learn about ‘Text to column’ option.
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265. To stop video time at 29 minute 29 seconds in VLC Media Player.
Stop video here and ask them to use ‘text to column’ option as shown in video.
Just check whether the students have used ‘text to column’ option or not and
then play the video again.

266. To stop video time at 32 minute 22 seconds in VLC Media Player.
Stop video here and ask them to use ‘text to column’ option as shown in video.
Just check whether the students have used ‘text to column’ option or not and
then play the video again.

267. To stop video time at 33 minute 06 seconds in VLC Media Player.

COMPUTER SHIKSHA

Do you know why the
Now formula is used ?

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

268. To stop video time at 33 minute 21 seconds in VLC Media Player.
Stop video here and ask students to apply ‘NOW’ formula as shown in the video
and then play the video again.

269. To stop video time at 34 minute 26 seconds in VLC Media Player.
Stop video here and ask students to write the ‘“Today’ formula as shown in the
video and then play the video again.

270. To stop video time at 34 minute 26 seconds in VLC Media Player.

Stop video here and ask students to apply ‘TODAY’ formula as shown in the
video and then play the video again.
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271. To stop video time at 35 minute 57 seconds in VLC Media Player.

//

COMPUTER SHIKSHA

You will use the Day formula whenever you
need to find the day for a particular date.

DAY Syntax
=DAY()

Press Enter button

Stop video here and ask students to write the ‘DAY’ formula as shown in the
video and then play the video again.

272. To stop video time at 36 minute 06 seconds in VLC Media Player.

,./

COMPUTER SHIKSHA

Similarly you will use the Month formula when
you need only the month of a particular date.

MONTH Syntax
=Month(Number)

Press Enter button

Stop video here and ask students to write the ‘MONTH’ formula as shown in
the video and then play the video again.

273. To stop video time at 37 minute 36 seconds in VLC Media Player.
Stop video here and ask them to use ‘MONTH’ formula option as shown in
video.

Just check whether the students have used ‘“MONTH’ formula or not and then
play the video again.
109



COMPUTER SHIKSHA

......... bridging the digital divide

274. To stop video time at 38 minute 35 seconds in VLC Media Player.
Stop video here and ask them to use ‘DAY’ formula option as shown in video.
Just check whether the students have used ‘DAY’ formula or not and then play
the video again.

275. To stop video time at 39 minute 44 seconds in VLC Media Player.
Stop video here and ask them to use “YEAR’ formula option as shown in video.
Just check whether the students have used “YEAR’ formula or not and then play
the video again.

276. To stop video time at 41 minute 54 seconds in VLC Media Player.
Stop video here and ask students to find the average value by using the
‘AVERAGE’ formula as shown in the video and then play the video again.

2717. To stop video time at 43 minute 11 seconds in VLC Media Player.
Stop video here and ask students to students to type some number as shown in
the video and then play the video again.

278. To stop video time at 44 minute 40 seconds in VLC Media Player.
Stop video here and ask students to find the average value by using the
‘AVERAGEA’ formula as shown in the video and then play the video again.

279. To stop video time at 46 minute 06 seconds in VLC Media Player.
Stop video here and ask students to practice ‘COUNTA” and ‘SQRT’ formula

as shown in the video and then play the video again.

280. To stop video time at 46 minute 15 seconds in VLC Media Player.
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COMPUTER SHIKSHA

Shut down your computer

Stop video here and ask them to save their file and then close it as shown in
video.
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Complete teacher’s manual for Open office Calc/Spreadsheet 1 Class 10
Summaries
Make a table.
Why we use window menu option?
What is use of new window option?
What is use of close window option?
What is split option?
What is use of freeze option?
You will learn some new formulae (char, concatenate, exact, left, mid, etc.., )
How to close your calc/spreadsheet file?
How to shut down computer.

AN N N N N T U N N

Now let’s start video.
281. To stop video time at 21 seconds in VLC Media Player.

Can you tell why we use the
Sort option?

Data  Window Help
Define Range...

COMPUTER SHIKSHA

Select Range...

Sort...
Eilter
Subtotals...
Validity...

Text to Columns...
Consolidate...

Group and Outline  »
Pivot Table

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

282. To stop video time at 33 seconds in VLC Media Player.

/
Why is the Filter option used ?

COMPUTER SHIKSHA
Data Window Help
Define Range...

Select Range...

Sort...
Eilter
Subtotals...
Validity...

Text to Columns...
Consolidate...

Group and Outline  »
Pivot Table
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Stop video here and ask why we use ‘filter’ option?
Just listen to the answers and play the video again for the correct answer.

283. To stop video time at 46 seconds in VLC Media Player.

Can you tell why we use the
Subtotal option?

COMPUTER SHIKSHA
Data | Window Help

Define Range...
Select Range...

Sort...
Filter
Subtotals...
Validity...

Text to Columns...
Consolidate...

Group and Outline  »
Pivot Table

Stop video here and ask them why we use ‘subtotal’ option?
Just listen to the answers and play the video again for the correct answer.

284, To stop video time at 1 minute 08 seconds in VLC Media Player.

/
Why do we use the
Text to Columns option?

COMPUTERSH)KSHA
Data  Window Help

Define Range...
Select Range...

Sort...
Filter
Subtotals...
Validity...

Text to Columns...
Consolidate...

Group and Outline  »
Pivot Table

Stop video here and ask them why we use ‘text to column’ option?
Just listen to the answers and play the video again for the correct answer.
285. To stop video time at 1 minute 29 seconds in VLC Media Player.
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COMPUTER SHIKSHA

Why do we use the Today formula?

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

286. To stop video time at 1 minute 44 seconds in VLC Media Player.
——

COMPUTER SHIKSHA
Why is the Year formula used?

Stop video here and ask them why we use ‘YEAR’ formula?
Just listen to the answers and play the video again for the correct answer.

287. To stop video time at 2 minute 00 seconds in VLC Media Player.

COMPUTER SHIKSHA

If from a given date you want to find out the
month in that date which formula will you use?

Stop video here and ask them which formula will be used for knowing the
month in the given date?
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Just listen to the answers and play the video again for the correct answer.

288. To stop video time at 2 minute 18 seconds in VLC Media Player.

/
And open the Calc file using the
method taught to you.

COMPUTER SHIKSHA
—

Stop video here and ask them to open their calc file.
Just check if they have opened calc file or not and then play the video again.

2809. To stop video time at 3 minute 09 seconds in VLC Media Player.
/

COMPUTER SHIKSHA
Now make the table being shown to you
or you can open an existing saved Calc file.

A T ° DK o [t | ¢

| 1 |Name English Science  Math Total Marks Average

[ 2 A 78 84 94 256 85.33333333

3B 69 86 75 230 76.66666667

1 4 [C 89 78 69 236 78.66666667

| 5D 96 86 75 257 85.66666667
6 |E 98 75 99 272 90.66666667

Stop video here and ask them to make this table as shown in video.
Just check and ask if they have made this table?

290. To stop video time at 3 minute 14 seconds in VLC Media Player.
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Can you tell
why we use New Window option ?

Window  Help

COMPUTER SHIKSHA

New Window
(@ Close Window CtrleW

Splt

Ereeze

® | Untitled 1 - OpenOffice Calc

Stop video here and ask them why do we use ‘new window’ option ?
Just listen to the answers and play the video again.

291. To stop video time at 3 minute 26 seconds in VLC Media Player.

Why do we use Close Window option ?

Window = Help

COMPUTER SHIKSHA

New Window
8 Close Window CreW

Spiit
freeze

® | Untitled 1 - OpenOffice Calc

Stop video here and ask them why do we use ‘close window’ option?
Just listen to the answers and play the video again.

292. To stop video time at 4 minute 52 seconds in VLC Media Player.
Stop video here and ask them to use ‘New window and Close window’ option
as shown in video.

Just check whether the students have used ‘new window and close window’
option or not and then play the video again.

293. To stop video time at 5 minute 01 seconds in VLC Media Player.
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Do you know why is the Split used?

Window | Help

COMPUTER SHIKSHA

New Window
(@ Close Window CtrleW

Split

Freeze

® | Untitled 1- OpenOffice Calc

Stop video here and ask them why do we use ‘split window” option?
Just listen to the answers and play the video again.

294, To stop video time at 7 minute 02 seconds in VLC Media Player.
Stop video here and ask them to use ‘split window’ option as shown in video.
Just check whether the students have used ‘split window’ option or not and then
play the video again.

295. To stop video time at 7 minute 16 seconds in VLC Media Player.
Stop video here and ask students to do normal as shown in the video and then

play the video again.

296. To stop video time at 7 minute 22 seconds in VLC Media Player.

COMPUTER SHIKSHA
Let’s now learn about the Freeze.
Window Help
( New Window
8@ Close Window CrleW
Split
Freeze o
— | M -4

-—1- - &

"
® | Untitled 1 - OpenOffice Calc I I_;ir

Now let’s start to learn about ‘Freeze’ option.

297. To stop video time at 9 minute 01 seconds in VLC Media Player.
Stop video here and ask them to ‘Freeze’ row and column option as shown in
video.
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Just check whether the students have used ‘Freeze’ option or not and then play
the video again.

298. To stop video time at 10 minute 44 seconds in VLC Media Player.
Stop video here and ask them to do normal as shown in the video and then play
the video again.

299. To stop video time at 11 minute 08 seconds in VLC Media Player.
Stop video here and ask them to write ‘CHAR’ formula in their notebook as
shown in video.

300. To stop video time at 12 minute 46 seconds in VLC Media Player.
Stop video here and ask them to use ‘CHAR’ formula option as shown in video.
Just check whether the students have used ‘CHAR’ formula or not and then play
the video again.

301. To stop video time at 14 minute 32 seconds in VLC Media Player.
Stop video here and ask them do as shown in the video.
Just check whether the students have used ‘CHAR’ formula or not and then play
the video again.

302. To stop video time at 15 minute 23 seconds in VLC Media Player.

With Concatenate you can join two
pieces of text into one.

CONCATENATE Syntax

COMPUTER SHIKSHA

=CONCATENATE(Text1;Text2...)

Press Enter button

Stop video here and ask them to write ‘CONCATENATE’ formula in their
notebook as shown in video.

303. To stop video time at 16 minute 31 seconds in VLC Media Player.
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Stop video here and ask them to type as shown in the video and then play the
video again.

304. To stop video time at 18 minute 39 seconds in VLC Media Player.
Stop video here and ask them to use ‘CONCATENATE’ formula option as
shown in video.

Just check whether the students have used ‘CONCATENATE’ formula or not
and then play the video again.

305. To stop video time at 19 minute 21 seconds in VLC Media Player.
Stop video here and ask them to type as shown in the video and then play the
video again.

306. To stop video time at 21 minute 42 seconds in VLC Media Player.
Stop video here and ask them to use again the ‘CONCATENATE’ formula
option as shown in video.

Just check whether the students have used ‘CONCATENATE’ formula or not
and then play the video again.

307. To stop video time at 21 minute 57 seconds in VLC Media Player.

With the Exact formula.

EXACT Syntax

COMPUTER SHIKSHA

=EXACT(Text1;Text2...)

Press Enter button

Stop video here and ask them to write ‘EXACT’ formula in their notebook as
shown in video.

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

Stop video here and ask them to use ‘EXACT’ formula option as shown in
video and then play the video again.
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3009. To stop video time at 26 minute 04 seconds in VLC Media Player.
Stop video here and ask them to use ‘EXACT’ formula option as shown in
video.

Now Just check whether the students have used ‘EXACT’ formula or not and
then play the video again.

310. To stop video time at 26 minute 17 seconds in VLC Media Player.
search for any text or symbol in a given text.

FIND Syntax

COMPUTER SHIKSHA

=FIND(Find_text;text;position)

Press Enter button

Stop video here and ask them to write ‘FIND’ formula in their notebook as
shown in video.

311. To stop video time at 27 minute 48 seconds in VLC Media Player.
Stop video here and ask them to find the position of ‘computer’ word with help
of ‘FIND’ formula as shown in video.

Just check whether the students have used ‘FIND’ formula or not and then play
the video again.

312. To stop video time at 29 minute 41 seconds in VLC Media Player.
Stop video here and ask to them use ‘FIND’ formula option as shown in video.
Just check whether the students have used ‘FIND’ formula or not and then play
the video again.

313. To stop video time at 29 minute 58 seconds in VLC Media Player.
Stop video here and ask them to write ‘LEFT’ formula in their notebook as
shown in video.

314. To stop video time at 32 minute 19 seconds in VLC Media Player.
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Stop video here and ask them to use ‘LEFT’ formula option as shown in video.
Just check whether the students have used ‘LEFT’ formula or not and then play
the video again.

315. To stop video time at 31 minute 17 seconds in VLC Media Player.
Stop video here and ask them to use ‘LEFT’ formula option as shown in video.
Just check whether the students have used ‘LEFT’ formula or not and then play
the video again.

316. To stop video time at 32 minute 57 seconds in VLC Media Player.
Stop video here and ask students to do as shown in the video.
Now Just check whether the students have used ‘LEFT’ formula or not and then
play the video again.

317. To stop video time at 33 minute 12 seconds in VLC Media Player.

COMPUTER SHIKSHA
With the Right formula you can decide for any text how many
characters you want to show or see from the right side.
RIGHT Syntax

=RIGHT(Text;number)

Press Enter button

Stop video here and ask them to write this formula in their notebook as shown
in video.

318. To stop video time at 34 minute 46 seconds in VLC Media Player.
Stop video here and ask them to use ‘RIGHT’ formula as shown in video and
then play the video again.

3109. To stop video time at 36 minute 50 seconds in VLC Media Player.
Stop video here and ask them to use ‘RIGHT’ formula option as shown in
video.
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Now Just check whether the students have used ‘RIGHT’ formula or not and
then play the video again.

320. To stop video time at 37 minute 08 seconds in VLC Media Player.

e

COMPUTER SHIKSHA
When you want to decide on how many characters you want to show
or see from the middle of any text then you will use the Mid formula.
MID Syntax
=MID(Text;start;number)
Press Enter button

Stop video here and ask them to write this formula in their notebook as shown
in video.

321. To stop video time at 38 minute 46 seconds in VLC Media Player.
Stop video here and ask them to use ‘MID’ formula option as shown in video.
Just check whether the students have used ‘MID’ formula or not and then play
the video again.

322. To stop video time at 40 minute 51 seconds in VLC Media Player.
Stop video here and ask them to use ‘MID’ formula option as shown in video.
Now Just check whether the students have used ‘MID’ formula or not and then
play the video again.

323. To stop video time at 42 minute 50 seconds in VLC Media Player.

With the Lower formula you can show
any text you want in lower case.

LOWER Syntax

COMPUTER SHIKSHA

=LOWER(Text)

Press Enter button
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Stop video here and ask them to write ‘LOWER’ formula in their notebook as
shown in video.

324, To stop video time at 42 minute 02 seconds in VLC Media Player.
Stop video here and ask them to use ‘LOWER’ formula as shown in video.
Just check whether the students have used ‘LOWER’ formula or not and then
play the video again.

325. To stop video time at 42 minute 45 seconds in VLC Media Player.
Stop video here and ask them to use ‘LOWER’ formula option as shown in
video.

Now Just check whether the students have used ‘LOWER’ formula or not and
then play the video again.

326. To stop video time at 42 minute 59 seconds in VLC Media Player.

With the Lower formula you can show
any text you want in lower case.

LOWER Syntax

COMPUTER SHIKSHA

=LOWER(Text)

Press Enter button

Stop video here and ask them to write ‘UPPER’ formula in their notebook as
shown in video.

327. To stop video time at 44 minute 17 seconds in VLC Media Player.
Stop video here and ask them to change ‘computer’ word in Capital letter with
help of ‘UPPER’ formula option as shown in video.

Just check whether the students have used ‘UPPER’ formula or not and then
play the video again.

328. To stop video time at 45 minute 30 seconds in VLC Media Player.
Stop video here and ask them to use ‘UPPER’ formula option as shown in
video.
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Now Just check whether the students have used ‘UPPER’ formula or not and
then play the video again.

3209. To stop video time at 45 minute 37 seconds in VLC Media Player.
Stop video here and ask them to convert their file into PDF and then play the
video again.

330. To stop video time at 45 minute 48 seconds in VLC Media Player.
-

COMPUTER SHIKSHA

Properly shut down your system.

Stop video here and ask them to now save their file and then shutdown the
computer.
Now just check whether they have shutdown the computer or not.
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Complete teacher’s manual for Open office Calc/Spreadsheet 1 Class 11
Summaries

Make a table

How to use HLOOKUP and VLOOKUP formula?

You will revise SUM, IF, MIN, MAX, TODAY, formulas etc..?
Use of conditional formatting option?

Use of filter option?

How to close your calc/spreadsheet file?

How to shut down computer.

N NI N NI N N

Now let’s start video.

331. To stop video time at 31 seconds in VLC Media Player.

COMPUTER SHIKSHA

Can you tell
why the Exact formula is used?

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

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

COMPUTER SHIKSHA

Do you know which formula you will use if you want
to get the first three characters from any text?
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Stop video here and ask them which formula will be used to bring the first three
letters of any text?
Just listen to the answers and play the video again for the correct answer.

333. To stop video time at 1 minute 14 seconds in VLC Media Player.

COMPUTER SHIKSHA

Do you know
why we use the Mid formula?

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

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

COMPUTER SHIKSHA

Do you know
why we use the Mid formula?

Stop video here and ask if they know why we use ‘FIND’ formula?
Just listen to the answers and play the video again for the correct answer.
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335. To stop video time at 1 minute 45 seconds in VLC Media Player,

COMPUTER SHIKSHA
Do you know
why the Split option is used ?
'ah b ) T
PLIT

Stop video here and ask if they know why split” option is used?
Just listen to the answers and play the video again for the correct answer.

336. To stop video time at 1 minute 59 seconds in VLC Media Player.

_—/

And open the spreadsheet file.

COMPUTER SHIKSHA

b | —

Stop video here and ask them to open their calc file.‘v
Just check they have opened calc file or not and play the video again.

337. To stop video time at 2 minute 37 seconds in VLC Media Player.

COMPUTER SHIKSHA
What will we learn today ?

You will first make a table.

Name Sales 1 Sales 2 Sales 3 Total
A | 75i | 1ee | 81
B 85 | 88 79
C 78 | 90 50
D 59 | 8 | 49
E 74 | 59 58
F 34 | 72 45
G 80 39 45

Stop video here and ask them what will we learn today?
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338. To stop video time at 2 minute 41 seconds in VLC Media Player.

COMPUTER SHIKSHA
Now make the table being
shown to you.
Name Sales 1 Sales 2 Sales 3 Total

A | 75 66 81

B 85 88 79
c 78 | 90 | 50
D 59 86 49
E 74 59 58
F 3 | 72 | as
G 80 39 | 45

Stop video here and ask them to make this table as shown in video.
Just check and ask them if they have made this table?

330. To stop video time at 3 minute 27 seconds in VLC Media Player.

COMPUTER SHIKSHA

You will use Vlookup when you need to find
information about a complete column from a sheet.

VLOOKUP Syntax

= VLOOKUP(search criteria; array; index;
sort order)

Press Enter button

Stop video here and ask them to write ‘VIOOKUP’ formula in their notebook as
shown in video.

340. To stop video time at 4 minute 01 seconds in VLC Media Player,
Stop video here and ask them to do ‘copy & paste’ from sheet 1 to sheet 2 as
shown in video.

Just check whether the students have done ‘copy & paste’ or not and then play
the video again.

341. To stop video time at 6 minute 02 seconds in VLC Media Player.
Stop video here and ask them to apply ‘VLOOKUP’ formula as shown in video
and then play the video again.
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342. To stop video time at 7 minute 27 seconds in VLC Media Player,
Stop video here and ask them to use “VLOOKUP’ formula as shown in video.
Just check whether the students have used ‘VLOOKUP’ formula or not and then
play the video again.

343. To stop video time at 7 minute 44 seconds in VLC Media Player,

COMPUTER SHIKSHA

Hlookup is also used just like Vlookup but the difference is that

instead of columns you will get data about rows with Hlookup.

HLOOKUP Syntax

= HLOOKUP(search criteria; array; index;
sort order)

Press Enter button

Stop video here and ask them to write ‘HLOOKUP’ formula in their notebook
as shown in video.

344, To stop video time at 8 minute 31 seconds in VLC Media Player.
Stop video here and ask them to do ‘copy & paste’ from sheet 1 to sheet 3 as
shown in video.

Just check whether the students have done ‘copy & paste’ or not and then play
the video again.

345. To stop video time at 10 minute 15 seconds in VLC Media Player.
Stop video here and ask them to apply ‘HLOOKUP’ formula as shown in video
and then play the video again.

346. To stop video time at 10 minute 40 seconds in VLC Media Player.
Stop video here and ask them to use ‘HLOOKUP’ formula as shown in video.
Just check whether the students have used ‘HLOOKUP’ formula or not and then
play the video again.
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347. To stop video time at 11 minute 18 seconds in VLC Media Player.

COMPUTER SHIKSHA

Go ahead and show
how you will do the Sum ?

b

Stop video here and ask if they know how to get total of any number?
Just listen to the answers and play the video again for the correct answer.

348. To stop video time at 12 minute 02 seconds in VLC Media Player.
Stop video here and ask them to use ‘SUM’ formula as shown in video.
Just check whether the students have used ‘SUM’ formula or not and then play
the video again.

349. To stop video time at 11 minute 18 seconds in VLC Media Player.

COMPUTER SHIKSHA

Next show
how you will apply the If formula ?

Stop video here and ask students to apply ‘IF’ formula.
Just listen to the answers and play the video again for the correct answer.

350. To stop video time at 14 minute 31 seconds in VLC Media Player.
Stop video here and ask them to use ‘IF’ formula as shown in video.
Just check whether the students have used ‘IF’ formula or not and then play the
video again.
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351. To stop video time at 15 minute 09 seconds in VLC Media Player.

COMPUTER SHIKSHA

Now using the Max formula find out the
maximum value for any one column.

Now let’s revise ‘MAX’ formula.

352. To stop video time at 15 minute 44 seconds in VLC Media Player.
Stop video here and ask them to use ‘MAX’ formula as shown in video.
Just check whether the students have used ‘MAX’ formula or not and then play
the video again.

353. To stop video time at 15 minute 53 seconds in VLC Media Player.

COMPUTER SHIKSHA

Now all of you show how you will get the
date in any one cell of your sheet.

Stop video here and ask students to insert current date with help of the formula
and then play the video again.

354. To stop video time at 17 minute 00 seconds in VLC Media Player.
Stop video here and ask them to use ‘TODAY”’ formula as shown in video.
Just check whether the students have used ‘TODAY” formula or not and then
play the video again.
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355. To stop video time at 17 minute 06 seconds in VLC Media Player.

COMPUTER SHIKSHA

Show how you will obtain the minimum
value from any one row.

Now let’s revise ‘MIN’ formula.

356. To stop video time at 18 minute 15 seconds in VLC Media Player.
Stop video here and ask them to use ‘MIN’ formula as shown in video.
Just check whether the students have used ‘MIN’ formula or not and then play
the video again.

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

COMPUTER SHIKSHA

Next all of you show the use of the
LD RGTTIER

Now let’s revise ‘AND’ formula.

358. To stop video time at 21 minute 30 seconds in VLC Media Player.
Stop video here and ask them to use ‘AND’ formula as shown in video.
Just check whether the students have used ‘AND’ formula or not and then play
the video again.
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3509. To stop video time at 21 minute 35 seconds in VLC Media Player.

COMPUTER SHIKSHA

Now apply
Conditional Formatti n the table.

....... win.

Stop video here and ask them to apply ‘Conditional formatting” on the table and
then play the video again.

360. To stop video time at 24 minute 52 seconds in VLC Media Player.
Stop video here and ask them to apply ‘Conditional formatting’ as shown in the

video and then play the video again.

361. To stop video time at 24 minute 58 seconds in VLC Media Player.

COMPUTER SHIKSHA

Next apply Filter on any one column.

Data Window Help

Stop video here and ask them to apply ‘Filter’ in any column as shown in the
video and then play the video again.

362. To stop video time at 26 minute 34 seconds in VLC Media Player.

Stop video here and ask them to apply ‘Filter’ as shown in the video.
Now just check whether they have applied ‘Filter’ or not and then play the
video again.
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363. To stop video time at 26 minute 41 seconds in VLC Media Player.

COMPUTER SHIKSHA
Now convert your file into PDF format and
then save your file.

Convert into ;

Stop video here and ask students to convert their file into ‘PDF’ and then play
the video again.

364. To stop video time at 26 minute 46 seconds in VLC Media Player.
e

COMPUTER SHIKSHA
Properly shut down your system.

Stop video here and ask them to now save their file and then close it as shown
in video.

134



