
Narration Time

. 6FZkZ7ÁkIgs~M\»ZLwì LibreOffice Calc 00:00 

Zk$~ëZÐ 00:06 

. »¬gs LibreOffice Calc 00:08 

. ~ZIw!g LibreOffice Calc 00:12 

. ~Zq*eZY$43ïGEHùÅB Calc 00:16 

. ñ��{eZY$43ïGEHùÅB 00:18 

. ™,ZzgZÐùÈ™, Save eZY$43ïGEHÃ¾§b 00:21 

. Ë.ç LEW¢ø
ELÎf»ZqZ4iÅ:æENEì LibreOffice Calc  00:26 

~Z°Z�zÑg6 spreadsheet ic�{FÀ6zW§jÐ»x™@ìÔZÏ§b Writer T§b
. »x™äÅœª�ø[ì

00:32 

. ¹YYì software SÐZ°Z�zÑgÆnZq 00:40 

. Å§bì Microsoft Excel ~Microsoft Office Suite t 00:44 

ì&�çz£ZEwÔÜZzg�HYYìX software tZqjZzgZz6Îgk 00:49 

cZkÆZd Microsoft Windows 2000 ZEw™äÆnÔM\cÂ LibreOffice Suite 

M\ZLM6|Ä  ZEw™M�c MS Windows 7 cMS Windows XP zgjy�
. »ZEwÌ™M� GNU/LINUX Æîg6

00:57 

»ZEw™gì�X 3.3.4 W6|ÄZzgË.ç LEW~Îzfzgjy 10.04 ë�VZk$~Zz8É45½ø GE 01:14 

Åæ� Synaptic Package Manager Züw7ìÔ LibreOffice Suite Z¤M\Æ0k
ÐSÐZüwHYYìX

01:26 

Æ!g}~'×h¥â]qÝ™äÆnZkzd‚V Synaptic Package Manager

Åæ�BZzgZkzd‚V6�~�@Zc]6¿™Dƒñ Ubuntu Linux Tutorials 6
eZ�yße™,X LibreOffice Suite 

01:35 

Æ¬$~ñ���X  LibreOffice Suite -@Zc] 01:50 



. Züø»ZEw™, "Complete"~Calc c�gOÔZüw™Dz‰ÜÔ  1:56

ZüwìÔÂZh+ÆZz6!NÃä~ LibreOffice Suite Z¤M\Æ0k¬Ð„
LibreOffice 6®ÓëL™äÐ LibreOffice ZzgQ Office MB6®ÓëL™Æ Applications 

. ïYñÇ Calc 

02:01

X. ÆZZbZYªCÙ™@ƒZ²£Ñõ NÇ LibreOffice Zq*eZ^v!¾ 02:17 

Æbz6 Spreadsheet Jg‚ðqÝ™äÆnÔ6eZ&Õä Jv!¾~ LibreOffice Calc 

. ®ÓëL™,
02:22 

. z&z~Zq{àeZY$43ïGEHÅáÇ main Calc t 02:30 

. z&zÆZëZbZYÆ!g}~Y3Ð Calc Z[ë 02:35 

ƒC� sheets ~F workbook Zq . Ì¹Y@ì workbook ~eZY$43ïGEHÃZq Calc 

. BC� spreadsheets �
02:40 

CÙgzÅÙ|Zq�ÐƒCìZzgCÙ»Ý . CÙZ4iÅgzi)·gzV(Zzg»>VÅFK~�ƒCì
. Åwzs{Ð

02:48 

gzZzg»ÝÆYÐ�−kìSÐZkgzÆ�Zzg»ÝÆZQÐT*Y@ìX 02:58 

data Ô®Z�ÔÃgñßVÔZzg¹Ð text Æn  ™äZzg»g™�ÏÅ (Display) ûª8çXL
. Æ!g}~¥â]gÄM� elements 

03:09 

CÙZ4iÅ~F_54ø
IGHƒC�ZzgCÙÅ~�kÑÄÐic�{gziZzgZqDÙZg»Ý�áïG»M�ÔT»

. Èì�ZqÅ~ZqÎ™zh−ƒM�
03:18 

Ôstandard toolbar Ômenu bar Ôtitle bar ~&B5Òý NEGLI]g� Calc window

. ƒD� Status bar Zzg Formula barÔFormatting bar

03:33 

. Ôñ��� Name box Zzg Input line Æ´z{ÔZz6�zZŸ°ìÔ toolbars Zy 03:45 

6��ÔXÆ0ëWÐÆ"3ðHLHg&Òø
J

~ options ƒÐic�{ZEwƒäzZà Toolbars 

. ZÐ
03:54 



sheet Zzg sheet 2 ÔSheet1 �NM�Ô sheet tabs M\Z4iÅÆn!NÃä~&
3.

04:02 

t7CÙÅJg‚ð�ï�²ÃMäzZàÅ»7CƒY@ìX 04:13 

. Ã�3@ìÔZzgZk»7CƒY@ì sheet �zu~ÅÆ76®ÓëL™äÐz{ºm 04:21 

6cells Å̂~Z Grid Z´ª�Z4HY@ìÔZq data »Zëz�V spreadsheet 

. CÙ−»ÝZzg·gÆYÐáì . �ƒ@ì
04:28 

. wzsZzgZ°Z�6�!ãV»Zq�ì gray »ÝÆƒÐZz6�Ø�Zzg$VÅ!N§s~
�X headers t»ÝZzggziÆ

04:41 

ÐÑzqƒ™nÅY"ìELEYDìX "1" ÐÑzqƒ™�ZN§sÔZzggzi "A" »Å,çE 04:53 

~ªCÙƒD�X Name box t»ÝZzggziŠg−jZ!Y]Åú™D�� 05:01 

~Zq5�*zm¯*Z LibreOffice Calc ÆZZbZYÆ!g}~IÆ�Z[ë Calc 

.Ð
05:07 

WB6®ÓëL New ÆWB6®ÓëL™Æ " Ãb " c�!g~  M&½è
J

E6®ÓëL™, New Z�geIw!g~
. Zq*eZY$43ïGEH²£Ñõ NÇ . 6®ÓëL™, " 4iÅ " ™,ZzgQMy~

05:17 

. z&z•ì Calc M\�BÐ��zâVßgÂV~Zq* 05:33 

¯NX Personal Finance Tracker ~spreadsheet Z[ëZÐ�¾§bZq 05:39 

�Z4™,X data ~cells ~P spreadsheet WØZ�¾§bZq 05:45 

. 6®ÓëL™, A1 cell Å«Å~ spreadsheet Â 05:50 

~spreadsheet ªCÙ™@ì�ë Serial number uqNU™,Ð�ZyZâY» "SN" ë
ª8çXL™,ÐX

05:56 

NU™,X heading Æîg6�zu~ items 6®ÓëL™,Zzg B1 cell Z[ 06:05 

. ~ZEw™,ÐZkuqÆ�ƒVÐ spreadsheet ÓxM#-,ç JHEÆ*x�ë 06:11 

, +V6P��v}6®Óë L™,ÔZzgu¥VÆîg6!nK G1  Zzg F1 ÔE1ÔD1ÔC1 ZÏ§b
. NU™, Account Zzg Date ÔReceivedÔSpentÔCost

06:18 



. �Z4™,Ð data ë�~Zy»>V~ 06:33 

. ™*e’ save »g™äÆ�ZkÃw~ZEw™äÆnZÐ spreadsheet ZK 06:39 

6®ÓëL Save As 6®ÓëL™,ZzgQMB File ~Menu Bar ™äÆnÔ save ZkÃbÃ
. ™,

06:44 

ìÆ�ZKÃb»*x�Z4™,X Name Zh+6ZqeZ&Õä Jv!¾ªCÙƒ@ì�VM\ 06:51 

. �g`™, Personal Finance Tracker Ãb»*x 06:59 

ìì�V̄®g»*x�Z4™*ƒ@ìT~M\ÃÃb Save in folder ìÆn Name 

. ™*ì Save 

07:04 

. ì~eZzyZkz6®ÓëL™, Save in folder 07:14 

™*Save ë�V̄®gÉ™,Ð�VëZKÃb . ÅZqz„ªCÙƒCì options ¯®gÆ
eT�X

07:18 

. 6®ÓëL™,Ð option ÆDesktop ë 07:26 

. ƒYñÏ Save ÃbelN\6 07:28 

. 6®Óë L™, option ÆFile Type Z[eZ&Õä Jv!¾~ 07:34 

ÅZqz„ªCÙ™@ìTÆ�M\ZK extensions cÃb options Æfile type tM\Ã
. ™M� Save ÃbÃ

07:37 

dot ods ì�  ODF spreadsheet ~�Ã«Ã&ÿG0Å¢gê
GL

LibreOffice Calc 

. �ÛZë™@ì extension 

07:46 

ìX open standard ì�Zq open document format »È ODF 07:56 

~ÅàY$ËìÔW\ LibreOffice Calc ™äÆ´z{Ô� save ~dot ods format Ãb
MS Office Excel ™M�Ô& save ~Ì dot xls ÔZzg dot xlsx Ôdot xml ZKÃb

. ~ÅÑYYì program 

08:01 

. ì�¹Ð6z¤ZñV~•ì dot csv ZqZzg=wÃbZÅ 08:20 



ÃZ:g™äcZEwHY@ìÔ�Ãb data Æspreadsheet Å̂~ text file tZÒZq
Æ‚̂ÃZ•ðÁ™�êìZzgM‚ãÐ$43¨ÿ NEGGHYYìX

08:28 

. 6®ÓëL™,Ð option ÆODF spreadsheet ë 08:38 

ÃbÅ¢gê
GLÃbNUWBÆ dot ods Zzg'lÆZ0g  ODF spreadsheet M\ä�¬�

. ÇWÐªCÙƒY@ì
08:43 

. Å6®ÓëL™, Save 08:53 

extension Zzg filename z&z~zZ:áYñÇ�VN?!g6M\ÆI» Calc tM\Ã
�3ð�c@ìX

08:55 

HYYìÔ�Zqzd£ Save Å̂~Ì dot HTML Ã spreadsheet ZkÆ´z{
. Ãgóì

09:03 

tZÏ§bHY@ì�¬zŸsÅ�ìX 09:13 

. 6®ÓëL™, Save As 6®Óë L™,ZzgQMB option ÆFile �!g~ 09:18 

Zzg'Ò~ HTML Document 6®ÓëL™,ÔZzgQ option ÆFile Type Z[
. 6®Óë L™, OpenOffice dot org Calc 

09:24 

. �êì extension » dot HTML eZY$43ïGEHÃ option t 09:36 

. ÆÅ6®Óë L™, Save 09:41 

. MBÃÉ™, Ask when not saving in ODF format Z[eZ^v!¾~ 09:44 

. ÃÉ™, option ÆKeep Current Format My~ 09:50 

. ƒ�ì Save Æ‚B dot HTML extension M\�BÐ�eZY$43ïGEH 09:54 

Zqzd£Æîg6�3*eTƒV��Zq spreadsheet tÃgóAZEwHY@ìZëZK
. zd'Z�igÐÅàYn

10:00 

PDF ÆW"5½è GJE6®ÓëL™Æ Export directly as PDF ~standard tool bar eZY$43ïGEH
™*Save )'Mæ(HYYìX¬Å§bz{£xÉ™,�VM\Ãb Export Ãgó~

eT�

10:10 



6®ÓëL Export as pdf 6®ÓëL™,ZzgQMB option ÆFile ~Menu bar ��wîg6M\
. ™,

10:24 

ÆÅ6®Óë L Save 6®ÓëL™,ZzgZkÆ� option ÆExport �eZ&Õä Jv!¾ªCÙƒ@ìZk~
. ™,

10:33 

. Ãb»gƒYñÏ pdf Zq 10:40 

ÃbZzg³i6®ÓëL™ÆëZkeZY4ÃÈ™D�X 10:44 

~Zq¬Ð»g™�{eZY$43ïGEHÃÅBX LibreOffice Calc Z[ëY3Ð�¾§b 10:50 

Æ�6®Óë L™,ZzgZkÆ� File ~Menu Bar Zqñ��{eZY$43ïGEHÃÅ%ÆnÔQz6
. 6®ÓëL™, option 6Zzg(¡ç FL Open 

10:56 

. ZqeZ^v!¾Zh+6ªCÙƒ@ì 11:06 

. Hì Save z{̄®g�l™,�VM\äZCeZY$43ïGEH 11:09 

Type a File name. Ze*xì . eZ^v!¾ÆZz6!NÃä~gLRÅ6®ÓëL™, 11:14 

. ìÃÅmì Location Bar tZq 11:23 

. �ÃbM\�l™gì�Zk»*xNU™, 11:25 

. NU™,Ð Personal Finance Tracker �VëÃb»*x 11:30 

ÃÉ Personal Finance Tracker dot ods Z[Ã�VÆ*xÅz„�ªCÙƒCìÔ~
. ™,

11:35 

. Å6®ÓëL™, Open Z[ 11:43 

. tì Personal FinanceTracker.ods M\�BÐ�Ãb 11:45 

. ÆM&½è
J

E6®ÓëL™ÆÌZqñ��{ÃbÅwM� Open Iw!g~  ��wîg6M\ 11:51 

Microsoft Excel ZÅzZàÃ:ÌÅwM�� dot xlsx  Zzg dot xls ~Calc M\
~ZEwÅYC�X

12:02 

. ™, Save Z[ë�BÐ�¾§bZqÃb~Fç™ÆZÐ¬�ñƒñ*xÆ� 12:13 

. ~ZŸ†™,Ð font size ÂZ[ëÃbps™äÅnÄZ*]Ã1®ZzgZyÆ 12:20 



SN, Cost, Spent, Received, â�kÆ!NÅÃ . 6®Óë L™, A1 cell ƒÐ¬
. ™S7É™, (drag) aç N¥V6é Account Zzg Date 

12:26 

Z[ÌúcVƒ*  text Æ!NÅÃgh�,Ô mouse Z[ . ÃÉ™}ÇZzgúcV™}Ç text t
. M&½è

J
E6®ÓëL™, Bold ~standard toolbar Z[  e’Ô

12:42 

. ƒYD� bold ÄZ*]Zk§b 12:56 

. ~ZŸ†™,Ð font size Z[ëÄZ*]Æ 12:59 

. Æì~®Óë L™, Font size ÄZ*]ÃÉ™,ZzgQIw!g~ 13:03 

. É™D� 14 ~Ôë Drop down menu 13:09 

. »ZŸ†ƒZì Font size M\�BÐ�ÄZ*]Æ 13:13 

. Ãps™,Ð Font type Z[ë 13:17 

Bitstream Æîg6 font name Æì~eZzyZkz6®Óë L™,ZzgQ Font name 

. ÃÉ™, Charter 

13:21 

. 6®ÓëL™, icon ÆSave £/p´V™äÆ� 13:31 

ÆFile ~Menu bar ™äÆ�ZM\ZÐÈ™*eT�Ô save ZLeZY$43ïGEHÃ
. 6®ÓëL™, close 6®ÓëL™,Zzg(¡ç FL Menu 

13:36 

. tM\ÅÃbÈ™@ì 13:46 

. ÆZ!x6Mã� Spoken tutorial 6Zk LibreOffice Calc Z[ë 13:50 

: ¿UÔëä5 13:54 

. »¬gs LibreOffice Calc 13:57 

toolbars. ~Z LibreOffice Calc 14:01 

. *eZY$43ïGEHùÅB 14:04 

. Zqñ��{eZY$43ïGEHùÅB 14:07 

. )ôp(ZzgÈù™, save ~ZqeZY$43ïGEHÃ Calc 14:10 

. ~*eZY$43ïGEHÅB Calc Z[M\cZqwìÔ 14:14 



. ™, Save *xÆ� Spreadsheet Practice.ods ZÐ 14:20 

. Æîg6Š&½ø
EY

)ÄZ*](K Salary Zzg Serial number,Name, Department 14:25 

. ™�,XÃbÈ™, 16 ™,Ô45å XGHL&½ø
EY»¯.‚̂(J™ underline 45å XGHL&½ø

EY
14:31 

. qgzfs�6�ø[zi-�B 14:39 

tZ7ÁkIg�6z7½ïEH»Ü�ìX  14:42 

Z¤M\Æ0kZh�ÌeB7ìÂM\ZÐeZzyße™Æ�NM�X 14:45 

Z7ÁkIgs6z��ÔZ7ÁkIg�Æfg=zg¤\»ZZ�™CìX  14:49 

MyÑíZJy~»x[ƒäzZßVÃ��îìX 14:59 

6gZ�‡ì™,X Contact@spoken-tutorial.org '×h¥â]Æn 15:00 

Z7ÁkIgs6z�ÔNuIZ}å6z�»ZqzìX 15:05 

Åæ�ÐYg~ìX ICT Æ̧ò(u&g=  tÓ#ÖyÅziZg]'ZñZ̈ãz‚bzF¹ 15:10 

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

15:17 

$»FÀeZË)·ZÑäZzgœZÈ~~äªzY>ØZ£äÅìXZ[ëM\ÐZYi]  Zk
Ñqƒä»¹¹]tX  øg}‚B . eT�

15:28 

mailto:Contact@spoken-tutorial.org

