
NARRATION Time 

. ~ûÆ‚B»x™ä6Z7Á"3ðHLHgs~M\»ZLwì Calc _M~ 00:00 

- Zk"3ð HLHgs~ëZÐ 00:06 

. Z4iÅ~�kÔÀÔÀÆîg6�kÔ@gõZzgz‰ÜùZ™́, 00:08 

. ÃgóûeZ^v!¾Ã¾§bZEw™, 00:16 

. Zzg_54ø
IGHÆ�gxy¾§bZq(Ð�zu~(Y,  û 00:19 

. gziÔ»ÝZzg_54ø
IGH~¾§bqzVÃÉ™, 00:23 

. ZEw™gì� 3.3.4 Zzg_M~±^zgjy 10.04 ëM6|ÄÆîg6Z8 00:29 

. ¾¬H��û~eðùZ™́, 00:39 

. ÃbÃÅs� "personal finance tracker.ods" ëZK 00:43 

. −6®Óë L™,ZzgÅ1geÅæ�ÐQNU™, . M\ËÌºm−~QNU™M� 00:49 

. Ãg)!g6ZÑ�76®ÓëL™ÆZÑ�ps™M� . ed«îg6Q!N§sZÑíƒ@ì 00:59 

. ZÐZ&z™D� 01:08 

. 6®ÓëL™, "A1" Z[Z4iÅ~− 01:11 

. M\�NM��ÉH�−')é ENcVƒ@ì 01:15 

. �Vëä¬„»ÝÅuìVNUÅì 01:20 

Ô"House rent"Ô"Salary" uqÆ�ë¼ZâYÆ*xNU™D��� "Items" 

"Miscellaneous". Zzg "Laundry" Ô"Phone bill"Ô"Electricity bill"

01:24 

. −~�kZ™́äÆnÔ−6®ÓëL™,Zzg�kNU™, 01:38 

. ´#ÖNU™,cZÐ'l~gO  t�ÃZ™́äÆnÔcÂ�ÆMÐt 01:43 

. ´#ÖƒCì  ed«îg6�k�ZN§sZÑíƒD�Zzgt�kÆMÐt 01:53 

. p=VÃZ&z™D� 02:01 

Æ*x "SN" Z4iÅ~§s�uq�� "personal finance tracker.ods" Z[øg~
. ÐñÎxìÔÆ�ëCÙMxÆ§s�ZqÆnZqǵeT�

02:04 



. �ZqÆnZqZ™́, 3 Ô2Ô1 6®Óë L™,Zzg "A2" Å<å XEZ− 02:17 

−Æ�ZNÃä~ZqgN‚({!¾ . 6®ÓëL™, "A4" §s�ÃZLM\ÐMäÆn−
. JZÐegr™,ZzgQâ�kÅgh�, "A7" −. �3ð�êì

02:27 

. JMÐÆ§s�kMYD� "A7" Ð"A5" M\�NM��− 02:42 

. Z™́D�  uqÆnCÙZqMxÅ7 "Cost" ZâYÆ§s�Z™́äÆ�Z[ë 02:51 

. NU™D� "Rupees 6000" Æn "House rent" 6®Óë L™D�Zzg "C3" Z[ë− 02:59 

�ÆMÐgz9Å´#Ö�ÆnH™,?  Z[ 03:07 

6gZV®Óë L C4 Å<å XEZ− . Z™́*eT� "Rupees 800" Æn "Electricity bill" â&4/õ EJG�ë
. MB6®ÓëL™, "Format Cells" ™,Zzg

03:11 

. eZ^v!¾²£Ñõ NÇ  "Format Cells" 03:23 

. Z¤¬Ð„ZÐÉ7HìÂZk6®Óë L™, . ì"Numbers" ª7 03:27 

ÔDateÔCurrencyÔPercentÔNumber Æ�ëZ6�NM��� "Category" 

. z){ Time 

03:32 

. ÃÉ™D� Currency 03:41 

. t�*ÆZ™$h43ð
E

GGVÅ´â]ªCÙ™}Ç . MBÆ�eZzyZkz6®ÓëL™, Format Z[ 03:44 

ed«îg6negZ\eZ�y~Ô . É™, INR Rupees English India Zz6Zhzw™,Zzg
. Éƒ� Rupee 1234 

03:53 

. M\�ZN§sgLÐ6--Zkc~Zk»6--�NM� 04:04 

Ã�áï™äÆn Leading zeroes Zzg Decimal places Æ�Ôøg}0k Options 

. ��wW$h4ø FIE�
04:10 

 ÔRupees 1234 â™̂,��„ë#Å®Z�(JD�ÔÃgó~H�ÉyÐ$w™
. ƒYDìÔ��zZ(g~£â]ÃªCÙ™@ì decimal zero zero 

04:20 

. â™̂,�p~6--Zkc~ªCÙì 04:35 



QÐ6--Zkc . 6®Óë L™, Thousands separator CÙDÙZgÆ�Ãâ_2.çGFñ�áï™äÆn
. ~p=VÃ�B

04:40 

ÆnF Size. Zzg Typeface ÔFont Zk~ . 76®ÓëL™Ǣ.Ãps™M� Font M\
. M��

04:50 

. Zzg�v7~Y™ic�{JM� Font Effects M\ 05:00 

. 7ÆM�Æ!g}~ZÐ Alignment Z�$~ë 05:05 

. 6®ÓëL™D� OK 05:11 

Rupees 800 �zZ(g~£â]Æ‚B 800 M\�BÐ�®Z� . NU™ÆZ´�!N 800 

. �3ð7Cì
05:15 

. ÃÌÉ™, G2 ÅÃñ}g’Zzg− CTRL J»ZN[™D� C7 Ð− C5 Z[−
. â™̂,�ÓxÉ”{û')é ENcV�

05:26 

. ÃÉ™, Format Cells ËÌ')é ENcV−6gZV®ÓëL™,Zzg 05:39 

. 6®Óë L™, OK ¬Å§bM�ÃÉ™,X 05:46 

Rupees Æn . "Phone bill" Z[ë�vZâYÆ‚g}ZyZY]ZqÆnZqNU™D�
 Æn "Miscellaneous Zzg "Rupees 300" Æn Laundry charges Zzg 600" 

"Rupees 2000"  . 

05:51 

. NU™D� "Rupees 30000" uqÆnâ{Å9Z{ "Accounts" 06:06 

. NU™, date ~@gõZ™́äÆnÔ−ÃÉ™,Zzg Calc 06:13 

10 M\@gõÆZ
&Í-.54ø
GGEHÃÃgzge]Ó4øG

Ic;$©è JEEÐZµ™M�cQ»ZEw™M���
October 2011. 

06:18 

. ÃgóÃT}ì date FnÆ Calc 06:27 

. MBÉ™, "Format Cells" −6gZV®ÓëL™Æ  ��wÆîg6M\ 06:32 

Ô31Ô12~. ~Ð£/ÃgóÉ™, "Format" É™,Zzg "Date" Æ� category 

. 6--Zkc~�B . UVÇ 1999 

06:38 



Format code ¢zg]Æ_.M\ . îg6ªCÙì YYYY Zzg  MM, DD ‚B„ÃgóÃe
. ps™M�

06:51 

. 6®Óë L™, OK 6--Zkc~p=VÂz�,X . NU™zVÇ YYYY Zzg MM ÔDD~ 07:02 

. NU™, time ~NìZ™́äÆnÔ−ÃÉ™,Zzg Calc 07:12 

10 colon 43 colon 20. M\z‰ÜÆZ
&Í-.54ø
GGEHÃZµ™M��� 07:18 

. MBÉ™, "Format Cells" −6gZV®ÓëL™Æ  ��wÆîg6M\ 07:24 

13, 37, ~. ~Ð£/ÃgóÉ™, "Format" É™,Zzg "Time" Æ� category 

UVÇX6z-Zkc6Âz�,X 46 

07:31 

Format ¢zg]Æ_.M\ . Æîg6ªCÙì Format code HH: MM: SS ‚B„
. NU™zVÇ HH: MM ~. ps™M� code 

07:43

. 6®ÓëL™, OK 6--Zkc~p=VÃ�BX 07:57

. p=VÃZ&z™D� 08:03

~ÀÔ�kZzgefÃùKtIÆ�ÔZ[ëZÐ�4iÅ~ûÆ�gxyZzg Calc 

.
_54ø
IGHÆ�gxyùYN

08:06

. Â¬ë�BÐ�Zq4iÅ~ûÆ�gxyùYN 08:17

. M\ËÌ−6g‚ðqÝ™M�X™uÐ−6®ÓëL™, 08:23

. M\�NM��ºm−')é ENcVƒZì 08:29

ZqZzg§jÐºm−Jg‚ðqÝ™M�Ôz{ì−geßª−ÆjZ!»ZEw™D
. ƒñ

08:32

. Æ�ZNY+»ág8ÆeZ�yZkz6®ÓëL™, "Name Box" 08:38

. »−geßNU™ÆZ´�!N  Z[T−6M\Y*eT�Zk 08:43

~Ì®Óë L™M�Ôñ��{−geßÃe4™ÆM\Ã�−geße’z{ "Name box" M\
. �!N "Enter" NU™,Zzg

08:49

. Z[ëZÐ�4iÅ~Zq−Ð�zu}−Æ�gxyùYN 08:58



. ™u»ZEwÔZq−Ð�zu}−Æ�gxyYä»ª§iì 09:03

. ™uÆfg=̄¾%Ãi™äÆnÔM\ZL£/−6™uáYNZzgÅ3©ïGEHâ�kÅ6®ÓëL™, 09:09

. t6−6̄¾%Ãi™}Ç 09:18

. t§iÆìZ�z−»°ÃA6ƒV 09:22

. »ZEw™DƒñZqgz~Z�−6YM� "Tab" ZqZzg§itì� 09:28

. �!N "Shift + Tab" gz~¦−̧6YäÆn 09:35

. �!N "Enter" »Ý~Z�−6YäÆn 09:39

. �!N "Shift + Enter" »Ý~Ô−6YäÆn 09:42

. Zµ4i_54ø
IGH~ùYN - ~Å1geÅæ�ÐZµ Calc Z[ëZÐ� 09:46

À‚B~ "Control" plus "Page Down" dwÅÅ�ZNY+ÅÅ6YäÆn
. �!N

09:53

. À‚B~�!N "Control" plus "Page Up" dwÅÅ!NY+ÅÅ6YäÆn 10:00

. ™u»ZEw™ÆÌ_54ø
IGHÆ�gxyYM� 10:08

. $~ñ��ì "Working with Sheets" Zk6-¥â] 10:13

. Z¤»°_54ø
IGH�ÂƒYì�¼Å"54ø

HGEh+Æn;gm"5ÿ EHhzw!g~|ƒV 10:19

. Z¤Z(ìÂÔÅ"54ø
HGEÆn!N§segÅ"54ø

HGEÃz-~v™M� 10:28

. p=VÃZ&z™D� 10:36

. Z[™uÐÝûÃÉ™äÆn¬Zq−~®ÓëL™, 10:39

. Z[Å3©ïGEHâ�kÅ�!™ƒ®™, 10:45

M\�Ù��Éû . Zh+6™ùNZzgZ£/û')é ENcVƒVYNÂÅ3©ïGEHâ�kÅgh�,
. ')é ENcVƒñ�

10:48

. Z[Z»ÝZzggzzi��‚B‚B�ÔZ7É™äÆn¤z\~¬»Ýcgz6®ÓëL™, 11:00

. ÅÃƒ®™, "Shift" Z[ 11:09

. ¤z\~My~»Ýcgz6®ÓëL™, 11:12



. Z[Z»ÝZzggzzk�ÅÝ7�ÔZ7É™äÆn¤z\~¬»Ýcgz6®Óë L™, 11:15

. Åƒ®™gìƒV "Control" ÅÃƒ®™,Zzg�Æ»ÍZzggzzk6®ÓëL™,ÔZ "Control" 11:23

. �qÝ_54ø
IGHÃÉ™äÆnÔ«£/ÅÆnÅ76®Óë L™, 11:31

. Z[My~£/ÅÆa™uÃÅ76áYN 11:39

. ÅÃƒ®™,ZzgÅ76®ÓëL™, "Shift" 11:43

. Sy�z_54ø
IGHÆ�gxyÓx"54ø

HGECƒYNÐ�ªCÙ™@ì�z{É� 11:48

. M\�¼Ì¿™,Ðz{Óx')é ENcV_54ø
IGH6ZW™}Ç 11:56

. Z[ZÅ�Ý7�ÔZ7É™äÆnÔ«ÅÆÅ76®Óë L™, 12:01

. Z[™uÃ�~Å76áYN 12:08

. Åƒ®™,ZzgÅ76®ÓëL™, "Control" 12:12

. É"54ø
HGECƒVÏZzgM\�¼Ì¿™,Ðz{Óx')é ENcV_54ø

IGH6ZW™}Ç 12:16

. ÆZ7Á"3ðHLHgsÆMy~M`� Calc Z[ë_M~ 12:24

: ¿ZÔëä5{ 12:30

. ~�kÔÀÔÀÆîg6�kÔ@gõZzgz‰ÜùZ™́, Calc 12:33

. ÃgóûeZ^v!¾Ã¾§bZEw™, 12:40

. ûÆ�gxyZzg_54ø
IGHÆ�gxy¾§bZq(Ð�zu~(YN 12:43

. gzzkÔ»ÝZzg_54ø
IGH~¾§bqzVÃÉ™, 12:47

. Zqw 12:52

. ÃZz6™, "Spreadsheet Practice.ods" 12:55

. J§s�ZqÆnZqNU™, 5 Ð1 Æ� "Serial Numbers" 12:58

. ÀÆZEwÐûÆ�gxyYN 13:04

. §s�~ÓxZâYÃÉ™, 13:09

. @gõZzgz‰ÜÆn»Ý»ZŸ†™, 13:13

ÃgóûeZ^v!¾MB»ZEw™DƒñZk~¼z=Z™́,X 13:16



. qgzfs�6�ø[zi-�B 13:21

tZ7ÁkIg?6z7½ïEH»Ü�ìX  13:24

Z¤M\Æ0kZh�zeB7ìÂM\ZÐeZzyße™Æ�NM�X 13:27

Z7ÁkIgs6z��Ô  13:32

Z7ÁkIg?Æfg=zg¤\»ZZ�™CìX 13:35

ZzgMyÑíZJy~»x[ƒäzZßVÃ��îìX 13:38

6gZ�‡ì™,X contact@spoken-tutorial.org '×h¥â]Æn 13:41

Z7ÁkIgs6z�ÔNuIZ}å6z�»ZqzìX 13:48

Åæ�ÐYg~ìX ICT Æ̧ò(u&g=  Z̈ãz‚bzF¹  tÓ#ÖyÅziZg]'Zñ 13:52

spoken hyphen tutorial dot org slash NMEICT ZkuÆ!g}~'×h¥â]
ì 6�ø[ hyphen Intro 

14:00

äÅìX~zY>ØZ£Z[M\ÐZYi]eLƒVXøg}  zZÑ  $»FÀ~ÔeZË)ê  Zk
Ñqƒä»¹]tX  ‚B

14:11

mailto:contact@spoken-tutorial.org

