
Narration Time

Ë.ç LEW¢mø
E

(.çEE9ôFN¼!îG4_54è IGHEd-+ 4
G»%îL&4-ôF$H7Á"3ð HLHg�(.çEE$.G¦ílxX 00.00

#-ô GG]4©ø EGZ0g4-A�ð
XGF7\+X 00.07

gzz!îG4»Ý]éI3ï!îG4e4°æNyX 00.09

]4ï I>H]éI3ï°æNy!îG4e4°æNyX_54ø
IGH&40î EGGLZÄ*z�-yX 00.13

ZEw™ZyX 3.3.4 !îG4Ë.ç LEW~zgX 10.04 7\+b"54è GG$EW6|bo-ê LH
&éF3
(�+
H

ZßÉ45½ø GEzgX 00.17

#-ô GG]4©ø EG&Òð GN�k!îG44-A�ð XGF¯4i_54ø
IGH(.çEE²-ô LG4&éF3

(�+
H9ôFLgz!îG4»Ý�g`™ZyX 00.29

Ã&ÿGLX "Personal finance tracker.ods" ó3Åð L7\+Åßy&4-+F
EE4 00.35

»Ý!îG4gzÃ45½ð XG"3ðEG9y"3ðEG9yc¤z62]éI3$ÿ L°æ 3LBX 00.42

4i_54ø
IGH(.çEEZ¤ZÄgzcZÄ»Ý]éI3$ÿ L°æNyW`îL"5Ïî GG9ôFL±.

Yeø4Ôgzc»ÝjZ¥y"54è GG$EÂ¦gzc»ÝzZ#èHNE9ôFNX 00.47

Ã&Ïî GL(.çEE°æ3Lz±.
Ye&½ø

ELgzzk2±0î NELY!îGL®ÓëLX "personal finance tracker" }&40î FEEL 01.00
Å5ÀŸ-+ GGL9ôFNX "Cost" /™̈_5Ïî GL&4-ôF$H®ÓëL#-ô GG(.çEE 01.09

è&4-ôF$H®Óë LX "Rows" W$h4ø FIE&4-ôF$H®ÓëL!îG4"0î FG4°æ 3Lz "Insert" zV°æ 3Lz�!gk(.çEE 01.13

7\+9ôFNóNYyi$4-B0î ENGEE4gzzk&4-ôF$H9�õ F:ZÄ$ðFzgzZ"0î HE4W!ï NGX 01.19

W$h4ø FIE&4-ôF$H®Óë L!îG4"0î FG4°æ 3Lz "Insert" 
#-�+ G4G

&éF3
(�+
H

ZÄ$ðEz»Ý]éI3$ÿ L™!îE47éE3‡ç4{°æ 3Lz�!gk(.çEE
è&4-ôF$H®ÓëLX "Columns"

01.25

Â6+ X9�ð FLóNYyi$4-B0î ENGEE4»Í'z#-ôEH4±0îEL9ôFNZÄ$ðFz»Ý�74_5åFN!ï NGX 01.34

$.G�p~Z`îL°æ3'çI49ôFL^.™zyZ&zX 01.40

Z¤Â5î XLw~&4-ôF$H®ÓëL°æ 3LB»Å)Âî 4Lc�¶îL§£îE4gzzjzg!ï NG9�ð F9-�Z&÷ LFTy9�õ F:X"5Ïî GGL°æ 3LzgZf®Óë L!îG4ZÄ»ÝcZ�
WBX Insert rows cInsert columns gz]éI3ï™!îE47éE3§{j7§zegZ\eZzÆ�(.çEE4{

01.44

WB$4-Bï NEGEEÔÂ¦ú
#-�ö GGNZÄ Insert $45é NGE�w&éF3

(�+
H

°æ 3Lza&4-ôF$H°æ 3u®Óë L°æ 3LB!îG4$4-Bï NEGEEÔ!îG4"0î FG4°æ 3LzgZf®ÓëLM
eZÞv�$�ç EELX

02.04

WB$4-Bï ENGEEX Entire Column !îG4Entire row ZÄgz!îG4»Ý]éI3ï™!îE4{‡ç4{°æ 3Lz 02.18



ZÅz¢0î GG4Z»Ý!îG4gz]éI3ï™!îE47éE3‡ç4{9ôFNZ�ZëGa&4-ôF$H²�.zgâóNkÅ®ÓëL°æ 3(ôGL`î N�®(�ð GMyM£/»[c
gzzy&4-ôF$Hegr°æ 3B'êGLúcV°æ4Ö

E
X

02.25

"54è GG$E°æ 3�Z̀î Ljzg')é ENcVX 02.43

gz!îG4»Ý]éI3ï™!îE47éE3‡ç4{°æ 3LzË"0î EE4W$43ðGG§h(.çEE4{±0î NEL7±øL&4-ôF$H!îGL¿Ô!îE4
9Ÿø FNâzègz�áï°æNynJyÂúMjZä4{!îE4

WBX Insert $4-B0î NEGEE¼&4-ôF$HgZf®ÓëL°æ 3LB
02.47

"54ø EHE&4-ôF$H°æ 3Lz®ÓëLXóN9�ð FLi±. Yâ4{jZg!îE4W(×ygzzy&4-ôF$H9�õ F:jzgâÌ Ok WBX Entire row zVjZä4{!îE4
gzz�74².ï Y3LGX

03.00

zÖ
E4-A�ð
X
$F7\+¯»Ý²-ô LG4°æ MMz"3ðEG:y"3ðEG:yc°æ YNz:(.çEEŸ4X 03.14

ZÄgzzc»ÝeÅ3ï>H™!îE47éE3‡ç4{j7g-óy±. Yâ4{`î N»Ýc^.gzz-`î4Â6+ XeÅ3ï>H°æ MzygóNynJyX 03.20
Å5ÀŸ-ô >GL9ôFN"5Ïî GG¨»Í(.çEE7±ø La&4-ôF$H®Óë L "Laundry" }Z¤$ðG:6+ X»Ýe4°æNy9�ð FNzynJy#-ô GG(.çEE

°æ 3LBj7g-y`î N»ÝX
03.28

W$h4ø FIE&4-ôF$H°æ 3Lz®ÓëLX "Delete" zV°æ 3Lza&4-ôF$HgZf®ÓëL!îG4 03.37

aç Nqd-+ 4G9ôFNZÄeZÞv�ªCÙ°æ YIJyX "Delete cells" 03.43
"54ø EHE&4-ôF$H®Óë LX "ok" W$h4ø FIE&4-ôF$H®ÓëL!îG4"0î FG4°æ 3Lz "Shift cells up" zV°æ 3Lz 03.47

Â6+ X9�ð FLóN9£é F4y¯µ0î Y3G4ŸÅ3ï LGH!îG4¨&Ïî G4²-÷ M
E4F_5Ïî G4W!îGL^©ï IELH°æ

YI™-ôG�g±è NEÔp~°æ 3LzZ&zX 03.53

�zÖE4-A�ð XGF7\+¯ZÅz¢0î GG4²-ô LG49ôFL&B5Òý NEG»Ýcgzz"3ðEG:y"3ðEG:y&éF3
(�+
H

c°æ YNz\&éF3
(�+
H

Ÿ4™ZyX 04.01
Å5ÀŸ-ô GLG9ôFNX"5Ïî GG°æ 3Lz±.

Yâ4{^.$4-Bï NEGEE#-ô GG(.çEE'.5ë
GMNG "laundry" }Z¤Â6+ XgzzŸ4°æNy9�ð FNnJy#-ô GG(.çEE

9ôFNX 6 §s�9ôFNÔ-`î4
04.08

zV°æ 3LzZBK&4-ôF$HÅ3©ïGEHâóNµ±ø L"54ø EHE&4-ôF$H®ÓëL°æ 3LB7óg{gzzk&4-ôF$Hegrc°æ 3Lz̈gzz�k&4-ôF$H®ÓëL-`î4Ÿ4
°æNy9ôFNÔZ›ø4°æ

YIšîL7ä4{gzzƒé E38çXLX
04.18

W$h4ø FIE&4-ôF$H®ÓëLX "Delete" _5Ïî GL&4-ôF$H°æ 3LzgZf®ÓëL!îG4"0î FG4°æ 3Lz 04.33

*óNueZÞv�°æ
YIL|ƒé E38çXLX "Delete cells" 04.38

"54ø EHE&4-ôF$H®ÓëLX "Ok" W$h4ø FIE&4-ôF$H®ÓëLXM"0î FG4°æ 3Lz "Shift up cells" zV°æ 3Lz 04.43

Â6+ X9�ð FLóNYy¯7óg{gzz9ôFNe4°æ YIJy!îG4ZB&Ïî G4±5ëENgzz9ôFN43ð XG9g±è NEpyX 04.48



#-�õ GG&éF3
(�+
H45½ð XG7\+gzzy9.ç XEELY!îG4»Ý$4-Bï

ENGEE°æ 3LB'*î GL4eÅ3ï>H°æ 3LBÔ'êGLp~Z̀îL°æ ML'ê
GL™zÄZ&zX 04.55

è(.çEEÅ²-ô LG4™zÄ]éI3$ÿ L Calc 
_54ø
IGH(.çEE²-ô LG4™zÄZgzz!îG4»Ý]éI3ï!îG4Ÿ4!îG4

4-AŸ0î
XGFE4Ø“4-A�ð XGF7\+z�ÖE¯

!îG4Ÿ4X
05.04

è(.çEEâz]4ï I>H]éI3ï™ó&À+E9ôFLzZgc{§$ªî GG4X7\+
4-A�ð
XGFZ¶îLZ¶îL^‚g"öE4!3›Òþ NGX calc 05.14

‚gë
E
4§$©è GGEµ3ï LG9GN9ôFN±.

Ye"5ëEN9GŠÄ%çGLEL`î NÅjZgzy#-ô GGd-+ 4G#-ô ENGLâÅzZ#èHNE9ôFNX 05.23

è&4-ôF$H®ÓëLX "Sheet" W$h4ø FIE&4-ôF$H®ÓëL!îG4"0î FG4°æ 3Lz "Insert" °æ 3Lz$43ðGE:!gk(.çEE 05.30

45å XGHL8_9ôFNZÄeZÞv�²£Õä NyX "Insert sheet" 05.36

gi-Å$4-Bï NEGEE°æ MZyX "Affair current sheet" zzÖ
E9ôFNñ�á4{_54ø

I>H"0î FG4âÅ]éI3ï™!îE47éE3‡ç4{7\+ 05.41

Ôt*z9ôFNZBbo-ê LH�§£îE4›:W!ï NGXÂ6+ XZ¤n—ð LZB45½ð XGL "Sheet 4" <îFLY!îGL9ôFN‚:$ðELz]45ë IGHN*z "Name" 

$w*z!îGL›BX
05.49

"54ø EHE&4-ôF$H®Óë LX7\+9ôFLóNYy¯]é3÷_54ø
IGH"0î FG49ôFNZÄâzÅ�77ÿE4Í!ïNGX "ok" zV°æ 3Ì 06.01

z&z¶îLÅz§§£îE4$.E:“±0îELñ��Å"54ø
HGE&4-ôF$HgZf®ÓëL°æ 3LB9ôFN calc ZÄâzÅ]éI3ï™&ëEN"5é ELG9Ä§i9ôFN%æGLEL

W$h4ø FIE&4-ôF$H®ÓëL°æNyX "Insert Sheet"

06.09

"54ø EHE&4-ôF$H®Óë LÔR%îLd-+ 3G°æ ML!îG4âz]4ï I>H�77ÿE4X "ok" Y}Ô_54è
IGHE45å XEN®Z�!îG4*z$4-Bï NEGEE°æ 3LB°æ 3Lz 06.19

±ø L"54ø EHE&4-ôF$H "Add sheet" �z*�§i9ôFNñ��]40î I>H4"0î FG4âzÅ]éI3ï°æN&ëEN%æGLEL]4ï I>H&40î HGE4"0î FG4›!îE4W$4ø
GL

!́5À+G4&éF3
(�+
H

;z!îE49ôFNW!ïNGX (+) °æ 3Ì®ÓëLX$øGN&ÒøFN
06.31

ZB&4-ôF$H®Óë L™!îE4]4-+GG49ôFNF"54ø
G>E(.çEEZÄâzÅ7y~]40î IGH4"0î FG4zZ"0î HE4-ZyX 06.43

eZÞv&½mø E&4-ôF$Hz7#-ôGGL°æ 3Lz$.E:±0îEL¾Å "Insert sheet" ZÄâzÅ]éI3$ÿ L™&ëEN7y~§i9ôFN%æGLEL
&ÒøFN¶÷d-+ 4G7éE3àYt&4-ôF$H®ÓëLX  Add sheet" 

"54ø
HGE(.çEE

06.51

7éE3àY!îGL&4-ôF$H®ÓëL™!îE4d-+ 4Gb7\+z9£é FNyieZÞv&½mø E9ôFN²£Õä NyX 07.06
"54ø EHE&4-ôF$H®ÓëL°æ 3LBX "ok" Â6+ X45½ð XGèeZÞv&½mø E(.çEE]45À+

I>H4¥óâ]Z°́æ 3LB!îG4"0î FG4 07.13

è(.çEE²-ô LG4™zÄ]4ï I>HŸÅ3ï>HX calc Å²-ôG4&éF3
(�+
H

™zÄ]éI3$ÿ Lt
4-AŸ0î
X
$FE4"0î FG4Ô

4-A�ð
X
$F7\+iè 07.20

]4ï I>H45½ð XGÄ7\+"3ðEG9y"3ðEG9ycZ�zë“¤z:(.çEEŸ4°æ 3LBX 07.27



wç LsZ²+ NÅeÅ3ï>H™!îE47éE3‡ç4{9ôFNZ`îL
#-�+
GG_54ø

I>H&4-ôF$HgZf®Óë L°æNy$øGNZ�èeÅ3ï>H°æNyW`î L!îG4"0î EG49ôFN0\Z\
W$h4ø FIE&4-ôF$H®ÓëL°æNyX "yes" W$h4ø FIE&4-ôF$H®ÓëL°æNy!îG4"0î FG49ôFN "Delete sheet" �è(.çEE4{

07.31

Â6+ X9�ð FLóNYyi]4ï I>H9ôFNŸÅ3ï>HÍ!ïNGX 07.45

W$k5ë FIENZEw°æNyX "Edit" ZÄºm]4ï I>HŸÅ3ï>H™&ëEN�z'êGL§$ªî GG49ôFN%æGLEL�!gk(.çEE9ôFN 07.48

W$h4ø FIE&4-ôF$H®ÓëL°æNy!îG4"0î FG4 "Edit" Ÿ4°æNyW`îLX"5Ïî GGL9ôFN�!gk(.çEE "sheet 3" }Z¤Z`îL
W$h4ø FIE&4-ôF$H®Óë LX "sheet" °æ 3Lz

07.55

W$h4ø FIE&4-ôF$H®ÓëLX "yes" W$h4ø FIE&4-ôF$H®ÓëL!îG4"0î FG4°æ 3Lz "Delete" zV°æ 3Lz0\Z\�è(.çEE 08.05

Â6+ Xz9�ð FN¯]4ï I>H±.
YzŸ4XzV'êGLp&Ò0î GG4eZÃ$454øGEH(.çEE²,ç

YI4{9Ÿ/õ FG:'ê
GL™zÄZ&zX 08.12

eÅ3ï>H™Ö
E

nJy sheet 3 MSheet 2 Z²+Å!îG4icá4{]4ï I>HeÅ3ï LGH™!îE47éE3‡ç4{9ôFL&BŒÒý NEL§$ªî GG4Ô}Z¤7\+
1gek&4-ôF$H^©ï IELH6ö°æ 3LB7C°æ 3Lz - ±ø L"54ø

HGE&4-ôF$H®Óë L°æNy!îG4"0î FG4(£é G3ÌzÅ "sheet 2" W^ð MX"5Ïî GGL9ôFN±.
Ye{Z̀îL
"54ø
HGE&4-ôF$H®Óë LX "sheet 3" 

08.19

W$h4ø FIE&4-ôF$H®Óë L!îG4"0î FG4°æ 3z "delete sheet" zV°æ 3Lz±0î NEL!îG4"54ø
HGE&4-ôF$HgZf®ÓëL°æ 3LB0\Z\�è(.çEE

W$h4ø FIE&4-ôF$H®ÓëLX "yes" 

08.36

Â6+ X9�ð FLóNYy¯��â}]4ï I>Hµ40î Y3GGe4X%æE9zÖ±è NE4-AŸ0î
X
$FE47éE3‡ç4{ó3Åð L-�p~Z`îL°æ 3'ç 4I9�õ F:Î°æ MzyZ&zX 08.47

WBZEw°æ 3LB9ôFN&40î EGG!îGLZÄºóm§$ªî GG4ÅeÅ3ï LGH™&ëENX "edit" �!gk(.çEE 08.56

W$h4ø FIE®Óë L°æNy "edit" Ÿ4°æNynðyX"5Ïî GG9ôFNZ̀îL�!gk(.çEE sheet 7 M“ sheet 6 }Z¤7\+
W$h4ø FIE&4-ôF$H®ÓëL°æNyX "Sheet" !îG4"0î FG49ôFN

09.03

W$h4ø FIE&4-ôF$H®Óë LX "select" zV°æ 3Lz0\Z\�zk(.çEE 09.14

Åg#-ôHLG°æ 3Lz "shift" 1gek&4-ôF$H - W$h4ø FIE&4-ôF$H®ÓëL!îG4Å "sheet 6" $øGNeZÞv�$�ç EEL-Zy9ôFN(̈.çEE°æ 3Lz
WB®Óë LX "sheet 7" 

09.19

"54ø EHE&4-ôF$H°æ 3Lz®ÓëLÔt9ôFN_54è
I>HE45å XNEZN[™Zy'êGL7\+eÅ3ï>H°æ4Ö

E9£Àô FLnJyX "ok" 09.30

W$h4ø FIE&4-ôF$H®ÓëLX "sheet" WB®Óë L!îG4"0î FG4°æ 3Lz "Edit" zV°æ 3Lz&40î EGG4�!gk(.çEE 09.37

W$h4ø FIE&4-ôF$H®ÓëLX "yes" WB®Óë L!îG4"0î FG4°æ 3Lz "Delete" zV°æ 3Lz0\Z†�zk(.çEE 09.45

Â6+ XóNgijZg!îE4W!-+G4Åµ40î YG3GeÅ3ïGLHX 09.51



è(.çEE²-ô LG4™zÄÅŸ4t
4-AŸ0î
X
$FE4"0î FG4

4-A�ð
X
$F7

\+¯4i_54ø
IGH�²-ôG4L$ÑËz7\+*zX calc 09.56

"2.ç EGGLX "Sheet 3" "sheet 2" "sheet 1" Z¤Â6+ X4i_54ø
IGH(.çEEz9�ð FL¯Z!îGL9�õ F:ŸÃ«&éF3

(�+
H_54è

IGHE45å X4E,&éEz 10.03

t9ôFNÅ.́4ø
HL4i_54ø

IGH(.çEE�g-Zy#-ô GG(.çEE¶_54ø
I>HWÍX1Â9�õ F:'*î GLz¢0î GG4-Zy"5Ïî GGzZgc{]4ï I>HW_è MEX 10.13

9ôFNZ̀îL&40î FEEL$k5å FE4!Œé N$þEL_54è
I>HE45å X4E,&éEzps™&ëENZYi]›zZyX calc 10.21

"54ø
HGE&4-ôF$He.Þ "sheet 4" åóNy9ôFNX!îGL45½ð XGLÂ6+ X Dump 3ëXN*z$Æä3ÌB "Sheet 4" zVZ¤!5é LIÈîL&éF3

(�+
H

Z̀îL
®Óë 2™!îE4d-+ 4G°æ 3LBX

10.27

aç Nqd-+ 4G9ôFNZÄeZÞu�²£Õä NyXZ&4è
G
$E9ôFNZÄÀ�!îGL#-ô GG "Rename sheet" Â6+ X9�ð FLóNYyi

Å5ÀŸ-+ GGL9ôFNX "sheet 4" &4-ôF$HŸÃ«&éF3
(�+
H

10.37

*zX "Dump" zV°æLzŸÃ«*zŸ4!îG4$.E3Ìk_54ø
I>H›- 10.47

Í!ï NGÔ "Dump" &45ë HGEN*zbps°æ
Y3I™-ô LG "sheet 4"

"54ø EHE&4-ôF$H°æ 3Lz®Óë LÔZCz9�ð FNLÂ6+ X¯ "ok" 

™zyŸ4X Dump !îG4 "Sheet 5" ó3Åð L
10.52

è&4-ôF$H7Á5gs±ø LZ0kzZ@yX calc zVb7\+Ë.ç LEW~ 11.02

¿&éF3
(�+
H4-A î

X
$F4Z̀îL�g•fs²-ôG4Xgzz!îG4»Ý]éI3$ÿ L°æ MNy!îG4e4°æ MNyX 11.08

]4ï I>H]éI3ï°æNy!îG4e4°æNyX_54ø
IGH&40î EGGLZÄ*z�-yX 11.14

ÃsÅóÅð LX "Spreadshhet practice.ods" Yìº!X 11.19

"Department aç Nq�zwgzz°æ 3-y$4-Bï NEGEE!îG4°æ 3-yŸ4X_54ø
IGH$Æä3Ìz*z Serial Number

XSheet"

11.25

#-ô GGMÅ5½ø LEM&4-ôF$H�ø[zi-óN9�ð FL
Xt9ôFN7Á"3ðHHLgs6Z http://spoken-tutorial.org/what_is_a_spoken_tutorial

85»4ø EGH7Õä
ENvî4°æ MZyX

11.32

CÙÇ{Â5î XLZÝ�Ìâ4B�ø[9Ÿ0î FLE4Â6+ X45½3ð XGGLteZó4yße°æ3LB!îG4óN9Ÿ-ô FLGX 11.36

!îGL!3š¨å NEG°æ MZyX'.è
GLE9Ÿ/õ F$_5åEM!îGL›!îE4 Workshop 7±è 4E"3ð

HHLgs6z��9Ÿ/õ F$7Á"3ð HHLgsZEw°æ3LB
-Zy*WyÑ+&4iï H$H0k™Zy9 î FLX

11.44

Xcontact@spoken-tutorial.org '×hiZ$¹é E3g~{§ø4Å5À�ð GL#-ô GMGØè&4-ôF$H 11.50

http://spoken-tutorial.org/what_is_a_spoken_tutorial
mailto:contact@spoken-tutorial.org


ziZä3j45å XLE¸ò MHRD 6z85½5ë EGHNZÄ8~î L4X#-ô GMG¸g]u»gp Talk to a Teacher 7Á"3ðHHLgs9ôFN
fgg$œî G4!›é Nz#-ôEMG9Ÿ/õ F$°æ 3'ç 4IX ICT !jè LIE'Z}

$›Í-.è
G

GE
11.59

è&4-ôF$H http://spoken-tutorial.org/NMEICT-intro ZB!h4ø LIE09Ÿ/õ F$'×hiZ$¹é E3g~
�ø[X

12.12

'*î GL!ið N™uFÀ!îG4œZÈ~9 î FL$40îGG$š/õ GEzY>ØZ£yW~W~KÔ!!/õE{‡ç4{°æ 3'ç 4IX!îG46z¤ZxóN9Ÿ0î FE4!îG4R`î Ld-+ 3
G

zZ$k0î EG4°æ
YMI™0îE4!#-ô FMG(;5å GXNE]¾æ INtX

12.22

http://spoken-tutorial.org/NMEICT-intro

