
{| border=1 
| Time 
| Narration 
 
|- 
| 00:00  

| librAofis keLQ (LibreOffice Calc)- formetiH deta IN keLQ (Formatting 

Data in Calc) ki Is_pokN t_yutoriyeL (Spoken tutorial) d traMn AoQcri| 

 
|- 
| 00:06  

| t_yutoriyeL (tutorial) sid, AEKoIn tMgni: formetiH bordrs (Formatting 

borders), beQg_raUNd klrs (background colors) 

 
|- 
| 00:12  

| AotometiQ repiH (Automatic Wrapping) sijiNnrg wahEgi laIN myaMbu formeY 

(format) tOb| 

 
|- 
| 00:18  

| seLs (cells) puNjNb seL (cell) d cNnb wahEdu piQsNhNb| 

 
|- 
| 00:22  

| sid AEKoIn sijiNnrib AopretiH sisteM (operating system) si UbuNtu 

linQs vrjN 10.04 (Ubuntu Linux version 10.04) Adug libreAofis suIY vrjN 

3.3.4 (LibreOffice Suite version 3.3.4) ni| 

 
|- 
| 00:33  

| AhaNbd, AEKoIn librAofis keLQ (LibreOffice Calc) t bordrs formeY 

(borders format) tObgi mrMd tMlsi|| 

 

 

 

 



|- 
| 00:39  

| AEKoIgi prsneL faInaNs t_reQkr doY AodiAes faIL (personal finance 

tracker.ods file) haHdoQlsi| 
 
|- 
| 00:45  

| bordrs formeY (borders format) tObsi AkQnb seL (cell) d nYt_rg seLs 

(cells) gi mpEd tOb yaI| 

 
|- 
| 00:50  

| KudM AoIn- AEKoIn hediHs siriyeL nMbr (headings Serial Number), AaIteM 

(Item), kosY (Cost), Is_peNY (Spent), risivd (Received), deY (Date) Amdi 

AekaUNY (Account) yaUb seLs formeY (cells format) tOrsi| 

 
|- 
| 01:01  

| Adun, AhaNbd AesAeN (SN) n KqhNb, hediH siriyeL nMbr (heading Serial 

Number) yaUb seL (cell) d nMmo| 

 
|- 
| 01:08  

| hOjiQ, AoITqbgi maUs btN (mouse button) nMm TMmg hediHs (heading) du 

yaUb seLs (cells) roMd ciHTbirQU| 

 
|- 
| 01:14  

| hediHs (Borders) yaUb horijoNtL ro (horizontal row) pulP KLlb tuHd 

formetiH tuLbar (Formatting toolbar) d yaUb bordrs AaIkoN (Borders icon) d 

nMbiyu| 

 
|- 
| 01:23  

| mKL kyagi bordr Is_taILs (border styles) yaUrib d_roP-daUN boQs (drop-

down box) haHdorQI| 
 



|- 
| 01:28  

| soMn bordrs (borders) t sijiNnniHb Is_taILs (styles) Amd nMbiyu| 

 
|- 
| 01:33  

| AEn AroIb AoPsN (option) d nMmni, AEKoIn UI mdudi AEKoIn KNb 

Is_taIL (style) dugi mtuH INn bordrs (borders) si formeY (format) tOrQI| 
 
|- 
| 01:39 

| AhoHbdu ANdu (undo) tOrsi| 

 
|- 
| 01:45  

| KNKib seLs (cells) du haIlaIY (highlight) tOrg lE| AKNbdud raIY k_liQ 

(Right-click) nMbirg formeY seLs AoPsN (Format Cells option) d nMbiyu| 

 
|- 
| 01:54  

| hOjiQ, bordrs teb (Borders tab) t nMbiyu| 

 
|- 
| 01:56  

| soMn laIN AreNjmeNY (Line arrangement), laIN (Line), Is_pesiH tu 

koNteNYs (Spacing to contents) Amdi sedo Is_taIL (Shadow style) gi 

AoPsNs (options) du Ubigni| 

 
|- 
| 02:05  

| msi AmmMd UYlibsi keLQ (Calc) ki yaUjrb setiHs (settings) ni| 
 
|- 
| 02:10  

| Adubu, mi Amn AEKoIgi drkar AoIbdug cunnb msi AmheQt hoHb yaI| 

 

 



|- 
| 02:14  

| yujr-difaINd (User-defined) gi mKad, soMn AKNbdu UYlib ApiQp p_riv_yu 

wiNdo (preview window) Ub ZMgni| 

 
|- 
| 02:22  

| AEn difaULY (Default) mKad yaUb AhuMsub AoPsN (option) du KLlni AmsuH 

soMn mdu p_riv_yu wiNdo (preview window) d TQtorQpdu Ub ZMgni| 

 
|- 
| 02:29  

| AEn Is_taIL (Style), wid (Width) Amdi klr (Color) su hoHlni| 

 
|- 
| 02:33  

| AmuQksu p_riv_yu wiNdo (preview window) d AhoHbdu yeHbiyu| 

 
|- 
| 02:38  

| Is_pesiH tu koNteNYs (Spacing to contents) d siHk_ronaIj AoPsN 

(Synchronize option) du ceQ (check) tOrg lE| 

 
|- 
| 02:42  

| msin haIbdi cP maNnb Is_pesiH marjiN (spacing margin) KudiHmQt 

paLli| 

 
|- 
| 02:47 

| mi Amn mdu ANceQ (uncheck) tOb Amdi marjiN Is_pesiH (margin spacing) 

du drkar lEbgi mtuH INn hoHb yaI| 

 

 

 

 



|- 
| 02:53  

| AEn toP (Top) k botM marjiN (Bottom margin) bu 1.4 poINY (1.4pt) d 

hoHdoQlni| 

 
|- 
| 03:00  

| AEn mKL kyagi sedo Is_taILs (Shadow styles) du soMn yeHnbgi TMmge| 

 
|- 
| 03:04  

| Aoke (OK) d nMbiyu| 

 
|- 
| 03:06  

| msin KNKib seLs (cells) tud KLlb Is_taIL (style) du paNjiLlni| 

 
|- 
| 03:11  

| bordrs formeY (borders format) krMn tOgni Kqlb mtuHsid, hOjiQ mtO 

krMn seLs (cells) t beQg_raUNd (background) mcu pigni tMlsi| 

 
|- 
| 03:18  

| seLs (cells) t beQg_raUNd (background) mcu pinbgidmQt, keLQ (Calc) n 

formetiH tuLbar (Formatting toolbar) d fqb beQg_raUNd klr (Background 

Color) kOb AoPsN (option) Am fqhLli| 

 
|- 
| 03:27  

| hOjiQ, msi mtO krMn IMp_lmeNY (implement) tOIdu yeHlsi| 

 
|- 
| 03:30  

| KudM AoIn, hediHs (headings) yaUrib seLs (cells) t beQg_raUNd 

(background) mcu Am pirsi| 

 



|- 
| 03:36  

| Adun, AhaNbd AesAeN (SN) n KqhNb hediH siriyeL nMbr (heading Serial 

Number) yaUb seL (cell) d nMlsi| 

 
|- 
| 03:44  

| hOjiQ, maUs (mouse) ki AoI Tqb btN (button) nMm TMmg hediHs 

(headings) yaUrib seL (cell) du tMn ciHTrQlo| 

 
|- 
| 03:50  

| hediHs (headings) yaUrib horijoNtL ro (horizontal row) puMb KLlb mtuHd 

formetiH tuLbar (Formatting toolbar) d yaUb beQg_raUNd klr AoPsN 

(Background Color option) d nMmo| 

 
|- 
| 04:00  

| soMn beQg_raUNd (Background) AoIn haPniHb ApaMb klr (color) KNb yab 

pop-AP menu (pop-up menu) TorQle|   
 
|- 
| 04:08  

| g_re (Grey) mcud nMlsi|  

 
|- 
| 04:11 

| soMn hediHs (headings) ki seL beQg_raUNd (cell background) si g_re (grey) 

AoNKibsi Ub ZMgni| 

 
|- 
| 04:17  

| keLQ (Calc) n teQs (text) ki preH myaMbu formeY (format) tOnbgidmQ 

mKL kyagi AoPsN (option) fqhLli| 

 
 
 



|- 
| 04:22  

| AhaNbsin AotometiQ repiH (Automatic Wrapping) sijiNnrgni| 

 
|- 
| 04:26  

| AotometiQ repiH (Automatic Wrapping) n yujr (user) Am wahEgi preH 

myaM seL (cell) Amd haPciNb yahLli| 

 
|- 
| 04:33  

| Adun, msi mtO krMn IMp_lmeNY (implement) tOIdu yeHlsi| 

 
|- 
| 04:37  

| hOjiQ, AEKoIgi prsneL faInaNs t_reQkr doY AodiAes siY (personal 

finance tracker.ods sheet) ki AhaHb seL (cell) Amd nMlsi| 

 
|- 
| 04:44  

| KudM AoIn - seL nMbr bi12 (cell number B12) t nMlsi| 
 
|- 
| 04:49 

| hOjiQ, seL (cell) d raIY-k_liQ (right-click) nMlb mtuH formeY seLs AoPsN 

(Format Cells option) d nMmo| 

 
|- 
| 04:54  

| hOjiQ, daIlog-boQs (dialog-box) t yaUrib AlaImeNY teb (Alignment tab) t 

nMmo| 

 
|- 
| 04:58  

| daIlog-boQs (dialog-box) ki mKad yaUrib reP teQs Aotometikeli AoPsN 

(Wrap text automatically option) d nMlb mtuH Aoke btN (OK button) d nMmo| 

 



|- 
| 05:08  

| hOjiQ, AEKoIn AsuMn Ire dis Is Ae prsneL faInaNs t_reQkr (THIS IS 

A PERSONAL FINANCE TRACKER)| IY Is veri yusfuL (IT IS VERY USEFUL)| 

 
|- 
| 05:11  

| soMn seL (cell) Amd waroL myaM puNsiNbdu Ure| 

 
|- 
| 05:19  

| AhoHbsiHdu ANdu (undo) tOrsi| 

 
|- 
| 05:21  

| AotometiQ repiH (Automatic Wrapping) tMlb mtuHd, AEKoIn hOjiQ keLQ 

(Calc) t seLs (cells) krMn puNsiNgnidu tMlni| 

 
|- 
| 05:29  

| AEKoIgi prsneL faInaNs t_reQkr doY AodiAes faIL (personal finance 

tracker.ods file) d kriguMb AEKoIn AesAeN (SN) haIn ToNb siriyeL nMbr 

(Serial Number) AmsuH mKoIgi canb AaIteMs (items) yaUrib seLs (cells) 

puNsNb paMldi, AhaNbd hediH AesAeN (heading SN) gi mKad lEb deta 

AeNt_ri 1 (data entry 1) d nMlo| 

 
|- 
| 05:46  

| hOjiQ, kibord (keyboard) t yaUb sifY ki (Shift key) du nMm TMmg seL 

(cell) d magi canb AaIteM selri (item Salary) g loInn nMlo| 

 
|- 
| 05:55  

| msin puNsNgdb seL (cell) Anidu haIlaIY (highlight) tOre| 

 

 



|- 
| 05:59  

| mTqd, menu bar (menu bar) d yaUb formeY AoPsN (Format option) d nMmo 

Adudgi mrj seLs AoPsN (Merge Cells option) d nMmo| 

 
|- 
| 06:07  

| ToQlQp saIdbar (sidebar) d, mrj seLs AoPsN (Merge Cells option) d 

nMmo| 

 
|- 
| 06:12  

| seL (cell) AnimQt yaUribsiH Adu seL (cell) Amtd lEhNnb, ToQlQp 

daIlog-boQs (dialog-box) t yaUb yes AoPsN (Yes option) d nMmo| 

 
|- 
| 06:21  

| soMn KNKib seLs (cells) du Amd puNsNb AmsuH mdud yaUrMbsiHdusu cP 

maNnb puNsiNKib seL (cell) d lEbdu UI| 

 
|- 
| 06:31  

| hOjiQ, AEKoIn tOKib puNsiNbdu kNt_roL (Ctrl) + Jed (Z) puNn nMmg ANdu 

(undo) tOrsi| 

 
|- 
| 06:37  

| mTqd, AEKoIn wahE du seL (cell) d cNnb krMn piQsNgnidu tMlsi| 
 
|- 
| 06:41 

| seL (cell) Amd yaUrib deta (data) gi foNY saIj (font size) du mtoMtn seL 

(cell) mnuHd cNnb seMjb ZMmi| 

 

 

 
 



|- 
| 06:49  

| AEKoIn mdu krMn tOgnidu tMlsi| bi14 (B14) haIn refr (refer) tOb seL 

(cell) d dis Is for d mNT Aof jen_yuAri (This is for the month of January) 

haIb wahEsi nMmo|  

 
|- 
| 07:00  

| soMn wahEdu seL (cell) d cNdbdu UI| 

 
|- 
| 07:03  

| mdu cNnb wahEdu piQTnb, AhaNbd bi14 (B14) haIn refr (refer) tOb seL 

(cell) d nMmo| 

 
|- 
| 07:11  

| hOjiQ, menu bar (menu bar) d yaUb formeY AoPsN (Format option) d nMmo 

Adudgi seLs (Cells) t nMmo| 

 
|- 
| 07:18  

| AtoPp paMbE Am AoIn, seL (cell) d raIY-k_liQ (right-click) tOro Adug 

formeY seLs (Format Cells) t nMmo| 

 
|- 
| 07:24  

| soMn formeY seL daIlog-boQs (Format Cells dialog-box) haHbdu UI| 

 
|- 
| 07:28  

| daIlog-boQs (dialog-box) t yaUb AlaImeNY teb (Alignment tab) t nMmo| 
 
|- 
| 07:31  

| daIlog-boQs (dialog-box) ki mKa Tqbd, s_riHQ tu fiY seL saIj ceQ-boQs 

(Shrink to fit cell size check-box) t nMmo Adudgi Aoke btN (OK button) d nMmo| 



|- 
| 07:41  

| soMn wahE puMb piQTb Amdi wahEdu bi14 (B14) haIn refr (refer) tOb seL 

(cell) d cNnb magi foNY saIj (font size) hNdrg msa mtoMt seMjbdu UI| 

 
|- 
| 07:54  

| AhoHbsiHdu ANdu (undo) tOrsi| 

 
|- 
| 07:57  

| msin librAofis keLQ (LibreOffice Calc) ki Is_pokN t_yutoriyeL (Spoken 

Tutorial) gi AroIbdu purQle| 

 
|- 
| 08:02  

| sMlPn, AEKoIn tMK_re: formetiH bordrs (Formatting Borders), beQg_raUNd 

klrs IN keLQ (background colors in Calc)| 

 
|- 
| 08:09  

| AotometiQ repiH (Automatic Wrapping) sijiNnrg wahEgi preH myaM 

formeY (format) tOb| 

 
|- 
| 08:14  

| seLs (Cells) puNsiNb| seL (cell) du cNnb wahEdu piQsNb| 

 
|- 
| 08:19  

| Kqnbgi siNTa- 

 
|- 
| 08:21  

| Is_predsiY p_reQtis doY AodiAes siY (spreadsheet practice.ods sheet) 

haHdoQlo| 

 



|- 
| 08:25  

| hediHs (headings) loInmQ KLlo| 

 
|- 
| 08:27  

| hediHs (headings) dugi beQg_raUNd (background) mcudu higoQ AoIhLlo| 

 
|- 
| 08:31  

| AotometiQ repiH (automatic wrapping) sijiNnrg, teQs dis Is Ae 

diparYmeNY Is_predsiY (text this is a department spreadsheet) haIb wahEdu 

nMmo| 

 
|- 
| 08:37  

| seL (cell) Adud cNnb wahEsi piQThLlo| 

 
|- 
| 08:40  

| liHQ (link) sid fqb vidiyo (video) du yeHZo| 

 
|- 
| 08:43  

| msin Is_pokN t_yutoriyeL p_rojeQY (Spoken Tutorial project) sMlPn pLle| 

 
|- 
| 08:46  

| soMgi Afb beNwid (bandwidth) lEt_rbdi, daUNlod (download) tOrg yeHbiyu| 

 
|- 
| 08:51  

| Is_pokN t_yutoriyeL p_rojeQY tiM (Spoken Tutorial project team) n: 

Is_pokN t_yutoriyeL (Spoken Tutorial) sijiNndun warQsoPs (workshops) 

paHToQI| 

 

 



 
|- 
| 08:56  

| AoNlaIN (online) caHyeHd maI paQlbsiHd srtifikeYs (certificates) pi| 

 
|- 
| 09:00  

| AheNb waroLgidmQ, kNteQ AeY Is_pokN haIfeN t_yutoriyeL doY AoAarji 

(contact at spoken hyphen tutorial dot org) d IbirQU| 

 
|- 
| 09:06  

| Is_pokN t_yutoriyeL p_rojeQY toQ tu Ae ticr p_rojeQY (Spoken Tutorial 

project Talk to a Teacher project) ki sruQ Amni| 

 
|- 
| 09:11  

| msi jatisiHgi AoIb taQpi tMbibgi KoHTaHgi mteHn AaIsiti (ICT), 

AeMhEsAardi (MHRD), varY srkar n sOgYpni| 

 
|- 
| 09:18 

| KoHTaH Asigi AheNb waroL Is_pokN haIfeN t_yutoriyeL doY AoAarji 

s_les AeNAeMIAaIsiti haIfeN INt_ro (spoken hyphen tutorial dot org slash 

NMEICT hyphen Intro) d fqbigni| 

 
|- 
| 09:29  

| noHmEkapM kisorjiY n loN hNdoQpni| AE AokeN K_waIraQpM ni| sruQ 

yabibgi TagYcri| 


